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Northern Counties Cricket Club

4.1 Child Protection Policy for Northern Counties Cricket Club 27 January 2008
We recognise that child protection should not be treated in isolation - we will take on board guidance given by Highland Child Protection Committee and will address recruitment and selection of volunteers and paid employees by doing the following:
1.) We accept that it is our responsibility as a group to check that all adults in positions
requiring disclosure checks have been appropriately vetted (See Sections 1.3.2 and
4.7);

2.) We will ensure the every new volunteer or member of staff will complete a Personal
Profile Form. Please photocopy Section 4.6 of this document.

3.) We will make a request for previous addresses on volunteer/ job application forms;

4.) We will ask for the names of two referees who will be prepared to provide a written
reference;

5.) We will follow up each reference with a telephone call or personal contact during
which we will discuss the applicant's suitability to work with children. A record of
this discussion will be kept in the applicant's file(See Section 4.9);

6.) We will interview prospective volunteers and staff;

7.) We will note at interview all previous experience of volunteers and staff in working
with children;

8.) We will carry out a probationary period for all volunteers and staff of at least three months.
9.) We will notify Ministers if anyone on the Disqualified from Working with Children
List applies to work for or volunteer with our group (See Section 1.3.3);

10.) We will ensure that all staff are given Codes of Practice to adhere to (See Section
5.2);

11.) We will remove from unsupervised contact with children any member of staff or volunteer whom we know or suspect to have caused harm to a child or to have placed a child at risk of harm and we will notify Ministers of our actions and the reasons for them, even if that person has left our group (See section 1.3.3).
We believe that every child regardless of age has at all times and in all situations a right to feel safe and protected from any situation or practice that results in a child being physically or psychologically damaged. In our group, if we have suspicions about a child's physical, sexual or emotional well being, we will take action.
All volunteers or staff are encouraged to share concerns with the group's Child Protection Lead. If the situation is clearly an urgent case, the child is too frightened to go home or we have very serious doubts about the child's safety, we will contact Social Work Services or Police immediately.
If our concerns are more general about a child's welfare, then we will discuss these with our group's Child Protection Lead, who would then make a referral to an appropriate professional for assessment of the child's needs. It is important that all volunteers and staff communicate concerns accurately. To this end, volunteers and staff will follow the procedures below;
1) Upon the receipt of any information from a child or suspicions, it is necessary to
make an accurate and detailed written record of what they have seen, heard or
know, at the time the event occurs;

2) Share their concerns with the Child Protection Lead for the group and agree
what action to take;

3) Avoid asking any more questions than are necessary to clarify whether there is a
concern. Always REFER to statutory services to undertake in depth
INVESTIGATION of any suspicions or allegations about abuse.

If we have concerns we must act- it may be the final piece of the jigsaw that is needed to protect that child - or we may prevent, further children from being hurt.
Both the local Area Social Work Office and Police Office telephone numbers are to be found in the telephone directory. For ease of reference note them below:
	Area Social Work Office
	01463 724220

	Local Police Station
	01463 715555

	
	Out of hours Social Work Emergency Service
	08457 697284

	General Child Protection Enquiries
	01463 703488


4.2 Policy Statement for Northern Counties Cricket Club 27 January 2008
We will:

· Hold a register of every child involved with the group including relevant medical
details and have a contact name and number close to hand in case of emergencies;
· Treat everyone with respect;
· Remember that some issues are confidential;
· Provide an example we would wish others to follow;
· Where possible consider activities which involve more than one adult being present
or at least within sight and hearing of others;
· Be aware that someone else might misinterpret our actions even if they are well-
intentioned;

· Respect a child's right to personal privacy;
· Provide time for children to talk to us;
· Encourage children to respect and care for others;
· Take action to stop any inappropriate verbal or physical behaviour;
· Have a group policy for the collection of children after meetings have finished;
· Remember to REFER not INVESTIGATE any suspicions or allegations about abuse;
· Only share concerns and seek support from those identified in the group's child
protection policy;
· Complete the vetting checklist. Please photocopy Section 4.7 of this document.
4.3 Policy on Recruitment of Ex-Offenders:
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We will treat any applicant for any position (paid or voluntary) within our organisation fairly and not discriminate unfairly against the subject of a disclosure on the basis of conviction or other information revealed.
We will request a Standard or Enhanced disclosure only where it is necessary and relevant to the position sought.
Where a position requires a disclosure we will make this clear on the application form, job advert and any other information provided about the post.
At interview we will ensure that open and measured discussions can take place on the subject of offences.
Failure to reveal information at interview, that is directly relevant to the position sought, could lead to withdrawal of an offer of employment.
At interview or when receiving a disclosure which shows a conviction or which contains intelligence of significance to working with children and families, we will use our professional judgement and take into consideration -
· Whether the conviction/intelligence is relevant to the position being offered.

· The seriousness of the offence revealed.

· The length of time since the offence took place.

· Whether the applicant has a pattern of offending behaviour.

· Whether the applicant's circumstances have changed since offending took place.

We will ensure that all our members (staff or volunteers) involved in the recruitment process are aware of this policy and have received relevant training and support.
Any applicant for any post that requires a disclosure may receive a copy of this policy and the Code of Practice.
4.4 Policy on the Secure Handling, Use, Storage and Retention of Disclosure Information:
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In accordance with the Scottish Executive Code of Practice, for registered persons and other recipients of Disclosure Information, we will ensure the following practice.
· Disclosures will only be requested when necessary and relevant to a particular
post and the information provided on a disclosure certificate will only be used for
recruitment purposes.

· We will ensure that an individual's consent is given before seeking a disclosure, and
will seek their consent before using disclosure information for any purpose other
than recruitment.

· Disclosure information will only be shared with those authorised to see it in the
course of their duties.

· Where additional disclosure information is provided to our designated signatory
and not to the disclosure applicant, our designated signatory will not disclose this
information to the applicant, but will inform them of the fact that additional
information has been provided, should this information affect the recruitment
decision.

· Disclosure information will be stored in a locked non-portable container, for a
maximum of 6 months. Only those authorised to see this information in the course
of their duties will have access to this container.

· Disclosure information will be destroyed by shredding.

· No image or photocopy of the disclosure information will be made, however the
following details may be retained:

· Date of issue of disclosure
· Name of subject
· Disclosure type
· Position for which disclosure was requested
· Unique reference number of disclosure
· Recruitment decision taken
· If the subject of the Disclosure check is found to be on the 'Disqualified from
Working with Children List' we will notify the Police that an attempt has been
made to acquire work with children.

· We will ensure that all staff with access to disclosure information are aware of this
policy and have received relevant training and support.

· We will make a copy of this policy available to any applicant for a post (paid or
voluntary) with us that requires a disclosure.

4.5 Policy on protecting Vulnerable People:
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We aim to ensure that any vulnerable people, whether children, young people or vulnerable adults*, are protected and kept safe from harm while they are with staff or volunteers in this organisation. In order to achieve this we will ensure our staff and volunteers are carefully selected, screened, trained and supervised.
All applicants, for paid and unpaid positions, will complete an application form.
· Short listed applicants will be asked to attend interview.

· Short listed applicants will be asked to provide references and these will always be
taken up prior to confirmation of appointment. We will follow up each reference
with a telephone call or personal contact during which we will discuss the applicants
suitability to work with vulnerable individuals.

· Where relevant to the post, the successful applicant will be asked to agree to an
appropriate disclosure. Disclosures will be requested prior to the applicant taking
up post.

The successful applicant will receive induction training, which will give an overview of the organisation and ensure they know its purpose, values, services and structure.
· Relevant training and support will be provided on an ongoing basis, and will cover
information about their role, and opportunities for practicing skills needed for the
work

· Training on specific areas such as health & safety procedures, identifying and reporting
abuse, and confidentiality will be given as a priority to new staff and volunteers, and
will be reviewed regularly.
All staff and volunteers will have a designated supervisor who will provide regular feedback and support.
· Every member of staff and volunteer will attend an annual review, where their
performance, skills, motivation and expectations will be discussed. Annual reviews
will be minuted and copies made available to the member of staff/volunteer. We
will ensure that all staff and volunteers involved in recruitment, training and
supervision, are aware of this policy and have received appropriate training and
support to ensure its full implementation.

* A vulnerable adult is defined as 'an adult aged (16 or over) who is unable to safeguard his or her personal welfare, property, or financial affairs, and is: in need of care and attention arising out of age or infirmity, or suffering from illness or mental disorder, or substantially handicapped by any disability.'
Para 22 consultation document.
4.6 Personal Profile Form

To be completed by all new volunteers/employees

1. Organisation's Name:…………………………………………………………………………………………………………………………
Title:……………………   Forename:………………………………………
Surname:…………………………………………………..
Date of Birth:……………………
Telephone No (incl STD code):…………………………………………………………………..
Address:………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………Postcode:…………………………………….
Occupation:……………………………………………………………………..
Currently Employed:    Yes 
[image: image1] No 
[image: image2]
2. Qualifications/Training - Please enter details of any qualifications or training courses you have attended which are relevant to caring for young children.

	Date(s)
	Title of Qualification/Training
	Subjects Studied
	Length of Course
	Name of Organisation

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3. Experience - Please give details of experience of working with under 16's or vulnerable people

	Where previously have you worked with young people under the age of 16?
	In what capacity?
	Between which dates?

	
	
	

	
	
	

	
	
	

	
	
	

	Other comments:


4. Referees - Please provide the names and addresses of TWO responsible persons for reference purposes. Referees should not be related to you and, where possible, should have a knowledge of your ability to care for or be in the proximity of children. All references will be taken up. You should secure prior agreement of referees before providing their names.
	Referee 1
	
	Referee 2

	Name:
Name:
	
	Name:
Name:

	Address:
	
	Address:

	
	
	

	                                                                              Postcode:
	
	                                                                              Postcode:


5. Declaration - I have read and understood the organisation's Child Protection Policy and agree to CONFIDENTIAL vetting procedures. I agree to inform the organisation of any change in circumstances.
Signed:……………………………………………………………………………………………………………Date:…………………………………

4.7 Vetting Checklist

	Name of Organisation:
	Northern Counties Cricket Club

	

	Name of Volunteer/Employee:
	


This Checklist and a Child Protection Personal Profile Form must be completed for all new volunteers/employees in your organisation who have substantial access to children.
1. Have you explained the need for vetting to the potential volunteer/employee?
Yes 
[image: image3] No 
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2. Have you given the volunteer/employee an opportunity to read your Child Protection Policy and discussed any issues arising out of this with him/her?
Yes 
[image: image5] No 
[image: image6]
3. Have you set up a personnel file for the potential volunteer/employee?
Yes 
[image: image7] No 
[image: image8]
4. Has the volunteer/employee completed a Child Protection Personal Profile
Form? (Please attach the completed form to this check list)
Yes 
[image: image9] No 
[image: image10]
5. Have you carried out appropriate vetting? Has the volunteer consented to a
disclosure check (where this is required) and completed the appropriate
paperwork and has this been followed through?
Yes 
[image: image11] No 
[image: image12]
6. Were the results satisfactory?
Yes 
[image: image13] No 
[image: image14]
7. Have you taken up two written references? (Please attach the references to
this check list)
Yes 
[image: image15] No 
[image: image16]
8. Have you followed up these references with either a telephone call or
conversation? (Please attach a written record with full details including the date
of the call or conversation to this checklist)
Yes 
[image: image17] No 
[image: image18]
9. Has the above individual been approved as a volunteer/employee with your
organisation? (You must be able to answer YES to questions I -8 above before
you sign this form
Yes 
[image: image19] No 
[image: image20]
Signed:…………………………………………………………………………………….Date:…………………………………..

Name (in block capitals):……………………………………………………………………………………………………..

Position held in Organisation:……………………………………………………………………………………………..

4.8 Reference Form
DETAILS OF REFEREE

Name:………………………………………………………………………………………………………………………………………………………
Relationship to the Applicant:………………………………………………………………………………………………………………….
Address:………………………………………………………………………………..
Postcode:……………………………………….
Telephone No's:

Day…………………………………..
Evening…………………………………………..
Mobile………………………………………..
Email Address:…………………………………………………………………………………………………………………………………………..

DETAILS OF APPLICANT

Name:……………………………………………………………………………………………………………………………………………………….
Address:………………………………………………………………………………..
Postcode:……………………………………….
The above person……………………………………………….
(name of applicant) has expressed an interest in working with Northern Counties Cricket Club.

The post involves child care. As an organisation committed to the welfare and protection of children, we are anxious to know if there is any reason at all to be concerned about this applicant being in contact with children or young people.

If you are happy to complete this reference, any information will be treated confidentially and in accordance with relevant legislation and guidance.

Information will only be shared with the person conducting the assessment of the applicant's suitability for the post/voluntary work, if he/she is offered the position in question. We would appreciate you being extremely candid, open and honest in your evaluation of this person.

· How long have you known this person?..................................................................................
· In what capacity (e.g. friend, work colleague)?........................................................................
· What personal qualities does the applicant have that would make them suitable to work with children/young people?....................................................................................................

........................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................
Please rate the applicant on the following personal qualities by ticking one box for each statement.
	
	Poor
	Average
	Good
	Very Good
	Excellent

	Responsibility
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	Maturity
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	Commitment
	
[image: image31]
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	Energy
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[image: image37]
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	Trustworthiness
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	Reliability
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	Concern for Others
	
[image: image51]
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This post involves substantial and unsupervised access to children. As an organisation committed to the welfare and protection of children, we are anxious to know if you have any reason at all to be concerned about this applicant being in contact with children and young people.

Please tick relevant box. If concerned tick YES if not tick NO. If you have answered YES we will contact you in confidence.

YES 
[image: image56]
NO 
[image: image57]
Signed:……………………………………………………………………………………………….Date:…………………………………………

Print Name:…………………………………………………………………………………………………………………………………………..

Please return in the envelope supplied marked Private and Confidential to the Child Protection Lead:

Name: Andrew Callanan
Address: 16 Harbour View, Anderson Street, Inverness

Postcode: IV3 8DE
Telephone No: 07775 334675
4.9 Reference Follow Up Telephone Conversation Record

Please use block capitals and black ink only

Volunteer/Employee Name: ……………………………………………………………………………………………………………………….

Referee Name: …………………………………………………………………………………………………………………………………………..
Referee Address: ………………………………………………………………………………………………………………………………………..
………………………………………………………………………………………………………Postcode:…………………………………………….
Relationship to Volunteer/Employee:………………………………………………………………………………………………………….
How long have you known the Volunteer/Employee:………………………………………………………………………………….
As far as you are aware has this person ever been responsible for:

· The physical abuse of a child?


Eg. hitting, striking with implements


Yes  SHAPE  \* MERGEFORMAT 


         No  SHAPE  \* MERGEFORMAT 



· The emotional abuse of a child?


E.g. threats, berating, criticism


Yes  SHAPE  \* MERGEFORMAT 


         No  SHAPE  \* MERGEFORMAT 



· The sexual abuse of a child?


Eg. inappropriate touching or contact

Yes  SHAPE  \* MERGEFORMAT 


        No  SHAPE  \* MERGEFORMAT 



· The physical neglect of a child?


Eg. not ensuring their health and wellbeing    
Yes  SHAPE  \* MERGEFORMAT 


        No  SHAPE  \* MERGEFORMAT 



· Do you believe that this person is suitable for working with children, young
people and vulnerable adults?


Yes  SHAPE  \* MERGEFORMAT 


        No  SHAPE  \* MERGEFORMAT 



Further Comments:

………………………………………………………………………………………………………………………………………………….


………………………………………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………………………………………….

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