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Foreword

These procedures support the Child Protection Policy of the Camanachd Association, as approved and adopted by the Association's Annual General meeting and published in the Constitution and Rules.

The procedures provide fuller, practical guidance to enable officials, coaches and club child protection co-ordinators (CCPCs) to implement the policy.

By virtue of their membership of the Camanachd Association, every affiliated Association and Club is held to adopt the policy and these procedures. The procedures apply throughout the game of shinty.

It is recognised that, in a number of clubs, the many responsibilities of keeping a club going are often in the hands of a few people. These procedures are not intended to add to the burden of those few people. They aim to bring clarity to the task of ensuring that children and young people can enjoy shinty. They are intended to be an aid to helping people in the Camanachd Association, its affiliated Associations and member clubs carry out their duties to protect children and make shinty a safe, healthy and happy option for children and young people.

Important note: References in this manual to members of the Camanachd Association mean:

Any person employed by the Camanachd Association.

Any person who is a current member of the Camanachd Association by virtue of having paid the appropriate subscription fee.

Any person acting on behalf of the Camanachd Association in a voluntary capacity.

Any person carrying out duties under the auspices of an affiliated Association or member club of the Camanachd Association, whether in salaried or voluntary capacity.


This Manual of Procedures is intended to be a working document, available for use as a reference document for people involved in shinty. Clubs are encouraged to make as many copies as they feel are necessary in order for all relevant members of the club to be able to have access. The Association will assist with this where possible.

Clubs are, however, strongly recommended to keep a Register of those to whom copies are provided. The pages in this manual will be updated from time to time. It is important that we know who has copies of the manual so that they can receive updated pages.

Clubs secretaries may wish to keep a register of who receives copies.

An up to date version of these procedures will be maintained on the Association’s website, at www.shinty.com

Recruitment and Monitoring of Employees and Volunteers

All reasonable steps must be taken to ensure unsuitable people are prevented from working with children and young people.

For all positions that require regular contact with children and young people the following recruitment procedures will apply.

1.1 Advertising

All forms of advertising to recruit members to positions involving regular contact with children and young people will include the following:

· A statement of the aims of the Camanachd Association.

· The responsibilities of the role.

· The level of experience of qualifications required (e.g. experience of working in a coaching capacity with children and young people is an advantage).

· A statement of the Camanachd Association's open and positive stance on child protection.

1.2 Pre-application information

Any person indicating an interest in a position (either paid or voluntary) within shinty that involves regular contact with children and young people, will be sent 'pre-application information'. This should include the following:

· A description of the job, including roles and responsibilities.

· A person specification (e.g. stating qualifications or experience required for the post).

· An application form and self-declaration form. The self-declaration form must be accompanied by a separate envelope labelled "Self Declaration. Only to be opened if candidate is to be interviewed".

Application forms and self-declaration forms can be copied from this manual.  Advice and assistance in compiling a job description and person specification is available from the head office of the Camanachd Association.

1.3 Application and Self-Declaration

Anyone seeking a position within the Association or a member club will be required to complete an application form (See Appendix C : Application Form for Positions Involving Contact with Children and Young People.) and self-declaration form (See Appendix D : Self-Declaration Form and Appendix E : Guidance Notes for Completing Self-Declaration Form). 

The purpose of the application form is to obtain relevant details from the applicant for the position. The purpose of the self-declaration form is to collect information on criminal behaviour that is relevant to the position, e.g. criminal records or investigations. The self-declaration form must be requested in a separate sealed envelope and is not opened unless the applicant is to be interviewed for the position. If the applicant is not selected for interview, then the sealed envelope is returned, unopened, to the applicant.

1.4 References

For every position involving regular contact with children and young people, at least two references will be sought. See Appendix F : Reference Form.
Where possible at least one of the references will be from an employer or a voluntary organisation where the position required working with children and young people as an employee, a volunteer, or as part of work experience. If the person has no experience of working with children and young people, specific training will be agreed before appointment and as part of the induction process.

1.5 Checks

The Camanachd Association is registered with the Central Registered Body for Scotland. Prior to any person commencing paid or voluntary work that requires regular contact with children and young people, a Disclosure Scotland check will be completed. This will require the prospective position holder to complete a Disclosure Scotland Form, with the results returning to the office of the Camanachd Association. 

Guidance in relation to Disclosure Scotland checks can be found in Appendix G : Guidance on Disclosure Scotland Checks.
As recommended by Disclosure Scotland (Protecting the Vulnerable by Safer Recruitment, 2002), the following types of checks are to be requested for positions requiring contact with children and young people.

Standard Disclosure
Standard disclosures will be requested from those applying for positions listed in the Rehabilitation of Offenders Act 1974 (ROA) (Exceptions) Order 1975. These categories include occupations that involve regular contact with children and young people under the age of 18; and the elderly, sick and handicapped people.

Enhanced Disclosure

Enhanced disclosures will be requested for positions that involve a greater degree of contact with children and young people. For example, positions that require regular contact with, training, supervising or being in sole charge of children and young people.

1.6 Interview

For positions that require regular contact with children and young people, interviews will be carried out. An interview will include requests for additional information to support the application. The Club Child Protection Co-ordinator (CCPC) will be a member of interviewing panels for positions that require regular contact with children and young people.

Suggested questions for an interview can be seen in Appendix H: Suggested Questions for Interviews for posts Involving Contact with Children and Young People.
1.7 Offer of Position

Once a decision has been made to appoint an individual, that person will be presented with letter setting out their roles and responsibilities and special obligations and requirements; e.g. agreement to the child protection policies and procedures of the Camanachd Association and the club. The individual will sign a copy of the letter, confirming that they accept the position and the roles, responsibilities and obligations that go with it. The Association or Club Secretary will retain this signed copy.

A sample letter is provided in Appendix I : Letter of Appointment
1.8 Induction

Within a club, a senior official, along with the CCPC, will be responsible for ensuring an induction programme for newly appointed employee/volunteer that includes the following:

· An assessment of training needs.

· Clarification, agreement and signing up to the Association's Child Protection Policy and Procedures.

· Clarification of the expectations, roles and responsibilities of the position.

1.9 Training

Newly appointed members will participate in identifying their training needs and will complete a training programme within an agreed period. This training will include Protecting Children and Young People.

1.10 Probation

If stated as part of the offer of employment/voluntary work, newly appointed members will complete an agreed period of probation on commencement of their role.

1.11 Monitoring and Performance Appraisal

All members who have contact with children and young people will be monitored and their performance appraised. This will provide an opportunity to evaluate progress, set new goals, identify training needs and address concerns of poor practice. 

Guidance Note to Section 1
· It is recommended that the process outlined for recruitment and selection is completed for all positions that require contact with children and young people. The degree of formality required for each part of the recruitment and monitoring procedure will depend on the position in question. 

The onus is on those doing the recruiting and monitoring to judge what is appropriate in order to ensure that the child protection policy and procedures of the Association are applied and implemented. Advice can be sought from the Camanachd Association.

· Information about previous convictions disclosed and a self-declaration form may benefit from clarification or additional information through discussion at interview. Obtaining more information will help assess the risk that this person may pose to children and young people involved in shinty.

If all the information gathered at interview, on a self-declaration form, from references and from personal knowledge, indicate that a person could be appointed, it is recommended that this be on a probationary basis until the Disclosure Scotland check is complete. 

The Camanachd Association recognises that some criminal convictions should not, of themselves, act as a bar to a person taking up a position within the game of shinty. Each case must be judged on its own merits. If a previous conviction relates to offences against children, then the person cannot hold a position within the game. Information about other offences should be sought in order to determine whether the person might pose any risk to children. For example, if a person has a history of convictions for driving whilst under the influence of alcohol, the Association or club will want to seriously consider whether that person should be allowed to transport children.

· Within shinty, it will often be the case that a person already well known to club officials is seeking to become involved in the game. This must not be allowed to dissuade those officials from carrying out full and proper recruitment procedures.

As well as the proper application and checking procedures detailed above, an interview must be carried out with the prospective employee/volunteer. An interview should establish why the person wishes to become involved, clarify his/her understanding of the roles and responsibilities of the post they wish to fill, ascertain his/her previous experience of working with children and young people and ensure that he/she is aware the game of shinty promotes the well-being of children and has child protection policies and procedures in place. Some suggested questions for an interview are contained in Appendix H: Suggested Questions for Interviews for posts Involving Contact with Children and Young People.
An interview for a post involving regular contact with children and young people should involve the club child protection co-ordinator. Those conducting the interview should prepare a list of questions to be asked at the interview. Additional advice or guidance on interviews is available from the Association headquarters and/or the Association child protection co-ordinator.

· Monitoring and Performance Appraisal are activities that should be carried out on an ongoing basis. It is the responsibility of a club to advise prospective employees/volunteers that this is the case. It is also their responsibility to agree the ways in which this will be done. 

It is legitimate that those who will be subject to monitoring and performance appraisal are advised, at the time of appointment, that club officials and the club child protection co-ordinator will observe the individual, seek views from children and young people and other adults who work alongside the person being monitored. 

It is important that the person being monitored is given regular opportunities to comment on their own performance and to receive feedback. Arrangements should be made between the club and the person concerned that a meeting will be held at least once per year for this purpose. This may be between a senior club official and/or the club child protection co-ordinator and the person concerned. A record of this meeting should be made and retained by the Club secretary until the time of the next meeting.

2 Members with Specific Responsibility for the Protection of Children and Young People.

2.1 Child Protection Co-ordinators

The Camanachd Association appoints an Association Child Protection Co-ordinator (ACPC). It also requires that all members clubs appoint a Club Child Protection Co-ordinator (CCPC). The roles and responsibilities of these people are detailed below. Specific responsibilities in relation allegations are detailed in Sections 7.2- 7.5. 

2.2 Role and Responsibilities of the child protection co-ordinator

Within the Camanachd Association the Association child protection co-ordinator will:

· Implement and promote the Camanachd Association's child protection policy, procedures and guidance.

· Regularly report to the Executive Committee of the Association.

· Act as the main contact within the Camanachd Association for the protection of children and young people.

· Provide information and advice on the protection of children and young people.

· Support and raise awareness of the protection of children and young people.

· Communicate with members on issues of child protection.

· Keep abreast of developments and understand the latest information on data protection, confidentiality and other legal issues that impact on the protection of children and young people.

· Encourage good practice and support of procedures to protect children and young people.

· Establish and maintain contact with local statutory agencies including police and social work departments.

· Maintain confidential records of reported cases and action taken and liase with the statutory agencies and ensure they have access to all necessary information.

· Organise training for members.

· Regularly monitor and review the Camanachd Association's child protection policy and procedures.

Within members clubs the club child protection co-ordinator will:

· Implement and promote the Camanachd Association's child protection policy, procedures and guidance.

· Monitor and review the application, within their club, of the Camanachd Association's child protection policy and procedures.

· Regularly report to the Management Committee of the Club on its performance in relation to the implementation of Association's child protection policy and procedures.

· Act as the main contact within the club for the protection of children and young people.

· Encourage good practice and support of procedures to protect children and young people.

· Participate, as appropriate, in monitoring and performance appraisal activity (See Section 1).

· Communicate with the Association child protection co-ordinator.
· Keep abreast of developments and understand the latest information on data protection, confidentiality and other legal issues that impact on the protection of children and young people.

· Maintain confidential records of reported cases and action taken and liase with the statutory agencies and ensure they have access to all necessary information.

· Report cases, concerns and action taken to the Association child protection co-ordinator.

· Attend training on the protection of children and young people.

Guidance Note to Section 2
The Roles and Responsibilities of the Association child protection co-ordinator and club child protection co-ordinator provide the basis of a job description for these positions.

So far as is possible, the Association child protection co-ordinator and club child protection co-ordinators should have the necessary independence to ensure there are no conflicts of interest. 

The club child protection co-ordinator, whilst attached to the club is, for monitoring and evaluation purposes, independent of it. He/she, as well as having an allegiance to the club, has a responsibility directly to the children and young people who play shinty and to the Camanachd Association. This multi-level relationship with club, children and young people and Association, empowers and requires the club child protection co-ordinator to report any matter of concern relating to child protection policy and practice, directly to the Association child protection co-ordinator.

In the case of clubs where it is necessary the club child protection co-ordinator role is taken on by a member with other responsibilities, all members must ensure that as much support as possible is given to enable the club child protection co-ordinator to maintain an appropriate degree of independence.

Parents, chidlren and young people should be aware that there is a club child protection co-ordinator, who this person is and how they can contact him/her. The co-ordinator should make him/herself known to people and be seen to be a part fo the club. However, the co-ordinator should not hold a key role in terms of direct, unsupervisied contact with children and young people.
In meeting the responsibilities set out in the procedure above, the club child protection co-ordinator should (see also sections 7.2 - 7.5):-

· Ensure that every person in the club, who has contact with children, is provided with a copy of and understands Section 3 in this manual,  'Code of Conduct for the Protection of Children'.

· Ensure that all other club members understand that any and all concerns must be reported to the club child protection co-ordinator and that, if there are concerns or allegations, other members must not embark on information gathering or assessment, either by speaking to the child, or children, involved, or any other person.

· Establish to his or her satisfaction, on an annual basis after each club AGM, that each member of the club committee understands and acknowledges the club's commitment to the protection of children, is aware of the Association's child protection policy and procedures and accepts the club's obligation to apply the policy and procedures. This commitment should be assessed through establishing the views of club committee members in relation to the importance of the child protection policy and procedures.

· Remind the club members that their commitment to implement child protection policy and procedures is a basis for membership of the Association. The club child protection co-ordinator should report to the Association child protection co-ordinator if he/she has any concerns regarding the club's collective commitment to implementing the policy and procedures.

· Receive information from the Association in relation to the development or implementation of child protection policies and procedures and ensure that these are:

· brought to the attention of relevant persons within the club (committee members, coaches, etc.)

· implemented by and within the club.

· Receive information from any person who has concerns regarding the welfare of a child. These may be concerns about the alleged abusive behaviour of someone not connected with the club. Alternatively, they may be concerns expressed about the alleged abusive behaviour of a member of the club. In either case, the CCPC should ascertain the facts from the person who has drawn his/her attention to the matter. The CCPC should make a record of this information. 

· In relation to a specific incident, seek to establish information relating to dates, times, persons involved and/or present. In addition he/she should seek to separate fact from opinion, objective details from subjective assumptions. Having done so, the club child protection co-ordinator should then form an opinion as to whether the matter warrants referral to statutory agencies (police or social services). If the club child protection co-ordinator is in any doubt about this, then a referral should be made. The club child protection co-ordinator may consult the Association child protection co-ordinator. However, it is of prime importance that a referral to the statutory agencies is not delayed. If there is any difficulty in contacting the Association child protection co-ordinator, the club child protection co-ordinator should go ahead and refer to the statutory agencies.

Recommended Characteristics of the Association child protection co-ordinator and club child protection co-ordinator:

· Have an understanding of the issues affecting children and young people and the sensitive way in which they must be managed.

· Be able to communicate the implications of protecting children and young people to all members.

· Be able to communicate with children and young people.

· Be supportive of the introduction of child protection policies and procedures.

· Have an understanding and appreciation of the need to respect confidentiality.

· Be able to follow procedures and recognise when to seek advice and not rely solely on their own judgement.

· Be willing to challenge members who do not comply with the child protection policy and procedures.

3 Code of Conduct for the Protection of Children and Young People 

A Code of Conduct provides clear expectations of members and the specific responsibilities they must uphold as a member. The Code of Conduct provides a set of standards of acceptable and unacceptable behaviour for members when working with children and young people.

The Code of Conduct was developed to achieve good practice and to reinforce common sense principles.  All members of the Camanachd Association are bound by this Code of Conduct. 

This code of conduct details the type of practice required by all members of the Camanachd Association when in contact with children and young people. The types of practice are categorised into good practice, practice to be avoided and practice never to be sanctioned. Suspicions or allegations of non-compliance of the Code by a member will be dealt with through the Camanachd Association's Disciplinary Procedure (See Camanachd Association Constitution section on Disciplinary Committee (General Behaviour)), and/or via the Section 7.5 of this manual, Responding to a Suspicion or Allegation of Abuse against a Member of the Camanachd Association. 

3.1 Good Practice

The Camanachd Association supports and requires the following good practice by members when in contact with children and young people.

A club should provide parents with a statement confirming its adoption of Camanachd Assoxciation child protection policy and procedures and advising the parents of the name of the club child protection co-ordinator. Clubs should also hold a Medical Information and Consent form for every child or young person who participates in shinty under the auspices of that club. (see Appendix J : Player Consent Form & Medical Information and Consent)

When working with children and young people:

· Make sport fun, enjoyable and promote fair play.

· Always work in an open environment, e.g. avoid private or unobserved situations and encourage an open environment for activities.

· Treat all children and young people equally, with respect and dignity.

· Put the welfare of each child or young person first before winning or achieving performance goals.

· Be an excellent role model including not smoking, drinking alcohol, swearing or using other inappropriate language in the company of children and young people.

· Give enthusiastic and constructive feedback rather than negative criticism.

· Ensure that if any form of manual or physical support is required for a children and young people, it is provided openly, the children and young people is informed of what is being done and their consent is obtained.

· Deliver educational instruction first verbally; secondly role-modelled; and thirdly, and only if necessary, with hands on - which must be accompanied by telling the children and young people where you are putting your hands and why it is necessary and obtaining their consent.

· Involve parents, guardians and carers wherever possible.

· Build balanced relationships based on mutual trust that empower children and young people to express their views and to share in the decision-making process.

· Recognise the developmental needs and capacity of children and young people and avoid excessive training or competition and either pushing them against their will or putting undue pressure on them.

First Aid Treatment of Injuries

If, in your capacity as a member of the Camanachd Association or a member club, a children and young people requires first aid or any form of medical attention whilst in your care, then the following good practice must be followed:

· Where practicable all parents/guardians of children and young people under 16 must complete a Camanachd Association medical consent form (See Appendix J : Player Consent Form & Medical Information and Consent ) before participating in shinty.

· Be aware of any pre-existing medical conditions, medicines being taken by participants or existing injuries and treatment required.

· Keep a written record of any injury that occurs, along with the details of any treatment given.

· Where possible, ensure access to medical advice and/or assistance is available.

· Only those with a current, recognised First Aid qualification should respond to any injuries.

· Where possible, any course of action should be discussed with the child or young person and their permission sought before any action is taken. (See Appendix K : Notes on the Law and Medical Consent: Children and Vulnerable Adults).

· In more serious cases, assistance must be obtained from a medically qualified professional as soon as possible.

· The child's or young person's parents/guardians or carers must be informed of any injury and any action taken as soon as possible, unless it is in the child's or young person's interests and on professional advice not to do so.

· A Notification of Accident Form (See Appendix L : Notification of Accident/Incident Form) must be completed and signed and passed to the Camanachd Association head office as soon as possible.

For taking and transporting children and young people away from home

If it is necessary to provide transport to take children and young people away from home, the following good practice must be followed:

· Where practicable, request written parental/guardian consent if members are required to transport children and young people (See Appendix M : Parental/Guardian/Carer Consent for the transportation of a child participating in shinty.)

· Always tell another member that you are transporting a child or young person, give details of where you are going, the expected departure and return time.

· Ensure all vehicles are correctly insured (members driving must give this assurance to club officials).

· All reasonable safety measures are taken, e.g. children in the back seat, seatbelts are worn.

· Ensure, where possible, a male and female accompany mixed groups of children and young people. These adults should be familiar with and agree to abide by the Camanachd Association's child protection policy and procedures.

· Be prepared to provide a written note of the proposed journey and event to which the journey pertains. This should be provided to other members and parents/guardians, if requested.

3.2 Practice to be Avoided

In the context of your role with the Camanachd Association, the following practice should be avoided:

· Avoid having 'favourites' - this could lead to resentment and jealousy by other children and young people and could lead to false allegations.

· Avoid spending excessive amounts of time alone with children and young people away from others.

· Ensure that when children and young people are taken away from home overnight, that adults avoid entering their rooms unless in an emergency or in the interests of health and safety. If it is necessary to enter rooms, the door should remain open whenever possible.

· Avoid taking children and young people to your home, unless it can be clearly demonstrated that this is relevant to the role you are undertaking within the game.

· Avoid, where possible, doing things of a personal nature for children and young people that they can do for themselves.

Important Note

It may sometimes be necessary for members to do things of a personal nature for children and young people, particularly if they are very young, affected by disability or vulnerable. These tasks should only be carried out with the full understanding and consent of the child or young person and, where possible, their parents or guardians. It is important to respect their views. If a person is fully dependent on you, talk with him/her about what you are doing and give choices where possible, particularly so if you are involved in any dressing or undressing of outer clothing, or where there is physical contact, lifting or assisting a child or young person to carry out particular activities. Do not take on the responsibility for tasks for which you are not appropriately trained.

3.3 Practice never to be sanctioned

In the context of your role within the Camanachd Association, the following practices should never be sanctioned:

· Never engage in 'rough and tumble' games which could be misinterpreted.

· Never engage in rough or physical contact except as permitted within the rules of the game of shinty.

· Never form intimate emotional or physical relationships with children or young people.

· Never allow or engage in touching a child or young person in a sexually suggestive manner.

· Never allow swearing or the use sexualised language by children and young people to go unchallenged.

· Never make sexually suggestive comments to a child or young person, even in fun.

· Never reduce a child or young person to tears as a form of control.

· Never allow allegations made by a child to go unrecorded or not be acted upon.

· Never share a room with a child or young person for sleeping accommodation.

· Never invite children or young people to stay with you at your home.

Important note

In special cases sharing a room may be required for health and safety reasons or if the child is very young or particularly vulnerable. If so, explain why this is necessary to the child or young person and their parent or guardian and seek their consent. Where possible ensure that at least two adults are in the room, preferably male and female.

3.4 Reporting

See Appendix Q : Reporting Line for Concerns regarding Misconduct, Inappropriate Behaviour or Abuse of a Child or Young Person., 

If members have concerns about an incident involving a child or young person that seems untoward or unusual, they must report their concerns as soon as possible to the club child protection co-ordinator. Parents should also be informed of the incident as soon as possible unless it is not in the child's or young person's interests to tell them (See Section 8, Sharing concerns with Parents, Guardians or Carers).

Report, record and inform if the following occur:

· If you accidentally hurt a child or young person

· If a child or young person seems distressed in any way.

· If a child or young person misunderstands or misinterprets something you have said or done.

· If a child or young person seems to be sexually aroused by your actions.

· If a child or young person appears to be forming an inappropriate attachment (e.g. crush) to you  or a fellow coach.

· If a child or young person needs to be restrained.

4 Identifying and Managing Bullying
The lives of many people are made miserable by bullying. Victims of bullying can feel lonely, isolated and deeply unhappy. It can have a devastating effect on a child's or young person's self-esteem and destroy their self-confidence and concentration. They may become withdrawn and insecure, more cautious and less willing to take any sort of risk. They may feel it is somehow their fault or that there is something wrong with them and, at worst, cause depression or feelings of worthlessness that can lead to suicide.

To ensure that the Camanachd Association creates an atmosphere where bullying of children and young people is unacceptable and to help members manage bullying issues, the following guidelines have been developed.

In some cases of abuse it may not be an adult abusing a young person. Children and young may also be responsible for abuse, for example, in the case of bullying. Bullying may be seen as particularly hurtful behaviour usually repeated over a period, where it is difficult for those bullied to defend themselves. Bullying can take many forms, including:

· Physical; e.g. hitting or stealing belongings 

· Verbal (including teasing); e.g. racist remarks, spreading rumours, threats or name-calling.

· Emotional; e.g. isolating a person from the activities or social acceptance of the group.

· Harassment; e.g. using abusive or insulting behaviour in a manner intended to cause alarm or distress.

Children and young people may be bullied by adults, their peers and in some cases by their families.

Identifying Bullying

Bullying can be difficult to pick up because it often happens away from others and victims do not tend to tell. However, you can watch for signs that may indicate the presence of bullying. The following is a list of common victim behaviour:

· Hesitates to come to training/coaching sessions or other group activities.

· Is often/repeatedly the last one to be picked for a team for no apparent reason.

· Is reluctant to go to certain places or join-in with certain people.

· Has clothing or personal possessions that go missing or are damaged.

· Keeps 'losing' their pocket money.

· Is quite nervous, withdraws from other people and becomes quiet and shy, especially is they have previously been quite an outgoing person.

· A usually quiet person suddenly becomes prone to lashing out at people, either physically or verbally.

These signs should make the responsible adult think and begin to ask questions and assess what may be happening.

Action to help the Victim (s) and Prevent Bullying

· Tell everyone, at the outset, that any bullying will not be accepted in the group/team.

· Take all signs of bullying very seriously.

· Encourage all children and young people to speak and share their concerns. Help the victim (s) speak out and tell the person in charge or someone in authority. 

· Talk with the bully(ies), explain the situation and try to get the bully(ies) to understand the consequences of their behaviour.

· Take all allegations seriously and act to ensure the victim is safe. Speak with the victim (s) and the bully(ies) separately.

· Reassure the victim (s) that you can be trusted and will help them, although you cannot promise not to tell other people about the bullying.

· Keep records of what is said; i.e. what happened, by whom and when.

· Report any concerns to the club child protection co-ordinator.

Action towards the Bully(ies)

· Seek an apology from the bully to the victim.

· Inform the bully's parents/guardians.

· Impose appropriate sanctions as necessary.

· Encourage and support the bully(ies) to change behaviour.

· Keep a written record of action taken.

Any suspicions or allegations of bullying of a child or young person against a member will be dealt with through these procedures (see sections 7.3 and 7.5  and, if necessary, the Camanachd Association's Disciplinary Procedures).

5 Photographing, Videoing and Filming of Children and Young People.

There is evidence that some people have used sporting venues and activities as an opportunity to take inappropriate photographs or film footage of children and young people.

Shinty is played in many areas where there are open playing conditions and where access to the playing area cannot be strictly controlled. Members of the public can gain access to ground immediately adjacent to the playing area and it is a goal of the Camanachd Association's that as many people as possible should watch shinty.

The Camanachd Association does not wish to prevent bona fide persons from having the opportunity to record the exciting spectacle that is the game of shinty, nor children and young people the opportunity to have their endeavours and successes appropriately recorded.

Within this environment, the Association does aim to ensure that children and young people are appropriately protected from people who may wish to misuse the opportunity to watch and record shinty and shinty players.

With this in mind, the following applies:

· Parents/Guardians of children and young people should be advised that their child may be photographed whilst participating in shinty. They should be advised that they could withhold consent for their child to be included in any organised photograph, etc. (e.g. in team photographs etc.).

Parents/Guardians wishing to withhold consent should be asked to sign a note to this effect (see Appendix N : Note from Parent/Guardian withholding consent for their child to be photographed, videoed, etc.). If a parent/guardian exercises their right to withhold consent, they should be asked to explain their reasons to their child.

· No photographing etc., must take place in areas where children and young people are changing before or after a game or coaching session.

· The Camanachd Association reserves the right at all times to request that photographs, film or video are not made at any event or activity with which it is associated.

· Any person behaving in what could reasonably be construed as an inappropriate way in relation to taking photographs, film or video at any event should be approached by the senior club official present or coach. Their behaviour should be pointed out to them and they be asked for an explanation. If a satisfactory explanation is not provided, the senior official or coach should report the matter to the club child protection co-ordinator or, if felt relevant, the police.

It is recognised that it may be challenging in some circumstances to monitor conduct in regard to procedures outlined for photographing, videoing or filming of children and young people. However, it is important that members, in particular match and event organisers, are aware of their responsibilities and trained appropriately so that procedures, including monitoring, are followed, good practice is achieved and the risks are reduced.

6 Children and Young People in Publications and on the Internet.

Sport websites and publications provide excellent opportunities to broadcast achievements of individuals and teams to the world and to provide a showcase for the activities of children and young people. In some cases, however, displaying certain information about children and young people could place them at risk. The following procedure must be followed to ensure Camanachd Association publications and Camanachd Association information on the Internet do not place children and young people at risk.

· Publications or information on an internet site must never include personal information that could identify a child or young person, e.g. home address, e-mail address, telephone number of a child or young person. Any contact information must be directed to the Camanachd Association or to the member club.

· The only identifying information that could be used is the name of a child or young person in a caption alongside a photograph of that child. It is the responsibility of the club to advise any prospective publisher if the child's or young person's parents/guardians have withheld consent for such information to be included.  The Camanachd Association cannot be held liable for any wrongful use of a child's name in any publication outwith its direct control.

· The matter of consent should be ascertained by asking the parents/guardians to give, or withhold, written consent for their child's name to be captioned alongside any photograph that may be published. This will require each club to approach the parent/guardian of every child participating in shinty under the auspices of the club. The written instructions of the parents/guardians must be retained by the club for so long as the child or young person remains a child and is connected with the club.

See Appendix O : Consent Form for a Child's Name to be Published alongside a Photograph in Camanachd Association or member club Publications, including Internet Publications.
· The content of photographs or videos must not depict a child or young person in a provocative pose or in a state of partial undress. The reasonable criteria for judging the suitability of a photograph would be that the child is engaged in normal shinty related activity, wearing normal clothing for the game. Children and Young People must never be portrayed in a demeaning or tasteless manner.

· Care must be taken in publishing photographs, film or videos of children or young people who are considered particularly vulnerable, e.g. the subject of a child protection issue or a Residence dispute between separated parents.

· Care is to be taken in publishing photographs, films or videos or children or young people with physical, learning and/or communication or language difficulties, as they could be particularly vulnerable to abuse.

Important Note: Any concerns or enquiries about publications or Internet information should be reported to the Association child protection co-ordinator, via the Association's head office. 

7 Responding to Disclosures

Refer also Appendix Q : Reporting Line for Concerns regarding Misconduct, Inappropriate Behaviour or Abuse of a Child or Young Person.
Information you receive about or from a child or young person may fall into one of the following categories:

1. Suspicion or allegation of inappropriate behaviour against someone who is not a member of the Camanachd Association.

2. Suspicion or allegation of misconduct or inappropriate behaviour against a member of the Camanachd Association.

3. Suspicion or allegation of abuse against someone who is not a member of the Camanachd Association.

4. Suspicion or allegation of abuse against a member of the Camanachd Association.

Whilst it can be helpful to be clear about which category the information you receive falls into, the priority is to take steps to ensure that any risk to the child or young person is addressed, whatever the category of behaviour towards the child may have been. This will include endeavouring to ensure that there is appropriate action in respect of the person who is suspected or alleged to have behaved inappropriately or in an abusive manner. 

Sections 7.2- 7.5 illustrate the differences in responses depending on which category (as above) the concern falls into. If there is any doubt on the part of the person receiving the information, then it should be treated as an allegation of abuse and acted upon accordingly. Advice should always be sought from the club child protection co-ordinator, Association child protection co-ordinator or, if neither are available, directly from local police or social services.

It is not the responsibility of any member of the Camanachd Association to decide whether a child or young person has been abused. However, it is everyone's responsibility to protect children and young people and to report concerns.

All members of the Camanachd Association should understand what is meant by the term 'abuse'. The definitions for the types of abuse and signs that may suggest abuse are detailed in Appendix A : Definition of Terms. It is very important that this appendix is read and understood by all members of the Camanachd Association.

7.1 Listening to a Disclosure

It is important to listen carefully to the information a child or young person discloses. When listening to a disclosure the following good practice is required:

· React calmly so as not to frighten the child or young person.

· Your job is not to interview the child or young person, but to listen.

· If you need to clarify something the child or young person has said, keep your questions to the minimum required to ensure you have a clear and accurate understanding of what has been said.

· If you need to ask questions, use open-ended, non-leading questions. A good example of an open question is, "Can you tell me what happened?". As examples of leading and non-leading questions, do not ask, "Did it happen on Friday?". Instead ask, "When did this happen?". Do not ask, "Did you say it was your dad that did this?". Instead ask, "Who did this?"

The Camanachd Association does not expect its members to be experts at asking children to clarify statements. If members keep in mind that we should not put words into the child's mouth, then their genuine efforts to help the child will be acknowledged.
· Do not show disbelief.

· Tell the child or young person that he or she is not to blame for whatever may have happened.

· Take what the child or young person says seriously. Remember that there can be difficulties inherent in interpreting what a child or young person says, especially if they have a speech disability and/or use a different first language. Remember that a child's understanding or interpretation of what may have happened may differ from the interpretation that an adult would put on it. In addition, remember that a child may use different words than the person to whom he/she is telling, to describe behaviour or parts of the body.

·  Do not pre-suppose that the experience was bad or painful - it may have been neutral or even pleasurable. Always avoid projecting your own reactions onto the child or young person.

· Do not introduce personal information from either your own experiences or those of other children or young people.

· Reassure the child or young person.

Actions to Avoid when Listening to a Disclosure

· Avoid panic.

· Avoid showing shock or distaste.

· Avoid probing for more information than is offered by the child or young person.

· Avoid speculating or making assumptions.

· Avoid making negative comments about the person against whom the allegation has been made.

· Avoid making promises or agreeing to keep secrets.

· Avoid giving any guarantee of confidentiality. Instead, be honest and tell the child or young person that you may have to share whatever they tell you, with other people, in order to ensure that they are safe.

7.2 Responding to a Suspicion or Allegation of Inappropriate Behaviour or Misconduct against Someone who is Not a Member of the Camanachd Association.

In the course of your role within the Camanachd Association a child or young person may disclose information to you about a person who is not a member, that leads to a suspicion or allegation of inappropriate behaviour or misconduct.

If the disclosure is about an incident that occurred during a Camanachd Association event or activity:

· Listen to the child or young person as detailed at 7.1 above.

· Pass the information to the senior club/Association official/employee present at the event or activity. Confirm that they will pass this information onto the club child protection co-ordinator.

· Make a full written record of the disclosure on the day you receive the information. Sign and date this and pass it to the club child protection co-ordinator as quickly as possible.

If the disclosure is about an incident that did not occur during a Camanachd Association event or activity:

· Make a full written record of the disclosure on the day you receive the information. Sign and date this and pass it to the club child protection co-ordinator as quickly as possible.

7.3 Responding to a Suspicion or Allegation of Inappropriate Behaviour or Misconduct against a Member of the Camanachd Association.

If you receive a disclosure that leads to a suspicion or allegation of inappropriate behaviour or misconduct against a member of the Camanachd Association:

· Listen to the child or young person as detailed at 7.1 above.

· Pass the information onto the club child protection co-ordinator.

· Make a full written record of the disclosure on the day you receive the information. Sign and date this and pass it to the club child protection co-ordinator as quickly as possible.

Establishing Basic Facts and Deciding on Appropriate Action

The club child protection co-ordinator must clarify basic facts to establish whether there is a reasonable cause to suspect or believe that misconduct has occurred. Having done so, the club child protection co-ordinator should then communicate with the Association child protection co-ordinator, as per Appendix Q : Reporting Line for Concerns regarding Misconduct, Inappropriate Behaviour or Abuse of a Child or Young Person.
In the case of an employee of the Camanachd Association, the matter may be dealt with under Employment Disciplinary Procedures, as they apply to that employee.

7.4 Responding to a Suspicion or Allegation of Abuse against someone who is Not a Member of the Camanachd Association.

All allegations of abuse must be taken seriously. If a child or young person says or indicates that he/she is being abused, or information is obtained which gives concern that a child or young person is being abused, you must respond as soon as possible in line with the following procedures.

Where there is uncertainty about whether the information relates to misconduct/inappropriate behaviour or abuse, the matter should be treated as if it was abuse. It may be that, later, the information will be re-assessed and the case treated as one of inappropriate behaviour or misconduct..

On receiving information about a non-member that leads to a suspicion or allegation of abuse:

· Listen, as set out in section 7.1.

· Contact the club child protection co-ordinator as quickly as possible. The matter must be dealt with on the same day as the information is first received.

If the club child protection co-ordinator is unavailable, contact should be made directly with the local social work department or police, who will offer advice and guidance. If the person receiving the information wants to consult within the Association and the club child protection co-ordinator is unavailable,  the Association child protection co-ordinator can be contacted.  However, there should be no undue delay in contacting the police or social work department.

· On the same day and as soon as is practicable after receiving the information, make a full written record of what has been seen and/or heard. You should endeavour to record what the child or young person said as accurately as possible, using his or her own words. The information should, where known, include the following (but do not use this list as a checklist for questioning the child):

· The name of the child or young person.

· Age and Date of Birth of the child or young person.

· Home address and telephone number of the child or young person.

· Your name, address and telephone number.

· The name, address and telephone number of the person giving you the information, if this is not the child or young person about whom there is concern.

· The name(s), address(es) and telephone number(s) of any witnesses to the incident(s).

· A summary, in your own words, of the nature of the allegation or concern (This should only be two or three sentences long).

· As full a detailed record as possible of what exactly was seen or heard. If it is something that was told to you, use the words used by the person (child, young person or third party) who gave you the information.

In this part of the report, record any dates, times or other relevant information (the information may not be specific. "It was close to Christmas time";  "It was a sunny day";  "We were in the car somewhere near ……………. ."

· A description of any visible injuries or bruising, behavioural or emotional signs (NB: Physical signs should be based on observing the child or young person dressed as they are when they speak to you. Do not examine the child or young person or ask them to remove any clothing so you can observe injuries).

· If it is not the child or young person reporting the matter to you, whether he or she has been spoken to and, if so, what was said.

· Whether the parents/guardians/carers of the child or young person have been contacted.

· Sign and date this record that you have made.

· Forward it to the club child protection co-ordinator as quickly as possible, who will then deal with it as per Appendix Q : Reporting Line for Concerns regarding Misconduct, Inappropriate Behaviour or Abuse of a Child or Young Person.
· If you have prepared this record on a computer, do not retain a copy on the computer. Print the record, sign and date it and then delete it from your computer.

Remember - Listen, Respond, Report and Record.

7.5 Responding to a Suspicion or Allegation of Abuse against a Member of the Camanachd Association.

The feelings caused by the discovery of potential abuse by a member of the Association will raise different and difficult issues, e.g. disbelief that a colleague in the game of shinty would act in this way. It is not the responsibility of members of the Association to decide whether a child or young person has been abused. However, as with allegations against non-members, it is the responsibility of Association members to act on any concerns.

Any information that raises concerns about the behaviour of a member of the Association towards a child or young person must be passed on as soon as possible, the same day as the information is received, in accordance with these procedures. No member in receipt of such information shall keep that information to himself/herself or attempt to deal with the matter on his or her own.  Any person breaching this requirement will be subject to disciplinary proceedings in accordance with the Constitution and Rules of the Association in respect of Disciplinary Committee (General Behaviour).

These procedures aim to ensure that all suspicions and/or allegations of abuse against a member of the Association are taken seriously and are dealt with in a timely and appropriate manner. They must be read in conjunction with the Association's Constitution and Rules in respect of the Disciplinary Committee (General Behaviour). In the case of an employee, the Camanachd Association's Employment Disciplinary Procedures will apply.

7.5.7 On receiving Information about a Member that leads to a Suspicion or Allegation of Abuse.

· Listen, as set out in section 7.1.

· Contact the club child protection co-ordinator as quickly as possible. The matter must be dealt with on the same day as the information is first received.

If the club child protection co-ordinator is unavailable, contact should be made directly with the local social work department or police, who will offer advice and guidance. If the person receiving the information wants to consult within the Association and the club child protection co-ordinator is unavailable,  the Association child protection co-ordinator can be contacted.  However, there should be no undue delay in contacting the police or social work department.

· On the same day and as soon as is practicable after receiving the information, make a full written record of what has been seen and/or heard. You should endeavour to record what the child or young person said as accurately as possible, using his or her own words. The information should, where known, include the same information as outlined above in section 7.4. 

· Sign and date this record that you have made.

· Forward it to the club child protection co-ordinator as quickly as possible, who will then deal with it as per Appendix Q : Reporting Line for Concerns regarding Misconduct, Inappropriate Behaviour or Abuse of a Child or Young Person.
· If you have prepared this record on a computer, do not retain a copy on the computer. Print the record, sign and date it and then delete it from your computer.

Important Note - Where the concern relates to the club child protection co-ordinator, contact should be made directly with the Association child protection co-ordinator.

7.5.8 Actions for the Club Child Protection Co-ordinator.

Establish Basic Facts - the club child protection co-ordinator must initially clarify the basic facts to establish whether there is a reasonable cause to suspect or believe that a member of the Association may have abused a child or young person.

If it seems, on the basis of the information conveyed, that there is grounds for concern warranting referral onto the statutory agencies, contact should be made immediately with local police or social work services.

Important Note 

· If the club child protection co-ordinator believes that he/she needs to communicate with the child or young person who is the alleged victim of the abuse, or with other children or young people who may be witnesses in order to establish basic facts, advice should be sought from police or social work before doing so. Only after receiving appropriate advice, should the club child protection co-ordinator approach parents/guardians/carers in order to obtain consent to speak to a child or young person.

· Any communication with a child or young person should only involve the use of basic, open, non-leading questions solely with a view to clarifying the basic facts. Similarly, any communication with other relevant people, e.g. coaches, should only seek to clarify basic facts.

· Advice must be sought from the police or social work service as to whether the member about whom the allegation has been made may be approached as part of the initial inquiry. Any such approach will not form part of any subsequent disciplinary investigation.

Making a Referral in Cases of Suspected or Alleged Abuse

If the basic facts support a suspicion or allegation of abuse, the club child protection co-ordinator should:

· Make a referral to the social work department or police as quickly as possible, on that day. Make a record of the name and job title of the person(s) spoken to and the date and time of the contact.

· Advise social work services and/or police that the person does have a role in shinty in which he/she has had contact with children.  Request that police or social work provide feedback at an appropriate time for the purpose of allowing officers within the Association to decide whether further action is required by the Association.

· The club child protection co-ordinator should take steps, with other senior officials in the club if necessary, to ensure that the person about whom there is a suspicion or allegation does not have contact with children via his/her role in shinty. This may involve requesting that social work or police advise when it is appropriate for Association or club officials to approach the person concerned.

· If the parents/guardians/carers of the child have not already been contacted, seek advice from social work services or the police as to who should make contact.

Important Note

Reporting the matter to the police and/or social work services must not be delayed by attempts to obtain more information. A Referral Form (See Appendix P : Referral Form for Suspicions or Allegations of Abuse of a Child or Young Person) must be completed as soon as possible the same day. A copy of this should be sent to the Police and/or social work services within 24 hours.

Throughout this phase of establishing basic facts and possibly making a referral, the club child protection co-ordinator can liase with the Association child protection co-ordinator. If not previously contacted, the Association child protection co-ordinator should be contacted once the club child protection co-ordinator has decided upon the appropriate course of action in respect of the concern.

Possible Outcomes following Advice from Police or Social Work Services.

Where the initial assessment by police and social work reveals that there is reasonable cause to suspect or believe that a member of the Association has abused a child or young person, there will be an investigation. Three types of investigation can result:-

· A criminal investigation.

· A child protection investigation.

· A disciplinary investigation.

Following advice from the statutory agencies, disciplinary action may commence in cases where a criminal investigation is ongoing, provided sufficient information is available to enable a decision to be made and doing so does not jeopardise the criminal investigation. The club child protection co-ordinator and Association child protection co-ordinator will liase on this matter.

7.5.3 Managing the Member against whom the Allegation has been made.

If advise from police and/or social work services is that member may be approached by the Association, the club child protection co-ordinator and other senior officials of the club will, with the advice of the Association child protection co-ordinator, agree how this will be done. The member should be told that an allegation has been made which suggests abuse. The member should not, at this stage, be given any information about the nature of that allegation, or any details of the alleged victim(s).

7.5.4 Suspension.

· Suspension is not a form of disciplinary action. The member may be suspended whilst an investigation is carried out.

· Suspension will be carried out by:

· The President/Chairperson of the club or the club child protection co-ordinator in the case of member at club level.

· The Chief Executive Officer, President of the Association or Association child protection co-ordinator in the case of a member at Association level.

· The Chief Executive Officer or President of the Association in the case of an employee of the Association in accordance with the Employment Disciplinary Procedures applying to the employee.

· At the suspension interview, the member will be informed of the reason suspension is taking place and given the opportunity to give a statement if he/she wishes. Notification of the suspension and the reasons will be confirmed in writing within 3 days of the suspension interview.

7.5.5 Managing False or Malicious Allegations.

· Where, after investigation, the allegation is found to be false or malicious, the member will receive an account of the circumstances and/or investigation and a letter confirming the conclusion of the matter.

· All records pertaining to the circumstances and the investigation will be destroyed.

· The club child protection co-ordinator or Association child protection co-ordinator will offer support to the member, should he/she wish this, or advise the member of any appropriate counselling services that are known to be available.

· The child, young person or other person who made the allegation should be advised that it has been found to have been a false or malicious allegation. The parents or carers of a child or young person should be involved as partners in this exercise. Children and young people should be advised as to the possible harmful effects of making false or malicious allegations and be told that the making of such allegations is unacceptable. They must not be punished, blamed, shamed or otherwise made to feel victimised. The club child protection co-ordinator or Association child protection co-ordinator can be consulted or involved in helping repair any damage to the relationship between the child or young person and the person against whom the allegation was made.

7.5.6 Managing Allegations of Historical Abuse.

Allegation of abuse may be made some time after the event; e.g. an adult who was abused as a child by a member who is still currently working with children and young people. Where such an allegation is made, the procedures for managing allegations of abuse, detailed above, must be followed.

7.5.9 Decision-making

Where the procedures, above, call for the club child protection co-ordinator to make decisions, the Association accepts that some clubs might feel it more suitable to establish a senior group to assume the decision-making role. This group would be asked to convene as and when required, by the club CP co-ordinator, and would exist to share the decision-making responsibility and not leave it in the hands of one person. It may comprise the child protection co-ordinator, club President/Chairperson and senior coach. This group would be required to make the decisions referred to above.

If a club chose to do this, it must acknowledge that:-

a) Such a group is obliged to make clear, unambiguous decisions.

b) Decision-making must not be delayed.

8 Sharing concerns with Parents, Guardians or Carers

8.1 Where it is not Abuse.

There is always a commitment to work in partnership with parents/guardians/carers where there are concerns about a child or young person. Therefore, in most situations not involving the possibility of abuse, it would be important to talk to the parents/guardians/carers to help clarify any initial concerns.  For example, if a child or young person seems withdrawn, he/she may have experienced upset in the family, such as parental separation, divorce or bereavement. Common sense is advised in these situations. Advice should be sought from the club child protection co-ordinator if there is any uncertainty about the appropriate course of action.

8.2 Allegations of Abuse

There are circumstances in which a child or young person might be placed at even greater risk if concerns are shared; e.g. where a parent/guardian/carer may be responsible for the abuse or not able to respond to the situation appropriately. In all cases of suspected or alleged abuse, advice and guidance must first be sought from the local police or social work services as to who contacts the parents.

Guidance Note to sections 7 and 8.

Defamation

Concerned adults may be reluctant to report suspicions of abuse for fear that the person suspected will sue then for defamation. An allegation of abuse will always be defamatory, but damages will not be awarded if the maker of the allegation can prove that it is true. Such allegations should not be made unless the maker of the allegation has a legal duty to make it and the Receiver has a duty to receive it. Therefore, a person may safely express concerns to, for example, the police or social work services, the club child protection co-ordinator or Association child protection co-ordinator. Of course, making untrue allegations for purely malicious reasons would always be actionable.

Confidentiality

Members receiving information about possible abuse should always treat that information as confidential in the sense that it must not be disclosed to anyone except those having a legal duty to receive it, such as the police, social work services, club child protection co-ordinator or Association child protection co-ordinator. 

Communicating information obtained from a Disclosure Certificate under the Police Act 1997 is a criminal offence.

Appendices

The following appendices include templates of various forms that must be used in the game of shinty in relation to the Association's Child Care and Protection Policy and Procedures.

Photocopies of the templates should be used by everyone involved in shinty, whether that be for Camanachd Association or member club purposes. Clubs may use other templates that they have designed, provided they reach the minimum standard set out in the attached templates in terms of information given, questions asked, etc.

For those with access to e-mail, copies of the templates can be e-mailed on request, for downloading. These can be saved as templates by club officials. Requests should be directed to the main office of the Camanachd Association.
Appendix A : Definition of Terms
Child:

The law in Scotland can be ambiguous when it comes to stating who is, or is not, a child.

Generally, a child is defined as anyone under 16 years of age.

Young people aged 16 to 18 years are sometimes classified as children in Scotland. In terms of the Children (Scotland) Act 1995, a 16 to 18 year old will be regarded as a child if they are subject to a supervision requirement made by a Children's Hearing.

For the purposes of Part V of the Police Act 1997, a child is defined as anyone under the age of 18 years.

The United Nations Convention on the Rights of the Child considers everyone under 18 to be a child.

Types of Abuse

National Policy and Guidance for statutory agencies in the UK generally refer to 5 categories of Abuse. These are:

Physical Injury

Physical Neglect

Sexual Abuse

Emotional Abuse

Non-Organic Failure to Thrive

The last of these relies on medical diagnosis to rule out any organic reasons for a child failing to thrive and is normally referred to in cases involving very young children. It is not discussed in detail in the Appendix, but should be borne in mind by Association members should they see a child who they believe might, for example, be malnourished. The other categories are described in more detail below.

In addition to the categories as listed above, the Camanachd Association also recognises that discrimination and bullying can have severe and adverse effects on children and young people. In its commitment to protect children and young people from all potentially harmful behaviour, the Association will deal with any discrimination and bullying under these procedures.

Recognising child abuse is not easy and it is not an Association member's responsibility to decide whether a child or young person has been abused. It is their responsibility to pass on any concerns and for the police and social work services to investigate the concerns.

The descriptions and lists below are not definitive or exhaustive. They are designed to help members of the Association to be more alert to the signs of possible abuse.

Association members should remember that in relation to abuse, an assessment of reasonableness should always be applied. This refers to any possible allegations against members as well as members considering what action to take when they have concerns. For example: If, to a reasonable person, a child requires medical attention and no-one secures it within a reasonable time, then an allegation of neglect may be valid.

Physical Injury

Physical Injury may involve the actual or attempted physical injury to a child or young person including hitting, shaking, throwing, poisoning, burning, scalding, drowning, suffocating or otherwise harming them. Physical Abuse can result from unintended actions. For example, a child who is injured in a dispute between adults.

Physical Injury may also be caused when a parent or carer feigns the symptoms of, or deliberately causes, ill health to child they are looking after. This has various names, all meaning the same thing: Munchausen Syndrome by Proxy, Factitious Injury, etc. A person may do this because they need or enjoy the attention they receive through having a sick child.

Physical Injury may be a deliberate act. Alternatively, it may result from a failure of somebody to do something. Or it may result from a failure by someone to fulfil his or her duty to protect a child.

Physical Injury in Sport

This may include bodily harm caused by a lack of care, attention or knowledge that may be caused by:

· Over training or dangerous training of children and young people.

· Over playing a child or young person.

· Failure to do a risk assessment of physical conditions, physical limits of the child or young person, or pre-existing medical conditions.

· Administering, condoning or failure to intervene in drug use.

Signs of possible Physical Abuse

Most children will sustain cuts and bruises throughout childhood. These are likely to occur in boney parts of the body like elbows, shins, and knees. In most cases, injuries or bruising will be genuinely accidental. An important indicator of physical abuse is where the bruises or injuries are unexplained or the explanation does not fit the injury or the injury appears on a part of the body where accidental injuries are unlikely; e.g. on the cheeks, buttocks or thighs. The age of the child must also be considered. Signs of possible physical injury include:

· Unexplained injuries or burns, particularly if they are recurrent.

· Improbable explanations or excuses given to explain injuries.

· Refusal to discuss injuries.

· Fear of parents being approached for an explanation.

· Fear of returning home.

· Untreated injuries, or delays in reporting them or in seeking medical attention.

· Excessive physical punishment to themselves.

· Arms and legs kept covered in hot weather.

· Avoidance of activity where legs, arms etc. will be visible; e.g. swimming, wearing shorts, changing.

· Aggression towards others/ Acceptance of physical aggression as a normal way of life.

· Running away.

When considering the possibility of non-accidental injury, it is important to remember that injuries may have occurred for other reasons, e.g. skin disorders, rare bone diseases.

Physical Neglect

Physical Neglect is the persistent failure to meet a child's basic needs. It may involve a parent or carer failing to provide adequate food, shelter, warmth, clothing or cleanliness. It may also include a leaving a child at home unattended, exposure of a child to conditions where they may be caused unnecessary suffering or injury, or the failure to ensure that appropriate medical care or treatment is received.

Physical Neglect in Sport

This could include the lack of care, guidance, supervision or protection that may be caused by:

· Exposure to unnecessary cold or heat.

· Exposure to unhygienic conditions, lack of food, water or medical care.

· Non-intervention in bullying or taunting.

Neglect, as well as being the result of a deliberate act can also be caused through the omission or the failure to act or protect. In other words, neglect may be caused by the failure to do something, as well as by doing something, whether deliberately or not.

Signs of possible Physical Neglect

· Constant hunger.

· Poor personal hygiene.

· Constant tiredness.

· Poor state of clothing.

· Frequent lateness (that sometimes includes explanations of the child having to get him/herself up in the morning, fed and out to school/training).

· Untreated medical problems.

· Low self esteem.

· Poor peer relationships.

· Stealing.

Sexual Abuse

Sexual Abuse involves forcing or enticing a child or young person to take part in sexual activities whether or not they are aware of, or consent to, what is happening. The activities may involve physical contact, including penetrative or non-penetrative sexual acts. The activities may also involve non-contact activities such as forcing children or young people to look at pornographic material or be involved in the production of pornographic material, to watch sexual activities, or encouraging them to behave in sexually inappropriate ways.

Child prostitution is sexual abuse. Many young people believe that they have chosen to prostitute and that they are in control of what they do. The reality is that many are in great danger and are being exploited by adults.

Boys and girls can be sexually abused by males and/or females, including persons to whom they are not related and by other young people. This includes people from all walks of life. Many adults who sexually abuse children do have ongoing 'normal' adult sexual relationships.

Sexual Abuse in Sport

This could include contact and non-contact activities and may be caused by:

· Exposure to sexually explicit inappropriate language, jokes or pornographic material.

· Inappropriate touching.

· Engaging in any sexual activity or relationship.

· Creating opportunities to inappropriately observe the bodies of children and young people.

Not all children and young people are able to tell that they have been sexually abused. Either they may not be able to tell or they may not know that they have been victims of abuse. Abusive adults who are very skilled in grooming children for abuse will behave in such a way that the child is unaware that they are being set-up for abuse or, in some cases, are being abused.

Changes in child or young person's behaviour may be the signal that something has happened. It is important to note however, that there may be no physical or behavioural signs to suggest that a child or young person has been sexually abused.

Signs of possible Sexual Abuse

· Behavioural signs

· Lack of trust in adults.

· Over familiarity with adults

· Fear of a particular adult, or adults.

· Developmental regression (begins to behave like a much younger child).

· Social isolation - withdrawn or introverted (especially if this is a change from normal).

· Running away from home.

· Sudden school problems; e.g. falling standards, truancy.

· Reluctance or refusal to participate in normal coaching/training/games, or to change clothes in the company of others.

· Low self-esteem.

· Drug, alcohol or solvent misuse.

· Fear of bathrooms, showers, closed doors, etc.

· Fear of medical examinations.

· Poor peer relationships

· Stealing.

· Irrational fears.

· Eating disorders.

· Psychosomatic factors; e.g. recurrent abdominal or headache pain.

· Sexual promiscuity.

· Over sexualised behaviour

· Display of sexual knowledge beyond the child's age (Language, Actions).

· Unusual interest in the genitals of adults, children or animals.

· Sexually explicit drawings.

· Compulsive masturbation.

· Physical or Medical signs

· Bruises, scratches, bite marks to the thighs or genital areas.

· Anxiety, depression.

· Eating disorder; e.g. anorexia nervosa or bulimia.

· Discomfort/difficulty in walking or sitting.

· Pregnancy - particularly when reluctant to name the father.

· Pain on passing urine, recurring urinary tract problem, vaginal infections or genital damage.

· Venereal disease/sexually transmitted diseases.

· Soiling or wetting in children who have been trained.

· Itchiness, soreness, discharge, unexplained bleeding from the rectum, vagina or penis.

· Stained underwear.

· Unusual genital odour.

· Self-mutilation, suicide attempts.

Emotional Abuse

Emotional Abuse is the persistent emotional ill treatment of a child or young person such as to cause severe and adverse effects on their emotional development. It may involve conveying that they are worthless, unloved, useless, inadequate or not valued.

It may feature age or developmentally inappropriate expectations being imposed on children and young people. It may also involve causing a child to feel frequently frightened or in danger, such as when they have to live in a home where there is domestic violence or aggression. It may involve the corruption or exploitation of a child.

Emotional Abuse in Sport

This may include the persistent failure to show respect, build self-esteem and confidence that may be caused by:

· Exposure to humiliating or aggressive behaviour or tone.

· Failure to intervene where self-confidence and worth are being challenged or undermined.

Signs of possible Emotional Abuse

· Low self-esteem.

· Continual self-deprecation/criticism ("I'm hopeless", "I'm useless", etc.).

· Sudden speech disorder.

· Significant decline in concentration.

· 'Neurotic' behaviour; e.g. rocking.

· Self-mutilation, suicide attempts.

· Compulsive stealing.

· Extremes of passivity or aggression.

· Running away.

· Indiscriminate friendliness.

Negative Discrimination (including Racism)

Children and young people may experience harassment or negative discrimination because of their race, ethnic origin, socio-economic status, culture, age, disability, gender, sexuality or religious beliefs. Although not in itself a category of abuse, the Camanachd Association will treat such behaviour as potentially emotionally abusive. These procedures therefore apply.

Important Note

Shinty is played in areas where there are both large and small black and ethnic minority communities. The Camanachd Association will address any suggestion of racism within the game of shinty, including institutional racism. Institutional racism is defined in the MacPherson Inquiry Report into the death of Stephen Lawrence as:

"The collective failure by an organisation to provide appropriate and professional service to people on account of their race, culture and/or religion."

Bullying

See Section 4, Identifying and Managing Bullying
Appendix B : Template for letter to Prospective Applicants for a post/role that involves contact with children and young people

Dear

Your interest in the post of _________________________ (e.g. coach) within the game of shinty

We thank you for your interest in taking up this post within the game of shinty and have pleasure in enclosing forms that are relevant to this.

As you know this post involves contact with children and young people. The Camanachd Association has a duty to ensure the suitability of any individual who works with children and young people. In accordance with the Camanachd Association's Child Care and Protection Policy and Procedures, everyone seeking a position or role that requires contact with children and young people must complete an application form and a self-declaration form, prior to appointment.

We would ask, therefore, that you complete the enclosed Application and Self-declaration forms. 

Please note that for the post in which you are interested, the Camanachd Association will undertake a Standard / Enhanced (Club or Association Official to delete whichever does not apply) Disclosure Check on the person it wishes to appoint to the position. Your agreement to this check is part of the declaration on the application form. You will not have to pay the cost of the check.

Once you have completed the forms, please insert the self-declaration form in the enclosed envelope marked, "Self Declaration. Only to be opened if candidate is to be Interviewed", seal it and return it, with the application form.

Thank you, again, for your interest in promoting the game of shinty amongst children and young people. We look forward to receiving your application.

Yours etc.

NB:

The documents that must be sent to prospective applicants are:

· A copy of this letter appropriately adapted.

· A blank Application Form

· A blank Self-declaration form

· A copy of Appendix E : Guidance Notes for Completing Self-Declaration Form.
· An envelope marked, "Self Declaration. Only to be opened if candidate is to be interviewed".
In addition, prospective applicants may be sent:

· A job/post description
· A person specification (setting out the knowledge, skills and attributes required for anyone filling the post)
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Appendix C : Application Form for Positions Involving Contact with Children and Young People.

Applicants have a right of access to information held and other rights under the Data Protection Legislation

The Camanachd Association is committed to ensuring that people involved in shinty, in a role that requires contact with children and young people, are suitable for that role. In accordance with the Camanachd Association's Child Care and Protection Policy and Procedures, everyone seeking a position or role that requires contact with children and young people must complete this application form, prior to appointment.

Please print all details.

Personal Details

	Title (Mr, Mrs, Ms, Dr, etc)

	Name:

	Address:



	Post Code (must be completed):

	Telephone     Daytime:

                      Evening:

                      Mobile:


Current/Previous Club

	Name of Club
	Position/Responsibilities
	Start and Leaving Date

	
	
	

	
	
	

	
	
	


Present or Most Recent Employment

	Name of Employer/Managing Organisation:

	Address of Employer:



	Post Title:

	Dates of Employment (month and year):

	Main Responsibilities:



	Reasons for Leaving (if applicable):




Qualifications

	Name of Qualification
	How/Where obtained
	When obtained

	
	
	

	
	
	

	
	
	

	
	
	


Previous Experience of Working with Children and Young People 

	Where (location/organisation)
	What you were doing (experience gained)

	
	

	
	

	
	

	
	


Referees

Please provide details of two referees, who should not be relatives. At least one should have knowledge of your previous work/experience with children and young people. These individuals will be contacted if you are selected for interview.

	Name:
	Name:

	Address:
	Address:



	Telephone:
	Telephone:

	Relationship to Applicant:
	Relationship to Applicant:


The Camanachd Association reserves the right to refuse to accept either of the two persons named if it believes they are not persons of good standing. In such a case, the names(s) of additional referees will be requested.

Additional Information

	Please provide details of relevant experience , achievements, skills and qualities or voluntary work and explain how might use this in the post/role for which you are applying (use additional paper if necessary).




Declaration and Signature

· I have completed this form accurately and truthfully and,  to the best of my knowledge, all details are correct.

· I acknowledge and agree that in accordance with the Data Protection Act 1998, information provided on this application form will be stored for the purposes of processing data for recruitment and monitoring the recruitment process. If appointed, I am aware that this information will be stored for the purposes of enabling the application of relevant Camanachd Association procedures.

· I understand and agree that I will be bound by the Constitution and Rules, Policies and Procedures of the Camanachd Association, along with any additional responsibilities imposed by the Constitution, Rules Policies and Procedures of any affiliated Association or Club in which I carry out my role.

· I understand and agree that in a post/role which requires contact with children and young people, I will be required to have a check carried out by Disclosure Scotland and that I will provide appropriate identifying documentation to enable that check to be undertaken.

Signature: 
___________________________________________________

Date:  

______________________

This form should be returned, along with the Self-declaration Form received with it, to:

1. The club official from whom it was received, or

2. The General Manager

Camanachd Association

Queen Anne House

111 High Street

FORT WILLIAM

PH33 6DG
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Appendix D : Self-Declaration Form 

As required in the Camanachd Association's Child Care and Protection Policy and Procedures, this form must be completed by any person seeking a position/role within shinty that requires contact with children and young people.

The Association is committed to the protection of children and young people involved in sport and have a duty to ensure the suitability of any individual who works with children and young people. To fulfil this responsibility, we ask that you complete this form after reading the guidance notes enclosed with it.

Note: You are advised, 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, to declare all convictions including 'spent' convictions.

Should we wish to appoint you, we will undertake a Standard or Enhanced disclosure under the terms of the Police Act 1997 (Part V).

· For positions that require a Standard check: if selected you will be required to disclose all convictions (spent and unspent).

· For positions that require an Enhanced check: if selected you will be required to disclose all convictions (spent and unspent), cautions, warnings and any other non-conviction relevant information.

The Camanachd Association undertakes to treat all applicants for positions within shinty equally and to process and make decisions on disclosed information in a fair manner.

Please complete Sections 1 and 2 fully, including all relevant details regarding convictions, investigations (if applicable, social work investigations and disciplinary action.

SECTION 1

Part A

Previous Convictions

(if more than one conviction, copy the table below on separate sheets of paper)

	Date:

	Court:

	Offence(s) originally charged with:

	Sentence:

	Please give details of the reasons and circumstances that led to you offences:



	Please give details of how you completed the sentence imposed (e.g. did you pay a fine as required; what conditions were attached to a probation/community service order, did you comply with the conditions on an order; did you comply with all requirements of a custodial sentence?)



	

	Do you give the Camanachd Association permission to contact social work, police and Court authorities to clarify the information disclosed? Please answer Yes or No.


Part B

You must complete this section if the position requires an enhanced check (please see letter accompanying this form for confirmation of whether an enhanced check is required).

Previous Police and/or Social Work Investigation

(if more than one, copy the table below on separate sheets of paper)

	Have you ever been the subject of a police investigation, other than that which led to a conviction?

Please answer Yes or No.

	Date of Investigation:

	Police Division/Force involved:

	Investigation because:

	Please give details of the reasons and circumstances that led to you being investigated:



	Outcome of Investigation (if known)



	

	Are you, or have you ever been, known to any social work/social services department as an actual or potential risk to children or young people? Please answer Yes or No.

	If Yes, please provide details.




Part C

	Have you ever had a disciplinary sanction (from an employer, sports organisation or any other voluntary body) relating to inappropriate behaviour with children or young people, or child abuse?

Please answer Yes or No

	If Yes, please provide details.




SECTION 2

I hereby declare and represent that, save as disclosed above, I have not at any time, whether in the United Kingdom or abroad, been found guilty and sentenced by a Court for a criminal offence.

I give my consent to the Camanachd Association carrying out a check with Disclosure Scotland (if deemed necessary) and to take up references for verifying the replies given in this declaration, including enquiries of any relevant authority.

I agree to advise the Camanachd Association should I be convicted of an offence after the commencement of my employment/voluntary activity with the Camanachd Association and that failure to do so may lead to the immediate suspension of my work with children within the game of shinty, the termination of my services and, in certain cases, the termination of my membership.

I agree to abide by the Camanachd Association's Constitution and Rules, Policies and Procedures for the care and protection of children and young people.

I agree to abide by the conditions above and certify that the information contained in this form is true and correct to the best of my knowledge and I realise that false information or omissions may lead to the immediate suspension of my work with children within shinty or the termination of my services.

Signature; ____________________________________________                   Date: ____________________

Note: The information contained in this form will be managed in accordance with the terms of the Data Protection Act 1998.
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Appendix E : Guidance Notes for Completing Self-Declaration Form 

The Camanachd Association is committed to the protection of children and young people involved in sport and have a duty to ensure the suitability of any individual who works with children and young people. The information provided in the self-declaration form, in addition to other recruitment and selection procedures detailed in the Association's Child Care and Protection Procedures, will enable an informed decision to be made about an individual's suitability to work with children and young people.

Who must complete the Self-declaration form?

The form must be completed by all applicants for positions:

· Listed in the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975; i.e. positions by which an employer is entitled to ask an 'exempted question'. These positions include posts with duties that involve regular contact with children and young people.

· Which involve regular contact with and caring for, training, supervising or being in sole charge of children and young people.

What happens if I do not wish to complete a Self-declaration form?

In accordance with the Camanachd Association's Child Care and Protection Policy and Procedures, all applicants for the above types of post must complete a Self-declaration form. Anyone unwilling to do so must not be placed in a position that requires regular or unsupervised contact with children and young people.

Why must I give information about previous convictions?

The law states that for certain types of role within a sports body such as the Camanachd Association, applicants are required to disclose information about their background to help determine whether they are suitable for the post. Roles that involve working with children and young people fall into this category.

What information do I have to put on the Self-declaration form?

That depends on the post/role that you wish to take on within shinty. The letter accompanying this guidance note states whether the Camanachd Association would require to carry out a Standard or an Enhanced disclosure check. 

If the letter states that a Standard check is required, then on the Self-declaration form you should:

· Complete Section 1, Parts A and C only and sign the form at Section 2.

· Give details of all offences of which you have been convicted by a Court both in the UK and abroad regardless of when the conviction(s) occurred (this means you should include both 'spent' and 'unspent' convictions).

If the letter states that an Enhanced check is required, then on the Self-declaration form you should:

· Complete Section 1, Part A, Part B and Part C and sign the form at Section 2.

· Give details of all offences of which you have been convicted by a Court both in the UK and abroad regardless of when the conviction(s) occurred.

· Give details of any cautions, charges or warnings issued by the police (this is called 'non-conviction relevant information'

· Declare any contact with a social work/social services department that resulted from you being seen as an actual or potential risk to children or young people.

You must also provide identification so that the personal details you provide can be verified.

Who gets to read the Self-declaration form?

The Self-declaration form should be sealed in the envelope provided and returned, along with your completed application form. If you are not selected for interview, the envelope will be returned to you, unopened, for you to dispose of.

If you are selected for interview, the envelope will be opened by those involved in the recruitment and selection process. These people are aware of the strict rules of confidentiality that apply to the managing of Self-declaration forms.

If you have declared previous convictions or other relevant information, you will be given an opportunity to discuss this at the interview.

What happens to the Self-declaration form after a decision has been made on my application?

If you are unsuccessful, the Self-declaration form will be returned to you for you to dispose of.

If you are successful, a Disclosure Scotland check will then be carried out. The Self-declaration form will be forwarded to the main office of the Camanachd Association and will be retained with the Disclosure Certificate that is received from Disclosure Scotland. Normally it will not be held for any longer than six months. During that time it will be managed in accordance with the rules of security pertaining to disclosure information, provided by Disclosure Scotland.
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Appendix F : Reference Form
Details of Referee

Note to referee: We would be grateful if you would correct any of the following details, or complete the information that we may not have inserted.

	Name:

	Address:



	Telephone:  Daytime

                    Evening

                    Mobile

	Relationship to Applicant:


_________________________________________ (Name of Applicant), who has given his/her address as:

	

	

	

	

	


has expressed an interest in undertaking duties within the Camanachd Association, or one of its affiliated Association's or clubs and has given your name as a referee. The role for which he/she has applied involved regular contact with children and young people. As an organisation committed to the welfare and protection of children and young people we are anxious to know:

Is there any reason at all to be concerned about this person being in contact with children and young people?

Please answer Yes or No.             ___________.

If you have answered Yes, we will contact you in confidence.

All the information on this form will be treated confidentially and in accordance with relevant legislation and guidance.

Information will only be shared between those carrying out the selection procedure and, as appropriate, senior officers of the Camanachd Association. The contents of this reference will not be shared with the applicant. You may choose to do so and that is your right.

We would appreciate you being extremely candid in your evaluation of this person.

	How long have you known this person?

	In what capacity?

	What attributes does this person have that would make them suited to work with children and young people within the game of shinty?




Please rate this person on the following (please tick one in each row)

	
	Not Good
	Good
	Very Good
	Excellent

	Responsibility
	
	
	
	

	Maturity
	
	
	
	

	Self Motivation
	
	
	
	

	Motivating Others
	
	
	
	

	Commitment
	
	
	
	

	Energy
	
	
	
	

	Trustworthiness
	
	
	
	

	Reliability
	
	
	
	

	Honesty
	
	
	
	


Please comment on the performance of the individual in the following areas:

	Reliability; Quality of relationships with others; Ability to communicate with others (adults and children); Ability to be part of a team, Adherence to rules and procedures.

(Please continue of a separate sheet, if required)

	Please provide any other information about the person that you consider would be relevant to our considerations.




I am aware that the information given will be processed in accordance with the Data Protection Act 1998, for the purposes of recruitment and selection of the named individual.

Signed:  __________________________________________________

Name (please print): ________________________________________

Date: ______________________

Thank you in advance for the information provided and the time spent in compiling this reference.

Please return this form in an envelope marked PRIVATE AND CONFIDENTIAL to:

	

	

	

	

	


Note to referee:

If you have any concern regarding the identity of the person named above and wish to verify the return address details, please contact the General Manager, Camanachd Association, Queen Anne House, 111 High Street, Fort William, PH33 6DG. Tel: 01397 703903

Appendix G : Guidance on Disclosure Scotland Checks

Disclosure Scotland is the agency established by the Scottish Executive, to carry out checks on people applying for posts: 

· Listed in the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975; i.e. positions by which an employer is entitled to ask an 'exempted question'. These positions include posts with duties that involve regular contact with children and young people.

· Which involve regular contact with and caring for, training, supervising or being in sole charge of children and young people.

The following provides answers to commonly asked questions:

How will the Camanachd Association manage the process for carrying out checks and considering the information on the Disclosure Certificate?

· Supplies of blank forms will be held in the main office of the Association.

· The process to be followed is:















All checks for persons engaged in shinty will, therefore, be processed through the main office of the Camanachd Association. The chief signatory for Disclosure Scotland forms, on behalf of the Association, will be the General Manager. The Association may nominate counter-signatories to cover the General Manager's absence.

Note - No copies of the Certificate received from Disclosure Scotland will be made, nor will the certificate leave the main office of the Association.

How do we decide who is to be checked and what kind of check?

Other references in these procedures make it clear that any person having regular contact with children must be subject to a check. This will include coaches, those who assist coaches, people who regularly assist with transport of children and young people to shinty matches, etc. There can be no prescriptive or exhaustive list. It is for those involved in the selection to make a reasonable judgement as to whether the post fits the criteria of 'regular' contact. Anyone in any doubt can contact the Association child protection co-ordinator to consult on the matter.

Similarly, on the question of whether a Standard or Enhanced check is required, it is a matter for those making the appointment to decide which criteria the post/role meets. The Camanachd Association recommends that posts/roles involving contact with children and young people should be considered as requiring an Enhanced Disclosure, unless it can be shown that the role will never involve sole charge or supervision of children. That being so, the Association expects Standard Disclosure to be the exception rather than the rule. The Association cannot envisage any circumstances whereby a Basic Disclosure would be sufficient. (See section below, Types of Disclosure Certificates).

The person responsible for making the appointment should ensure that the letter to the applicant  accompanying the Application form and Self-declaration form (See Appendix B : Template for letter to Prospective Applicants for a post/role that involves contact with children and young people), clearly states which category of check will be carried out.

Types of Disclosure Certificates.

1. Basic Disclosure

A Basic Disclosure Certificate is issued to an individual applicant only and is available to anyone on payment of the appropriate fee. It provides information about current (i.e. unspent) convictions only. The Camanachd Association does not envisage a Basic Disclosure being applicable to any of its posts.

2. Standard Disclosure

Standard Disclosures are available for positions that include regular contact with children and young people. The Camanachd Association would only consider these appropriate for people who infrequently assist coaches, or assist with transporting children and young people. They are not appropriate for a person who has charge, or supervision of children and young people.

Standard Disclosures are only available through a registered body; e.g. the Camanachd Association.

3. Enhanced Disclosures are available for posts that involve a greater degree of contact with children and young people. This will people who regularly care for, coach, train, supervise, or are left in sole charge of children and young people.

Enhanced Disclosures are only available through a registered body; e.g. the Camanachd Association.

How can I get access to criminal records information?

The flow diagram above illustrates the process that will be used within the game of shinty for obtaining Disclosure Certificates from Disclosure Scotland.

The Camanachd Association has registered with the Central Registered Body for Scotland (CRBS) run by Volunteer Development Scotland. The Association accepts the responsibility to carry out checks on individuals wishing to be involved in shinty. The Association will not ask individuals to organise or pay for a check. Checks will be processed through the Camanachd Association via CRBS.

What if the information on the Certificate is incorrect?

If the person who is the subject of the check believes the information to be incorrect, they should be advised to use Disclosure Scotland's appeals procedure to challenge the accuracy of it.

Do we have to engage someone with previous convictions?

The general rule applying to convictions is that, under the Rehabilitation of Offenders Act 1974, convictions will be regarded as 'spent' after a certain period of time. In addition, it is illegal to discriminate against someone on the grounds of a spent conviction.

However, for certain kinds of employment and voluntary roles (which include the roles being referred to in these procedures), people can be asked to declare all convictions, whether 'spent' or 'unspent'. In other words, convictions can never be left undeclared. These jobs are roles are known as 'exempted' and are listed in the Rehabilitation of Offenders Act 1974 (ROA) (Exemptions) Order 1975. The exempted jobs and roles includes social workers, nurses, teachers, firearms dealers, solicitors and positions which involve contact with children, the elderly and vulnerable adults.

Certain types of conviction will debar anyone from taking on a role within the Camanachd Association that involves contact with children and young people. These will include convictions for offences against children and young people. Other convictions will be considered and an assessment undertaken as to the potential risks that the person might pose to children and young people.

How can I ask people about their previous convictions?

For positions that involve contact with children and young people, applicants should be made aware that such positions are exempted, i.e. they will be asked to declare all convictions (The suggested letter included as Appendix B : Template for letter to Prospective Applicants for a post/role that involves contact with children and young people and the text within Appendix D : Self-Declaration Form and Appendix E : Guidance Notes for Completing Self-Declaration Form, fulfil the Camanachd Association's obligations to make applicants aware).

The interview process following the receipt of applications enables those recruiting, to identify the person we wish to appoint. At this point the form for a Disclosure Scotland check will be completed. This will verify or otherwise, the information contained in the self-declaration form.

Is more than one Disclosure required?

The Camanachd Association recognises that many volunteers in the game may require to be the subject of a Disclosure check by virtue of their paid employment or other voluntary activities. In cases where a person:

· wishes to take up a voluntary post with the game of shinty, 

· has been the subject, within the last 6 months, of a Disclosure check similar to the post being sought within shinty (Standard or Enhanced), 

· is willing to provide a copy of the Certificate to the Association,

the Association will accept this and not carry out a further check.

In all other cases, the Association will carry out its own Disclosure Scotland check.

Anyone being considered for a salaried position within the game of shinty will require to be checked by the Association.

What happens to the Disclosure Certificate?

All certificates will be held, securely, in the main office of the Camanachd Association. Unless there are exceptional circumstances, Certificates will not be kept longer than 6 months. They will then be safely destroyed.

The Association recommends that clubs keep a register of those who have been subject to a Disclosure check. The following template can be used for the purpose. This should be kept, safely, by the Club Secretary.

	Name
	Type of Check (Standard / Enhanced)
	Date of Certificate

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix H: Suggested Questions for Interviews for posts Involving Contact with Children and Young People.

Interviews are a  process of gathering information. The best way to do this is to ask questions that seek to explore a person's previous experiences and their attitudes. And looking at how they have used those experiences and their awareness of their attitudes. These should be built around other information gathering questions. Questions that allow for a simple 'Yes' or 'No' answer should be avoided.

The following are suggestions. The questions are accompanied by the sorts of words and phrases that interviewers might look for in a good candidate.

	Question
	Sample responses

	Can you tell us why you want to take on the post of ________________ within shinty?
	Put my experience back into the game. 

Help young people enjoy shinty. 

Teach children how to play it safely and well.

	Can you tell us about your experience of caring for, working with, or coaching children and young people?
	As a parent.

In paid employment.

In voluntary work.

*Assess level of direct, unsupervised contact.

	What do you think are the attributes/skills required in a good coach/team manager of children and young people?
	Understand issues that affect children.

Communication.

Promote enjoyment, not just achievement.

Promote healthy competitiveness.

Be sensitive to the ability of children.

Encourage, don't criticise.

	Can you give us examples of where and how you have used some of those skills?
	At work (perhaps working with adults, but the skills should still be evident). 

In voluntary work.

	Can you think of an example where you have been critical towards a child. How could you have handled it differently?
	Positively demonstrating/explaining how child could have acted/behaved. 

	If we approached people who know you well, what would they say were your strengths so far as this post/role is concerned?
	Patient. Supportive. Encouraging attitude.

	If a child approaches you to say they're being bullied by others in the team, how will you handle this?
	Interviewers should refer to the relevant section in this manual and compare applicant's response.

	How will you gain the respect and trust of children and young people?
	Being fair. Being consistent. Not having favourites. Being clear in what I say and do. Being honest. Being positive.

	Can you give us an example of where you have seen or heard someone treating a child inappropriately (verbally or physically) (at shinty match, in the home, in the street)? What was the adult doing wrong?
	Venting their own frustration. Failing to understand the child's perspective. Failing to recognise that they are an adult and dealing with a child (using adult oriented language etc).

	You've had a rotten day at work. Now, this evening, you have a coaching session. You're feeling very irritable and could take this out on the young people. What do you do about that?
	Ask another adult to assist me at the session. Be aware that that was work, this is now shinty. Focus on the session and the young people.

	A young child is lingering in the showers after a game. He says he can't dry himself properly and asks you to do it. What do you do?
	Interviewers should refer to Code of Conduct (Section 3) and compare applicant's response. Ask him why. Get another adult to view (unobtrusively) my action.

	Can you tell us what has given you greatest pleasure with your own children (or children of relatives/friends etc)?
	Seeing them happy. Seeing them succeed. Seeing them participate in …… . Helping them solve problems/ acquire new skills.

	And, now, some 'Yes'/'No' questions

	Will you undertake training sessions for coaches?
	If the answer is 'No' then you do not have a successful candidate.

	Will you undertake to read and abide by the child protection procedures of the Camanachd Association?
	


Appendix I : Letter of Appointment

The following is a suggested format for a letter to be sent to those who have successfully applied for a voluntary role/post that will involve contact with children and young people. Clubs should, of course, adapt the letter to the particular post/role and include any additional points or statements that are relevant.

Dear

Following your application and interview for the post of coach/team manager/minibus driver etc, ______________________________ (name of club) is    delighted to offer you the post / confirm its verbal offer / delighted to accept your offer to be involved. 

As you are aware, this role requires a standard/an enhanced Disclosure Scotland Check. This offer/confirmation is subject to a satisfactory certificate being received from Disclosure Scotland. 

*As you know, we have already completed a Disclosure Scotland Form and this is now being forwarded to Disclosure Scotland,           or

I would be grateful if you would contact me to arrange to complete a Disclosure Scotland form / I will contact you to arrange to complete a Disclosure Scotland form. When we do this, I will require to see original identifying documents. These could include your birth certificate, driving licence, passport or previous disclosure certificate. Copies of these will be made and passed to the General Manager of the Camanachd Association.

This post will involve you having regular contact with children and young people. That being so, you are required to confirm, via your signature below, that you agree:

· to become a member of the Camanachd Association, by paying the appropriate annual fee.

· to carry out your duties in accordance with the Constitution and Rules of the Camanachd Association and, in addition, the rules of _____________________ (name of club). These include the Association's child care and protection policy. In particular, you must always conduct yourself in accordance with the "Code of Conduct for the Protection of Children and Young People". You must also undertake to consider the welfare of children as your first priority and agree to report any matters of concern regarding the welfare of children and young people to the club child protection co-ordinator, the Camanachd Association child protection co-ordinator or, if unavailable, another club official.

· that your performance in this post will be the subject of monitoring and performance appraisal in accordance with the club's practice.

· that should your behaviour or actions be the cause of serious concern, you could be subject to an investigation and Hearing under Camanachd Association Disciplinary Procedures.

· to undertake appropriate training (child protection/coaching, etc).

· to inform an appropriate person should you be unable to carry out your duties for any reason (e.g. having to cancel a coaching session at short notice; unable to travel to a fixture, etc.)

Yous sincerely,


I, ________________________________ (please print name), confirm that I have read the above letter and agree to take up the role of coach / team manager / minibus driver, etc. I agree with the various clauses set out in the letter.

Signtaure ___________________________________________     Date________________________

Please return the signed copy of this letter to: 

Appendix J : Player Consent Form & Medical Information and Consent 
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.…………………………………..CLUB

April  20…..   –    March 20…..
IMPORTANT: THIS FORM MUST BE COMPLETED AND RETURNED

Fill in and return one form per child, which consists of two pages.

	1
	Competitions, Festivals & Camps

	
	I give permission for my son/daughter____________________________ to take part in various competitions, festivals and camps throughout the year April 20…..  to March 20……

	
	

	2
	Medical Details

	a)
	Please give details of any medical conditions (asthma etc) or allergies (peanuts, plasters, penicillin, etc) your child suffers from:  ______________________________________________ _____________________________________________________________________________

	b)
	Date of last Tetanus injection? _________
	c) Is you child on any medication?   YES / NO

	c)
	If, YES, please give details and how it should be administered _______________________ ________________________________________________________________________

	d)
	Will medication be self-administered?  YES / NO
	f) If NO, I agree to make arrangements for administration with an adult in charge       YES / NO 

	e)
	Doctor’s name ___________________________________  Tel No. ___________________

	
	Doctor’s address ___________________________________________________________

	
	Please state any special dietary requirements ____________________________________ _________________________________________________________________________

	
	

	3
	First Aid

	
	I give consent for a club official or host club first aider (at an away game or event), to administer first aid to my child if I am not in attendance.

Please specify if there is any basic first aid practice or equipment that you do not wish to be administered to your child ________________________________________________________


	4
	Personal Details

	
	Player’s date of birth__________________ Year at school (e.g. P7, S1) _______________

	
	Address _________________________________________________________________________ ___________________________________Tel No ________________ Mobile _________________

	
	Parent/guardian name at this address________________________________

e-mail address__________________________________________________

	
	2nd address (if applicable)____________________________________________________________ ___________________________________Tel No ________________ Mobile _________________

	
	Parent/guardian name at this address________________________________

e-mail address__________________________________________________

	
	Additional emergency contact details (please supply an addiitonal contact from those above)

Name_____________________________ Relationship to child ______________________________

Address _________________________________________________________________________

Tel No _________________________ Mobile ___________________________


CONSENT

My child is in good health and I consider him/her capable of taking part in Shinty. I have completed the medical details and consent that, in the event of any illness/accident, any necessary medical treatment can be administered to my child, which may include the use of anaesthetics. I also understand that while coaches and personnel will take every reasonable precaution to ensure safety of the child, they cannot necessarily be held responsible for any loss damage or injury suffered by the child. 

All players must wear a helmet and provide their own shin guards to wear during training and games. Gum shields, protective gloves and protective box/guards are also strongly recommended by the club. It is the parents/guardians responsibility to ensure that their child understands the importance of wearing these items.

Following injury or illness it is the parent/guardians responsibility to confirm with the team coach that their child is fit to resume training or attend games.

My child will make his/her own arrangements for getting too and from coaching sessions or other agreed team departure/return points. I understand that the club personnel are not responsible for him/her once they leave this point. I am also aware that adults are strongly advised to accompany primary aged players to all team games.

In the event of any excursion, camp or away fixture, I have discussed with my child and made it clear that they must abide by the rules set by the adult in charge and must remain with this adult, or another person delegated by this adult at all times. I understand that if my child should put himself/herself or any other member of the group at risk I will be contacted immediately and be asked to arrange for their transport home at my own expense.

I understand that the Emergency Services may be involved if the adult in charge deems it necessary.

If any of the above medical information or contact addresses change within the next year I understand that I am responsible for informing the club in writing.

Signed ___________________________ Parent/guardian)
Date _______________

Parent/Guardians name in block capitals ______________________________________

Signed _____________________________(player)  Date _______________

………………………………………. CLUB

Child Protection

Our Club Child Protection Co-Ordinator is ……………………….

The Club has adopted and will adhere to the Camanachd Associations Child Protection Policy and Procedures. This policy includes a code of good practice for coaches. An established complaints procedure is in place within the club, through to the association and appropriate authorities. The immediate contact for you or your child is the above co-ordinator. 

The club will not tolerate Bullying in any form. The club promises to actively promote an Anti Bullying ethos within the whole club. Any complaints should be reported straight away to the child protection co-ordinator or another club official.

The club is happy to provide a copy of the Child Protection Policy to anyone who wishes to see it.

Please feel free to approach the child protection co-ordinator with any problems or questions regarding child protection issues.

Appendix K : Notes on the Law and Medical Consent: Children and Vulnerable Adults

In some cases it may be necessary to obtain consent for medical examination or treatment or procedure for a child or young person, e.g. where an injury has occurred or where it is alleged that the child has been abused.

Clubs should ensure that coaches, etc., have easy access to medical consent forms that have been signed for children and young people they are working with (See Appendix J : Player Consent Form & Medical Information and Consent). When children and young people are travelling away from home for coaching or competition, the Camanachd Association advises that the person in charge should have copies of the consent forms in his/her possession.

The purpose of this guidance is to provide an overview of the law in Scotland in relation to medical consent and to advise members of the Camanachd Association on the best practice that must be followed.

Who can give consent?

The child

The Age of Legal Capacity (Scotland) Act 1991 allows children under the age of 16 to give their own consent in certain circumstances. Section 2(4) states:

"A person under the age of 16 shall have legal capacity to consent on his/her own behalf to any surgical, medical or dental procedure or treatment where, in the opinion of a qualified medical practitioner attending him, he is capable of understanding the nature and possible consequences of the procedure or treatment"

The decision about competence is entirely one for the doctor or other medical practitioner to make. This means that where a child is assessed as being capable of providing consent, the consent of the parent is not required.

The Scottish Executive recommend that efforts should always be made to discuss with the child informing his/her parents or carers, except where it is clearly not in the child's best interests to do so. If a child refuses to allow parents or carers to be informed, then this must be respected.

Consent from the following people/categories of people would only be required where the child is assessed as being incapable of providing consent.

Person with Parental Responsibilities in relation to the child.

A person who has parental responsibility for the child would normally be requested to provide consent, as under the Children (Scotland) Act 1995 they have responsibilities that include a duty to safeguard and promote the child's health, development and welfare.

If a child's parents are or have been married to each other, both have parental responsibilities and either can give consent with out the agreement of the other. If the parents have not been married to each other, normally only the mother has automatic parental responsibility. The father will have parental responsibility and, therefore, a right to consent if either:

He has obtained an order from the Court awarding him parental responsibilities (Section 11, Children (Scotland) Act 1995).

He and the child's mother have a registered Parental Responsibilities Agreement (Section 4, Children (Scotland) Act 1995).

A local authority that holds parental responsibilities by virtue of Section 86, Children (Scotland) Act 1995, or possesses a order from a Court or Children's Hearing that contains conditions which authorise the authority to give such consent. 

Any other person who holds an order granting them parental responsibilities under Section 11, Children (Scotland) Act 1995.

Where a person with parental responsibilities requires to give consent they should, so far as is practicable, consider the views of the child.
Person who has care and control of the child.

Section 5, Children (Scotland) Act 1995, also allows consent to be given by those who have care and control of a child but who do not have either parental responsibilities or parental rights in respect of the child; e.g. a grandparent who is the child's main carer. These people have a duty to what is reasonable in all the circumstances to safeguard the child's health, development and welfare. This includes giving consent to treatment or procedures.

Such consent would not be effective however where:-

The child is capable of consenting.

The person knew that the parent would not consent; e.g. a parent who is a Jehovah Witness.

The medical examination was for the purposes of establishing child abuse.
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Appendix L : Notification of Accident/Incident Form

This form is not for use in cases where there are concerns/allegations regarding child abuse. A separate form is to be used in such cases.

This form must be completed where members of the Camanachd Association are concerned about an incident involving a child or young person. This includes any incident resulting in serious injury to the child. The completed form must be passed to the club child protection co-ordinator as soon as possible after the incident that led to the concern.

Note: Confidentiality must be maintained at all times. Information must only be shared on a 'need-to-know' basis, i.e. only if it will contribute to safeguarding and protecting the child. Do not discuss this incident with anyone other than those who need to know.

Details of Person making the Report

	Name:

	Position in Club/Association:

	Contact telephone number :


Details of Child/Young Person

	Name:
	Date of Birth:

	Address:

	Contact telephone number:

	Names and address of parents/guardians/carers




If you are reporting concerns on behalf of someone else, please provide details of that person.

	Name:

	Position in Club/Association:

	Address:

	Contact telephone number:

	Date this person advised you of their concerns/incident::


Details of the incident/concerns

	Date of incident/concern:
	Time:
	Location:

	Names and addresses of other people who may have information about the concerns/incident:

	1


	2

	3


	4

	Describe what happened:



	Describe in detail visible injuries/bruises, any concerning behaviour (by the child or others) if any. Use diagrams if this helps to describe injuries.



	Was the child or young person asked about the incident / concern       YES / NO

If yes, record exactly what the child said in its own words and any questions asked if the situation needed clarified.

(Continue on a separate sheet if required)


Details of action taken

	Detail what action, if any, has been taken as a result of the information/incident:




Other information

	Record any other information you have about this matter (it is important that all information is passed on, even that which you think is not important or helpful).




Signature____________________________________________

Date________________________________________________
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Appendix M : Parental/Guardian/Carer Consent for the transportation of a child participating in shinty.

Whenever a child or young person is being transported for the purposes of taking part in shinty under the auspices of the Camanachd Association (be that for coaching or playing in matches), the person to be in charge of the children or young people will endeavour to ensure that the vehicle is suitable for the purpose and that the person driving is competent and qualified to do so.

With this information available, you are invited to give your consent for the child or young person for whom you have parental responsibility, to be transported for the purposes of taking part in shinty.

	Parent/Guardian/Legal Carer

	I ________________________ (name of parent/guardian/legal carer), consent to ________________________ (name of child/young person) being transported by persons representing the Camanachd Association or one of its affiliated Associations or member clubs, for the purposes of taking part in shinty. I understand that the club/Association will ask any person using a private vehicle to declare that they are properly licensed and insured and, in the case of a person who cannot so declare, will not permit that person/vehicle to transport children and young people.

	Signature: ______________________________    Print Name: __________________________________

	Relationship to child/young person:_______________________________  Date: ___________________


[image: image11.jpg]hd

CAMANACHD
ASSOCIATION

COMANN NA CAMANACHD




Appendix N : Note from Parent/Guardian withholding consent for their child to be photographed, videoed, etc.

The Camanachd Association wants to encourage as many people as possible to watch shinty and, if they wish, to record the exciting spectacle that is the game of shinty. In the same vein, the Association does not wish to deny children and young people the opportunity to have their endeavours and successes appropriately recorded.

Within this environment, the Association does aim to ensure that children and young people are appropriately protected from people who may wish to misuse the opportunity to watch and record shinty and shinty players. To this end, the Association has a chapter in its Child Care and Protection Procedures that deals with this matter.

Shinty is played in many areas where there are open playing conditions where access to the playing area cannot be strictly controlled. Members of the public can gain access to ground immediately adjacent to the playing area. There is evidence, from other sports, that some people have used sporting venues and activities as an opportunity to take inappropriate photographs or film footage of children and young people.

The Camanachd Association recognises your rights and responsibilities as someone with parental responsibility for a child. For that reason we wish to advise you that your child may be photographed whilst participating in shinty. We also wish to advise you that you can withhold consent for your child to be included in any organised photograph, etc. (e.g. in team photographs etc.). That is, you can indicate that you do not wish your child to be photographed, filmed or videod etc in any situation which is under the direct control of the Camanachd Association or its members, i.e. team photographs

Parental declaration withholding consent for their child to be photographed etc.

	Having read the information above, I_____________________________please print (parent/guardian/carer) advise the Camanachd Association, its affiliated Associations and member clubs, that I do not wish ____________________________ please print (name of child) to be photographed, filmed or videod by any person under the direct control of the Camanachd Association,  in any organised situation (e.g. team photographs).

I acknowledge that shinty is photographed and that, as a result of playing the game, the above-named child may appear in photographs, or on film or video made by persons not under the direct control of the Camanachd Association, its affiliated Associations or member clubs.

Signature: ___________________________________________

Date:          ___________________________




Appendix O : Consent Form for a Child's Name to be Published alongside a Photograph in Camanachd Association or member club Publications, including Internet Publications.

Sport websites and publications provide excellent opportunities to broadcast achievements of individuals and teams to the world and to provide a showcase for the activities of children and young people. In some cases, however, displaying certain information about children and young people could place them at risk. 

The Camanachd Association includes a chapter on this matter within its Child Care and Protection procedures. The procedures include the following:

· Publications or information on an internet site must never include personal information that could identify a child or young person, e.g. home address, e-mail address, telephone number of a child or young person.

· The Camanachd Association cannot be held liable for any wrongful use of a child's name in any publication outwith its direct control.

· The matter of consent should  be ascertained by asking the parents/guardians to give, or withhold, written consent for their child's name to be captioned alongside any photograph that may be published. This will require each club to approach the parent/guardian of every child participating in shinty under the auspices of the club. 

With the above in  mind, you are invited to exercise your parental responsibility and indicate your wishes on this matter.

	I_____________________________please print (parent/guardian/carer) advise the Camanachd Association, its affiliated Associations and member clubs, that, in respect of ___________________________________ please print (name of child),

Please delete whichever does not apply:-

· I do not wish the child's name to be included in any publication over which the Camanachd Association, its affiliated Associations or member clubs has any direct control.

· I hereby give consent for the above child's name to be included alongside any photograph that may be published either by, on behalf of, or under the direct control of, the Camanachd Association, its affiliated Associations or member clubs.

Signature: ___________________________________________

Date:          ___________________________

Important Note - People with parental responsibilities should be aware that the principles enshrined in the Age of Legal Capacity (Scotland) Act 1991 apply and  if your child is of an age and understanding to give informed consent him or herself, their wishes must be respected by members of the Camanachd Association.
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Appendix P : Referral Form for Suspicions or Allegations of Abuse of a Child or Young Person

This form must be completed as soon as possible after receiving information that causes suspicion, or an allegation concerning the abuse of a child or young person. Following the guidance set out in Appendix Q : Reporting Line for Concerns regarding Misconduct, Inappropriate Behaviour or Abuse of a Child or Young Person., this form must be passed to the club child protection co-ordinator and, if appropriate, social services department and police as soon as possible after completion. Do not delay by attempting to obtain information to complete all the details.

Note: Confidentiality must be maintained at all times. Information must only be shared on a 'need-to-know' basis, i.e. only if it will contribute to safeguarding and protecting the child. Do not discuss this incident with anyone other than those who need to know. 

If more space is required for any section, continue on a separate sheet of paper. Attach it securely to this form.

Details of person making this report

	Name:

	Position (in Association/Club, etc

	Contact telephone number:


Details of Child or Young Person

	Name:

	Date of Birth:

	Address:



	Contact telephone number:

	Names and address(es) of parents/guardians/carers



	Contact telephone number (if different from above):


Details of person about whom there is concern

	Name:

	Position in Association/Club etc:

	Date of birth or age (if known):

	Address:



	Relationship to child or young person (e.g. father, other, grandparent, coach etc)


If you are reporting this alleged incident on behalf of someone else (who reported their concerns to you), please provide details of that person.

	Name:

	Position:

	Address:



	Contact telephone number:

	Date this person advised you of their concern/alleged incident:

	Record here the information you were given from this person about the concern/alleged incident;




Details of the alleged incident

	Date of alleged incident:
	Time:

	Place:

	Names and addresses of other people who may have information about the concerns/incident:

	1


	2

	3


	4

	Describe what happened:



	Describe in detail visible injuries/bruises, any concerning behaviour (by the child or others) if any. Use diagrams if this helps to describe injuries.



	Was the child or young person asked about the incident / concern       YES / NO

If yes, record exactly what the child said in its own words and any questions asked if the situation needed clarified.




Details of action taken

	Detail of what action, if any, has been taken following receipt of this information




Other information

	Record any other information you have about this matter (it is important that all information is passed on, even that which you think is not important or helpful).




Signature____________________________________     Date _________________________

Where a referral has been made to the Police and/or Social Services, a copy of this form must be sent to them as soon as possible.

Appendix Q : Reporting Line for Concerns regarding Misconduct, Inappropriate Behaviour or Abuse of a Child or Young Person.


Information received from another person





Acknowledge information and, immediately, make a written record of information received





Pass information to club child protection co-ordinator (on same day as information is received)





Child's disclosure





If club co-ordinator unavailable





Child protection co-ordinator establishes basic facts





Does the information suggest grounds for concern warranting referral to statutory agencies?





No





Yes





Refer matter to Association Child Protection Co-ordinator


(If 'No', Association Co-ordinator to review decision not to refer and decide on any further action by club co-ordinator, club or Association. If 'Yes', Association co-ordinator to liase with statutory agencies and progress club and Association action).





Refer matter to local police or social work department (on same day as information is received)





Does matter warrant referral to Disciplinary Committee (General Behaviour)?





Yes





No





Association Co-ordinator liases with Club Co-ordinator and officials to satisfactorily conclude matter.








Association Co-ordinator prepares report and requests President to arrange meeting of Disciplinary Committee (General Behaviour)








The Association Child Protection Co-ordinator is Donald J. MacKenzie. Tel: 01577 830225 or 07876 562724.


The Camanachd Association office telephone number is, 01397 703903














See paragraph � REF _Ref64209699 \r \h ��7.5.7� – Decision Making





The Camanachd Association acknowledges the comments and suggestions made by individuals, clubs and other organisations in the preparation of these procedures and thanks those who agreed to forms and documents being adapted for Association use.











General Manager discusses any concerns with Association child protection co-ordinator, if necessary.





General Manager receives Certificate from Disclosure Scotland.





General Manager contacts club official and advises whether it is okay to recruit the person, or not.  Or, advises club official on any matter requiring further clarification with the applicant.





Club official conveys final decision to applicant. Or, seeks clarification of any matter arising from the Certificate and discusses with General Manager. Offers applicant chance for discussion with Association General Manager or Association child protection co-ordinator, if appropriate.





General Manager retains Certificate, with Self-declaration form, for up to 6 months.





General Manager checks information, signs form and sends to Disclosure Scotland.





Club official forwards completed form and photocopies of identifying documents to Association General Manager.





Club official sees originals of identifying documents and verifies them as correct.





Club official obtains blank forms and assists applicant to complete it.





Club official(s) select person for post / role within the club that requires a check.





Observation by club member








48
32

