
Lisburn City Swimming Club

CHILD PROTECTION POLICY & PROCEDURES

2009
This child protection policy is based on guidelines outlined in the following documents; 
· Guidelines for Safeguarding Children 2008: Swim Ireland
· Code of Ethics and Good Practice for Children’s Sport, Sports Council Northern Ireland 2007.

· Children (NI) Order 1995

· Our Duty to Care NI, DHSS&PS 2007
· Getting It Right, DHSSPS 2004

· Co-operating to Safeguard Children DHSS&PS 2003

· Protection of Children And Vulnerable Adults (NI) Order Information Notes 1 -3

· Area Child Protection Committee – Regional Child Protection Policy 2005
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POLICY STATEMENT

The Children (Northern Ireland) Order (1995) is based on a clear and consistent set of principles designed with the common aim of promoting the welfare of children. 
Children have the right to be safe.  All coaches should ensure that this fundamental principle takes precedence over all other considerations.

This policy applies to all those involved in LISBURN CITY SWIMMING CLUB, coaches, administrators, officials, volunteer drivers, parents and young people.

We at LISBURN CITY SWIMMING CLUB are committed to good practice which protects children from harm. Staff and volunteers accept and recognise their responsibility to provide an environment which promotes the safety of the child at all times. To achieve this we will;

· Develop an awareness of the issues which may lead to children being harmed.

· Create an open environment by identifying two ‘Club Children’s Officers’ (CCO) to whom the children can turn to if they need to talk.

· Adopt child centred and democratic coaching styles.

· Adopt child protection guidelines through codes of conduct for members and all adults working at the club. Adult workers include coaches, executive members, parents and volunteers.

· Ensure careful recruitment, selection and management procedures. These procedures will include regular support & supervision is provided to staff/volunteers.

· Ensure complaints, grievance and disciplinary procedures are included in our constitution.

· Share information about concerns with children and parents and others who need to know.

· Provide information as required to the management committee.

· Ensure good and safe working/playing practices

· Be involved in training made available through the various agencies and strengthen links with these agencies.

· Keep child protection policies under regular review (every 3 years minimum).

· Have procedures relating specifically to bullying, away trips, transport and use of photography

· Have an induction document available for parents, coaches and children clearly outlining their rights and responsibilities

Gilly Carson  
  CHAIRPERSON  

EQUALITY STATEMENT

LISBURN CITY SWIMMING CLUB is committed to a policy of equal treatment of all members and requires all members of whatever level of authority to abide and adhere to this general principle and the requirements of the Codes of Practice issued by the Equal Opportunities Commission and Commission for Racial Equality. (See appendix 11)

All children should be valued and treated in an equitable and fair manner regardless of ability, age, sex, religion, social and ethnic background or political persuasion.  Children, irrespective of ability or disability should be involved in sports activities in an integrated and inclusive way, whenever possible, thus allowing them to participate to their full potential alongside other children (Code of Ethics and Good Practice for Children’s Sport 2003)

LISBURN CITY SWIMMING CLUB recognises the additional vulnerability of some children and the extra difficulties they may face when seeking help, i.e.

· Dependency due to disability may make some children feel powerless

· On occasions possible limited ability to communicate their feelings

· A negative self image can make children vulnerable to manipulation by others

To address this vulnerability, coaches will seek guidance on working with children with a disability from external agencies, parents / guardians and the children themselves.

CONFIDENTIALITY STATEMENT

We at LISBURN CITY SWIMMING CLUB will never promise to keep secrets. However, information of a confidential nature will only be communicated on a "need to know" basis, with the welfare of the child paramount.

Considerations of confidentiality will not be allowed to override the rights of children or young members to be protected from harm. (see appendix 12)

A full Child Protection policy statement is displayed and available within club premises for all interested parties to read. 

AWARENESS OF THE ISSUES

Background knowledge in relation to child abuse, the general principles of child protection and the ability to recognise and respond to abuse are important issues. Of primary concern for LISBURN CITY SWIMMING CLUB is the issue of Child Protection of our young members within the operation of the club. However, being cognisant of the indicators of abuse in respect of young members caused by others outside the club, is of an equal importance for the safety and well being of that child.

Co-operating to Safeguard Children 2003 formally recognises 
four types of abuse

Physical Abuse

Physical abuse is the deliberate physical injury to a child, or the wilful or neglectful failure to prevent physical injury or suffering. This may include hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating, confinement to a room or cot, or inappropriately giving drugs to control behaviour.
Emotional Abuse

Emotional abuse is the persistent emotional ill treatment of a child such as to cause severe and persistent adverse effects on the child’s emotional development. It may involve conveying to children that they are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another person. It may involve causing children frequently to feel frightened or in danger, or the exploitation or corruption of children. Some level of emotional abuse is involved in all types of ill treatment of a child, though it may occur alone. Domestic violence, adult mental health problems and parental substance misuse may expose children to emotional abuse.
Sexual Abuse

Sexual abuse involves forcing or enticing a child to take part in sexual activities, whether or not the child is aware of what is happening. The activities may involve physical contact, including penetrative or non-penetrative acts. They may include non-contact activities, such as involving children in looking at or the production of pornographic material or watching sexual activities, or encouraging children to behave in sexually inappropriate ways.
Neglect

Neglect is the persistent failure to meet a child’s physical, emotional and/or psychological needs, likely to result in significant harm. It may involve a parent or carer failing to provide adequate foods, shelter and clothing, failing to protect a child from physical harm or danger, failing to ensure access to appropriate medical care or treatment, lack of stimulation or lack of supervision. It may also include non-organic failure to thrive (faltering growth).

In addition to these “LISBURN CITY SWIMMING CLUB” recognises that we have a responsibility to:

“protect children from bullying and to have policies and procedures in places to do so”Co-operating to Safeguard Children DHSS&PS, 2003 
INDICATORS OF ABUSE

The following is a list of some indicators of abuse, but it is not exhaustive:

	PHYSICAL INDICATORS
	BEHAVIOURAL INDICATORS

	· Unexplained bruising in soft tissue areas

· Repeated injuries

· Black eyes

· Injuries to the mouth

· Torn or bloodstained clothing

· Burns or scalds

· Bites

· Fractures

· Marks from implements

· Inconsistent stories/excuses relating to injuries
	· Unexplained changes in behaviour - becoming withdrawn or aggressive

· Difficulty in making friends

· Distrustful of adults or excessive attachment to adults

· Sudden drop in performance

· Changes in attendance pattern

· Inappropriate sexual awareness, behaviour or language

· Reluctance to remove clothing


Guidelines for responding to a disclosure,

DO's 

· Stay calm.



 

· Listen & hear. Give the person time to say what they want.

· Reassure them that they have done the right thing in telling and that it will be dealt with appropriately.

· Record in writing what was said as soon as possible

· Report to someone else in the organisation - "Club Childrens Officer".

· Record your report.

DON'Ts

· Panic.

· Promise to keep secrets.

· Enquire into the details of the abuse.

· Make a child repeat the story unnecessarily.

ANTI-BULLYING STATEMENT.

Coaches should challenge bullying in any form i.e. physical or emotional. Physical bullying can take the form of attacks, such as hitting, kicking, taking or damaging belongings. Emotional bullying may be a verbal assault, including name-calling, insults, repeat teasing, sectarian/racist assaults, or it may take more indirect forms, such as spreading malicious gossip, rumours or excluding someone from a social group. Bullying is not an accepted behaviour towards anyone at LISBURN CITY SWIMMING CLUB be they child, coach, volunteer or parent. Anyone found to be bullying others will be dealt with seriously both in regards to the behaviour exhibited and the reasons for the behaviour. (See Appendix 13, Anti-Bullying policy for more details.)

CLUB CHILDRENS OFFICERS
The Club Childrens’ Officers within LISBURN CITY SWIMMING CLUB are
NAME:  Louise Sands


NAME:  Karen Logan
Mobile: 07734101664


MOBILE: 07921180531
LOUISE AND KAREN shall be made known to young members, coaches and parents alike; as the persons to whom concerns will be addressed.  
If the concern is about a Club Childrens Officer, please report to the Club Chairperson or Designated Person. Procedures for recording/ dealing with incidents/accidents will be outlined later in this policy document.

SAFE RECRUITMENT PROCEDURES FOR VOLUNTEERS / COACHES

· Volunteers and coaches are carefully selected, trained and supervised. The office bearers of the club committee must vouch for their potential involvement and their participation must be ratified by the Head Coach and SPS Manager.
· All new coaches/ volunteers working with children or young people must complete a relevant application form. (see appendix 1 for an example)

· Declaration of past convictions or cases pending and agreement to have an ACCESS NI check completed, is of course a pre-requisite to approval to coach.(see appendix 1)
· ALL volunteers/coaches must agree to abide by the club's Child Protection Policy and all are required to sign the Code of Conduct. (see appendix 2, Code of Conduct)

· Any concerns or objections with regard to suitability of a coach must be submitted to the "designated person".  These matters will be raised with the club committee with appropriate action taken including a formal response in writing to the concerned party if required.

TRAINING FOR VOLUNTEERS/COACHES

·  ALL coaches are expected to be qualified to the Swim Ireland Level appropriate for the job applied for.
· Appointment of volunteers /coaches will be on the basis of their current or previous experience in the sport of Swimming.
· Education and training in the basics of child protection will apply to all coaches/volunteers/committee members working with the children or young members. LISBURN CITY SWIMMING CLUB is committed to continuous updating and review of our current Child Protection Policy. 

Child protection training should include

· Basic awareness of child protection issues 

· Our organisation’s child protection policies and procedures including your Code of Conduct

Training will be carefully selected to ensure it is sufficient. It should be a course by an approved provider and should be updated at least every 3 years. (The provider must have experience and knowledge of good practice in sport.)
· It is desirable for all new coaches to have attended a child protection awareness workshop within three years of taking up their post (and have written evidence of this).If this is not the case, then they must attend a workshop at the earliest opportunity.

· This opportunity should also be made available to parents and other volunteers to enable a culture of a child-focused club to prevail.

· All staff and volunteers should receive induction, and training appropriate to their role. Training opportunities will be provided to ensure that teaching/coaching staff receive continual professional development. Training will also be reviewed regularly for new staff/ volunteers in line with changing legislation. 
SUPPORT & SUPERVISION

LISBURN CITY SWIMMING CLUB recognises that it is good practice to set up a system of support & supervision of staff/volunteers. This will enable staff/volunteers to become more effective by identifying training needs and dealing quickly with difficulties. All staff are offered an opportunity to review their experiences at LISBURN CITY SWIMMING CLUB and to identify any training or further support they require at least annually.

GUIDELINES FOR REPORTING ACCIDENTS

In the event of an accident, the following procedure will be carried out:-

· Fill in 2 copies of the Accident Form (see appendix 3) for ALL accidents.

· Make contact with parents/guardians

· One copy of form to incident book/folder.

· Forward 1 copy to Club Children’s officer for record keeping/ action required.

· Contact emergency services/ GP if required

· Record in detail all facts surrounding the accident, witness's etc.
GUIDELINES FOR REPORTING ALLEGATIONS/ INCIDENTS

· Record all incidents reported or observed on an Incident Form (see appendix 4)

· 1 copy to Club Childrens’ Officer within 24 hours
· Club Childrens’ Officer to pass on information to Designated person
· Ensure confidentiality - only "need to know basis" (reference confidentiality clause)

· The designated person will be responsible for storing any report in a safe and secure environment

See Appendix 6 if the concern is about the behaviour of a member of LISBURN CITY SWIMMING CLUB
See Appendix 7 if concern is about possible abuse outside the organisation.

	USEFUL NUMBERS

	Social Services
	03001000300

	NSPCC Helpline
	0808 800 5000

	PSNI CARE Unit
	028 90650222 

Ask for your local CARE Unit

	Childline
	Freephone  0800 1111

	Coaching NI              
	028 90 686940

	Child Protection in Sport Unit
	028 90355756


AVAILABILITY OF INFORMATION

It is important that there is a free flow of information between coaches/volunteers, children and parents, in terms of promotion of the club and what we aim to achieve in relation to your child.

Parents should know what we do and how we do it. Information is available through:

· LCSC website www.swimlisburn.net is an excellent resource.

· The “squad rep” or the “swim desk” or email the secretary via the website. 

· A coach may only be contacted after a coaching session if there is an urgent issue, and if so, this can only be brief as coaching sessions often run “back to back”. For consultation or advice it is be better to arrange a time away from the pool to meet with a coach.

When appropriate, letters (or telephone contact) will be issued in relation to further information or specifics in respect of an event etc.

A regular review of club policies will take place through meetings with coaches/volunteers and feedback from children and parents.

APPENDIX 1:

COACHING / VOLUNTEER APPLICATION FORM
LISBURN CITY SWIMMING CLUB

Recruitment procedures for teaching staff (2008)

Regulated posts

Lisburn City Swimming Club has adopted Swim Ulster recruitment procedures for club officials and volunteers, and extends these to the appointment of paid teaching staff.   This includes the implementation of Child Protection (NI) or the Safeguarding Vulnerable Groups (NI) Order 2007 clearance for all ‘regulated positions’.  

A regulated position as defined by AccessNI includes those who in the course of their duties care for, advise, counsel or supervise, or are in sole charge of children as well as the supervisors/managers of individuals in regulated positions e.g. managing boards, committees.  In practice at club level this encompasses the following positions:

· All Coaches/teachers/tutors

· Team managers

· Club Children’s Officers

· Club committee members including Designated Persons

· Support staff e.g. Physios, nutritionists, sports science personnel 

This document contains details of the recruitment process to be followed for all persons applying for regulated posts.  Guidance for this procedure has been taken from:

· The Code of Ethics and Good Practice for Children’s Sport

· Our Duty to Care

· Co-operating to Safeguard Children, 2003 

· Protection of Children and Vulnerable Adults (NI) Order Information Notes 1 – 3

· Safeguarding Vulnerable Groups (NI) Order 2007
· Swim Ireland Policy and Guidelines

Implementation of recruitment procedures

Insurance cover for child protection will be conditional on the effective implementation of the procedures defined in this document and adherence to the guidelines published in the Swim Ireland Child Welfare policy.  All persons in regulated posts must also have attended appropriate Child Protection Training.

Application process

In terms of child protection, due to the nature of the sport, swimming is considered to be a high risk activity and it is therefore important that teaching staff are carefully selected, trained and supervised.  The steps as outlined below should be followed:
All teachers working in a ‘regulated position’ within Lisburn  City Swimming Club must complete the application form.  This should be returned to the club’s ‘Designated Person.’

· Two references should be obtained in writing for all applicants  and the individual’s ID verified as outlined on page 2 of the AccessNI form (this requires either 3 or 5 documents which prove the applicant’s identity).

· All new applicants should be interviewed by a minimum of two individuals from the swimming club - the ‘Designated Person’ and one other 

· Each applicant must complete a Disclosure of Criminal Convictions form – to be submitted with the application in a sealed envelope marked Confidential.  Where, following interview, the applicant is deemed to be suitable for the voluntary position applied for this envelope will be forwarded to Swim Ulster’s nominated officer to request an AccessNI clearance.  This process normally takes 6 – 12 weeks.

· Each applicant should also complete the Equality Monitoring Form and submit this in the confidential envelope together with the completed Disclosure Form.

· If, after interview, the applicant is considered to be unsuitable as a volunteer the confidential envelope should be returned to the individual un-opened. 

· All appointed volunteers will be expected to attend recommended Child Protection training within three months of taking up post (unless previously trained).
· A probationary period of six months is applicable to all newly appointed volunteers.


Completed forms for AccessNI clearance to be returned to:

Swim Ulster Nominated Officer 

Mr Gerry Cappa

Swim Ulster Ltd

House of Sport

Upper Malone Road

Belfast

BT9  5LA 
LISBURN CITY SWIMMING CLUB
APPLICATION FORM TEACHING & COACHING STAFF

All information received in this form will be treated confidentially 


NAME OF APPLICANT: 


TITLE: 





DOB:  

ADDRESS:  

How long have you lived at this address? 
_________
                                                   Place of Birth:________________

Have you ever lived outside Northern Ireland?  No □   Yes  □ Please list addresses below 

TELEPHONE NUMBERS:


E-Mail Address:



NATIONAL INSURANCE NO.  

SWIMMING 





SWIM IRELAND NO. :

TEACHING 







 

CERTIFICATE:   







Date Commencing Teaching:

Qualifications & Training Relevant to Post:

Please give details of your qualifications and any training you may have done that you think is relevant to this job.  Include teaching, lifesaving, life guarding, first aid or related qualifications. 

	RELEVANT AQUATIC QUALIFICATIONS

	Date Awarded
	Qualification
	Certificate Number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please give details of any relevant work experience and that you think is relevant to this job.  

	RELEVANT EMPLOYMENT/VOLUNTARY WORK EXPERIENCE IN TEACHING/COACHING

	Dates
	Employer/Supervisor/Club
	Nature of Work

	
	
	

	
	
	

	
	
	


	ATTENDANCE AT RELEVANT CONFERENCES, COURSES, CLINICS & SEMINARS

Include Child Protection Training

	Date Attended
	Organising Body
	Venue
	Title / Topic

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


PHOTOCOPIES OF QUALIFICATION & ATTENDANCE CERTIFICATES SHOULD BE INCLUDED WITH THIS APPLICATION.

SUPPORTING INFORMATION

With reference to the job description, please explain how you would meet the requirements of this job.

	


Have you completed Child Protection Awareness Training?

formcheckbox 

Yes



formcheckbox 

No


If yes, who was it organised by and date of attendance _______________________

_____________________________________________________________________


Do you agree to abide by Swim Ireland Code of Conduct?
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

Do you agree to undergo specific training in relation to your role?

formcheckbox 

Yes



formcheckbox 

No

Have you ever been asked to leave a sporting organisation in the past?

(If you have answered yes we will contact you in confidence)

formcheckbox 

Yes



formcheckbox 

No

Any other relevant information?


Please supply the names of two responsible people whom we can contact and who from personal knowledge are willing to endorse your application.  If you have had a previous involvement in a sports club one of these names should be that of an administrator / leader in your last club / place of involvement.

Name : __________________________             Name: ________________________

Address: _______________________              Address: ______________________

              ________________________                 ____________________________

              ________________________                 ___________________________               

Tel: ____________________________               Tel: _________________________

Designation:____________________
       Designation:__________________

FOR OFFICIAL USE ONLY:

Completion by Swim Ulster Ltd

Date of AccessNI clearance request    ______________________

Date return received                            ______________________

Recommendation
formcheckbox 
  
Approved
       formcheckbox 
  
Not approved

Reasons         _________________________________________________________

DISCLOSURE OF CRIMINAL CONVICTIONS 
APPLICANT: _____________________    POST:________________________

Please read this information carefully

Statement of non-discrimination

Swim Ulster is committed to equality of opportunity for all applicants including those with criminal convictions.  Information about criminal convictions is requested to assist the selection process and will be taken into account only when the conviction is considered relevant to the post. Any disclosure will be seen in the context of the job description, the nature of the offence and the responsibility for the care of existing clients\customers and employees.

You have applied for a post which is a Regulated Position as defined by the Protection of Children and Vulnerable Adults (NI) Order 2003 and the Safeguarding Vulnerable Groups (NI) Order 2007 and also falls within the definition of an “excepted” position as provided by the Rehabilitation of Offenders (Exceptions) Order (NI) 1979: therefore ALL convictions including SPENT convictions MUST be disclosed.  Having a conviction will not necessarily debar your application from being considered.  This information will be verified through an appropriate AccessNI check. If you have received a formal caution or are currently facing prosecution for a criminal offence you should also bring this to our attention given the “excepted” nature of the role.  

Information to Applicants

Please complete this disclosure form as accurately as possible and return it marked “Confidential” to Mr Gerry Cappa, Swim Ulster Ltd, House of Sport, Malone Road, Belfast, BT9 5LA.  An arrangement will be made with you to discuss any issues around your disclosure before a final decision is reached. Thank you for your co-operation.

If you have no convictions, cautions or cases pending, please state NON

	DATE OF CONVICTION                                     OFFENCE                                       SENTENCE

	


Please provide any other information you feel may be of relevance such as:

· the circumstances of the offence

· a comment on the sentence received 

· any relevant developments in your situation since then

· whether or not you feel the conviction has relevance to this post.

	


Please continue on a separate sheet if necessary

I declare that any answers are complete and correct to the best of my knowledge.  I understand that Swim Ulster Ltd will carry out an AccessNI check before acceptance to the above role and consent to the check being made.

Signature: ________________________________
Print Name: _____________________________
Date: ____________________________________

EQUALITY MONITORING INFORMATION(CA4)
This information is gathered to help Swim Ulster monitor equality of opportunity.  To ensure confidentiality, once the details provided are entered anonymously onto a central data base, this form will then be shredded.
Please answer the following questions: 


1. 
Gender:
Male
(
Female  
(
2. 
Year of birth 
__________________________

3.
Postcode:
___________________________

4.
Marital Status (answer only if 18 or over)


Are you:
Single
(
Married  
(


Widowed
(
Cohabiting 
(


Divorced
(
Separated 
(
5a
Employment Status


Are you:
Employed
(
Unemployed 
(


Training Programme
(
Student 
(


Looking after the home
(
Retired
(
5b
If you are a school student: 


Are you entitled to free school meals? 

Yes ( No (
6. If employed, what is your occupation?_______________________________________


7. To which of these ethnic groups do you consider yourself to belong?


White
(
Bangladesh 
(

Irish Traveller
(
Indian

(

Chinese
(
Black African
(

Pakistani
(
Black Caribbean
(

Ethnic (other)
(
Black (other)
(
8.
Do you have a disability? 
Yes
(
No  
(

If yes, please state:


Wheel chair User
(
Deaf

(

Ambulant Disabled
(
Hearing Impaired
(

Blind
(
Learning Disability
(

Mental Health Difficulty
(
Visually Impaired
(
9. Nationality: ______________________________________

10.
Do you regard yourself as belonging to any particular religion? 

Yes
(
No  
(
11.
If yes, what religion do you belong to:


Catholic 
(
Protestant 
(
Other 
(
12.
If no, what religion were you brought up in?
_______________
PRIVATE AND CONFIDENTIAL - REFERENCE

Name of Candidate:

Position Applied for:  (Contracted Swim Teacher)

How long have you know the applicant and in what capacity?

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​

Date of employment:  From __________________ To _________________________

Reason for leaving:  ____________________________________________________

Would you reappoint this person?  _________________________________________

Please comment on the applicant’s:







Very good
Good 

Fair
Poor

a. Standard of work


(

(

(
(


b. Timekeeping/reliability


(

(

(
(


c. Relationship with colleague

(

(

(
(


d. Relationship with clients

(

(

(
(


e. Health




(

(

(
(


f. Integrity




(

(

(
(


g. Number of working days sick in the last 12 months:  ______________________

Please provide any other relevant information (e.g. comments on professional abilities, interpersonal/teamwork skills, initiative, judgement, strengths and weaknesses). You may continue overleaf if necessary.

	

	

	


Signed:  ______________________________  Name: _________________________

Position: ______________________________________  Date: _________________

LISBURN CITY SWIMMING CLUB

Swimming Performance Scheme

JOB DESCRIPTION

JOB TITLE:

Assistant Teacher (Level 1 Certificate)

EMPLOYER

Lisburn City Swimming Club

RESPONSIBLE TO
Manager of the Swimming Performance Scheme

SALARY
The rate for Assistant Teachers is £10.00 per hour

LOCATION
Lagan Valley LeisurePlex

WORKING HOURS
As agreed in advance of a new course commencing; with occasional cover when needed.

MAIN PURPOSE OF THE JOB

To assist in the teaching of swimming in accordance with the aims and objectives of the 

Swimming Performance Scheme.  To adhere at all times to standards of personal and professional behaviour, which reflect a positive image of Lisburn City Swimming Club.

SUMMARY OF RESPONSIBILITIES AND DUTIES

Key areas:

1. To create a supportive environment in which participants may improve their skills and enjoy swimming.

2. To work as part of a team and actively seek and provide positive feedback from and to colleagues.

3. To ensure the Health and Safety of course participants.

4. To be aware of the NOP and EAP at Lagan Valley LeisurePlex.

5. To be aware of any medical, psychological or special needs of the participants.

6. To arrive at least 5 minutes before the start of the session and remain until the last participant has left poolside.

7. To assist in setting up, caring for and putting away course equipment.

8. To follow the appropriate schemes for the participants involved.

9. To assist in the planning, monitoring and evaluation of all sessions, keeping a register of attendance and accurate records of participants’ progress.

10. To assist in the evaluation of course participants.

11. To attend one staff meeting per term at the LeisurePlex, to attend scheduled workshops and to actively seek to continue your own professional development, keeping abreast of current developments and techniques and attend relevant training.

12. To positively promote the Swimming Performance Scheme to customers and colleagues.

13. Be prepared to work evenings and weekends.

14. To undertake any other duties appropriate to the post as may be assigned.
LISBURN CITY SWIMMING CLUB

Swimming Performance Scheme

CONDITIONS OF EMPLOYMENT

JOB TITLE:

Assistant Teacher

SERVICE

Teachers will be employed on a casual basis.

The hourly rate of pay will be based on actual teaching hours and on a scale appropriate to the job.  The hourly rate does not include other duties outlined in the Job Description.  All teachers must agree to perform all duties as described.

Periods of duty will be offered to Teachers as agreed before the commencement of each course of lessons, and from time to time to cover another teacher, with no guarantee of a minimum number of hours in any given period.

Teachers will have no entitlement to annual leave, public holidays or be covered by sickness payment or superannuation.  

CHILD PROTECTION AND THE OFFICIALS CODE OF ETHICS

Teachers will be Members of Lisburn City Swimming Club in the capacity of Officials.  All Officials are bound by the rules of Swim Ireland and are obliged to complete Swim Ireland Form3  (New Members only), and read and sign a copy of the Officials Code of Ethics.  All teachers must follow the Swim Ireland policy on Child Protection, and be familiar with the Lisburn City Child Protection Policy document.

UNIFORM

Teachers will be provided with a polo shirt, which must be worn whilst teaching for Lisburn City Swimming Club. 

LISBURN CITY SWIMMING CLUB

Swimming Performance Scheme

JOB DESCRIPTION

JOB TITLE:

Volunteer Assistant Teacher

EMPLOYER

Lisburn City Swimming Club

RESPONSIBLE TO
Manager of the Swimming Performance Scheme

LOCATION
Lagan Valley LeisurePlex

WORKING HOURS
As agreed in advance of a new course commencing; with occasional cover when needed.

MAIN PURPOSE OF THE JOB

To assist in the teaching of swimming in accordance with the Swimming Performance

Scheme, enabling all individuals to participate and progress.  To adhere at all times to standards of personal and professional behaviour, which reflect a positive image of 

Lisburn City Swimming Club

SUMMARY OF RESPONSIBILITIES AND DUTIES

Key areas:

1. To create a supportive environment in which participants may improve their skills and enjoy swimming.

2. To work as part of a team and actively seek and provide positive feedback from and to colleagues.

3. To be aware of any medical, psychological or special needs of the participants.

4. To ensure the Health and Safety of course participants.

5. To assist in setting up, caring for and putting away course equipment.

6. To assist in the planning, monitoring and evaluation of all sessions, keeping a register of attendance and accurate records of participants’ progress.

7. To assist in the evaluation of course participants.

8. To arrive at least 5 minutes before the start of the session and remain until the last participant has left poolside.

9. To follow the appropriate schemes for the participants involved.

10. To attend one staff meeting per term at the LeisurePlex, to attend one full staff seminar per year and to actively seek to continue your own professional development, keeping abreast of current developments and techniques and attend relevant training.

11. To be aware of the NOP and EAP at Lagan Valley LeisurePlex.

12. To positively promote the Swimming Performance Scheme to customers and colleagues.

CHILD PROTECTION AND THE OFFICIALS CODE OF ETHICS

Teachers will be Associate Members of Lisburn City Swimming Club in the capacity of Officials.  All Officials are bound by the rules of Swim Ireland and are obliged to complete Swim Ireland Form 3, and read and sign a copy of the Officials Code of Ethics.  All teachers must follow the Swim Ireland policy on Child Protection, and be familiar with the Lisburn City Child Protection Policy document.

APPENDIX 2

GUIDELINES FOR GOOD PRACTICE & CODE OF CONDUCT

GOOD AND SAFE WORKING / PLAYING PRACTICES

LISBURN CITY SWIMMING CLUB will ensure…

· Proper supervision of children within the club and with a satisfactory ratio of coaches: children. Maximum ratio will be taken from Swim Ireland Guidelines for relevant age groups.
· Use of proper, recommended equipment including.

· Sport specific guidelines

· identification markers/ cones, clearly visible

· playing /coaching surfaces, free from debris

· Use of equipment only when supervised by a coach.

· A clearly defined area of play/ in bounds, fenced and safe from vehicular traffic.

· Public Liability Insurance in place, covering all members of the club.

· Only children within same/ similar age bands will be selected for team playing/ coaching.

· A first aider and first aid kit on hand in event of an accident, with accident/incident book to be marked up at every relatively serious accident.  NB All accidents will be reported to parents at collection.

· In the event of transport being required this will be provided and supervised by coaching/ volunteers in possession of driving license and roadworthy vehicles only. Permission must be sought from parents prior to any transport being facilitated. (See Appendix 10)

· A safe environment for members

· Ongoing training and information for Leaders

· Implementation of policy and procedures in line with guidance from Our Duty to Care and the Code of Ethics & Good Practice for Children’s Sport

· Facilitation of open discussion on member protection issues

· Support to members who report accusations of abuse

· Suspected abuse information treated confidentially

· Appropriate action is taken if members breach standards of reasonable behaviour 

· The establishment and maintenance of a coaching register

· The setting of standards of good practice

· The designated officer has knowledge of statutory child protection procedures and their responsibility in reporting concerns from Co-operating to Safeguard Children DHSSPS

· That parents are kept informed, therefore parents should have access to the club’s policy guidelines for away trips / overnights (see appendix 8) and the use of photography and video equipment. (see appendix 9)
The implementation of good and safe working practice is to develop the club in the short, medium and long term to the mutual benefit of the member, the local area and community as a whole.

LISBURN CITY SWIMMING CLUB has the right to:

· Expect all leaders to comply with its Code of Conduct

· Expect all youth members to maintain standards of reasonable behaviour

· Take appropriate action if members breach the Code of Conduct or Child Protection Policy

· Expect all members to undertake appropriate training when advised to

· Expect all members to report any faulty equipment to club senior official

· Expect leaders will not abuse members physically, emotionally or sexually

· Take appropriate action in the event of accusations

· Acquire pre-employment checks on all coaches/volunteers

· Maintain records on individuals in line with advice from the data protection agency i.e. only hold records on individuals that they have a justifiable reason for holding.
CODES OF CONDUCT ARE TAKEN FROM THE CURRENT SWIM IRELAND SAFEGUARDING CHILDRENS HANDBOOK. There are three different documents

· Parents and young people

· Committee

· Coaches and teachers
EXAMPLE OF CODE OF CONDUCT 

Young People

I have read, understood and agree to abide by the Code of Conduct for Young People, Swim Ireland Guidelines for Safeguarding Children 2008 the Rules of Swim Ireland and Lisburn City Swimming Club.

Signature of Young person _______________________________Date________________

Please print name_______________________________________

Parents/Guardians

I have read, understood and agree to abide by the Code of Conduct for Parents/Guardians, Swim Ireland Guidelines for Safeguarding Children 2008 the Rules of Swim Ireland and Lisburn City Swimming Club.

Parent’s Signature _______________________________Date________________

Parent Name please print _______________________________________

APPENDIX 3

ACCIDENT REPORT FORM

	ACCIDENT REPORTING FORM

	LISBURN CITY SWIIMING CLUB


	COACH IN ATTENDANCE
	


	INJURED PARTY

	Name:
	

	School
	

	Address
	


	ACCIDENT DETAILS

	Date
	

	Time
	

	Exact Location
	

	Injury
	

	How accident happened
	

	Severity
	 FORMCHECKBOX 
  Minor
 FORMCHECKBOX 
  Considerable
 FORMCHECKBOX 
  Severe

	First Aid Involved?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Parents informed?

	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	
	By whom

	Form Completed By
	

	Refer to CLUB CHILDRENS OFFICER
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	CLUB CHILDRENS OFFICER signature
	

	Record any further action to be taken
	


GUIDELINES FOR REPORTING ACCIDENTS

In the event of an accident, the following procedure will be carried out:-

· Fill in 2 copies of the Accident Form (see previous pro-forma) for ALL accidents.

· Make contact with parents/guardians

· One copy of form to incident book/folder.

· Forward 1 copy to CLUB CHILDRENS OFFICER for record keeping/ action required.

· Contact emergency services/ GP if required

· Record in detail all facts surrounding the accident, witness's etc.

· Any further action.
APPENDIX 4

INCIDENT FORM

(An incident could be a safeguarding issue, theft, bullying, a child running away, abuse of any form or a breach of the organisations code of conduct etc.)

	INCIDENT RECORD FORM

CHILD PROTECTION


	Club or Agency:
	LISBURN CITY SWIMMING CLUB

	Your name:
	

	Your position:
	

	Child’s name:
	

	Child’s address:


	

	Parents/carers 
Names & Address:


	

	Child’s date of birth:
	

	Date and time of any incident:
	

	Your observations:


	

	Exactly what the child said and what you said:

(Remember, do not lead the child – record actual details. Continue on separate sheet if necessary)


	

	Action taken so far:


	

	External agencies contacted (date & time)

	Police
 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No
	If yes – which:

Name and contact number:

Details of advice received:



	Social services

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No 

	If yes – which: 

Name and contact number: 

Details of advice received:



	Sport Governing body                

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No 
	Name and contact number: 

Details of advice received:



	Local Council or Education Department

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  No 
(If appropriate)
	If yes – which:

Name and contact number:

Details of advice received:



	Other (e.g. NSPCC)
	Which:

Name and contact number:

Details of advice received:




_______________________________________  


Signature
_______________________________________

Print Name

_______________________________________

Date

Remember to maintain confidentiality on a need to know basis – only if it will protect the child. Do not discuss this incident with anyone other than those who need to know.

NB A copy of this form should be sent to social services after the telephone report and to the Swim Ireland Child Protection Officer for monitoring purposes.
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Consent Forms

LISBURN CITY SWIMMING CLUB

MEMBERSHIP REGISTRATION FORM 2009 - 2010

CONTACT DETAILS







Swimmer’s Name ……………………………………………………………….........………

Date of Birth ……………………………….

Names of Parent / Guardian…………………………………………………..........………….

Full Address …….. …………………………………………………...........…………………

……………………………………...........………POST CODE: …………………………….

Home Tel. No ………………….....…………Work Tel. No………………….....……………

Mobile Tel. No ……………………......………E-mail …………………….......…………….

Emergency Contact …………………………………………………...........…………………

Please notify the Head Coach or Membership Secretary of any change in the above contact details.

LISBURN CITY SWIMMING CLUB

Health & Medical Form 2009 - 10 

· This form is designed to find out about the current state of health of the participating swimmer, and any medication that is being taken. Its main purpose is to assist with medical attention, should it be required, so the information provided should be accurate and up to date.  

Any information provided will be held in the strictest confidence

Squad Member Surname _______________
First Name (s)__________________

Date of birth _________________________

In an emergency the coach / Team Manager should contact the following person:

Surname________________________
 First names ____________​​​​​​____________

Relationship to Squad member ___________________________

Tel No:  (Day) ___________________________ (Evening) __________________________ 

(Mobile) ________________________________

Please provide the name of the squad member’s personal doctor and contact details.

Doctor ______________________________
 Tel No __________________________

1.
Does he/she suffer from travel sickness, asthma, chest complaints, wheezing or hay fever, migraine, fits or faints, severe period pains, diabetes, nervous disorders, any other illness or disability.  Yes/No

If yes, please provide full details: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.
Is he/she allergic to anything? (Antibiotics, particular foods or drugs etc) 
Yes/No 

If yes, please provide full details:

3. Does he/she have any special dietary requirements? Yes/No

If yes, please provide full details:

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Is he/she receiving any medical treatment or taking any medication/drugs, whether prescribed, over the counter or homeopathic, at present? Yes/No

If yes, please provide full details of the ailment and how and when the medication/drugs is taken.  If you have any concerns about your medication and whether it is on the banned list, visit the UK Drug Information Database at www.uksport.gov.uk/did, call their freefone number 0800 528 0004 or email them at Drug-free@uksport.gov.uk
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5.
Has he/she had any contact with any infectious illnesses within the last month? Yes/No

If yes, please give details below:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Information                                                                                   Delete as appropriate
Are you registered disabled                                                                                 yes / no

Do you have a sight disability                                                                              yes / no

Do you have a physical disability                                                                        yes / no

Do you consider yourself to have special needs                                                  yes / no

Do you have specific medical needs                                                                    yes / no

Declaration

The information I have supplied is accurate and correct.

I am in good health and have no medical conditions which prevent me from competing / training with Lisburn City Swimming Club.

Name of swimmer___________________________________________ 
Signature of swimmer_____________________________________
Name of parent/ guardian ___________________________________________

Signature of parent/guardian ______________ __________________________

Date:
______________​_______________________________________________


Parental consent is defined by the children (NI) Order 1995 Article 6 (i)


Natural mother always has parental responsibility.


Natural father gains parental responsibility;

· If married to the mother at the time of birth or subsequently marries her

· Through an agreement witnessed by solicitor or a Parental responsibility Order

· Post 15 April 2002 if they jointly register the baby’s birth.
(This consent form will remain valid for 1 year)           

APPENDIX 6

REPORTING PROCEDURES RELATING TO BEHAVIOUR OF A MEMBER/VOLUNTEER OF LISBURN CITY SWIMMING CLUB
INTERNAL CONCERNS


If you do not know who to turn to for advice or are worried about sharing your concerns with a senior colleague, you should contact the Social Services direct (or the NSPCC on 0808 800 5000 or Childline on 0800 1111).  At any stage during the process in the left hand column the issue can be refered externally either formally or informally for advice.  Following the external (right column) outcome the matter may be refered back to the Swim Ireland’s Disciplinary Committee.

Dealing with concerns about a colleague

The vast majority of people who work with children are well motivated and would never harm a child.  Unfortunately a few do and it is essential that the organisation creates a culture that makes staff / volunteers willing and comfortable to voice their concerns, particularly those about someone with whom they work or whom they know.  Again, Swim Ireland’s child protection procedures should be followed.

During an investigation, support should be given both to the individual who voices concerns and to the suspected abuser.  Once the investigation is completed, the organisation must decide what action, if any, is necessary to prevent a similar situation arising again.
APPENDIX 7

REPORTING PROCEDURES IF CONCERN ABOUT BEHAVIOUR EXTERNAL TO LISBURN CITY SWIMMING CLUB

EXTERNAL CONCERNS

When the complaint is about possible abuse
outside the organisation


[image: image1]
APPENDIX 8

GUIDANCE FOR AWAY TRIPS

AWAY TRIPS & HOSTING

Away Trips

Travelling to away fixtures is a regular event for many junior clubs. Trips may vary from short journeys across town to compete against another local team or involve more complicated arrangements involving overnight stays. But even what may appear as the most straightforward of trips will require some level of planning. The following will outline a number of issues that need to be considered when travelling with children. 

Communication with:

· Children – they should be aware of the travel plans, venue and time for collection, time of return and any costs. Children should also have a clear understanding of what standard of behaviour is expected of them. Children must know what sports kit they need to bring with them. 

· Parents – should be made aware of the above and must have completed a consent form detailing any medical issues that the team manager should be aware of. Parents should also have the name and contact details of the team manager in the event of an emergency. 

· Other coaches / volunteers – need to be made aware of what their responsibilities are in advance of the trip. If the trip is a long journey, it is important that all coaches / volunteers have an itinerary.
Transport

A more detailed transport policy is available from the Child Protection in Sport Unit, but the following are some basic points.

· Ensure the driver has an appropriate and valid driving licence.

· Allow an appropriate length of time to complete the journey.

· Consider the impact of traffic and weather conditions.

· If using a mini-bus ensure that all seats are forward facing and they all have seat belts fitted if carrying children. Is the driver experienced in driving a mini-bus?

· Ensure leaders and children wear seat belts.

· Check there is appropriate insurance for the journey. 

· Clarify supervision requirements with other leaders. The driver should not be considered as a supervisor during the journey.

· Ensure that the vehicle is road worthy.
Ratio

Swim Ireland guidelines will be followed for the ratio of adults to children.

Insurance

In addition to the mini-bus / car insurance, the team manager needs to ensure that the clubs general insurance covers travel to away events. 
Emergencies

Ensure that the vehicle has breakdown and recovery cover. At least one of the leaders should be trained in first aid procedures and a first aid kit should be available. 
The leader should have access to a mobile phone and contact details for all the children.

The above are only basic points of advice and are not comprehensive guidelines. 

Hosting

Being a host family or being hosted is an integral part of many sports and, if handled appropriately, can add to a child’s enjoyment and experience at a competition.  The whole area of hosting though can create a great deal of concern for parents, children and the hosts.  It is in response to these concerns that we have drawn up the following guidelines.

Being a host can be a particularly challenging role, but also very rewarding.  A host should be provided with as much information about the child/children staying with them and details of the competition.  They in turn should agree to provide references and be vetted when this is available.  With the introduction of the Criminal Records Bureau, Disclosure Scotland, ACCESS NI, and Garda Vetting** access to vetting for sports clubs organising events within England, Scotland, Wales, Northern Ireland or Republic of Ireland should be achievable.

When arranging for events/trips abroad, the Lisburn city swimming club or Swim Ireland will be dependent on the ability of the host organisation to access vetting services and obtain appropriate references.  It is still the responsibility of the trip organiser to provide the hosts with the relevant information on the child and details of what is expected.

For further more detailed information on taking children away on a residential, please refer to Safe Sport Away a guide to good planning, & Safe Sports Events, which are available from the Child Protection in Sport Unit or the Code of Ethic’s and Good Practice for Children’s Sport.

** Garda vetting is available to a number of sports organisations in the Republic of Ireland
	CHILD / YOUTH MEMBER

	Right To
	Responsibility

	· Be safe

· Have any concerns listened to

· Be respected by their coach and host family

· Have easy access to phone contact with the trip organiser

· Have a list of events (itinerary)

· Regular group meetings with other young people

· Have their religious needs facilitated

· Have prior knowledge of the climatic variation to enable them to bring adequate clothing

· Be made aware of the codes required for phoning home

· Maps of the local area

· Have the currency of the country they are visiting explained to them

· Be made aware of collection and drop off arrangements
	· Show respect to their host families

· Show respect to other youth members and their leaders

· Keeping themselves safe

· Reporting inappropriate behaviour or risky situations

· Attending any prior planning meeting to ensure they are fully informed of the plans

· Maintain the sport’s reputation by adhering to their code of conduct

· Discussing their dietary needs with the host family (though it is the parent’s/organiser’s responsibility to ensure this information is passed on in advance)

· Maintain the accommodation to the standard set by the family

· Be aware that they are acting as an ambassador for their sport and on occasions their country

· Dependent on arrangements with parents, manage their own money


	COACH / MANAGER

	Right To:
	Responsibility

	· Have support form Swim Ireland if reporting any concerns about the arrangements

· Be protected from abuse by children/youths, other adults, members or parents involved in the trip

· Not be left vulnerable when working with children

· Receive the relevant information from parents/guardians in advance of the trip i.e. 

· Dietary needs

· Any personal care needs

· Emergency contact numbers

· Signed medial consent form/permission  form

· List of any medication/allergies

· EHIC European Health Insurance Card (replacement for E111) form completed www.dh.gov.uk/PolicyAndGuidance/HealthAdviceForTravellers/fs/en
(EU visits)

· Be respected by the children in preparation for and during the trip

· To have any personal “out of pocket” expenses reimbursed

· To be able to apply sanctions in line with the Governing Body guidelines and discussed prior to the trip

· To have time off i.e. that another adult is the point of contact for an emergency rather than one individual all the time
	· To plan well in advance of the trip

· Check Swim Ireland guidelines

· Gather information on destination and venue (if possible carry out a risk assessment)

· Facilitate information meetings prior to the trip for parents and children

· Maintain confidentiality about sensitive information

· Be a role-model during the trip (disciplined/committed/time keeping)

· Fostering team work to ensure the safety of youth members in their care

· Respond to children/youth members’ statements and concerns

· Record any complaints or accidents on relevant documentation

· Provide the children, parents and host with an itinerary of events

· Have clear arrangements for collecting and transporting children during the trip

· Ensure that if a young person has to share a room that it is with someone of the same sex and that they are aware of who this is in advance

· Check adequate insurance cover is arranged

· Ensure they have received the relevant documentation from the child’s parents/guardians

· To inform parents and children of standards of behaviour required and possible sanctions

· To ensure that there is an appropriate adult/child ratio

· To submit a report to Lisburn City swimming club or Swim Ireland after the trip

· Make parents and children aware of photographic policy and obtain parent’s signature (or include on permission form)


	PARENTS / GUARDIANS

	Right To:
	Responsibility

	· Know their child is safe

· Be informed of any problems or concerns relating to their children

· Be informed if their child is injured

· Have their consent sought prior to the trip

· Contribute to the decisions in planning the trip (when appropriate)

· Have knowledge of where their child is staying and with whom

· Have a contact number for their child’s hosts and trip organiser

· Have a detailed itinerary of events that their child will be taking part in
	· To be aware of the Code of Conduct for children, coaches and hosts

· To agree sanctions with the coach and child prior to the trip

· Ensure the child has appropriate spending money

· To pay for relevant costs prior to their child going on the trip

· Provide the coach with all relevant documents and emergency contact number

· Ensure the child has a passport (if required) prior to the trip

· Provide appropriate clothing to meet the needs of the child while away from home

· Drop off and collect their child at agreed time

· Encourage their child to play by the rules


	HOSTS

	Right To:
	Responsibility

	· To be treated with respect by the children, coaches and parents

· To have prior knowledge of any special requirements e.g.

       - Medical

       - Food

       - Religious

       -Transport

       - Mobility

· To have telephone contacts, lists of parents and coaches in the event of an emergency

· To be financially reimbursed for any expenses (when agreed)

· To be informed of competition details

· To have clearly defined roles prior to the event

· To be consulted about any change in plans


	· To have agreed to a Code of Conduct

· To consent to checks/references being sought into the appropriateness of them being hosts

· To provide a safe and supportive environment for the children while they are hosting them

· To attend host family meeting prior to and during the competition if arranged

· To provide the child with a positive experience of staying way from home and possibly a different culture
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PHOTOGRAPHY& VIDEOING GUIDANCE

PHOTOGRAPHS AND IMAGES OF CHILDREN

There have been concerns about the risks posed directly and indirectly to children and young people through the use of photographs on sports websites and other publications.  Photographs can be used as a means of identifying children when they are accompanied with personal information – this is X who lives at y, is a member of the z gymnastics club and who likes a certain music group.  This information can make a child vulnerable to an individual who may wish to start to “groom” that child for abuse.  Secondly the content of the photo can be used or adapted for inappropriate use.  There is evidence of this adapted material finding its way onto child pornography sites.

Sporting organisations and clubs need to develop a policy in relation to the use of images of athletes on their websites and in other publications.  The sport will need to make decisions about the type of images they consider suitable and that appropriately represent the sport, without putting children at increased risk.  They will want to ensure that parents support their policy.  When assessing the potential risks in the use of images of athletes, the most important factor is the potential of inappropriate use of images of children.

If sporting organisations are aware of the potential risks and take appropriate steps the potential for misuse of images can be reduced.

The CPSU would advise sporting bodies to:

· Consider using models or illustrations if you are promoting an activity. 

· Avoid the use of the first name and surname of individuals in a photograph. This reduces the risk of inappropriate, unsolicited attention from people within and outside the sport. 

Easy rules to remember are: 

· If the child is named, avoid using their photograph. 

· If a photograph is used, avoid naming the child. 

· Ask for the child’s permission to use their image. This ensures that they are aware of the way the image is to be used to represent the sport. A Child’s Permission Form is one way of achieving this. 

· Ask for parental permission to use an image of a young person. This ensures that parents are aware of the way the image of their child is representing the sport. A Parental Permission Form is one way of achieving this. 

· Only use images of children in suitable dress to reduce the risk of inappropriate use. With regard to the actual content it is difficult to specify exactly what is appropriate given the wide diversity of sports. However there are clearly some sports activities - swimming, gymnastics and athletics for example when the risk of potential misuse is much greater than for other sports. With these sports the content of the photograph should focus on the activity not on a particular child and should avoid full face and body shots. So for example shots of children in a pool would be appropriate or if poolside, waist or shoulder up. 

· Create a recognised procedure for reporting the use of inappropriate images to reduce the risks to children. Follow your child protection procedures, ensuring both your sports child protection officer and the Social Services and/or Police are informed. 

First steps and things to think about:

· Establish the type of images that appropriately represent the sport for the Web and other media.

· Think about the level of consideration you give to the use of images of children in other publications, for example, the processes involved in choosing appropriate images for the newsletter or magazine. Apply an increased level of consideration to the images of children and young people used in the web site.

Guidelines for Use of Photographic Filming Equipment at Sporting Events 

· Provide a clear brief about what is considered appropriate in terms of content and behaviour. 

· Issue the photographer with identification which must be worn at all times. 

· Inform children and parents that a photographer will be in attendance at an event and ensure they consent to both the taking and publication of films or photographs. 

· Do not allow unsupervised access to children or one to one photo sessions at events. 

· Do not approve/allow photo sessions outside the events or at an child’s home. 

· If parents or other spectators are intending to photograph or video at an event they should also be made aware of your expectations. 

· Spectators should be asked to register at an event if they wish to use photographic equipment. 

· Children and parents should be informed that if they have concerns they can report these to the organiser. 

· Concerns regarding inappropriate or intrusive photography should be reported to the event organiser or official and recorded in the same manner as any other child protection concern. 

At Competitions
Professional photographers/filming/video operators wishing to record the event should seek accreditation with the event organiser by producing their professional identification for the details to be recorded. Ideally, they should request this at least (set number of days) working days before the event.

Students or amateur photographers/film/video operators wishing to record the event should seek accreditation with the event organiser by producing their student or club registration card and a letter from the club/educational establishment outlining their motive for attending the event.

All other spectators wishing to use photographers/film/video equipment with a telescopic or zoom lens should register their intent with the promoter of the event.

Accreditation procedure: a system should be established. Professionals should register prior to the event and their identification details be recorded. Ideally they should be:

· name and address of the person using the camera

· names of subjects (if specific)

· the reason or use the images are being or intended to be put to

· signed declaration that the information provided is valid and that the images will only be used for the reasons given.

Ideally, identification details should be checked with the issuing authority prior to the event. On registering, promoters of events could consider issuing a coloured identification label on the day which can serve to highlight those who have accreditation but they must ensure that where events occur regularly, the colour and or type of identifying label is changed to prevent unofficial replication.

A clear brief about what is considered appropriate in terms of content and behaviour should be issued. It may include a list of any areas where photographic and recording equipment inducing mobile phones is forbidden under all circumstances (e.g. changing rooms, toilet areas). Unsupervised access to athletes or one to one photo sessions at event or photo sessions outside the events or at an athlete's home should not be approved/allowed.

Public information: the specific details concerning photographic/video and filming equipment registration should, wherever possible, be published prominently in event programmes and must be announced over the public address system, prior to the start of the event.

The recommended wording is:

In line with the recommendation in the Swim Ireland Policy, the promoters of this event request that any person wishing to engage in any video, zoom or close range photography should register their details with staff at the spectator desk before carrying out any such photography.

The promoter reserves the right to decline entry to any person unable to meet or abide by the promoter's conditions.

If you are concerned about any photography taking place at this event, please contact the promoter or event organiser who will be pleased to discuss this matter with you.*

At club sessions

There is no intention to prevent club coaches and teachers using videoing as a legitimate coaching aid. However, children/young people and their parents should be aware that this is part of the coaching programme and care should be taken in the storing of such films. If clubs are concerned that someone they do not know is using their sessions for photography or filming purposes, they should ask them to leave and contact their Governing Body for further advice.

* Adapted with permission from the Amateur Swimming Association (1999) Child Protection in Swimming

Child Protection in Sport Unit (CPSU) - Briefing Paper 

In 1999 Focus on Children claimed the proportion of internet users accessing child pornography in Ireland was second only to the Netherlands.  Further evidence of this is Operation Amethyst, Ireland, June 2002.  

In January 2001 the Wonderland Club (an international child sexual abuse ring) which traded obscene images and videos of children was identified.  To join a member had to provide 10,000 images.  The youngest victim was 3 months old.

The BBC2 programme, A Hunt for Britain’s Paedophiles in Junes 2002, highlighted the use of photography and the use of video images.

PHOTOGRAHPY/VIDEOING PERMISSION FORM: 2009 - 10

Photographing/Videoing during Swim Ireland/Regional/Club events/training

LISBURN CITY Swimming Club request permission to use individual and group photographs and/or video footage for training, competition and/or promotional purposes.  This permission is sought on the basis that the Club will follow and adhere to the Swim Ireland photography and filming guidelines (Swim Ireland Guidelines for Safeguarding Children 2008 and any updates issued).  

Attendance at a Swim Ireland or Club event may result in participants being photographed or filmed as part of the occasion, either as an individual or as a member of a group.  Participants may also appear in a photograph or video inadvertently.  All participants must accept this.  

Participant

I confirm that I understand that I may be filmed and/or photographed as part of Swim Ireland/Regional/Club events/training and I consent to same.

Signature: ____________________________________

Name: _______________________________________Date: __________________

                                                  (please print name)
Parent/Guardian of Participant (if under 18)

I confirm that I give permission for my child to be filmed and/or photographed as part of Swim Ireland/Regional/Club events and/or training 

Signature: ________________________________________

Parent/Guardian’s Name: ____________________________Date: ________________
                                                         
(please print name)















Valid for 2009 - 10

APPENDIX 10

TRANSPORTING OF CHILDREN

GUIDELINES ON TRANSPORTING A CHILD OR YOUNG PERSON IN YOUR CAR

The issue of transporting children has become very sensitive for sports leaders and parents.  Many coaches argue that their club could not operate without the goodwill of volunteers and parents ensuring that children are returned home or transported to events in a private car.

The CPSU and guidance from the Sports Council for Northern Ireland encourages coaches not to take children on journeys alone in their car.  This view has been taken as our knowledge has grown of how those who want to harm children has developed.  The vast majority of coaches and volunteers will help out through their genuine desire to see children or their particular sport develop.  Unfortunately we must face the reality that a minority of others will join a sports club to gain access to children and create an air of acceptability about their role, justifying their close contact with children.

Though those who want to abuse children may find it more difficult to do so in a group setting, such as a leisure centre or sports pitch, they could use this time to gain the trust of not only the young person but also other adults.  Developing credibility is an essential part of any abusers ‘grooming process’.  Not only grooming the child ‘make love to their minds’ (quote from convicted paedophile) but also grooming other coaches or parents i.e. becoming the best volunteer.

The last stage to enable someone to offend against a child is viewed as grooming the environment i.e. creating a justifiable reason for getting the child alone.  There have in the past been many opportunities within the sport setting for those who wish to abuse children to isolate a particular child.  Thankfully Sports Governing Bodies are reducing this possibility in most coaching sessions, but the issue of transport can still leave children vulnerable.

Best practice is clearly to avoid transporting a child alone, but we recognise that in some circumstances it is an essential part of a child’s participation in training and competition. If all alternatives have been exhausted and an adult has to transport a child there are a number of safety measures that should be put in place to minimise the risk:

· The driver like all coaches / volunteers who have access to children in your organisation should have agreed to an Access NI check being carried out on them.

· Parents should be informed of the person who will be transporting their child, the reasons why and how long the journey will take.

· A person other than the planned driver should talk to the child about transport arrangements to check they are comfortable about the plans

· The driver must ensure that they have insurance to carry others, particularly if they are in a paid position or claiming expenses.

· The driver should attempt to have more than one child in the car.

· When leaving children off after a match or training session coaches / volunteers should alternate which child is dropped off last.  Ideally two children would be left off at an agreed point i.e. one of their family homes.

· The person who leaves children home should be alternated; this would reduce the risk of any one individual from always being alone with the child.

· The driver should have a point of contact and mobile phone should they break down.

· Ensure that children are aware of their rights and they have someone to turn to or report any concerns they may have.  If a culture of safety is created within your club then the child is more likely to talk to another person if they are feeling uncomfortable about a situation.

· Late collections. These can present clubs and coaches with particular difficulties. Parents/guardians should be provided with guidelines addressing the issue and outlining their responsibility and the consequences of late collections. Clubs should have contact numbers for parents/guardians and if possible be provided with an alternative contact number. Parents/guardians should have a contact number for the club to inform them of emergencies and possible late collections.

· Children should wear seatbelts at all times.  The following is guidance on the new seat-belt law introduced in September 2006. for more information please visit www.roadsafetyni.gov.uk
Children must use an appropriate child restraint or seatbelt when travelling in a car or goods vehicle.

· Depending on their weight under 3s must use a baby seat or a child seat

· Those under 12 and 135cm tall must use the right type of booster chair or booster cushion

· Older children should use an adult seatbelt

Drivers are responsible for making sure that children under 14 are safely strapped in at all times.  
Parents and guardians of children up to 135 cms (or about 12 years old) will have to make sure their children are always safely strapped into the right type of seat or booster.

In taxis if there is no child restraint available, children can travel in the back seat of taxis. Those over 3 must use the adult seatbelt, but under 3s should not as adult seatbelts are not suitable for very small children.

Passengers on minibuses will be required to wear seat belts where fitted and the driver will be responsible for making sure that children under 14 use their seatbelts.  If seatbelts are fitted on a bus, passengers must use them. The operator will be responsible for letting people know that they must use seat belts.

If there is an 'unexpected necessity' a child of 3 or more can wear an adult belt on a short journey in a car or light goods vehicle when no appropriate child seat is available. This is not intended to cover regular school runs or other journeys that are planned in advance. Children under 3 years must always have a child seat. The only exception is when they travel in the rear of taxis and a child seat is not available.

These are European rules on seatbelts so they apply in the Republic of Ireland and all countries in the European Union.

APPENDIX 11
Equal Opportunities Policy for 
LISBURN CITY SWIMMING CLUB
EQUAL OPPORTUNITIES POLICY FOR 

LISBURN CITY SWIMMING CLUB
· LISBURN CITY SWIMMING CLUB are committed to a policy of equal treatment of all members and requires all members of whatever level of authority to abide by and adhere to this general principle and the requirements of the Codes of Practice issued by the Equal Opportunities Commission and Commission for Racial Equality.

· All members are expected to abide by the requirements of the Race Relations Act 1976, Sex Discrimination Act 1986 and Disability Discrimination Act 1995. Specifically Discrimination is prohibited by:

· Treating any individual on grounds of gender, colour, marital status, race, age, nationality or ethnic or national origin, religion, sexual orientation or disability less favourably than others.

· Expecting an individual solely on the grounds stated above to comply by with requirement(s) for any reason whatsoever related to their membership, which are different from the requirements of others.

· Imposing on an individual requirements which are in effect more onerous on that individual than they are on others. For example, this would include applying a condition which makes it more difficult for members of a particular race or sex to comply than others not of that race or sex.

· Victimisation of an individual

· Harassment of an individual, by virtue of discrimination

· Any other act or omission of an act, which has as its effect the disadvantaging of a member against another, or others, purely on the above grounds. Thus, in all the Club’s recruitment, selection, promotion and training processes, as well as disciplinary matters, it is essential that merit, experience, skills and temperament are considered as objectively as possible.

· LISBURN CITY SWIMMING CLUB commits itself to the immediate investigation of any claims of discrimination on the above grounds and where such is found to be the case, a requirement that the practice cease forthwith, restitution of damage or loss (if necessary) and to the investigation of any member accused of discrimination.

· Any member found guilty of discrimination will be instructed to desist forthwith. Since discrimination in its many forms is against the LISBURN CITY SWIMMING Club’s policy, any members offending will be dealt with under the disciplinary procedure.

· The LISBURN CITY SWIMMING Club is committed to the participation of members with a disability and will treat such members, in aspects of their recruitment and membership, in exactly the same manner as other members. The difficulties of their disablement permitting assistance will be given, wherever possible to ensure that disabled members are helped in gaining access. Appropriate training will be made to such members who request it.

GILLY CARSON:CHAIRPERSON

LISBURN CITY SWIMMING CLUB
APPENDIX 12

GUIDELINES ON CONFIDENTIALITY

CONFIDENTIALITY, 

WHO NEEDS TO KNOW WHAT?

The LISBURN CITY SWIMMING CLUB has a clear commitment to confidentiality and how this is to be respected.  This statement covers much broader issues than child protection.  We insist that families and children in contact with our organisation are sure, for example, that personal and sensitive details which they have confided about their lives or family situations will not be talked about or passed on to others without their consent.

However, the legal principle that 'the welfare of the child is paramount' means that considerations of confidentiality should not be allowed to override the right of children to be protected from harm.  Everyone in our organisation, including children, must be aware that they can never promise to keep secrets.  However, information of a confidential nature will only be communicated on a 'need to know' basis.  Your statement of confidentiality should make this clear.

In any situation where there is an allegation or suspicion of abuse, it is important that the rights of both the victim and the alleged perpetrator are protected by ensuring that only those who need to know are given the relevant information.

This will mean, at the very least, informing:

· the person responsible for child protection in our organisation;

· where relevant, a statutory child protection agency;

· the parent of the child;

· the alleged perpetrator.

Informing the parents of a child about whom you are concerned will need to be handled in a sensitive way and may be undertaken in consultation with a statutory agency.

Any individual under suspicion whether or not she is a staff member or volunteer within your group has a right to be notified of the cause of the concern.  This is another matter that will need careful consideration and should only be undertaken in consultation with a statutory agency if it is a issue of suspect abuse.

Depending on the outcome of our initial inquiries, staff and other agencies who have contact with either the child concerned or the alleged perpetrator may need to be given brief details of the incident and subsequent action.  The statutory agency will keep you right about who should be told, when they should be told, and the kind of information which it is appropriate to share.
APPENDIX 13
ANTI-BULLYING POLICY

ANTI-BULLYING POLICY
Definition:

Bullying has been recognised and defined as deliberately hurtful behaviour usually repeated over a period of time, where it is difficult for those bullied to defend themselves. It can take many forms, but the three main types are physical (e.g. hitting, kicking, theft), verbal (e.g. racist or sectarian remarks, threats, name-calling) and emotional (e.g. isolating an individual from the activities and social acceptance of his peer group). The damage inflicted by bullying can frequently be underestimated. It can cause considerable distress to children, to the extent that it affects their health and development or, at the extreme, causes them significant harm (including self-harm). 

Co-operating to safeguard children Chapter 9.48

_____________________________________
Bullying is not an accepted behaviour towards anyone at LISBURN CITY SWIMMING CLUB  be they child, coach, volunteer or parent.

Anyone found to be bullying others will be dealt with seriously both in regards to the behaviour exhibited and the reasons for the behaviour.

The possibility of people being bullied should be discussed openly within the Club and all young people and staff informed of both the Clubs’ views on bullying and ways in which bullying can be prevented / stopped.  It should be emphasised that anyone can be the victim of bullying and that being or feeling bullied is not a sign of weakness and does not make the victim a less valuable person.

Action to be taken if a child states they are being bullied:-

1. Child to be given time to say how they are being bullied and reassured they are right to tell.

2. Adult / Children’s Officer to keep the young person informed of their proposed action and to take into account child’s feelings and perspective.

3. The child’s parents can be informed of your concerns and response.

4. Chairperson / Leader of the club to be informed of any incident of bullying so that policies and practices can be reviews on a regular basis. 

Appendix 14

Data Protection

DATA PROTECTION GUIDANCE

The LISBURN CITY SWIMMING CLUB is committed to ensuring that any information gathered in relation to our youth teams meets the specific responsibilities as set out in the Data Protection Act 1998.

To achieve this we have drawn up the following guidelines:
· All team coaches will use the same registration form to ensure consistency of information and that the child/guardian is made aware of why we require the information. (see parental consent form)

· The names and addresses of children and guardians are only gathered for the purpose of maintaining a record of those currently involved in the clubs youth teams.  The information is required to:-

·  maintain record for insurance purposes of all club members and;

·  to maintain accurate database for mailing letters etc to guardians in respect of club fees etc.
· That the information requested is relevant to the needs of the database and to ensure we adhere to good child protection practices.

· We will make every effort to ensure the information entered onto the database from paper records are accurate and kept up to date. The paper record will be stored in a secure place & to the same standards as the data base. The paper records will be maintained in locked file system maintained by Club Secretary.
· The LISBRUN CITY SWIMMING CLUB will only keep a child's information on the database for 12 months at a time for period 1 September through to 31 August.  Re-registration forms will be completed following this time.  If a child leaves the club during this period,  the information will be deleted after 8 weeks.
· The database will be password protected and will only be accessed by eligible staff members and senior officials within Executive in LCSC.
· The database or any individual's name and address will not be forwarded to a third party without the prior permission of the child and guardian.
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Complaints & Disciplinary Rules and Procedures January 2010

INTRODUCTION

1.
It is the right of a Swim Ireland Member to make a complaint where standards of care, treatment and practice are perceived to fall short of what is acceptable and should be expected. Likewise it is the right of Swim Ireland Clubs, Regional and/or National Bodies to take disciplinary action against a member and others outlined in paragraph 1.2 of the Complaints & Disciplinary Rules and Procedures of Swim Ireland for misconduct that has been committed by a Respondent.

2.
The Complainant and Respondent and the Complaints and Disciplinary Committees should have ease of access to clear and simplified rules and to fair procedure in dealing with any complaint or disciplinary action.

3.
These Rules (Part 1 of this document) and Procedures (Part 2 of this document) are designed to provide a quality and consistent approach to complaints. These Rules and Procedures deal with complaints from Swim Ireland Members or from an appropriate person acting on behalf of a Swim Ireland Member, and disciplinary action against Swim Ireland Members and others outlined in paragraph 1.2 of the Complaints and Disciplinary Rules.

4.
This policy is divided into two sections (Part 1 and Part 2). The first section deals with the scope of the disciplinary rules, the offences and sanctions. The second section covers the rights and obligations of parties and the procedures to be used before the Complaints and Disciplinary Committees (Club, Regional andNational).

5.
Responding effectively and in a timely manner to complaints is a key element of quality service. Co-operation with the investigation of the complaint is essential and the use of a standardised approach is of benefit to complainants and to all involved. It should be emphasised that disputes should be dealt with at a local level and all resolutions at this level exhausted. 
6.
In the event that the matter is not resolved satisfactorily at the local level, the matter can then be appealed to the National Swim Ireland Complaints and Disciplinary Committee (SICDC). If either party is still not satisfied with the outcome there is right to challenge the decisions of SICDC before Just Sport Ireland (JSI) arbitration. Just Sport Ireland (JSI) is an independent arbitral body which was set up by the Federation of Irish Sport in 2007. National Governing Bodies which have signed up to JSI arbitration bind their members so that any challenge to decisions of the internal bodies of those National Governing Bodies shall be referred to JSI arbitration and therefore challenges cannot be taken to the Courts. Swim Ireland has signed up to JSI arbitration.

7.
Complaints or disciplinary issues relating to Associate Members working in a private capacity do not come within the jurisdiction of Swim Ireland or these Procedures, except for exceptional circumstances where there is no other independent third party to refer the complaint to, in which case Swim Ireland may accept jurisdiction.

8.
Similarly complaints relating to Affiliate Members should be referred to the Affiliate Member organisation in the first instance but these may be appealed to the SICDC.

9.
These Rules and Procedures are not an appropriate mechanism for dealing with certain complaints such as:-

· allegations of physical or sexual abuse or other potential child abuse issues for which other procedures exist;

· using the appropriate statutory authorities. In respect of allegations of physical or sexual abuse or other potential child abuse issues, parties are referred to the Swim Ireland Guidelines for Safeguarding Children as amended from time to time. 
10.
This policy is also not an appropriate mechanism for dealing with complaints

against employees of Swim Ireland at Club, Regional or National level. Such complaints should be referred to the relevant employer – in general this will be the line manager of the employee. These Rules and Procedures provide guidance to Members as to the appropriate mechanism for dealing with complaints or issues that may arise in relation to their membership of Swim Ireland, and to whom each type of complaint should be referred.

11.
If there is an omission in these Rules, then the Complaints and Disciplinary Bodies (Club, Regional and/or National) shall decide in accordance with the Swim Ireland (or Regional or Club) custom or, in the absence of custom, in accordance with the spirit of the Rules.

12.
Lisburn City Swimming Club may review and amend these Rules and Procedures from time to time, particularly where legislative updates or legal developments require it. Swim Ireland will also review, and may amend, the

monetary value of the complaint and appeal fees and/or the penalties payable by Clubs or Regions under these Procedures on an annual basis. Swim Ireland will undertake a formal review of the Procedures before or during 2012. Each Club and Region must incorporate these Rules and Procedures into its Constitution/Rules.
DEFINITIONS
Affiliate Member: means an Affiliate Member as defined in the Swim Ireland Memorandum and Articles of Association (and includes but is not limited to the Irish Schools Swimming Association (ISSA) and the Irish Water Polo Association (IWPA)).
Associate Member means an Associate Member as defined in the Swim Ireland Memorandum and Articles of Association.
Board: means the members of the Board for the time being of Swim Ireland.
Club: means any Club as defined in the Swim Ireland Memorandum and Articles of Association.
Complaint: means an expression of discontent, which must be submitted in writing (which may include email), accompanied by all relevant documentation in support of the complaint and the appropriate fee.
Complainant: means the person making the complaint.
Discipline: means a punishment inflicted by way of correction and training. Disciplinary will have the equivalent meaning.
Event: means any Club, Region or Swim Ireland National or International Event (including but not limited to training, meetings or competitions) that may or may not involve an overnight stay.
First Instance Matter: means a matter that is within the first instance jurisdiction of Swim Ireland because it falls within one of the following categories:

a. a serious claim or allegation which, if substantiated, has the possibility of bringing Swim Ireland into disrepute;

b. a majority of a Club or Regional Committee are involved in the decision to bring a Complaint against a Member to the extent that the Club or Region could not form a Complaints Committee that would be free from conflicts of interest; or

c. a complaint is brought by a Member against a Club or Regional Committee as a whole such that the Club or Region could not form a Complaints Committee that would be free from conflicts of interest;

d. a complaint relating to a National event or occurring at a National High Performance Centre.
A First Instance Matter includes a matter referred to the SICDC by a Club or Region Complaints Committee because it falls within one of (a) to (d) above.
Member: means Member of Swim Ireland as defined in the Swim Ireland Memorandum and Articles of Association.
Misconduct of Members: means a breach of any of the Offences as specified in Section 2 of the Complaints and Disciplinary Rules.
Officer: means a person who holds an executive position, normally the Chairperson, Treasurer and Secretary.
Official: means any person who officiates at or assists in or time keeps at a competition.
Parent: means the legally appointed person responsible for a child – parent or guardian.
Privileges: means normal social entitlements of participants at an Event.
Procedures: means these LCSC Complaints and Disciplinary Procedures.
Region: means any Region as defined in the Swim Ireland Memorandum and Articles of Association.
Respondent: means the person responding to or the subject of a complaint as specified in Clause 1 of the Complaints and Disciplinary Rules.
Responsible Person: means the Coach, Manager and/or Leader that has responsibility for Members at a particular Event.
SICDC: means the Swim Ireland Complaints and Disciplinary Committee.
Swim Ireland: means the Irish Amateur Swimming Association Limited t/a Swim Ireland.
Spectator: means any person who neither participates in nor officiates at an event but who attends in a capacity to support a participant or participants.
Time Out: shall mean a temporary suspension from participation at an Event.
PART 1 – COMPLAINTS AND DISCIPLINARY RULES (“the Rules”)
1. JURISDICTION
Any breaches of (i) these Rules (ii) Memorandum and Articles of Association of Swim Ireland (iii) Swim Ireland Rulebook (iv) Swim Ireland Guidelines for Safeguarding Children, as amended from time to time, and other Swim Ireland regulations in existence will be dealt with under the Complaints and Disciplinary Rules. In doing so, the Complaints and Disciplinary Bodies shall determine the offences committed and the sanctions to be imposed, if any, at Club, Regional or National level.

These Rules together with the Complaints and Disciplinary Procedures (Part 2) regulate the organisation and function of the bodies responsible for taking decisions and the procedures to be followed by these bodies.

1.1 The Rules apply in respect of:
(a) Complaints against Members

(b) Allegations of Misconduct of Members

(c) Any breach of the Rules, Codes of Conduct and Regulations of Swim Ireland as specified above

(d) Appeals from Immediate Disciplinary Measures imposed by Responsible Persons

(e) Appeals as outlined in the Procedures section.
1.2 The following persons are subject to these Rules:
(a) Member

(b) Parent of an underage Member

(c) Coach

(d) Manager

(e) Leader (as defined in Swim Ireland Guidelines for Safeguarding Children document, as amended from time to time)

(f) Affiliate Member

(g) Associate Member

(h) Official

(i) Spectator
1.3 Exclusions:
(a) Employment and quasi employment contractual disputes involving personnel at Club, Regional or National level.

(b) Breaches of Swimming Competition rules (which are dealt with separately pursuant to Swim Ireland Competition Rules).

(c) Complaints relating to Board Members of Swim Ireland (which shall be referred to the Chairman of the Board).

(d) Allegations of child abuse (which shall be referred to statutory authorities and be dealt with as per process under Swim Ireland Guidelines for Safeguarding Children, as amended from time to time).

(e) Organisation of National Events (which shall be referred to Swim Ireland).

(f) Misconduct arising at a level other than the level at which the Complaint of Misconduct refers. For example a Complaint or allegation of Misconduct of a Member at Club level must be dealt with by the Complaints and Disciplinary Committee at Club level and not at Regional or National level.

(g) Criminal matters (which shall be referred to the statutory authorities).

(h) Anti-doping matters (which shall be dealt with in accordance with the Irish Anti-Doping Rules).

(i) Matters relating to an Affiliate Member or Associate Member outside the auspices of Swim Ireland (which shall be referred to the Affiliate Member or party engaging the Associate Member).

2. OFFENCES
(a) Breach of Swim Ireland Codes of Conduct

(b) Breach of Club, Regional or Swim Ireland rules

(c) Aggressive or threatening behaviour

(d) Fighting

(e) Inciting hatred or violence

(f) Bullying

(g) Ineligibility

(h) Racism

(i) Intimidation or threats

(j) Coercion

(k) Discrimination

(l) Foul language

(m) Disparaging comments

(n) Forgery or falsification

(o) Corruption

(p) Actions bringing the sport of swimming into disrepute

(q) Curfew violation

(r) Alcohol or substance use

(s) Visitation violations

(t) Criminal investigation

(u) Criminal conviction – which is likely to bring the Club, Region or Swim Ireland into disrepute.

(v) Mischievous or vexatious complaints

3. SANCTIONS
3.1 Warnings
Prior to imposing an Immediate Sanction, where appropriate a Responsible Person may issue the following warnings to a Member at an Event:
(a) First verbal warning

(b) Second verbal warning

(c) Written Warning

3.2 Immediate Sanctions
The following Immediate Sanctions may be imposed by a Responsible Person to a Member at an Event:
(a) Time Out from the Event

(b) Removal of Privileges at the Event

(c) Suspension from the Event

(d) Expulsion* from the Event 

*Expulsion from an Event at a certain level shall automatically prevent the Respondent from participating in the next two Events at that level in which the Respondent is due to participate.
3.3 Interlocutory Sanctions
3.3.1 On confirmation that a Respondent is under criminal investigation for a criminal offence, which if proven, is likely to bring the Club, Region or Swim Ireland into disrepute, then the Complaints and Disciplinary Committee shall be empowered to suspend a Respondent from membership and/or from future participation in a Club, Regional or National Event and/or from attending a Club, Regional or National building pending the outcome of a criminal investigation but without necessarily convening an oral hearing on the matter.
3.3.2 A Complaints and Disciplinary Committee (Club, Regional or National) shall be empowered to impose a suspension on a Respondent pending the determination of a Complaint where the gravity of the Complaint received shall warrant immediate suspension.

3.4 Non Immediate Sanctions
3.4.1 The Complaints and Disciplinary Committee (Club, Regional or National) has sole jurisdiction to impose a Non Immediate Sanction save where a fast track committee is convened under Clause 1.5 of the Procedures.
3.4.2 Non Immediate Sanctions may only be imposed by a Complaints and Disciplinary Committee following a decision either on foot of a consideration of all of the documents relating to the Complaint or on foot of an oral hearing.
3.4.3 Any suspension or removal from membership or affiliation from a Club must be notified to Swim Ireland for consideration in accordance with Article 27 of the Swim Ireland Memorandum and Articles of Association (or the relevant appropriate article if amended).
3.4.4 The following Non Immediate Sanctions may be imposed by a Complaints and Disciplinary Committee:
(a) Apology

(b) Reprimand

(c) Severe Reprimand

(d) Written warning

(e) Removal of privileges

(f) Suspension from participation in i) Events and/or ii). Team/squad

(g) Suspension from Membership/Affiliation

(h) Expulsion from membership

(i) Fine

(j) Suspension of a Licence to Practice

(k) Revocation of a Licence to Practice

(l) Other
4. MITIGATING AND AGGRAVATING FACTORS
4.1 A Complaints and Disciplinary Committee shall take into account mitigating and aggravating factors once a decision on culpability is reached but prior to the imposition of a sanction.
4.2 A Complaints and Disciplinary Committee shall take into account the following factors:

(a) Age

(b) Cooperation

(c) Prior warnings

(d) Prior record

(e) Apology made

(f) Remorse

(g) Gravity of offence

(h) Effect on victim

(i) Effect of sanction on Respondent

(j) Any other factor deemed relevant

______________________________________________________________________

PART 2 – COMPLAINTS AND DISCIPLINARY PROCEDURES

INTRODUCTION
1.
A Member of Swim Ireland may be the party bringing a Complaint or the party who is the subject of a Complaint relating to their behaviour at Club or Regional or National level.

2.
The Procedures set out below are intended to provide a step by step guideline as to how a Complaint should be commenced, investigated and decided on and appealed for the benefit of any Complainant, Respondent or Complaints and Disciplinary Committee.
3.
Before Formal Complaints procedures are instigated Members should consider whether the matter can be dealt with informally first. If the Informal Complaints procedure does not lead to a satisfactory conclusion then the Formal Complaints procedure shall be adopted.

4.
Complaints relating to incidents at a certain level (Club, Regional, National) should be dealt with by the Complaints and Disciplinary Committee at that level.

The primary function of the Complaints and Disciplinary Committee is to process,

investigate and decide Complaints and misconduct. They attempt to do so in a fair and swift manner. In so far as there may be minor technical breaches of these Procedures, Complainants and Respondents must recognise that laymen, who are volunteers from Club may on occasion administer justice somewhat robustly and such breaches as such do not constitute cause for dismissal on appeal of a decision.

5.
If either party is dissatisfied with the final outcome, then they may appeal the matter to the Swim Ireland Complaints and Disciplinary Committee (SICDC).

6.
If either party is still dissatisfied then a challenge to the Complaints and Disciplinary Committee or Appeals Committee decisions may be brought to JSI Arbitration.

1. GENERAL
1.1. PROOF
The Complaints and Disciplinary Bodies shall make decisions on culpability based on the 'balance of probabilities' meaning the incident of misconduct or rule breach was more likely than not to have occurred.

1.2 CONFIDENTIALITY
Members of the Complaints and Disciplinary Bodies shall keep all information disclosed to them confidential and no disclosure of any detail shall be made to any third party unless in the administration of their disciplinary function. The administration of a disciplinary function may require the disclosure of certain offences and sanctions to be made to other persons at Club, Regional or National level but only where strictly required. The documents produced during any internal proceedings shall remain privateunless required by Law.
1.3 MINORS
Any Member under the age of 18 shall be accompanied by his/her guardian or parent at any hearing. Any Member under the age of 18 who is a Complainant or a Respondent is obliged to attend any hearing.

In all cases, but particularly where the subject of the Complaint is under 18, steps should be taken to ensure the fair treatment of both parties, and advice should be sought if necessary from the Club, Regional and National Children’s Officer/CEO.

The Complaints and Disciplinary Bodies shall ensure a Children's Officer at the appropriate level is involved where the matter concerns an under 18 year old Member.

1.4 EXEMPTION FROM LIABILITY
Members of Complaints and Disciplinary Bodies may not be held personally liable for any deeds or omissions relating to any disciplinary procedure.
1.5 FAST TRACK HEARINGS
In exceptional and urgent circumstances, where it is not possible to convene a hearing before the National Complaints and Disciplinary Committee i.e. SICDC in the normal course prior to an Event, then where the parties agree, they may jointly apply to the CEO of Swim Ireland who shall arrange an expedited hearing and who shall have discretion to decide on the appropriate members and quorum for the expedited ad hoc SICDC.
1.6. COSTS/EXPENSES
Any costs or expenses incurred by a Member (or any of his/her witnesses, if relevant) in relation to any matter under the Procedures will be the sole responsibility of that Member. The Complaints and Disciplinary Bodies shall have no authority to make any award for costs.

There is a cost for each Club, Region and Swim Ireland in administering the Complaints and Disciplinary process. Accordingly Members when making a Complaint or an appeal will be subjected to an administration fee as set out below in this document. Where a Compliant is upheld or where an appeal is upheld, the administration fee will be reimbursed to the Complainant.
1.7 CRIMINAL CHARGES
The Complaints and Disciplinary Committee reserves the right to suspend a Member where that Member is subject to a criminal charge where that charge has the potential to bring the Club/Region or Swim Ireland into disrepute. Once the matter has been dealt with by the statutory authorities, the Complaints and Disciplinary Committee reserves the right to take further action in accordance with these procedures including referring the matter to the SICDC, or other Officer such as the National Children’s Officer, as appropriate.
In the event of criminal charges being initiated in relation to the alleged misconduct of a Member the subject of the complaint received by the Club/Region, then the Member may be suspended pending the outcome of the said charges, which will be referred to the statutory authorities. 
Once the appropriate statutory authorities have dealt with the matter, even if the Member concerned is not eventually convicted of the charge, the Club/Region/Swim Ireland shall nevertheless have the right and power to review all circumstances in accordance with this procedure and decide to continue the suspension or

expel the Member, if it deems it so necessary in the interests of the Club/Region or Swim Ireland as a whole.
1.8 POOR PRACTICE
It should be noted that allegations of breaching the Guidelines for Safeguarding Children are not necessarily suspected child abuse. A breach of the code of conduct can be due to poor practice which should be dealt with pursuant to these Procedures. If assistance is required in order to define what is abuse vis a vis poor practice the Club/Regional Children's Officers or the Swim Ireland National Children's Officer or CEO of Swim Ireland should be contacted for advice.
1.9 SUSPENSION PENDING HEARING
A Complaints and Disciplinary Committee (at all levels save regional) shall be empowered to impose a suspension on a Respondent pending the determination of a Complaint where the gravity of the Complaint received shall warrant immediate suspension.
1.10 NOTIFICATION TO SWIM IRELAND
Swim Ireland must be notified if a Member is suspended, stepped down from a position or expelled from a Club or Region at any stage during a process. Notification should be received in writing from the person or committee imposing the sanction stating the sanction imposed, the outcome and their authority in the process.
2. COMPLAINTS AND DISCIPLINARY BODIES (Club, Regional and National)
2.1 The following Bodies shall be responsible for imposing disciplinary sanctions:
(a) Responsible Person

(b) Club Complaints and Disciplinary Committee

(c) Swim Ireland Complaints and Disciplinary Committee (SICDC)

Note: The current Swim Ireland Memorandum and Articles of Association preclude Regional Complaints and Disciplinary Committees from imposing Disciplinary sanctions on a Respondent but they can hear complaints.
Where the Regional Complaints and Disciplinary Committees believe the findings warrant sanction then the matter should be referred to SICDC to impose such sanction.
2.2 RESPONSIBLE PERSON
2.2.1 Immediate Sanctions may only be imposed by Responsible Persons at an Event.
2.2.2 The imposition of an Immediate sanction need not be imposed in the order set out at Rule 3.2 of the Disciplinary Rules.
2.2.3 Responsible Persons shall specify the nature of the misconduct and the rule breached in writing prior to imposing an Immediate Sanction.
2.2.4 Responsible Persons shall, where a Respondent is under 18, notify the parents of the Respondent of the Immediate Sanction where such Immediate Sanction involves expulsion from an Event, and/or where a number of warnings and Immediate Sanctions have been imposed prior to the expulsion sanction.
2.2.5 Responsible Persons shall prepare a report for the Complaints and Disciplinary Committee within three days of the incident or as soon as possible thereafter only if (i) an Immediate Sanction has been imposed and (ii) where the Responsible Person deems it necessary that further sanction be imposed on a Respondent (without commenting on what that further sanction should be).
2.2.6 The report prepared by a Responsible Persons shall contain (a) details of the nature of the misconduct (b) the rule breached (c) Immediate Sanction imposed and (d) time, date and venue of the Event.
2.2.7 A Respondent may appeal the imposition of an Immediate Sanction which involves expulsion from an Event to the Complaints and Disciplinary Committee, such appeal to be heard as expeditiously as possible.
2.3 COMPLAINTS AND DISCIPLINARY COMMITTEE (Club and/or Regional)
Note: Prior to the adoption of these Rules, Complaints and Disciplinary Committees did not operate at Regional Level.
2.3.1 The Complaints and Disciplinary Committee, which shall consist of a minimum of 3 persons over the age of 18, shall be nominated and approved by those voting at a meeting of the LCSC Executive Committee and shall remain in office for one year from 1 September through to 31 August (or from the date of appointment) unless removed by a majority of those voting at a meeting of the LCSC Executive Committee. The membership of the Complaints and Disciplinary Committee must be agreed by the LCSC Executive Committee no later than 1August each year
2.3.2 A Children's Officer may not sit on the Complaints and Disciplinary Committee.
2.3.3 A quorum of 3 Members shall be sufficient to convene a meeting/hearing of the Complaints and Disciplinary Committee.
2.3.4 The Complaints and Disciplinary Committee shall be empowered to delegate any particular function to one member of the Complaints and Disciplinary Committee, save and except for any decision making on culpability.
2.3.5 On appointment, the Complaints and Disciplinary Committee shall appoint a chairperson to chair any meetings or hearings.
2.3.6 No person appointed to the Complaints and Disciplinary Committee shall stand for more than four years.
2.3.7 Any member of the Complaints and Disciplinary Committee shall decline to participate in the consideration of certain complaints if there would be serious grounds to question his/her impartiality such as having a direct or indirect interest in the outcome of the proceedings.
2.3.8 The Complaints Committee shall act on a simple majority vote (+ 51%) in arriving at its decisions.
2.3.9 Except in the case of a Region, the Complaints and Disciplinary Committee shall have jurisdiction to impose any sanctions as set out in sections 3.2 and 3.3 of the Disciplinary Rules.

In respect of a Region, the Regional Complaints Committee shall be authorised to convene a hearing but shall refer the sanctioning of a Respondent to SICDC.
2.4 SWIM IRELAND COMPLAINTS AND DISCIPLINARY COMMITTEE (SICDC)
2.4.1 The SICDC shall act as an appellate body to decisions of the Club or Regional Complaints and Disciplinary Committee decisions.
2.4.2 The SICDC shall act in the first instance for First Instance Matters.
2.4.3 The SICDC shall hear Complaints in the First Instance at Club Region level where an application has been made to Swim Ireland by any party and consent is given by the CEO of Swim Ireland to such an expedited hearing.
2.4.4 The SICDC shall be bound by clause 2.3 above.
3. COMMENCEMENT
3.1 Disciplinary
Disciplinary Action may be commenced in the following ways:
3.1.1 By a Responsible Person who imposes any “Immediate Sanction” against a Member.
3.1.2 On receipt of a written Complaint or a report from a Responsible Person, by the relevant Complaints and Disciplinary Committee.
3.1.3 By the Chair of the relevant Complaints and Disciplinary Committee on becoming aware of any alleged breach of rules or regulations or any act of misconduct.
3.2 Complaints
The Complaints procedure may be commenced when any party (which includes a Club Committee) makes a written Complaint against a Respondent.
3.2.1 The Complaint shall be delivered by email/fax/prepaid registered post to the relevant Complaints and Disciplinary Committee.
3.2.2 For a Complaint to be valid, the written Complaint shall be made within 14 days of the date of the alleged incident, save where exceptional circumstances are proven to the satisfaction of the relevant Complaints and Disciplinary Committee.
4. INFORMAL COMPLAINTS PROCEDURE
4.1 On receipt of a Complaint, (but not a disciplinary matter) by the Club or Regional Secretary or by Swim Ireland, the recipient where appropriate, shall approach both parties to ascertain the parties’ agreement to deal with the Complaint under the informal procedure set out below.
4.2 In determining appropriateness in referring a Complaint to the Informal Complaints Procedure the recipient as specified above shall approach the Complainant to confirm if the Complainant is agreeable for the Complaint being dealt with in such a manner.
4.3 In the case of a Club or Region, the Secretary or Chair (in the case of Swim Ireland, the relevant staff member) shall appoint another Officer/Member to act as the informal neutral party, who does not sit on the Complaints and Disciplinary Committee.
4.4 The informal neutral third party may contact or meet the parties and generally go between the parties in an attempt to resolve the Complaint.
4.5 In the event that either of the parties to the Complaint is not agreeable to referring the Complaint to the Informal Complaint Procedure then the Complaints and Disciplinary Committee shall deal with the Complaint formally.
4.6 If either party is dissatisfied with the outcome of the Informal Complaints Procedure then they may proceed to the Formal Complaints Procedure.
5. FORMAL COMPLAINTS PROCEDURE
5.1 In the case of a formal Complaint made by a Complainant, the Complainant shall deliver a written Complaint together with an application fee of £50.00 to the relevant Complaints and Disciplinary Committee for there to be a valid Complaint. The Respondent, where possible, shall be issued with a copy of the formal Complaint by the Complainant.
5.2 Within 14 days of receipt of the written Complaint, the Complaints and Disciplinary Committee shall write to the Complainant (if any) and Respondent advising the parties of its appointment, the nature of the Complaint, clarification of any facts and copies of documentation, inviting the parties to make any further comment or adduce any further documentation and to seeking any further details as the Complaints and Disciplinary Committee may deem necessary. The Complaints and Disciplinary

Committee shall have discretion to extend the deadline where they deem it appropriate.
5.3 If, partway through an investigation, it appears that the matter may involve suspected child abuse the investigation must immediately be referred to the appropriate statutory authority. If the matter is not clear, advice must be sought from the Club Children’s Officers, National Children’s Officer, CEO or the Statutory Authorities.
5.4 The Complaints and Disciplinary Committee shall decide either to convene an oral hearing or to decide the matter on a “documents only” basis. In considering the above the Complaints and Disciplinary Committee shall have regard to the gravity of the Complaint amongst other matters.
5.5 If the Complaints and Disciplinary Committee elects to convene an oral hearing it shall notify the parties of:
(i) 
The specific Complaint

(ii) 
The relevant rule and offence alleged

(iii) 
The parties to the Complaint

(iv) 
The time, date and venue of the hearing

(v) 
The procedures involved

(vi) 
The possible sanctions

(vii) 
The rights of the parties

(viii) 
Any other procedural requirements
5.6 The Complaints and Disciplinary Committee, in its discretion, may invite other persons (including but not limited to witnesses, officials or experts) to provide evidence or assistance to the Committee in any form.
5.7 The Complaints and Disciplinary Committee shall conduct the hearing of any matter in any manner which it deems appropriate.
5.8 The parties to the Complaint are entitled at an oral hearing to:
(i) Be accompanied at the oral hearing if one is convened, by either a Member of Swim Ireland or a close family member or someone in loco parentis such as an unrelated guardian or custodian.
(ii) Call witnesses. Such witnesses may only be present to give their evidence and which witnesses may be questioned by the Complaints and Disciplinary Committee.
(iii) Make submissions in writing or otherwise.
5.9 The Complaints and Disciplinary Committee shall conduct the hearing in any matter that it deems necessary. The Complaints and Disciplinary Committee shall not be bound by formal rules of Court.
5.10 The nature of the hearing shall be inquisitorial rather than adversarial. In this regard the Complaints and Disciplinary Committee may question any party or witness.
5.11 In the event of the non-attendance, without reasonable cause (considered by the Committee to be justifiable reason for non-attendance), of a Complainant at a hearing, the complaint against the Respondent shall be taken no further. In the event of non-attendance, without reasonable cause, of a Respondent at a hearing, the Complaints and Disciplinary Committee will be entitled to base its decision on the information and evidence it has received.
5.12 The Complaints and Disciplinary Committee may adjourn or rearrange the hearing at its discretion. An adjourned or rearranged hearing shall take place as soon as is practicable, and the suspension of the Member, if already imposed, shall be automatically extended until the rearranged hearing takes place.
5.13 The Complaints and Disciplinary Committee will determine whether or not the Complaint is substantiated. If a Complaint is substantiated, the Complaints and Disciplinary Committee (excepting the Regional Complaints and Disciplinary Committee) in its discretion will determine whether any sanctions as set out in Clauses 3.2 and 3.3 of the Disciplinary Rules shall be imposed on a Member.
5.14 The decision of the Complaints and Disciplinary Committee shall be made and notified in writing to the relevant parties within 3 days of the Complaints Committee of the decision, unless the Complaints and Disciplinary Committee deems an extension of time necessary.
5.15 The written decision shall be in a format as set out in the appendices. The decision shall include reference to the parties’ right to appeal the decision to the Swim Ireland Complaints and Disciplinary Committee (SICDC) or JSI as appropriate within 7 days of the date of the decision.
5.16 Pending the appeal the original sanction imposed by the Complaints and Disciplinary Committee shall stand.
6. COMPLAINT TAKEN BY OR AGAINST THE CLUB COMMITTEE (OR BY MEMBER OF THE COMMITTEE AGAINST A MEMBER OF THE CLUB).
6.1 A Club Committee Member or the Club Committee as a whole may make a complaint against a Club Member or vice versa.
6.2 Where a Club Committee Member makes the Complaint or where the Complaint is made against a Club Committee Member, the Club Complaints and Disciplinary Committee must be appointed without inclusion of that Club Committee Member.
6.3 Where a Complaint is made by a Club Member against a Club Committee or visa versa, then jurisdiction should be declined by the Club to determine the Complaint and a reference should be made to SICDC to hear the matter in the First Instance.
7. APPEALS
7.1 A decision of the Club/Regional Complaints and Disciplinary Committee may be appealed to SICDC.
7.2 The appeal shall be a fresh hearing as if the first hearing before the Complaints and Disciplinary Committee did not take place.
7.3 The appellant shall deliver a written notification to appeal to the SICDC committee of Swim Ireland within 7 days of receipt of the Complaints and Disciplinary Committee's written decision specifying (a) date of decision (b) the grounds of appeal and (c) copy of relevant documentation together with an Appeal fee of €100.00.
7.4 The procedures as set out in Clause 5 shall apply to Appeal hearings.
7.5 A copy of the Notice of Appeal shall be sent by registered post to the CEO of Swim Ireland and the relevant Complaints and Disciplinary Committee and Complainant/Respondent to any appeal.
8. JSI ARBITRATION
8.1 In the event of any dispute of difference between any Member, Club, Region or Swim Ireland, its Affiliate or Associate members with any other Member, Club, Region or Swim Ireland, its Affiliate or Associate members, as to the legality of any decision made or procedure used by any Complaints and Disciplinary Committee or SICDC in pursuance of the Rules of Swim Ireland, such dispute may be referred by either party to JSI for arbitration in accordance with the Just Sport Ireland Arbitration Rules

(as amended from time to time).
8.2 No Member, Club, Region or Swim Ireland, its Affiliate or Associate member may issue Court proceedings relating to such dispute in any Court in any jurisdiction.
8.3 No Member, Club, Region or Swim Ireland, its Affiliate or Associate members shall refer a dispute for JSI Arbitration until all available avenues of resolution or appeal under the Swim Ireland Rules have been exhausted.
8.4 JSI Arbitration shall be conducted in accordance with the JSI Arbitration rules and procedures and in accordance with the Arbitration Acts 1954-1998 or any statutory modification or re-enactment thereof.
8.5 A Notice to arbitrate under JSI Arbitration must be made within 7 days of the date of the last decision by the Complaints and Disciplinary Bodies within Swim Ireland. The CEO of Swim Ireland will be a Notice Party to any Notice to arbitrate.

Appendix 1
Template Complaints and Disciplinary Committee Decision

IN THE MATTER OF A COMPLAINT BETWEEN:
[NAME OF COMPLAINANT ]

Complainant
-and-
[NAME OF RESPONDENT ]

Respondent

___________
__________________________________________

DECISION

_____________________________________________________

A Complaint having been made by [name of Complainant] against [name of Respondent] in respect of an alleged [details of offence] alleged to have occurred at [place] on [date] in breach of rule [specify rule].
The matter having been considered by the Complaints and Disciplinary Committee [on a documents only basis] OR [at an oral hearing] on (specify time date and venue)] – DELETE WHERE APPROPRIATE.
On assessment of the evidence before, the Complaints & Disciplinary Committee preferred the evidence of the [Complainant]/[Respondent] - DELETE WHERE APPROPRIATE that the alleged offence as per rule [specific rule for offence] [was]/[was not] - DELETE WHERE APPROPRIATE committed by the Respondent in breach of rule [specify rule].
Having taken into account all aggravating and mitigating circumstances, the Complaints and Disciplinary Committee HEREBY DETERMINES by [majority]/[unanimously] ] - DELETE WHERE APPROPRIATE [to impose a sanction]/[not to impose a sanction] - DELETE WHERE APPROPRIATE on the Respondent.

Specifically the Complaints Committee imposes the following sanctions:
[Insert (i) sanction and (ii) specific Rule which empowers the Committee to impose sanction].
The Respondent is advised of his/her right of appeal to [name of appeals body] within 14 days from the date of this Decision.

Dated [insert date]

Signed [by quorum of members of the Complaints Committee present at the hearing – minimum 3]
Appendix 2
FAQs
The aim of the document is to provide a user friendly step by step guideline for committees to ensure that basic administrative errors are minimised.

Contents:

1. Commencement of Disciplinary Proceedings

2. Pre Hearing

3. Adjournments

4. Proof

5. Hearing

6. Decision

7. Appeal

8. Top 10 Checklist for Hearings

FAQs
1. COMMENCEMENT OF DISCIPLINARY PROCEEDINGS
1.1 How must disciplinary proceedings begin?
Upon receipt of a written complaint.
1.2 Who should record the Complaint?
The Complainant, the Responsible Person or the Chair of the Complaints and Disciplinary Committee.
1.3 What happens if the misconduct takes place outside of an event?
The rules contemplate misconduct before and after and outside an event.
1.4 What should be recorded in the Complaint?
(i) who committed the act

(ii) the nature of the act

(iii) the time and date of the incident

(iv) what immediate sanction was imposed, if any and

(v) the specific rule allegedly breached.
1.5 How quickly should the disciplinary hearings take place after the incident?
The Complaints and Disciplinary Committee have 14 days to write to the Complainant and Respondent to advise of its appointment and the next steps in the process.
2. PRE HEARING
2.1 Does there have to be an oral hearing?
No. The Complaints and Disciplinary Committee may decide to arrive at its decision based on the documents before them. However, the more serious a complaint is, the greater the need for an oral hearing. If a party requests an oral hearing then an oral hearing should be granted.
2.2. Is there a prosecutor who prosecutes the case?
No. The Committee is entitled to ask the Complainant and Respondent any questions it deems necessary. It is inquisitorial rather than adversarial.
2.3 Can I sit on the committee if I have an interest in the outcome?
No. Otherwise the decision could be challenged on the basis that you were not impartial. A Complainant cannot sit on a committee.
2.4 If we decide to review the complaint on a ‘documents only’ basis or an oral hearing basis, do we have to notify the Complainant and Respondent?
Yes the Complainant and Respondent should be notified when you write to them initially.
2.5 Do we have to give adequate notice of the hearing, if oral/documents only?
Yes. The right to adequate notice of a hearing is one of the key rules of Natural Justice.
2.6 How much notice should be given?
To be received in good time before the hearing – usually 7 days is adequate

2.7 What information should be included in the notice?
A specific Form of Notice should be used. The details include:
o Name and address of the party

o Time, date, and venue of the incident

o Alleged offence

o Reference to rule allegedly broken

o Advise the party must attend and the consequences of not attending (e.g. decision in his/her

absence)

o Advise of right to be represented (not legally)

o Advise of right to call witnesses to give evidence against member

o Advise of right to call witnesses - notify in advance

o Advise of time date and venue for hearing

o Advise of nature of the hearing – inquisitorial as opposed to adversarial
2.8 Is the Respondent entitled to see the Complaint before the hearing?
Yes.
3. ADJOURNMENTS
3.1 Do we have to entertain applications for adjournments?
A failure to give an adjournment when justified is a breach of the rules of Natural Justice and could be a ground for challenge of any decision made.
3.2 Even if the application for adjournment in very inconvenient to the committee?
No matter how inconvenient, committees may have to adjourn prior to a hearing on application by a party, if justified.
3.3 When should we grant/refuse a request for an adjournment?
Much will depend on the grounds offered as the reason necessitating an adjournment. As a rule of thumb, generally one adjournment should be allowed, if justified.
3.4 What if the member makes more than one application for an adjournment?
Repeat applications can be treated unsympathetically.
3.5 What if the adjournment is sought because the party’s representative is unavailable?
Applications on grounds a representative is not available is insufficient unless they are minors (under18).
3.6 What is the rule of thumb regarding adjournments?
Refusal of an adjournment by a committee will be challenged where shown to be unreasonable.
4. PROOF
4.1 Where does the burden of proof lie in a hearing?
On the Complainant.
4.2 What is the standard of proof – similar to a criminal court or a civil Court?
Somewhere in between - “more likely than not to have occurred”.
4.3 Must the strict rules of evidence and procedure in the courtroom be mirrored in the hearing?
The strict rules of evidence applicable to a Court room do not apply to a hearing.
4.4 Should our rules be flexible on rules of evidence?
Discretion should be left with the Committee how they want to run its hearing.

5. HEARING
5.1 Does a member have a right to have a representative present at the hearing?
A member does not have a right to legal representation but is entitled to have a representative to attend.
5.2 What is the order that the proceedings should follow?
Order of proceedings is usually:
(i) Chair ensures that all documents relied on be circulated to Committee members prior to hearing.

(ii) Chair should advise Committee members of their right at any stage of hearing to ask Complainant or Respondent or witness any questions.

(iii) Complainant and Respondent are called in together and thanked for attending – Chair should lay down how the hearing will be conducted.

(iv) Chair explains why parties are here.

(v) Chair asks Complainant to present complaint and any supporting documents or witnesses.

(vi) Chair must ensure that witnesses are outside until called to give evidence. Chair ensures that witnesses leave room after evidence.

(vii) At end of evidence, Chair asks Respondent if he/she has any questions for the Complainant (through the Chair).

(viii) Chair then calls on Respondent to give his/her response and present any evidence in defence.

(ix) Chair then asks parties if they have anything further to add.

(x) Chair should then check records re Respondent if any record of misconduct in presence of Respondent

(xi) Chair then advises parties that Committee will decide on matter and will send its decision in writing.

(xii) Chair and Committee then deliberate on evidence and make decision in privacy without the parties present.

(xiii) Chair ensures that decision is in writing per template (see Appendix 1) and sent to both parties.

5.3 Does the Committee have the right to deviate from the order of proceedings?
Committee members should not deviate from this format.
5.4 Are the witnesses allowed to stay in the room from the start to the finish of the hearing in the same room where the hearing is being conducted?
Witnesses should be excluded from the hearing until their turn comes to give evidence and should exit after their evidence is given.
5.5 Is the Complainant allowed to state what they think should be the sanction?
No because this can be perceived as attempting to influence the Committee.
5.6 Is the Committee precluded from disciplining a party where the cause of delay is the Committee’s?

Yes, if the committee delays the hearing or decision then the decision could be successfully challenged.
5.7 Is there a general rule of thumb in conducting a hearing?
Justice must not only be done but be seen to be done.

6. DECISION
6.1 What factors should be taken into account when deciding on a sanction against a party?
When it comes to imposing a sanction the following ought to be taken into account:
a. past record

b. gravity of the offence

c. the member’s conduct at the hearing

d. the effect of the penalty on the party.

6.2 What about mitigating factors – should these be taken into account?
A plea in mitigation must also be taken into account, if a party accepts the misconduct occurred.
6.3 Can we impose a severe penalty on a party for minor offence to show example to others?
The penalty must be proportionate to the offence.
6.4 Should the decision also deal with the costs and expenses of the disciplinary hearing?
The Committee has no jurisdiction to impose an Order for costs on a party.
6.5 Should there be a written decision of the committee and should it include reasons?
Yes it should be in writing. See template at Appendix 1.
6.6 What should the written decision contain?
Generally a brief statement of facts and a brief statement of considerations that led the committee to arrive at the decision that it did is sufficient and that it took into account aggravating and or mitigating circumstances.
6.7 Should our notification of the decision be in writing?
Yes.
7. APPEAL
7.1 Is there an automatic right of appeal?
Yes.
7.2 Can a party appeal any time it wishes?
The appeal must be made within the time limits set out in the rules.
7.3 Can an appeal be ruled out of order if it is not made according to rule?
Yes.
7.4 What if an appeal is received outside the time limit as set out in the rules?
Discretion should be allowed for late appeals. However if no good reason is given the appeal may be excluded.
7.5 Are persons who sat on the Complaints Committee allowed to sit on the Appeals Committee?
Not under any circumstances.
7.6 Should we allow a totally fresh re-hearing of the evidence and facts?
Yes.
7.7 Within what time frame after the notice of appeal does the Appeals Committee have to hear the appeal?
There is an obligation to arrange an appeal hearing as soon as is practicable. Any delay in the hearing which may prejudice the appellant may be successfully challenged before JSI.

7.8 How should the decision of the Appeals Committee be notified to the member?
The Appellant and the Complaints Committee should be notified in writing, electronic or otherwise.

8. TOP 10 CHECKLIST FOR HEARINGS
1. Ensure that disciplinary proceedings are commenced on foot of a written complaint.

2. Ensure that if a party seeks an oral hearing, that they be granted a hearing.

3. If an oral hearing, then give adequate notice of the hearing and all associated rights are given to the party.

4. Ensure that the Respondent receives a copy of the Complaint and is asked for a response.

5. Ensure the hearing takes place without delay.

6. Ask yourself if there could be any perception of bias before sitting on that committee?

7. Explain the process at the start of the hearing – prepare an agenda of steps in the hearing.

8. Afford the party its rights as set out in the notification of the hearing.

9. Use the correct version of the Rulebook and never make a decision outside what the rule allows.

10. Ensure that the party is notified of the decision in writing promptly.
Appendix 16

First Aid & Fire Procedure

FIRST AID & FIRE EMERGENCY PROCEDURES

First Aid Arrangements

The LISBURN CITY SWIMMING CLUB will endeavour to provide first aid treatment for injury, accidents and cases of ill health during coaching sessions or at competitions. This will comprise of a suitably trained First Aid person and appropriate equipment and facilities.
Fire Emergency Procedure

All coaches/volunteers should receive instructions of the fire/evacuation procedures on their first day. 

Staff of the Lisburn Leisureplex will ensure all members of the club are guided out to an appropriate part 

of the building in an emergency.

IN THE EVENT OF A FIRE THESE PROCEDURES SHOULD BE FOLLOWED
On discovery of a fire, however small, the nearest fire alarm call point must be operated immediately. Advise responsible official of the location of the fire.
Tell Complainant


(Conditions apply, see CoE&GP)





Make a formal referral to Social Services / PSNI





No





Yes





Tell Parent after advice from Social Services





Discuss with Social Services / police how parent/guardian will be informed





Consider is the parent the alleged abuse?





Don’t


Proceed





Proceed





Clear





Unclear





No case to answer





Designated person should ‘informally consult’ with Social Services – advice & guidance by phone





Decide if reasonable grounds for concerns (Refer to Code of Conduct for Guidance)





Report to Designated Person


(Children’s Officer or Chairperson)











Yes





Yes





Possible outcomes:


Police/Social services enquiry -joint   protocol interview


Criminal proceedings


Referral back to Disciplinary Committee


Possible civil proceedings





In all cases ensure that Swim Ireland Children’s/Designated officer is contacted.





If the allegation / concern raised relates to the Club’s Children’s/Designated Officer, refer directly to the appropriate individual senior to this person who will facilitate referral of the concerns to social services who may involve the police.





Appeals Committee





Possible Outcomes of Hearing:


No case to answer


Warrants advice/warning as to future conduct/sanctions


Further training and support needed


Referral to Disqualification from Working with Children list


Suspension








Disciplinary Committee Investigation





If concerns remain, refer to the appropriate individual senior to this person





Report concerns to the Club Children’s Officer (Unless -see below) who must then ensure the safety of the child and other children.  This person will then refer concerns to the social services (who may involve the police).  This officer should also inform the Governing Body Children’s/Designated Officer.





The Club Children’s/Designated Officer will deal with it as a misconduct issue





Yes





Could it also be child abuse?





Is it serious poor practice / an alleged breach of the code of ethics and conduct (refer to Code of Conduct)





Are you concerned about the behaviour


of a staff member/volunteer

















LEVEL:
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DATE FOR RENEWAL:


























Home:  					Work:  


Mobile:


Mobile:














POST CODE:

















POST CODE:

















POST CODE:



































PAGE  
101

