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Foreword

This policy outlines how S2S Recruit & Develop Limited (S2S) is working with all of its partners to safeguard the vulnerable adults it works with and supports.  The Policy is based on content from the one main key document that refers to this form of abuse, namely:  
·   
· 
· The Department of Health – No Secrets
S2S work in Partnership with SportsCoach Uk, Sport England and the local authorities in which we deliver our services. S2S are members of REC and are an assessing body for Criminal Records Checks. We work in accordance with the legislation that governs Recruitment Agencies and in accordance with Criminal Records Bureau Codes of Practice.
S2S has a separate Safeguarding Policy for Children and Young people.

How can you find out more?

· The S2S website www.s2s.uk.net 
· 
· 
· The REC website www.rec.co.uk
· The CRB  website www.crb.gov.uk
1. Introduction

This Policy has been formulated to assist and guide safeguarding policy and procedure implementation and development within S2S. S2S is committed to promoting the safety and welfare of vulnerable adults engaged in sporting activities and active recreation. It aims to contribute to safeguarding vulnerable adults by:

1.1 

Implementing and demonstrating best safeguarding practice when core staff and coaches working directly under the auspices of S2S are providing services, activities and programmes for children and young people.
1.2 Working with partners to establish and implement agreed, consistent minimum safeguarding standards for sports activities and coaching delivery locally

1.3 Maximising its influence to promote safeguarding practice and principles within its wider partnership roles and relationships

The Directors and the partners of S2S endorse these aims, and will support S2S in this work.
2. Definitions of Vulnerable Adult Abuse and Safeguarding

Defining adult abuse for the purpose of both national and local guidance it is important to clarify the following factors:

Definitions

· which adults are ‘vulnerable’?

· what actions or omissions constitute abuse?

· who may be the abuser(s)?

· in what circumstances may abuse occur?

· patterns of abuse; and

· what degree of abuse justifies intervention?

Which adults are vulnerable? 
2.2   In this guidance ‘adult’ means a person aged 18 years or over.

2.3 The broad definition of a ‘vulnerable adult’ referred to in the 1997 Consultation Paper Who decides?,* issued by the Lord Chancellor’s

Department, is a person:

“who is or may be in need of community care services by reason of mental or other disability, age or illness; and who is or may be unable to take care of him or herself, or unable to protect him or herself against significant harm or exploitation”
2.4 For the purposes of this guidance ‘community care services’ will be taken to include all care services provided in any setting or context.
What constitutes abuse? 
2.5 In drawing up guidance locally, it needs to be recognised that the term ‘abuse’ can be subject to wide interpretation. The starting point for a definition is the following statement:
Abuse is a violation of an individual’s human and civil rights by any other person or persons.

In giving substance to that statement, however, consideration needs to be given to a number of factors.
2.6 Abuse may consist of a single act or repeated acts. It may be physical, verbal or psychological, it may be an act of neglect or an omission to act, or it may occur when a vulnerable person is persuaded to enter into a financial or sexual transaction to which he or she has not consented, or cannot consent. Abuse can occur in any relationship and may result in significant harm to, or exploitation of, the person subjected to it.
2.7 A consensus has emerged identifying the following main different forms of abuse:
· physical abuse, including hitting, slapping, pushing, kicking, misuse of medication, restraint, or inappropriate sanctions;

· sexual abuse, including rape and sexual assault or sexual acts to which the vulnerable adult has not consented, or could not consent or was pressured into consenting;

· psychological abuse, including emotional abuse, threats of harm or abandonment, deprivation of contact, humiliation, blaming, controlling, intimidation, coercion, harassment, verbal abuse, isolation or withdrawal from services or supportive networks;

· financial or material abuse, including theft, fraud, exploitation, pressure in connection with wills, property or inheritance or financial transactions, or the misuse or misappropriation of property, possessions or benefits;

· neglect and acts of omission, including ignoring medical or physical care needs, failure to provide access to appropriate health, social care or educational services, the withholding of the necessities of life, such as medication, adequate nutrition and heating; and

· discriminatory abuse, including racist, sexist, that based on a person’s disability, and other forms of harassment, slurs or similar treatment.

Any or all of these types of abuse may be perpetrated as the result of deliberate intent, negligence or ignorance.
2.8 Incidents of abuse may be multiple, either to one person in a continuing relationship or service context, or to more than one person at a time. This makes it important to look beyond the single incident or breach in standards to underlying dynamics and patterns of harm. Some instances of abuse will constitute a criminal offence. In this respect vulnerable adults are entitled to the protection of the law in the same way as any other member of the public. In addition, statutory offences have been created which specifically protect those who may be incapacitated in various ways. Examples of actions which may constitute criminal offences are assault, whether physical or psychological, sexual assault and rape, theft, fraud or other forms of financial exploitation, and certain forms of discrimination, whether on racial or gender grounds. Alleged criminal offences differ from all other non-criminal forms of abuse in that the responsibility for initiating action invariably rests with the state in the form of the police and the Crown Prosecution Service (private prosecutions are theoretically possible but wholly exceptional in practice). Accordingly, when complaints about alleged abuse suggest that a criminal offence may have been committed it is

imperative that reference should be made to the police as a matter of urgency. Criminal investigation by the police takes priority over all other lines of enquiry.
2.9 Neglect and poor professional practice also need to be taken into account. This may take the form of isolated incidents of poor or unsatisfactory professional practice, at one end of the spectrum, through to pervasive ill treatment or gross misconduct at the other. Repeated instances of poor care may be an indication of more serious problems and this is sometimes referred to as institutional abuse.
Who may be the abuser? 
2.10 Vulnerable adult(s) may be abused by a wide range of people including relatives and family members, professional staff, paid care workers, volunteers, other service users, neighbours, friends and associates, people who deliberately exploit vulnerable people and strangers.
2.11 There is often particular concern when abuse is perpetrated by someone in a position of power or authority who uses his or her position to the detriment of the health, safety, welfare and general wellbeing of a vulnerable person.
2.12 Agencies not only have a responsibility to all vulnerable adults who have been abused but may also have responsibilities in relation to some perpetrators of abuse. The roles, powers and duties of the various agencies in relation to the perpetrator will vary depending on whether the latter is:

· a member of staff, proprietor or service manager;

· a member of a recognised professional group;

· a volunteer or member of a community group such as place of worship or social club

· another service user;

· a spouse, relative or member of the person’s social network;

· a carer; ie: someone who is eligible for an assessment under the Carers (Recognition and Services) Act 1996;

· a neighbour, member of the public or stranger; or

· a person who deliberately targets vulnerable people in order to exploit them.

2.13 Stranger abuse will warrant a different kind of response from that appropriate to abuse in an ongoing relationship or in a care location. Nevertheless, in some instances it may be appropriate to use the locally agreed inter-agency adult protection procedures to ensure that the vulnerable person receives the services and support that they need. Such procedures may also be used when there is the potential for harm to other vulnerable people.
In what circumstances may abuse occur? Abuse can take place in

any context. 
2.14 It may occur when a vulnerable adult lives alone or with a relative; it may also occur within nursing, residential or day care settings, in hospitals, custodial situations, support services into people’s own homes, and other places previously assumed safe, or in public places.
2.15 Intervention will partly be determined by the environment or the context in which the abuse has occurred. Nursing, residential care homes and placement schemes are subject to regulatory controls set out in legislation and relevant guidance. Day care settings are not currently regulated in this way and require different kinds of monitoring and intervention to address similar risks. Paid care staff in domiciliary services may work with little or no supervision or scrutiny, and

unregulated locations such as sheltered housing may require particular vigilance. Personal and family relationships within domiciliary locations may be equally complex and difficult to assess and intervene in.
2.16 Assessment of the environment, or context, is relevant, because exploitation, deception, misuse of authority, intimidation or coercion may render a vulnerable adult incapable of making his or her own decisions. Thus, it may be important for the vulnerable adult to be away from the sphere of influence of the abusive person or the setting in order to be able to make a free choice about how to proceed. An initial rejection of help should not always be taken at face value.
Patterns of abuse/abusing. 
2.17 Patterns of abuse and abusing vary and reflect very different dynamics. These include:

· serial abusing in which the perpetrator seeks out and ‘grooms’ vulnerable individuals. Sexual abuse usually falls into this pattern as do some forms of financial abuse;

· long term abuse in the context of an ongoing family relationship such as domestic violence between spouses or generations;

· opportunistic abuse such as theft occurring because money has been left around;

· situational abuse which arises because pressures have built up and/or because of difficult or challenging behaviour;

· neglect of a person’s needs because those around him or her are not able to be responsible for their care, for example if the carer has difficulties attributable to such issues as debt, alcohol or mental health problems;

· institutional abuse which features poor care standards, lack of positive responses to complex needs, rigid routines, inadequate staffing and an insufficient knowledge base within the service;

· unacceptable ‘treatments’ or programmes which include sanctions or punishment such as withholding of food and drink, seclusion, unnecessary and unauthorised use of control and restraint or over-medication;

· failure of agencies to ensure staff receive appropriate guidance on anti-racist and anti-discriminatory practice;

· failure to access key services such as health care, dentistry, prostheses;

· misappropriation of benefits and/or use of the person’s money by other members of the household;

· fraud or intimidation in connection with wills, property or other assets.
What degree of abuse justifies intervention? 
2.18 In determining how serious or extensive abuse must be to justify intervention a useful starting point can be found in Who decides?. Building on the concept of ‘significant harm’ introduced in the Children Act, the Law Commission suggested that:
“‘harm’ should be taken to include not only ill treatment (including sexual abuse and forms of ill treatment which are not physical), but also the impairment of, or an avoidable deterioration in, physical or mental health; and the impairment of physical, intellectual, emotional, social or behavioural development’.”
2.19 The seriousness or extent of abuse is often not clear when anxiety is first expressed. It is important, therefore, when considering the appropriateness of intervention, to approach reports of incidents or allegations with an open mind. In making any assessment of seriousness the following factors need to be considered:
· the vulnerability of the individual;

· the nature and extent of the abuse;

· the length of time it has been occurring;

· the impact on the individual; and
· the risk of repeated or increasingly serious acts involving this or other vulnerable adults.
2.20 What this means in practice is working through a process of assessment to evaluate: 

· Is the person suffering harm or exploitation?

· Does the person suffering or causing harm/exploitation meet the NHS and Community Care Act (1990) eligibility criteria?

· Is the intervention in the best interests of the vulnerable adult fitting the criteria and/or in the public interest?

· Does the assessment account for the depth and conviction of the feelings of the person alleging the abuse?
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Services 2 Sport: Background and Responsibilities

If this policy is to work there must be full understanding of the roles and responsibilities of S2S.
S2S is a sports coaching agency which operates as a brokerage service that co-ordinates and supports the recruitment, training, education, development and deployment needs of sports coaches.  We are regulated through the Recruitment and Employment Confederation (REC) which is the national regulating body for recruitment agencies and act in accordance with the Criminal Records Bureau Codes of Conduct.
The workers S2S deploys are either/or:
·   Agency workers that are deployed by S2S on a casual basis. While agency workers (often called 'temps') benefit from many employment rights, they will have different working rights from employees. An S2S agency worker has a contract for services with S2S. This work is often called ‘temporary work’, 'temping' or ‘agency work’. S2S take a fee from the company/or organisation and S2S pay the wages of the sports coach. S2S has an obligation to pay the sports coach even if the hiring company has not paid the S2S. We do charge you for finding work. Agency workers offer flexibility for both worker and employer is one of the features of agency work. As an agency worker the sports coach has the flexibility to take up and leave jobs at short notice, but S2S also has the flexibility to finish the temporary work without being liable for unfair dismissal or redundancy pay. 
·   Employees (or either nil, fixed or permanent contracts) who have full employment rights and a contract of employment with S2S stating their terms and conditions of employment and are entitled to all minimum statutory employment rights.
The agency is a social enterprise, with all surpluses being vied back into the agency to develop sports coaching and coaches. It is funded by Sport England for 5 years and supported in an advisory capacity by SportsCoach UK. 
Every organisation and individual working with S2S has a responsibility to ensure that the guidelines and minimum operating standards within this policy are met.

4. S2S: Key Terms

Leaders: The Directors of S2S are classed as being ‘leaders’ of the agency.

Customers: This includes:

· All individuals or organisations that use the agency for the supply of sports coaches, play workers or exercise leaders.

· Any coaches, play workers or exercise leaders that are registered with the agency

· Franchisees that run S2S on a Franchise basis. This includes funders, local authorities and other such agencies, individual coaches that have established a sports coach agency using the S2S Franchise

· Any individuals or organisations accessing the S2S Coach Education Programme.

Partners: organisations or individuals with which S2S jointly works. Organisations or individuals can be viewed both as partners and customers.

Core Team:  this is the S2S team – all officers directly employed by the agency. 

Key Delivery Partners: these are identified as Sport England, County Sports Partnerships, the National Governing Bodies of Sport, local authorities, Community Sport Networks, Sports Coach UK and the Youth Sport Trust. Key delivery partners can also include those holding a S2S Franchise which is legally established with powers to deliver S2S services and that are monitored and operate under a S2S licence.

People working in partnership: people employed by the organisations that work in partnership with S2S.

5. Service Level Agreement/ Funding Agreements

Partnership funding and commissioning agreements will include criteria outlining a requirement to provide robust evidence to show how a partner organisation effectively addresses safeguarding.  The organization with which S2S has entered into a Service Level Agreement will through its approved work stream, monitor and evaluate S2S systems and practices.

6. Protocol for Information Sharing

S2S is committed to the principles set out in the Data Protection Act and the Framework for Data Sharing established by the Act. We also follow the Criminal Records Bureau guidance and Codes of Practice, which states through Code of Practice 8 the following:

Registered Bodies must note that it is an offence to:

I. Disclose information contained within a Disclosure to any person who is not a member, officer or employee of the Registered Body or, in the case of Umbrella Bodies, their client unless a relevant legal exception applies;

This is supported by information shown earlier in the Code of Practice under Management & Use of Disclosure Information as follows;

I. Ensure that no reproductions of the Disclosure or its content are made, including photocopies or scanned images, unless with the prior agreement of the CRB or as a result of a stipulated requirement relating to the e-channel service;

II. Only share Disclosure information with relevant persons in the course of their specific duties relevant to recruitment and vetting processes;

This provides a framework within which S2S operates and will share information appropriately in the interests of protecting vulnerable adults. The first point of contact for S2S in situations where there are disclosures or allegations of abuse will be the appropriate Local Authority Designated Officer (LADO). The LADO will then decide and take action if required to disseminate information on an appropriate basis. The Allegations Management System will be used to report incidences of disclosures and record actions undertaken. 

S2S promotes zero tolerance to harmful or abusive behaviour and ensures that everyone involved in Sport and Active Recreation can, with confidence, report concerns. 
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7. Procedures and Systems – responding to allegations or suspicions of abuse
The first priority should always be to ensure the safety and protection of vulnerable adults. To this end it is the responsibility of all staff to act on any suspicion or evidence of abuse or neglect (see the Public Interest Disclosure Act 1998) and to pass on their concerns to S2S and/or a responsible person/agency.
Management and co-ordination of the response to the allegation of adult abuse.  Procedures for receiving a referral: 
7.1 Information suggesting that abuse may have occurred can come from a variety of

sources. The matter may, for example, be raised by the person who is abused, a concerned relative, or a member of staff. It may come in the form of a complaint, it may be an expression of concern, or it may come to light during a needs assessment. 
7.2 Exceptionally, the first notification may be made to the police, especially if the matter is very serious. The issue of handling information from an anonymous informant must also be addressed. The early involvement of the police may have benefits. In particular:
· early referral or consultation with the police will enable them to establish whether a criminal act has been committed and this will give them the opportunity of determining if, and at what stage, they need to become involved;
· a higher standard of proof is required in criminal proceedings than in disciplinary or regulatory proceedings (where the test is the balance of probabilities);
· early involvement of the police will help ensure that forensic evidence is not lost or contaminated;

· police officers have considerable skill in investigating and interviewing and early involvement may prevent the abused adult being interviewed unnecessarily on subsequent occasions;
· police investigations should proceed alongside those dealing with the health and social care issues; 
· guidance should include reference to support relating to criminal justice issues which is available locally from such organisations as Victim Support and court preparation schemes; and some witnesses will need protection. (Please see Speaking up for Justice (1988), including the provisions in Part II of the Youth Justice and Criminal Evidence Act 1999 – the majority of which will be implemented in the Crown Court by the end of 2000.). This process may not always result in criminal proceedings.
28 – Section 6
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8. Complaints and Allegations against Staff and Volunteers

8.1 All those making a complaint or allegation or expressing concern, whether they be staff, service users, carers or members of the general public, should be reassured that:
· they will be taken seriously;

· their comments will usually be treated confidentially but their

· concerns may be shared if they or others are at significant risk 

· if service users, they will be given immediate protection from the risk of reprisals or intimidation;

· if staff, they will be given support and afforded protection if necessary, eg: under the Public Interest Disclosure Act 1998;

· they will be dealt with in a fair and equitable manner; and

· they will be kept informed of action that has been taken and its outcome.

8.2 Information relating to alleged abuse will trigger these procedures to govern investigation and further work. In pursuance of the objectives it is acknowledged that feelings generated by the discovery that a member of staff or volunteer is, or may have been, abusing will raise concerns amongst other staff or volunteers. This includes the difficulties inherent in reporting this.

S2S assures all staff and volunteers that it will fully support and protect anyone who, in good faith, without malicious intent, reports his or her concern about a colleague’s poor practice and/or the possibility that a child may be being abused.

Where there is a complaint of abuse against a member of staff or volunteer, the following issues will be considered:

· Personnel or disciplinary issues;
· The welfare issues of the employee or volunteer;
· Whether there are any concerns about further offences being committed.

Actions to take if there are concerns:

Poor practice

Poor practice includes any behaviour that contravenes the Code of practice (see Appendix 3).

Action to take:

· Record your concerns on the incident report form (Appendix 2);
· Notify the Lead Signatory or Project Manager
· The Lead Signatory will notify the relevant Local Authority Designated Officer (LADO
).
If following consideration the allegation is clearly about poor practice of the sports coach the Project Manager  will deal with it as a misconduct issue following S2S procedures.

If the allegation is about poor practice by the Lead Signatory and/or the Project Manager is inadequately handling the matter and concerns remain, the matter should be referred to the 
Directors.

Suspected abuse

Action to take:

· Record your observations on the incident report form (Appendix 2);
· Notify the CRB Lead Signatory and/or Project Manager;
· The CRB Lead Signatory will notify the relevant Local Authority Designated Officer (LADO);
· You will be supported through this by the CRB Lead Signatory and/or the Project Manager or CRB Counter Signatory;
· If possible, the parents of the child should be notified by the CRB Lead Signatory and/or the CRB Counter Signatory or Project Manager as soon as possible following advice from the LADO;
· If the CRB Lead Signatory and/or the CRB Counter Signatory or Project Manager  are the subject of the suspicion and/or allegation the report should be made directly to the LADO who is then responsible for taking action
.
Poor Practice
If following consideration the allegation is clearly about poor practice of the sports coach the CRB Lead Signatory / S2S Project Manager will deal with it as a misconduct issue following S2S procedures.

If the allegation is about poor practice by the CRB Lead Signatory / S2S Project Manager is inadequately handling the matter and concerns remain, the matter should be referred to the Directors.

Internal inquiries and suspension

S2S believes that the welfare of the of all people is paramount. If a an agency worker, member of staff or volunteer is accused of behaviour that may cause harm to a child or vulnerable adult appropriate action will be taken to safeguard children or vulnerable adult pending the outcome of enquiries in accordance with S2S policies and procedures. All enquiries will be carried out following the advice and procedures of the LADO and the Police
.
Allegations of previous abuse

Allegations of abuse may be made some time after the event. Where such an allegation is made report the matter to the CRB Lead Signatory or Project Manager, who in the first instance will liaise with the LADO and then record your concerns on an incident report form (see Appendix 2). This is because other children or vulnerable adults, either within or outside of the service, may be at risk from this person.
Where bullying is suspected

· Staff and volunteers should ensure that the Codes of Conduct are followed   at all times (see Appendix 3).
If a member of staff or volunteer is suspected of bullying, follow the action as in ‘Poor Practice’.

Action to be taken to help the victim

· Take all signs of bullying very seriously;
· Encourage all victims to speak out and share their concerns;
· Create an open environment and help the victim to speak out and tell someone in charge;
· Investigate all allegations and take action to ensure that the victim is safe;
· Speak to both the victim and the bully or bullies separately;
·   Re-assure the victim that you can be trusted and will help them, although you cannot promise not to tell anyone about the bullying.
Action to be taken towards the bully or bullies

· Talk to the bully or bullies, explain the situation, try to get them to  understand the consequences of their behaviour;
· Seek an apology;
· If the perpetrator is a child the parents should be informed;
· Provide support for the staff member or volunteer dealing with the situation;
· Impose sanctions as necessary;
· Encourage and support the bully or bullies to change their behaviour;
· If possible hold meetings with the families to report on progress.
Confidentiality and information

Every effort should be made to ensure that confidentiality is maintained at all times and S2S follow the guidance issued by the Criminal Records Bureau with regard to disclosure.  All documents should be stored in a secure place with access limited to the CRB Lead and/or Counter Signatories. 

Whenever an allegation of abuse, poor practice or bullying is made information should be disseminated on a ‘need to know’ basis to all or some of the following:

· The designated person in charge of the setting or having responsibility for safeguarding children, for example;
· Care Home Manager, Headteacher or child protection officer;
· Sports Hall or Leisure Centre – the Facility Manager;
· Affiliated Sports Club – the designated Club Welfare Officer
;
· Vulnerable Adults Services Services in the relevant local authority area;
· The parents and/or guardian or carer of the child  or person being abused or making the allegation (unless the parent/s/guardian/carer are suspected);
· The person making the allegation;
· The Lead and/or Counter Signatory or Project Manager
· The Local Authority Designated Contact;
· Designated officers within the governing body of sport, for example, legal adviser, or lead welfare officer;
· In the case of bullying the alleged bully or parent if the alleged bully is a child.
S2S will always seek advice from the LADO and /or Police on who should approach the alleged abuser.

A Reporting Procedure has been produced as a step-by-step guide to reporting suspicions or allegations of poor practice, abuse or bullying (see Appendix 4). 

9. Prevention (Safer Recruitment)

All organisations should minimise the possibility of children and young people being abused by those in a position of trust or authority. All reasonable steps must be taken to ensure unsuitable people are prevented from working with children and young people. The same procedures should be followed whether people are working in a paid or voluntary, full or part time capacity.  The following procedures will be followed by S2S to ensure strong safeguarding principles are embedded into our recruitment policies and procedures.
S2S has a designated Officer that deals with Safer Recruitment practices and this is supported by information and training provided by both the Criminal Records Bureau (CRB) and the Recruitment and Employment Confederation (REC). 
Advertising 

The advert will alongside attracting the best people, give a clear message about S2S safer recruitment procedures.  It will include reference to safeguarding and child protection policies, a statement of commitment to promoting the safeguarding and welfare of children, and the need for references
 for short listed applicants and for the successful applicant to be Criminal Records Bureau (CRB) checked.
The advert will include an explanation as to why the position is covered by the Rehabilitation of Offenders (exemption) Act, 1975 & 2000, and as such that a CRB is required.  It will also state the level of check required.

Sending out the right messages at this stage in the process should deter inappropriate people applying for the position.

Application Forms 

Will include the following information in respect of the applicant as a minimum
:
· Name and previous names.
· Current address.
· Date of birth.
· Relevant education/training/qualifications.
· Details of present/last employer or education/voluntary association if not previously employed.

· Previous roles held, detailing the organisation, nature of the role(s), dates and reason(s) for leaving.

· Experience; relating to the person specification.
· Details of 2 references (not relatives) both of which will cover the last 5 years and at least one will be from the current or most recent role e.g. from an employer, teacher, professional colleague etc.

· Details of any criminal conviction or caution.
· Details of time not covered by education or work.
As with the advert the application form will include additional information stating that a standard or enhanced CRB check is required for the post; and an explanation of why the post is covered by the Rehabilitation of Offenders (exemption) Act, 1975 & 2000
.

Application packs will include the S2S Safeguarding Policy and codes of conduct.  

Additional information gathered with the application form such as diversity data and date of birth will only be used for monitoring purposes and checking identity, it will not form part of the selection process.

Role Description 

A role description is a management document which sets out the main features of the position. All aspects of the role description will comply with equal opportunities principles e.g. use Handyperson and not Handyman.

They will contain the following:

Title
Clearly reflecting the nature of the role.

Overall purpose
This will provide a short accurate statement of why the role exists, for example, ‘to coach vulnerable adults in modern dance’ or ‘to supervise small groups of vulnerable adults during activities
’.  

Main Responsibilities

A statement of the continuing and end results of a role.  They answer the question ‘What are the main areas which the role must undertake in order to achieve its purpose?’

The characteristics of main responsibilities are:

· Taken together, they represent all the key outputs of the role.

· They focus on results, not duties or activities.  They tell the ‘what’ not the ‘how’.

· They are timeless, standing permanently unless the job itself is changed in a fundamental way.

· Each one is distinct from the rest and describes an explicit area in which results must be achieved by the role holder’s action.

· They suggest specific measures or tests, which would determine whether they are being met.

· They relate clearly and realistically to the job and not to the supervisors job or to the organisation as a whole.

Contacts
For certain roles working with children and/or vulnerable adults S2S will also describe the nature of the relationships with the children, families and carers.
Person Specification
A statement of the attributes and characteristics necessary to undertake the role.  It will provide a clear picture of the person required and be drawn up from a critical examination of the role description. The factors within the specification will be recognisable and measurable. All candidates will be assessed consistently against this specification during the selection procedures.  
Details within the specification will be reflected within the advertisement, and the specification will be completed prior to advertising.

In preparing the person specification, the factors will be listed under two headings ‘essential’ and ‘desirable’.  Only relevant and measurable factors will be included.  

Selection
The selection process will be an effective assessment of each candidate, made through selection methods, appropriate to the position, and measured against the essential criteria in the person specification. A range of methods can be used including interviews and where appropriate observations and/or aptitude tests. Ideally at least two people will be involved in the selection process.

Written notes will be taken to enable accurate records to be maintained of short listing and selection decisions.  Pre-populated templates of criteria and interview questions will be used to ensure consistency in approach.

Without a proper structure in place and objective criteria being applied there is a far greater risk of an inappropriate decision being taken and a risk of unsuitable 
persons being appointed to work with children
.
10.  Prevention (Pre-Employment Checks)
The following pre-employment checks will be carried out before an applicant takes up a position. This is applicable whether the worker is an agency worker or an employee. 
The process will be undertaken by the S2S Safer Recruitment Officer and evidence stored in a locked cabinet accessible only by the Safer Recruitment Officer, CRB Lead/Counter Signatory and Project Manager. 
Data Protection 
S2S is committed to the principles set out in the Data Protection Act and the Framework for Data Sharing established by the Act. We also follow the Criminal Records Bureau guidance and Codes of Practice, 
* All the original documents must be seen and a photocopy taken (for qualifications only) which must be signed and dated by the person who carried out the check.  The documents must be securely filed.  These documents will have already been produced for the school to complete its Single Central Record (SCR) database.
	Pre-appointment checks


	· References and date received - two references have been produced including one from the previous employer.  In the event of the person not currently working with children and has done so in the past S2S will also obtain a 3rd reference from the employer who most recently employed the person to work with children and/or vulnerable adults.



	· Proof of Identity (photographic identity, name, address, passport, driving licence) – originals must be seen but it is not necessary to keep a copy



	· *Proof of date of birth – original birth certificate seen and dated or passport



	· Non EU Worker (UK residence or permission to work in UK) Work permit, visa and passport check (see also section below)


	· CRB enhanced disclosure (unless the person has continuity of employment) NOTE this is subject to S2S Portability Risk assessment Framework checks – see section below.

	· List 99 check (WEF 12 October 2009)

	· Certificate of Good Conduct - Overseas criminal record check (where necessary).   The individual must obtain this Certificate.



	· Medical clearance of an employee


	· *Qualifications – original seen and copied signed and dated by the person who checked the qualifications



	· Complete induction and/or probationary period, as required for the position 




Any offer made to the applicant must be subject to the completion of satisfactory checks.
Professional and Character References
Two references will always be taken up and will be obtained directly from the referee.  They will be obtained from the current or most recent role (not relatives) and will cover at least the last 5 years
. They will be taken up prior to the selection in order for any inconsistencies with the application form to be explored as part of the interview. Any offer of work will be subject to satisfactory references.

References will be structured to comment on areas in the person specification
.  Reference details will include information on:

· Length of time the person has known the applicant and in what capacity

· Sickness record

· Person’s skills, strengths and weaknesses/suitability for the post and for working with children and young people

· Details of any known investigations or disciplinary action

· Details of probationary periods of employment where applicable

Proof of Identity
Identity checks will have been undertaken at the time of the interview
.  Ideally this will be through formal photographic identity, such as passport or driving licence and confirmation of current address.  Documents that are presented need to be originals and will be checked for any evidence of being tampered with.

Life History
The application process will gather full information on the applicant’s history, whether that is employed, training, voluntary work, unemployed etc.  Wherever possible this will be backed up with evidence such as references.

Asylum and Immigration (employees only)
In accordance with the Asylum and Immigration Act 1996, employers have a duty to check whether candidates are entitled to live and work in the UK.  When applicants are invited to interview they will be asked to bring with them evidence of their right to work in the UK.  We will ask to see documentary evidence of identity and British or European Economic Area citizenship e.g. a British Birth Certificate, documentary proof of National Insurance number or valid British or EEA passport.  Documents will be checked to see that they are a likeness of the person in terms of age/gender etc.
Criminal Records Bureau (CRB)
All
 those appointed to work directly with children by S2S will have an enhanced CRB check (this includes volunteers, agency staff, consultants and contractors
).  CRB checks should be received and confirmed as satisfactory prior to the person taking up the position.  

It is a legal requirement from May 2006 that all workers in schools or those working with vulnerable adults/children have an enhanced CRB check.  An enhanced CRB will show all criminal convictions, police cautions and other relevant information held by the police
.
Where a person has worked or lived overseas in the past 5 years an overseas conviction assessment will be completed.  This is obtained via the CRB website www.crb.gov.uk and then through contact with the respective body in the relevant country.  A CRB check for the United Kingdom
 will also be completed.
If the person has a break from their role for a period of 3 months or more, or a period of less than 3 months where their activities during this period cannot be substantiated S2S will carry out appropriate investigations to ensure the employment record can be established. This includes taking references from previous employers/schools/colleges etc to establish and track the person’s employment status during the 3 month break. This is in accordance of recommendations provided by the Criminal Records Bureau.
In cases where the CRB disclosure contains prosecutions, cautions or similar information the matter will be referred to a panel
 to carry out a risk assessment to determine whether the person is suitable to work with children.  

Referral to List 99/POCA (Schools & Social Care)
These checks will provide access to the DCSF to identify if there are any records held by the department(s) that state the applicant is unsuitable to work with children.  List 99 checks for Education can be undertaken on-line by the Local Authority.  POCA checks are undertaken as part of the CRB process when the application indicates a position working with children.

Where an employee’s employment is ended following an allegation of abuse against a child the matter will be referred to the DCSF for consideration.  This applies with disciplinary dismissals, resignations during an investigation and terminations as a result of a compromise agreement
.
CRB Portability Risk Assessment
S2S will undertake a Portability Risk Assessment for those candidates that have an existing CRB. This will be undertaken by the S2S Safer Recruitment Officer and will undertake/complete the following:

	COACH NAME:

	Existing CRB ref number:


	Are you required by law to get a new check?

	Is the level of CRB check the same as the level you need? 

	How old is the CRB check – it must be less than 12 months old? 

	Is the position for which the previously issued CRB check was obtained similar to the position for which you need a CRB check? 

	Have all checks that you need been carried out – i.e. references from previous employers – one of which the most recent been obtained and clear? 

	Have you validated and authenticated the person’s identity to ensure that the person presenting the CRB check is the person on whom the check was done? For instance, have you seen a range of identity documents that confirm their name, address, date and place of birth? 

	Is the applicant still living at the same address as the one printed on the CRB check? 

	If it is an Enhanced check, have you confirmed from the previous Countersignatory if any additional information was released by way of a separate letter? 

	Have you obtained the consent of the applicant to approach the other organisation?  

	DECISION
	Y/N
	Reason for decision

	Decision – can coach be deployed whilst awaiting clear S2S CRB?


	
	

	CONFIRMATION OF DECISION
	Date 
	Email/Post

	Coach
	
	

	Coach Co-ordinator/Coach Development Manager
	
	

	Recorded on database
	
	

	Name of person undertaking risk assessment
	Signature
	Date

	
	
	


Evidence of relevant qualifications/accreditation
We will ask for sight of the relevant certificate or diploma, or a letter of confirmation from the awarding institution and will insist on seeing original documents or properly certified copies.  Photocopies will not be accepted
. A photocopy of all qualifications will be taken and each photocopy signed and dated by person who checked the qualifications.
Where it is unclear of the nature and level of qualifications, particularly those obtained in a different country, a range of organisations offer advice on comparability and will be consulted e.g. Learning Skills Council or 
www.naric.org.uk (for overseas qualifications).

Medical Clearance
Successful applicants for employment will be asked to complete a medical declaration form when the offer of employment is made. This is not a requirement for Agency Workers. An offer will be made subject to medical clearance. Regard will have to be given to any reasonable adjustments that may need to be made to take account of a disability. Employees will not start work until a medical clearance is received.  

Volunteers will be asked to sign a medical declaration that they are fit to work with children, if there are concerns about their health confirmation of their suitability to work with children will be obtained in writing from their GP or a qualified occupational health practitioner.

11. Prevention (Education and Training)
Everyone in contact with children and/or vulnerable adults has a role to play in their protection. They can only do so confidently and effectively if they are aware and have the necessary understanding and skills.

All staff and volunteers will attend safeguarding training and have access to expert advice, appropriate to their level of responsibility.  Additional training opportunities via LSCBs and CPSU for instance will be identified, promoted and supported for appropriate staff e.g. Ofsted Training, Time to Listen training, REC Training, DCSF Training. 

The value of specific training courses and the benefit for staff will be monitored and evaluated.

12. Minimum Operating Standards for Working with Children and/or Vulnerable Adults
It is important to minimise the situations in which abuse may occur, help protect staff and volunteers, and help reduce the likelihood of allegations being made by following some principles of good practice: 

· always follow the basic principles of physical activity relevant to your sport. 

· always ensure supervision ratios, with at least two appropriately qualified staff members are present at every session as per NGB guidelines
.
· never engage in inappropriate physical contact or sexually provocative games. 

· do not spend excessive amounts of time alone with a child or young person away from others. 

· never take a child or young person alone in a car no matter how short the journey. 

· never take a child or young person to your home alone.  

· never share a residential room with a child or young person. 

· never allow any kind of prejudice or inappropriate language, such as sexually or discriminatory remarks concerning gender, race, or impairment to remain unchallenged. 

· always act upon disclosure of abuse from a child or young person. 

· never do things of a personal nature for a disabled child or young person unless you are the individual appointed specifically for that task. 

· never deny daily basic needs, for example, food, liquid or rest. 
· codes of conduct - refer to the S2S codes of conduct (see Appendix 3).
S2S also operates its own minimum operating standards for the coaches it deploys:

· National Governing Body Level 2 qualification (or above) or a Level 1 

     
qualification working towards a level 2 

· An enhanced CRB check (if deployed to work with children and/or vulnerable adults)
· Child Protection, First Aid and Equity in your coaching training
· Public Liability insurance. 

· National Curriculum Awareness Training (If deployed in the education sector).

· Signed the coaches Code of practice and Declaration of Understanding

· Successful Interview
· Met the requirements of the pre-employment checklist
S2S advocates fully the wider planning and work being facilitated by Sport National Governing Bodies (NGB) with key guidance and support from the CPSU that has resulted in the emergence of some clear policy and implementation guidelines across sport and a clearer link into the LSCBs – please refer to NGB websites/ contacts for further information and guidelines, which can be found at www.humbersport.com.
The
 NGBs (in conjunction with Sport England and Sports Coach UK) are also developing programmes, including club accreditation schemes in line with Clubmark, that will enhance the chances of children and young people starting out and being retained successfully in sporting environments. The Long Term Athlete Development (LTAD) is being embraced and creates ‘windows of opportunity’ for people whatever their level of talent by ensuring good practice is in place as regards the type and frequency of activity they are engaged in. More details can be found on www.sportengland.org and www.sportscoachuk.org and many NGB sites.
13. Equality
It is every organisation’s responsibility to ensure that all children and young people and/or vulnerable adults are protected from abuse. S2S will take steps to combat discrimination and actively include all children and young people in their safeguarding measures. S2S is committed to equal opportunities; this is demonstrated in the S2S Equality Policy which can be found at www.s2s.uk.net.
14. Access to Advice and Support

Abuse is distressing and has to be sensitively dealt with.  S2S has a duty to ensure the following:

· Adults have the specialist advice and support they need to play their part in protecting children and/or vulnerable adults, including their own organisation’s support mechanisms.
· Children and Young People and/or Vulnerable Adults and/or parents/guardians/carers are provided with information on how to get help and advice
.
· Appropriate communication tools for both children and adults, e.g. leaflets, website information, are produced and used to good effect.
· Appropriate support is available including signposting to people/organisations who can provide advocacy, counseling etc within or outside the organisation. This could include victims and those against whom allegations are made.
15. Implementation, Monitoring and Review
This Policy is monitored by the S2S Directors and Senior Management Team and will  be reviewed and updated every three years or more frequently if there is a major change in S2S, relevant legislation or national guidance.
16. Looking to the Future

This policy will be continually monitored for effectiveness and this will include consultation from across our community in assessing impact. This will be fed back into the future policy development process.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	

	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Appendix 1:  Incident Report Form

	Date:
	Time:

	Location:


	Name of Person completing form:


	

	Individuals involved:



	Details of incident:



	Action taken following the incident:




Were any of the following contacted?
Police


Yes

No


Ambulance

Yes

No

Parent/Guardian
Yes

No

Signed:…………………………………………………………………………………………..………
Appendix 2:  Codes of Conduct

Code of practice for Coaches and Volunteers
S2S is committed to fair play and equality in sport. The essence of good ethical conduct and practice for coaches and volunteers is summarised below. This code of practice has been produced to safeguard children and young people and to reduce the risk of adults being accused of improper or unprofessional conduct.  All coaches and volunteers must:

· Respecting the rights of young people

· Promoting enjoyment rather than focus on winning at any cost

· Treat all young people with dignity and respect

· Consider the wellbeing and safety of participants before the development of performance

· Make sure all activities are appropriate to the age, ability and experience of those taking part and ensure all participants are suitably prepared physically and mentally when learning new skills

· Report any concerns about the welfare of a child as outlined on the S2S z card

· Always work in and be seen to work in an open and transparent way

· Never swear or shout at a young person

· Be a positive role model for children at all times, by displaying consistently high standards of behaviour and appearance

· Never engage in rough, physical or sexually provocative games, including horseplay

· Never spend excessive amounts of time alone with a child away from others

· Never take a child alone in a car no matter how short the journey

· Never take a child to your home

· Never allow or engage in inappropriate touching in any form

· Always work within health and safety regulations as documented in the S2S Coaches Handbook 

· Respect and avoid contact with intimate parts of the body

· If a child has a disability or special educational needs always obtain consent of parents before undertaking care of an intimate nature

· Never condone rule violations or the use of prohibited substances, always promote the positive aspects of the sport (eg fair play)

· Maintain reasonable levels of confidentiality at all times and only share information on a need to know basis 

· Encourage performers to value their performances and not just results

· Follow all guidelines laid down by the relevant governing body for example supervision ratios

· Working in partnership/ communication with the young people and their parents/carers

Code of practice for Participants

Every child attending an activity organised through S2S is required to abide by the following code of practice:

· Be a good sport

· Always show respect to the coach and abide by their decisions

· Play within the rules and respect officials and their decisions

· Demonstrate fairplay at all times, it is the taking part that counts not winning at all costs

· Respect others regardless of: their  gender, disability, race, ethnicity and religious belief

· Control their temper and aggression 

· Not to bully or take unfair advantage of any person

· Not to engage in any irresponsible or illegal behaviour for example, smoking, consuming alcohol or drugs

· Speak out about anything they are not happy with

· Participants should be appropriately dressed and equipped for the session, remove all jewellery

· Participants should treat all equipment with respect

· Participants must inform the coach of any injuries or illness they have before the start of the session

· Participants should not eat or chew gum during the session

· Participants should stay with coaches throughout the session, always tell the coach where you are going

· Where applicable participants should remain with coaches until collected by their parent or guardian

Persistent bad or inappropriate behaviour which contravenes this code of practice will be discussed with parents/guardians and may result in future involvement in activities being refused.

Code of practice for Parents, Guardians and Spectators

The essence of good ethical conduct and practice is summarised below.  This code of practice has been produced to safeguard children and young people and to reduce the risk of adults being accused of improper or unprofessional conduct.  Parents, guardians and spectators should ensure that:

· Provide written consent for the child to attend the activity including emergency contact details, medical conditions, disability information, special dietary or care needs and /or allergies

· Inform the coach/activity leader of any factors that may impact on child’s participation/enjoyment  

· Read the participant’s code of practice and behaviour and discuss this with the child

· Encourage children and young people to learn the rules and stay within them

· Discourage challenging / arguing with officials

· Publicly accept officials judgments
· Help your child to recognise good performance not just results

· Set a good example by recognising good sportsmanship and applauding the performances of all

· Never force your child to take part in sport

· Always ensure your child is dressed appropriately, has the correct kit and has plenty to drink

· Share any concerns or complaints about the coach through the S2S complaints procedure

· Use correct and appropriate language at all times

· Never punish or belittle a child for poor performance or making mistakes

· Where applicable always collect your child promptly at the end of a session and inform the coach if you have arranged for someone else to collect your child 

· Support your child’s involvement and help them to enjoy their sport

Appendix 3: Reporting Procedure






If coaches are concerned that a child will be in danger if they go home following the session, they must contact the Child Protection Co-ordinator (01472 267404), Social Services (via the Call Centre 01469 516016) or the Police (999) immediately (even if the session is still in progress). An Incident and Accident Form must then be completed and provided, as above.

If a child requires urgent medical attention, an ambulance should be called immediately and the concerns reported to the Child Protection Co-ordinator or Call Centre, as above. An Incident and Accident Form must then be completed and provided, as above.























[image: image5.png]







































Immediately call S2S office staff on 01472 267404 to report the concerns.








If S2S office staff are unavailable, immediately contact the Coach Development Manager ‘Garreth Roberts’ - 07912 732 806





Or Coach Co-ordinator 


‘Elliot Hakner’ - 07912 732 807





If Garreth or Elliot are unavailable please contact the numbers on your ‘Z Card’ relating to the area you are coaching.











Immediately call S2S office staff on 01472 267404 to report the concerns.








If S2S office staff are unavailable, immediately contact the


CRB Lead Signatory Christine Fiddler on 07802 746816





Or Project Manager 


Darren Eales on 07590225884





If Christine or Darren are unavailable please contact the numbers on your ‘Z Card’ relating to the area you are coaching.














�Policy needs sending out for endorsement by HSP Group and the 4 LSCBs


�Add in LSCB endorsement?


�Additional definition required for vulnerable adults.


�Policy to be endorsed by all 4 LSCBs via contact Kathy Rowe, who sits on the Humber Safeguarding Group.  Insert content once endorsed to reflect this.


�Are we happy with this as it doesn’t appear on the Z-Card?  Should a number for the police also be included?


�Incident reporting form in appendix.


�Is Safeguarding Children Coordinator a better title?


�Who is the Child Protection Coordinator, or someone to act as the first line of contact in the office?


�Do we need contact numbers for the police in each local authority area?


�Are we happy with this method of reporting?


�Are we happy with this process?


�This process needs to be agreed on.


�Needs to match up with the process outlined on the Z-Card.


�Do we want to follow this or have coaches report direct back to S2S first?


�Do we need references for coaches registering with us for work?


�Our coach application forms need this information on them.


�To be added to the application form if not already on.


�Is this feasible based on the diversity of work we’re involved in and bearing in mind the REC regulations?


�Are we happy implementing all of the above during selection?


�Is this feasible?


�Have we got a structured reference form?


�Is this feasible?


�Add in a short statement about our links with CRB, noting that we will be audited by them annually and that our checks are portable.


�Do we need to exclude from this statement those on placement who will be under supervision at all times or state that they will have a standard CRB check?


�Do we want to note that S2S coaches will present their CRB forms to schools etc or that they are available if requested?


�Is this feasible?


�What are we calling this group?  Title to be inserted here.


�Will this be done by us?


�Are we happy to commit to this?


�Is this feasible for us?


�Do we leave this paragraph in?


�Do we put together a z-card for children and participants?  North Lincs have just done one.


�Check contacts information is up to date.


�Do we need to put one of these together?  The Coach Induction Pack only contains an Accident Report Form.


�These are out for consultation with John Blades at the moment.  They need confirming based on the feedback.


�Taken from the Coach Induction Pack.  May need updating to fall in line with an agreed reporting procedure.


�Do we have one of these available?


�Any additions to the acknowledgements?
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