The NSPCC National Centre Tel: 0808 800 5000

42 Curtain Road help@nspcc.org.uk
London
EC2A 3NH

Childline UK Freepost 1111 Tel: 0800 1111

London N1 0BR

NI Childline 74 Duke Street Tel: 028 90 327773
Londonderry
NSPCC Child Protection in 3 Gilmour Close Tel: 0116 234 7278
Sport Unit Beaumont Leys cpsu@nspcc.org.uk
Leicester
LE4 1EZ
Appendix 1

Volunteer / Staff Job Application Form - GOSFIELD LAKE GOLF CLUB

Position Applied for:

Personal Details

Title: Mr/Mrs/Miss/Dr/Other (please specify)

Full Name:

Any previous surname:

Date and place of birth:

National Insurance Number:

Present Address:

Post Code:

Telephone Numbers:

Email address:
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Current Occupation:

Name and address of Organisation:

Role:

Start Date:

Relevant Experience including any previous experience of working with
children and young people:

Reasons for applying:

References:

Please provide the names and addresses of two people who know you well (one
personal, one professional - current or previous employer, who are not related
to you) whom we can contact to obtain a reference:

Name: Name:
Address: Address:
Telephone Number: Telephone Number:

Data Protection Notification:

Information you have provided in completing this form will be used to process
your application. GOSFIELD LAKE GOLF CLUB will keep the information you
have supplied confidential and will not divulge it to third parties, except where
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required by law, or where we have retained the services of a third party
representative to act on yout/our behalf.

Authorisation:

I have read the Data Protection notification and understand and agree to the
use of my personal data in accordance with the Data Protection Act 2018,
GDPR and all relevant data protection legislation.

Signed: Date:

Declaration:
I confirm that the information I have provided is correct and that any false or
misleading information may lead to the termination of my appointment.

Signed: Date:

Appendix 2

Self-Disclosure Form — GOSFIELD LAKE GOLF CLUB

To be completed at the same time as the application form:
Private and Confidential

For roles involving contact with children (under 18 year olds).

All information will be treated as confidential and managed in accordance with
relevant data protection legislation and guidance. You have a right of access to
information held on you under the Data Protection Act 2018.

Part One

For completion by the organisation:

Name:

Address and
Postcode:
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Telephone/Mobile No:

Date of Birth:

Gender: Male / Female

Identification (tick box below):

I confirm that I have seen identification documents relating to
this person, and I confirm to the best of my ability that these
are accurate.

Either

UK Passport Number and Issuing
Office

UK Driving Licence Number (with
picture)

Plus

National Insurance Card or
current Work Permit Number
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Part Two

NOTE: If the role you have applied for involves frequent or regular contact with
or responsibility for children you will also be required to provide a valid DBS
(Disclosure and Barring Service) certificate which will provide details of criminal
convictions; this may also include a Barring List check depending on the nature
of the role (see organisational guidance about eligibility for DBS checks).

For completion by the individual (named in Part one):

Have you ever been known to any Children’s Services
department as being a risk or potential risk to children?

YES / NO

(if Yes, please provide
further information
below):

Have you been the subject of any disciplinary investigation
and/or sanction by any organisation due to concerns about
your behaviour towards children?

YES / NO

(if Yes, please provide
further information)

Confirmation of Declaration (tick box befow)
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I agree that the information provided here may be processed in connection with
recruitment purposes and I understand that an offer of employment may be
withdrawn or dismissal may result if information is not disclosed by me and
subsequently come to the organisation’s attention.

In accordance with the organisation’s procedures if required I agree to provide a
valid DBS certificate and consent to the organisation clarifying any information
provided on the disclosure with the agencies providing it.

1 agree to inform the organisation within 24 hours if I am subsequently
investigated by any agency or organisation in relation to concerns about my
behaviour towards children or young people.

I understand that the information contained on this form, the resuits of the DBS
check and information supplied by third parties may be supplied by the
organisation to other persons or organisations in circumstances where this is
considered necessary to safeguard other children.

Club Welfare Officer, Sue Bernadine:

I have seen and checked the above responses, if any of the boxes above are
ticked YES, I have referred this form to England Golf Governance Department
for a risk assessment and advice.

Signed: date:
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Appendix 3
Reference form - GOSFIELD LAKE GOLF CLUB

Reference form

(Name)

has expressed an interest in becoming a club member of staff, volunteer /
coach* (*delete as appropriate) and has given your name as a referee.

As this post involves substantial access to children and as an organisation
committed to safeguarding children, it is important that if you have any reason
to be concerned about this applicant that you do not complete the following
form, but please contact me on:

Telephone:
Name:

Organisation:

Any information disclosed in this reference will be treated in confidence and in
accordance with relevant legislation and guidance, and will only be shared with
the person conducting the assessment of a candidate’s suitability for a post, if
he or she is offered the position in question.

« How long have you known the person?
e In what capacity?

« What attributes does this person have which would make him/her suited to
a role working with children?

« How would you describe his/her personality?

Signed:

Date:
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Appendix 4

Gosfield Lake Code of Conduct for staff, coaches & volunteers

o Respect the rights, dignity and worth of every person within the context of
golf

« Treat everyone equally and do not discriminate on the grounds of age,
gender, race, religion or belief, sexual orientation or disability

« If you see any form of discrimination, do not condone it or allow it to go
unchallenged

o Place the well-being and safety of the young person above the development of
performance

» Develop an appropriate working relationship with young people, based on
mutual trust and respect

« Ensure that physical contact is appropriate and necessary and is carried out
within recommended guidelines with the young person’s full consent and
approval

« Always work in an open environment (e.g. avoid private or unobserved
situations and encourage an open environment)

« Do not engage in any form of sexually related contact with a young player.
This is strictly forbidden as is sexual innuendo, flirting or inappropriate
gestures and terms

e You should not have regular contact outside your club role with the juniors
and should not engage in regular communication through text, email or social
network sites

e Know and understand the GOSFIELD LAKE GOLF CLUB Child Safeguarding
Policies and Procedures

« Respect young people’s opinions when making decisions about their

participation in golf
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Inform players and parents of the requirements of golf
Be aware of and report any conflict of interest as soon as it becomes apparent

Display high standards of language, manner, punctuality, preparation and
presentation

Do not smoke, drink or use recreational drugs while actively working with
young people in the club. This reflects a negative image and could
compromise the safety of the young people

Do not give young people alcohol when they are under the care of the club

Hold relevant qualifications and insurance cover. All Staff, Volunteers &
Coaches who work regularly with children must have current DBS clearance,
approved by England Golf Governance Department

Ensure the activities are appropriate for the age, maturity, experience and
ability of the individual

Promote the positive aspects of golf e.g. fair play
Display high standards of behaviour and appearance
Follow Club Procedures & good practice guidelines

Ensure that you attend appropriate training to keep up to date with your role
and the welfare of young people

Report any concerns you may have in relation to a child or the behaviour of
an adult, following reporting procedures laid down by the GOSFIELD LAKE
GOLF CLUB

Signed: Date:

PRINT NAME:

Children and Young People Safeguarding Policy and Procedures - Reviewed & Updated Nov 2020
Page 26 of 71




Appendix 5

Gosfield Lake Code of Conduct for Young Golfers

As a young golfer taking part in a GOSFIELD LAKE GOLF CLUB activity, you
should:

e Help create and maintain an environment free of fear and harassment

e Demonstrate fair play and apply golf's standards both on and off the course
e Understand that you have the right to be treated as an individual

e Respect the advice that you receive

o Treat others as you would wish to be treated yourself

¢ Respect other people and their differences

¢ Look out for yourself and for the welfare of others

e Speak out (to your parents or a club representative) if you consider that you
or others have been poorly treated

e Be organised and on time

s Tell someone in authority if you are leaving the venue

o Accept that these guidelines are in place for the well-being of all concerned

¢ Treat organisers and coaches with respect

» Observe instructions or restrictions requested by the adults looking after you
You should not take part in any irresponsible, abusive, inappropriate or illegal
behaviour which includes:

¢ Smoking

« Using foul language
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« Publicly using critical or disrespectful descriptions of others either in person or
through text, email or social network sites

« Consuming alcohol, illegal performance-enhancing drugs or stimulants

Child Signature Print Name

Parent/Carer Signature Print Name
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Appendix 6

Gosfield Lake GC Code of Conduct for Parents/Carers of Young Golfers

As parents you are expected to:

L ]

Positively reinforce your child and show an interest in their chosen activity

Do not place your child under pressure or push them in to activities they do
not want to do

Be realistic and supportive
Promote your child’s participation in playing sport for fun

Complete and return the Player Profile Form and Consents pertaining to your
child’s participation in activities at GOSFIELD LAKE GOLF CLUB

Report and update GOSFIELD LAKE GOLF CLUB with any changes relevant to
your child’s health and wellbeing

Deliver and collect your child punctually before and after coaching
sessions/competitions

Ensure your child has clothing and kit appropriate to the weather conditions
Ensure you child has appropriate equipment, plus adequate food and drink
Ensure that you child understands the rules of Golf

Teach your child that they can only do their best

Ensure that your child understands their Code of Conduct

Behave responsibly at GOSFIELD LAKE GOLF CLUB and on the golf course; do
not embarrass your child

Show appreciation and support the coaches, volunteers and staff at GOSFIELD
LAKE GOLF CLUB
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« Accept the decision and judgement of the officials during events and
competition

As a parents/carer you have the right to:

e Be assured that your child is safeguarded during their participation in the
sport

e Be informed of problems or concerns relating to your child

e Be informed if your child is injured

« Have consent sought for issues such as trips and photography
« Contribute to the decisions of the club

« Have any concerns about any aspect of your child’s welfare listened to and
responded to

Any breaches of this code of conduct will be dealt with immediately by
.................................. at GOSFIELD LAKE GOLF CLUB. Persistent concerns or
breaches may result in you being asked not to attend games if your attendance
is considered detrimental to the welfare of young participants.

The ultimate action should a parent/carer continue to breach the code of conduct
may be the GOSFIELD LAKE GOLF CLUB regrettably asking your child to leave
the session, event or club.

Signed: Date:

PRINT NAME:
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Appendix 7

Gosfield Lake Golf Club - Managing Challenging Behaviour

Staff/volunteers who deliver sports activities to children may, on occasions, be
required to deal with a child’s challenging behaviour.

These guidelines aim to promote good practice and are based on the following
principles:

The welfare of the child is the paramount consideration.

Children must never be subject to any form of treatment that is harmful,
abusive, humiliating or degrading.

The specific needs a child may have (e.g. communication, behaviour
management, comprehension and so on) should be discussed with their
parent/carer and where appropriate the child, before activities start. Where
appropriate it may be helpful to record the details of any agreed plan or
approach and provide copies to all parties.

Every child should be supported to participate. Consideration to exclude a
child from activities should apply only as a last resort and after all efforts to
address any challenge have been exhausted, in exceptional circumstances
where the safety of that child or of other children cannot be maintained.

Planning Activities

Planning for activities should include consideration of whether any child involved
may need additional support or supervision to participate safely. This should

address:

Assessment of additional risk associated with the child’s behaviour

Appropriate supervision ratios and whether numbers of adults should be
increased

Information sharing for all/volunteers on managing any challenging behaviour
to ensure a consistent approach
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« Specialist expertise or support that may be needed from carers ot outside
agencies. This is particularly relevant where it is identified that a child may
need a level of physical intervention to participate safely {see below).

Agreeing Acceptable and Unacceptable Behaviours

Staff, volunteers, children, young people and parents/carers should be involved
in developing an agreement about:

« what constitutes acceptable and unacceptable behaviour (code of conduct)

« the range of sanctions which may be applied in response to unacceptable
behaviour.

This can be done at the start of the season, in advance of a trip away from home
or as part of a welcome session at a residential camp. It should involve the
views of children and young people to encourage better buy in and
understanding.

Where challenges are anticipated in light, for example of a child’s impairment or
other medical condition, a clear plan/agreement should be established and
written down.

Ensure that parents/carers understand the expectations on their children and
ask them to reinforce this ahead of any trip or activity.

Managing Challenging Behaviour

In responding to challenging behaviour the response should always be:
e Proportionate to the actions you are managing.

e Imposed as soon as is practicable.

¢ Fully explained to the child and their parents/carers.

In dealing with children who display negative or challenging behaviours, staff
and volunteers might consider the following options:

« Time out - from the activity, group or individual work.
« Reparation - the act or process of making amends.
s Restitution - the act of giving something back.
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Behavioural reinforcement - rewards for good behaviour, consequences for
negative behaviour.

De-escalation of the situation - talking with the child and distracting them
from chalienging behaviour.

Increased supervision by staff/volunteers.

Use of individual ‘contracts’ or agreements for the child’s future or continued
participation.

Sanctions or consequences e.g. missing an outing or match

Seeking additional/specialist support through working in partnership with
other agencies.

Temporary or permanent exclusion.

The following should never be permitted as a means of managing a child’s
behaviour:

L ]

Physical punishment or the threat of such.
Refusal to speak to or interact with the child.

Being deprived of food, water, access to changing facilities or toilets or other
essential facilities.

Verbal intimidation, ridicule or humiliation.

Staff/volunteers should consider the risks associated with employing physical
intervention compared with the risks of not employing physical intervention.

The use of physical intervention should always:

L]

Be avoided uniess it is absolutely necessary to prevent a child injuring
themselves or others, or causing serious damage to property.

Aim to achieve an outcome that is in the best interests of the child whose
behaviour is of immediate concern.

Form part of a broader approach to the management of challenging
behaviour.
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« Be the result of conscious decision-making and not a reaction to an adult’s
frustration.

e Employ the minimum force needed to avert injury to a person or serious
damage to property - applied for the shortest period of time.

» Used only after all other strategies have been exhausted.

« Be recorded as soon as possible using the appropriate organisational reporting
form and procedure.

Parents should always be informed following an incident where a
coach/volunteer has had to physically intervene with their particular child.

Physical intervention must not:
+ Involve contact with buttocks, genitals and breasts.
+ Be used as a form of punishment.

» Involve inflicting pain.

Views of the child

A timely de-brief for staff/volunteers, the child and parents should always take
place in a calm environment following an incident where physical intervention
has been used. Even children who haven't directly been involved in the situation
may need to talk about what they have witnhessed.

There should also be a discussion with the child and parents about the child’s
needs and continued safe participation in the group or activity.
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Appendix 8

Incident Report Form - GOSFIELD LAKE GOLF CLUB

Recorder's Name:

Address:

Post Code: Telephone No:
Child’s Name:

Address:

Post Code: Telephone No:

Complainant’s Name:

Address:

Post Code: Telephone No:

Details of the allegations: [include: date; time; location; and nature of the incident]
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Additional information: [include: witnesses; corroborative statements; etc. ]

England Golf Governance department notified (01526 351824)

Case Number (if aliocated):

Name of person spoken to:

Date: Time:

Action taken:

Date: Time:

Signature of Recorder:

Signature of Complainant:
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Data protection:

GOSFIELD LAKE GOLF CLUB and England Golf Governance Department may use the
information in this form (together with other information they obtain as a result of
any investigation) to investigate the alleged incident and to take whatever action is
deemed appropriate, in accordance with their Children and Young People
Safeguarding Policy and Procedures.

Strict confidentiality will be maintained and information will only be shared on a
“need to know” basis in the interests of safeguarding and in accordance with the
company’s data protection policy. This may involve disclosing certain information to
a number of organisations and individuals including relevant clubs and County
bodies, individuals that are the subject of an investigation and/or Statutory agencies
such as the Police and Children’s Social Care.
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Appendix 9

Accident Report Form — GOSFIELD LAKE GOLF CLUB

Recorder’'s Name:

Address:

Post Code: Telephone No:

Name of Injured Person [s]:

Address:

Post Code: Telephone No:

Nature of Injury Sustained:

Where did the Accident occur: [include: date; time; location; and nature of the
accident]

How did the Accident occur: [include: names; telephone numbers; etc.]

Were there any witnesses to the Accident: [include: names; statements, etc.]
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What action was taken: [include: treatment administered, by whom, etc.]

Were any other Agencies involved?: [e.g. Ambulance service]

Have the Parents / Carers been contacted? YES NO [Please circle.]

Does the accident need to be referred to England Golf Governance Dept? YES NO

Date: Time:

Signature of Recorder:

Data protection:

GOSFIELD LAKE GOLF CLUB and England Golf Governance Department may use the
information in this form (together with other information they obtain as a result of
any investigation) to investigate the alleged incident and to take whatever action is
deemed appropriate, in accordance with their Children and Young People
Safeguarding Policy and Procedures.

Strict confidentiality will be maintained and information will only be shared on a
“need to know"” basis in the interests of safeguarding and in accordance with the
company’s data protection policy. This may involve disclosing certain information to
a number of organisations and individuals including relevant clubs and County
bodies, individuals that are the subject of an investigation and/or Statutory agencies
such as the Police and Children’s Social Care.
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Appendix 10
Junior Profile and Parental Consent Forms - GOSFIELD LAKE GOLF CLUB

Player profiles forms enable those responsible for children to have the
information they need to deal effectively with any emergency situation that
arises.

Although information obtained on these forms must be treated as confidential
(and only given to those who need it to fulfil a duty of care for the child), it is
also critically important this information is readily to hand at sessions and
matches.

Clubs should devise their own workable system that achieves both objectives. A
player profile form template is attached below for clubs to use should they wish:

Player Profile Form Template GOSFIELD LAKE GOLF CLUB
(For Players Under the age of 18)

The safety and welfare of juniors in our care is paramount, and it is therefore
important that we are aware of any illness, medical condition and other relevant
health details so that their best interests are addressed.

In compliance with the Data Protection Act 2018, GDPR and all relevant data
protection legislation, all efforts will be made to ensure that information is
accurate, kept up to date and secure and that it is used only in connection with
the purpose and activities of the organisation. Information will not be kept once
a person is no longer a member of the organisation. The information will be
disclosed only to those members of the organisation for whom it is appropriate
and relevant officers of England Golf where necessary.

It is the responsibility of the junior and their parent to notify the Club Welfare
Officer (CWO) or Secretary if any of the details change at any time.

Junior Name

Date of Birth

Address

Telephone Number
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Parents’ Names

Address (If different)

Home Telephone No

Mobile Telephone No

Work Telephone No

Emergency Contacts

Contact 1 Name

Relationship to child

Home Telephone Number

Mobile Telephone Number

Work Telephone Number

Contact 2 Name

Relationship to child

Home Telephone Number

Mobile Telephone Number

Work Telephone Number

Please confirm details of all
those with Parental
Responsibility for the Child.
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Medical Information

Child’'s Doctor’'s name

Doctor’s Surgery Address

Telephone Number

Does your child experience any conditions requiring medical treatment and/or
medication? YES o NO o

*If yes please give details, including medication, dose and frequency.

Does your child have any allergies? YES n NO o

*If yes please give details.

Does your child have any specific dietary requirements? YES o NO o

*If yes please give details.

What additional needs, if any, does your child have e.g. needs help to administer
planned medication, assistance with lifting or access, regular snacks?
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Disability

The Equality Act 2010 defines a disabled person as ‘anyone with a physical or
mental impairment, which has a substantial and long term adverse effect on his
or her ability to carry out normal day to day activities'.

Do you consider your child to have a disability? YES o NO o

*If yes what is the nature of the disability?

Does your child have any communication needs e.g. non-Engiish speaker/
hearing impairment/ sign language user/ dyslexia? If yes, please tell us what we
need to do to enable him/her them to communicate with us fully.

Consent from Parent/Legal Carer:

¢ I confirm to the best of my knowledge that my child does not suffer from any I:]
medical condition other than those detailed above.

« I agree to notify the Club of any changes to this information. D

+ 1give my consent that in an emergency situation, the club may act in my
place (loco parentis), if the need arises for the administration of emergency
first aid and/or other medical treatment which, in the opinion of a qualified
medical practitioner, may be necessary. I also understand that in such an
occurrence all reasonable steps will be taken to contact me or the alternative
adult named in this form.

« The attached signature will denote that my child has my permission to be on D
the golf club’s premises.

« I acknowledge that the club is not responsible for providing adult supervision
for my child, except for formal junior golfing coaching, matches or D
competition.
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o I agree to my child being transported by club representatives to and from D
venues when he/she is representing the club.

(Please tick the boxes if agreed)

By signing this document I confirm that I have legal responsibility for

............................................................... ; T am entitled to give this consent and I am
aware of how the information I have provided may be used.

Signed - Parent/Carer

Print name

Date
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