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Child Safeguarding and Protection Policy 
and Protection Policy Template
 
For ICPF child safeguarding and protection purposes, a child is a person under the age of 18, regardless of what a particular country’s law may state. All staff and volunteers are expected to uphold the Child Safeguarding Policy and Code of Conduct as applicable to everyone under 18 and to handle any concerns about someone under 18 as a child protection concern, following the ICPF child protection procedures. 

· Our objective is to provide a safe, enjoyable and inclusive environment for all our players, staff and volunteers.  

· We are committed to working in accordance with statutory responsibilities, local Government guidance and comply with the best practice and requirements set by the International Club Philanthropy Foundation (ICPF) and our own National Tennis Association.

· We aim to ensure that regardless of age, gender, religion or beliefs, ethnicity, disability, sexual orientation or socio-economic background, all children at risk have a positive and enjoyable tennis experience. 

This policy outlines our commitment to safeguarding and protecting all children and young people at risk from abuse whilst participating in our programme. All children have the right to protection, and the welfare of the children is always of the upmost importance to us. 

This policy must be read in conjunction with the ICPF Code of Conduct (which must be signed by all staff and volunteers in the programme) and the ICPF Guidance on Child Safeguarding & Protection. All volunteers/coaches must sign the ICPF Child Protection Self Declaration Form prior to commencement of work and renew every 2 years thereafter (copies to be sent to the ICPF Safeguarding Lead after signature). 

All named documents can be found on the IC Council website in the Philanthropy Foundation section, under Downloads.

Name of IC Club: (please insert)
Name and Location of Programme: (please insert)
1. The Difference Between Safeguarding and Protection
i. Safeguarding
Is about being proactive, raising awareness and putting preventative measures in place.
To help safeguard the children in our programme, we:
· Work in accordance with this Safeguarding Policy. 
· Work in accordance with the ICPF Guidance on Child Protection.
· Work in accordance with the local Governmental Child Protection Policy and Guidelines.
· Follow the local National Tennis Association’s policy of safety and fair play, where applicable.
· Have a clear and transparent complaints procedure. 
· Promote an inclusive and positive ethos.
· Ensure all children in the programme are adequately supervised whilst taking part in the programme.



· Ensure all staff and volunteers have read, signed and operate in accordance our Code of Conduct (see separate form). 

ii. Protection
Is when abuse (verbal or physical), neglect or harm has happened or is likely to happen to a child.
      When a child or young person needs protecting in our programme, we:
· Follow a clear process for sharing and reporting concerns.
· Have a designated person involved in the programme to whom any concerns are initially raised (Programme Welfare Officer – see below).
· Speak with Local Authority Social Care services, police and other agencies.
· Ensure all our staff and volunteers are suitably protected whilst a statutory investigation is on-going.
· Treat matters confidentially, unless if by not sharing information people could be put at risk of harm.

2. Child Welfare
Programme Welfare Officer 
(someone other than the Programme Organiser)

Name: (please insert)

Contact number: (please insert)
Email address: (please insert)
Times available in venue: (delete if not applicable) (please insert)
Background: (please insert) has been a staff member/volunteer in our programme for (please insert) months/years. They took on the role of Programme Welfare Officer in (please insert)

It is (please insert) job to make sure that all children at risk under the age of 18 are safe when taking part in our programme. You can speak to (please insert) if you are concerned or unhappy about something. 

** PLEASE ENSURE A NOTICE WITH THE ABOVE INFORMATION IS DISPLAYED AT THE COACHING VENUE. A template can be found on the IC Council website in the Philanthropy section, under Downloads.
3. [bookmark: _Safe_recruitment]Safe Recruitment
When recruiting people (paid or voluntary) to work at in our programme, we work in accordance with the process outlined below:

	    
Advertise the position, ensuring that the required competencies, responsibilities and qualifications are clearly outlined
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	Shortlist the most suitable applications
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	Obtain at least two references, with one ideally from the most recent employer
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	Interview the shortlisted candidates

	
	   [image: C:\Users\Jane\AppData\Local\Microsoft\Windows\INetCache\IE\4RA23FAK\MC900442160[1].png]
[image: C:\Users\Jane\AppData\Local\Microsoft\Windows\INetCache\IE\3NE7LABH\MC900442157[1].png][image: C:\Users\Jane\AppData\Local\Microsoft\Windows\INetCache\IE\DSU31KUN\MC900442158[1].png]

	

	

Candidate is not a tennis coach
Make a provisional offer of employment subject
to a suitable database check
for any previous criminal records
	
	

Candidate is a tennis coach

Make a provisional offer of employment subject to that coach holding valid coach accreditation and a clear database check




We also ensure that anyone who works unsupervised with children undergoes a database check. 
All database checks to be updated every three years.
 
I. [bookmark: _Anti-Bullying]Anti-bullying
· Sometimes bullying can happen in a tennis environment. Any child or young person can be subject to the abuse or be a bully. 
· In our programme, bullying is not acceptable. We take any concerns or reports about bullying extremely seriously.
· If bullying does occur, you should contact our Welfare Officer or use the complaints and feedback process to report your concerns as soon as possible.
· We will support those who have been subject to bullying and seek to address the issue sensitively and quickly. In some situations, we may take disciplinary action against any person found to be a bully.

ii.  (
Referred back to the Club / Tennis Venue to deal with, with the support of the Safeguarding Team
)Responding to concerns about a child or young person at risk
Advice or Referral to Children / Adult Services and / or Police or other LTA Team

· Any concerns about a child or young person at risk should be raised with the Programme Welfare Officer as soon as possible.  
· If there is a concern about the safety of a child or young person at risk, the Welfare Officer will contact the Police or Social Care immediately. 
· If a child or young person at risk makes a disclosure of abuse, we cannot maintain confidentiality and will inform the child or young person at risk that we need to speak to the Welfare Officer to help keep them safe.
· We will always try to inform the parents and carers about the concern, unless we believe it will put the child or young person at risk or another person at risk. 

Please note the following process for sharing concerns:














	If you are concerned about a safeguarding issue for a child at risk (try to gain consent)
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Life threatening risk – call the Police immediately
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	Speak to the Programme Welfare Officer immediately
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	The Welfare Officer seeks advice or makes referral to the relevant authorities and/or Police
Or
Refers back to the programme staff and volunteers to deal with

	
	
	
	
	



4. Responding to concerns about someone who works with children and young people in the programme. 
When someone is concerned that a person who works in the programme has abused their 'position   of trust' and/or harmed a child or young person at risk, they should speak to the Welfare Officer immediately. 

If the allegation indicates that person has: 
i. behaved in a way that has, or may have, harmed a child; 
ii. possibly committed a criminal offence against or in relation to a child; or 
iii. behaved in a way that indicates s/he is unsuitable to work with children,
our Welfare Officer will contact the relevant national authorities immediately. 

Guidance on how to manage these types of allegations is given below:

	An allegation is made against an individual working with children and young people in your programme
	
	An individual has been found in possession of indecent images of children
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	Matter reported to the Welfare Officer
	
	Matter reported to the Welfare Officer who  reports to the Police immediately
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	Individual is suspended from the programme until further notice and whilst the allegations are investigated
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	Investigation concluded by Police and/or Social Care
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Individual is dismissed
	
	
Individual continues with employment


[bookmark: _Complaints_and_Feedback]
5. [bookmark: _Complaints_and_Feedback_1]Complaints and Feedback
In our programme we strive to go the extra mile so that we deliver our services right, efficiently and to a high standard always.

When dealing with complaints, we follow these four values:

i. Right to Complain
You have the right to complain, and complaints are taken very seriously. You will never be bullied, harassed or disadvantaged for making a complaint. 

ii. Equality
You will receive a response to your complaint regardless of your age, gender, disability, race, religion, nationality, social status, or sexual orientation. 

iii. Fairness
All complaints will be dealt with fairly and openly. 

iv. Safeguarding
All complaints will be treated as confidential and only discussed with those involved in the investigation and decision making process. If your complaint involves a situation where other people may be at risk or a crime has been detected, confidentiality cannot be guaranteed.

6. Making a Complaint
Often, issues can be resolved through mediation and talking, so in the first instance we encourage people to talk to our Welfare Officer.  
If, however, you would like to proceed with a complaint, you should report the matter in writing to our Welfare Officer. 

Your report should include: 
· details of what occurred, including any times and locations;
· details of any witnesses and/or their statements; 
· details of any former complaints made about the incident, including the date and to whom the complaints were made; and 
· what your desired outcome is.

Unfortunately, we cannot deal with anonymous complaints.  This is because we operate in a fair and transparent manner and we need to know where the complaint has come from in order to make things better. 
[bookmark: _Definitions_of_Abuse]
7. Definitions of Abuse

Children
 Sexual
i. Forcing or enticing a child or young person to take part in sexual activities, not necessarily involving a high level of violence, whether or not the child is aware of what is happening. 
ii. May involve physical contact, including assault by penetration (for example, rape or oral sex) or non-penetrative acts such as masturbation, kissing, rubbing and touching outside of clothing. 
iii. Non-contact activities, such as involving children in looking at, or in the production of, sexual images, watching sexual activities, encouraging children to behave in sexually inappropriate ways, or grooming a child in preparation for abuse (including via the internet)
Physical
i. A form of abuse which may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating or otherwise causing physical harm to a child. 	
ii. May also include a parent or carer fabricating an illness or deliberately inducing an illness


Emotional
i. Persistent emotional maltreatment of a child which may cause severe and persistent adverse effects on the child’s emotional development.	
ii. May involve conveying to a child that they are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another person. 
iii. May include not giving the child opportunities to express their views, deliberately silencing them or ‘making fun’ of what they say or how they communicate. 
iv. May feature age or developmentally inappropriate expectations being imposed on children. These may include interactions that are beyond a child’s developmental capability, as well as overprotection and limitation of exploration and learning, or preventing the child participating in normal social interaction.
v. May include serious bullying and cyber bullying as well as seeing the ill-treatment of another, causing children frequently to feel frightened or in danger, or the exploitation or corruption of children. 
vi. Some level of emotional abuse is involved in all types of maltreatment of a child, though it may occur alone. 
Neglect
i. Persistent failure to meet a child’s basic physical and/or psychological needs which is likely to result in serious impairment of the child’s health or development. 
ii. Neglect may occur during pregnancy because of maternal substance abuse. 
iii. Once a child is born, neglect may involve a parent or carer failing to: 
provide adequate food, clothing and shelter (including exclusion from home or abandonment);
protect a child from physical and emotional harm or danger; ensure adequate supervision (including the use of inadequate care-givers); ensure access to appropriate medical care or treatment. 
iv. May also include neglect of, or unresponsiveness to, a child’s basic emotional needs. 

[bookmark: _Safeguarding_Concern_Form]Below is a Reporting Form which should be printed out and kept ready for any concerns which may be raised.




	SAFEGUARDING CONCERN FORM





Please use BLACK ink only
Please complete within 24 hours and send to the Welfare Officer within 48 hours

For ICPF child protection purposes, a child is a person under the age of 18, regardless of what a particular country’s law may state. 

For clarification purposes, the term “safeguarding” means being proactive, raising awareness and putting preventative measures in place. The need for protection is when abuse, neglect or harm has happened or is likely to happen. 

	Date of concern:
	
	Date form created:
	

	Details of person who is raising the concern (they should complete this section of the form)

	Name
	

	Role in Club
	

	Telephone
	

	Email
	

	Who are you concerned about?

	This concern relates to:
(please tick all that apply)
	Child (U18)
	

	
	Coach
	

	
	Official
	

	
	Volunteer
	

	
	Parent
	

	
	Other 

	 Please State:

	Name of person you are concerned about:
	

	Date of Birth
	

	Address
	

	Contact Details
	

	Parents or carers names and contact details if applicable
	

	Confidentiality
(If the allegation is against a member of staff or volunteer that person should not be informed of the concern until advice has been sought from the Welfare Officer)



	Have the parents / carers at risk been informed of the concern
	  Yes 

  No  

	If not, please state why:
(If you feel that informing the parents or carers about the concern will put the child or yourself at risk, you should not inform the parent or carer but need to document here why you feel it will put them at risk)

	

	What date and time was the parents/carers of child at risk informed of the concerns?
	                       (DD/MM/YYYY)
                                   (Hr/Mins)

	Parent / carer of child at risk response:
	




	Have the parents / carers given consent to share the information
	  Yes 

  No  

	Details of the parent / carer of the child at risk

	Name(s)
	


	Address
	

	Telephone
	


	Email
	

	Your concerns

	Facts:
(please state facts i.e. the child at risk had a bruise on their right hand)

	





	Opinions:
(please state what is your opinion of the concern i.e. I believe in my position as a tennis coach that the child at risk is being pushed beyond their ability which is causing injuries such as..)

	






	Hearsay
(please state what has been said by others or overheard i.e. you overhear the child talking to their friend saying they are scared)

	








	Actions

	What did you do about your concern?
	




	Who have you informed about your concern?
	 Welfare Officer
 Police
 Other (please state):

	Programme Welfare Officer

	Date / Time you received concern:
	
	Who raised the concern and what is their role in the club?
	

	Who have you informed about your concern:
	 Police
 Children’s Services
 Local Authority Designated Officer
 Other (please state):

	What date did you contact?
	
	Who did you speak to?
	

	What was their role?
	
	What advice were you given?
	

	What actions (if any) have you taken?
	













Body Map
Record any physical injuries or marks you notice on the body map. Place a mark where the injury is and then a line out to written text describing the nature of the injury.
Care should be given to state:
· specific location, e.g. right elbow
· description of the injury, e.g. colour of bruise, bleeding, scabbing etc.
· approximate size of the injury by relating to objects of a standardised size, such as British coins
· sign your name and date injury recorded.
Example: Open wound above right eyebrow which was bleeding. Approximately the size of a 10p coin. John Doe, 01/01/2026.
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  For any questions relating to this form, please contact Jane Hannon,
     Secretary of ICPF jane.hannon@icphilanthropy.com.
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