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Staffordshire & Stoke-on-Trent County School Games
 Event Welfare Manual
2023
1.0 Preface and Policy Statement

Together Active (TA) and its partners have a duty of care to safeguard all children involved in the County School Games from harm. TA and its partners will ensure the safety and welfare of all children involved in the County School Games through adherence to the safeguarding guidelines in this welfare manual. This welfare manual is mandatory for all staff, paid and voluntary, working at the County School Games.
The aim of this welfare manual is to ensure: 

· roles and responsibilities in relation to event welfare and duty of care are made clear and are understood by all partners

· there are robust structures in place to deal with any welfare incidents or concerns

· unsuitable people are prevented from working or being involved in the County School Games

· good practice guidelines and codes of conduct are communicated and understood by all staff

A child is defined as any person under the age of 18 (The Children Act 1989)

Communication and distribution of the Event Welfare Manual
This policy has been distributed to:

· TA team 
· Sport Coordinators

This policy is available to view on the TA website and the following will be directed to view the document before arriving at the event:

· All participating schools 
· Event volunteers
· Young Leaders
The distribution of the event welfare manual will be supported by a welfare briefing for volunteers, core team members and other event staff. 

2.0 Event Welfare Staff Structure 

The following staff will be in place with specific responsibilities to ensure that event welfare procedures are being applied:



Event Manager and Welfare Manager
Camilla Denham-White
Mobile: 07772223059

Email: camilladenham-white@togetheractive.org

In addition to the above, at the County School Games Summer Festival there might be:
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Carly Jones
Welfare Manager

Mobile: 07814131074
Email: carlyjones@togetheractive.org
Any incidents or concerns relating to child welfare must be communicated to one of the above members of the event team. All event staff with welfare responsibilities will have completed basic awareness safeguarding training.

3.0 Pre-event Screening for Staff and Volunteers
All schools and Sport Coordinators must undertake appropriate pre-recruitment checks for adults/young volunteers that will be volunteering or working at the County School Games. Outlined below is guidance on pre-recruitment checks in line with TA’S child protection policy.
3.1 Schools 
It is the responsibility of each school to carry out appropriate pre-recruitment checks of all adults/young volunteers attending the event on behalf of that school, whether in a paid or voluntary capacity.  These checks should be in line with the school’s or Local Authority’s procedures. As a minimum this must meet the legal requirement for screening adults working in regulated activity as defined in the 2012 Protection of Freedoms Act.
3.2 Together Active 
All TA staff working at the County School Games will have completed pre-recruitment checks in line with TA’s procedures.

All adults/young volunteers that do not fall under the responsibility of the school or sport coordinator will be required to complete a self-declaration form in line with TA’s policies and procedures.
3.3 – Sports Coordinators 
All Sport Coordinators will be asked to complete a self-declaration form and submit this to TA.  

It is the responsibility of each Sports Coordinator to ensure that the other adults/young volunteers (paid or voluntary) that are helping to run their event are appropriately screened.  As a minimum, this should include completing a self-declaration form.

All Sports Coordinators must submit a pre-event screening form for all staff attending the County School Games. A copy of this form can be found in Appendix 7
4.0 Duty of Care and Participant Registration

The duty of care for the participants will remain with the school sending them at all times except when on the playing field when they will come under the control of the sport coordinator/referee/umpire/officiating officer. It is the school’s responsibility to obtain consent for participants to take part in the County School Games. 

Schools will not be asked to submit individual participant registration forms but must:


· Confirm that they have consent for all their participants to take part in the County School Games.

· Bring a register to the event that includes as a minimum the child’s name, emergency contact details and any relevant medical information. Schools are advised to bring a spare copy of the register to give to another member of staff in the event of a member of staff having to accompany a child to hospital or other off-site location.
· Inform the sport coordinator of any relevant medical information for an individual pupil prior to the event starting.

· Confirm that they understand the following: 

-Photos and or video footage of children may be used across a range of platforms. This includes but is not limited to the Together Active (TA) website, Staffordshire School Games Twitter account, TA Social Media (Twitter/Facebook), TA promotional material & local press publications.

-Photos and or video footage of children may be used by other third parties involved in the Staffordshire and Stoke-on-Trent School Games for general marketing and promotion purposes (e.g. Contractors, Sport Coordinators etc.)
-The school will need to ask for photo consent from a parent/guardian for children to appear in photographs/videos at the Staffordshire and Stoke-on-Trent School Games event. Parents have the option to choose for their children not to be featured in photos and have the right to withdraw consent previously given at any time.
-When asking parents/guardians for photograph/video consent, the school confirms that they will make clear to parents/guardians the ways in which photographs/videos may be used as outlined above.
· Confirm that every child has been given a registration wrist band that reflects their photo consent status (see section 5.1 for further information about photo consent process). 

· Ensure at least two responsible adults (age 18+) representing the school are present at all times to accompany the children

All schools will be asked for the above as part of the registration process and will be sent this information prior to the County School Games event.

If any school is unable to do this the schools representative will be asked to sign a disclaimer. 
5.0 Use of photographic/filming equipment at County School Games

It is essential that meaningful safeguards are put in place when children are featured in any form of media (including the internet).  

There is evidence that some people have used sporting events as an opportunity to take inappropriate photographs or film footage of young and disabled sports people in vulnerable positions.  In addition photographic images may be misused through modification or distribution via the internet.

To help mitigate against these risks TA and it partners will have in place the following safeguards:

1. Parental consent is gained for use of photography and filming of the event 

2. Children are only named in any media related to the County School Games where it is integral to the article. Where children are named details about where they live or go to school are not given.
3. Children are not named on the TA website or partner websites 

4. We ask that you only take photographs of your own pupils and that your photographs do not feature pupils from any other schools. We ask you not to place any recordings or images in the public domain unless they are in line with your own safeguarding policies and procedures. This is also communicated at the start of each event to participants and spectators. 
5.1 Photo / filming consent for participants
Photo Registration

As part of the registration process schools must confirm that they understand the following:

· Photos and or video footage of children may be used across a range of platforms. This includes but is not limited to the Together Active (TA) website, Staffordshire School Games Twitter account, TA Social Media (Twitter/Facebook), TA promotional material & local press publications.
· Photos and or video footage of children may be used by other third parties involved in the Staffordshire and Stoke-on-Trent School Games for general marketing and promotion purposes (e.g. Contractors, Sport Coordinators etc.)
· The school will need to ask for photo consent from a parent/guardian for children to appear in photographs/videos at the Staffordshire and Stoke-on-Trent School Games event.
· When asking parents/guardians for photograph/video consent, the school confirms that they will make clear to parents/guardians the ways in which photographs/videos may be used as outlined above.
Whatever photo consent process schools use it must give parents and guardians the option to grant or refuse permission for photos / videos to be taken of their child and be used by but not limited to TA and other third parties involved in the Staffordshire and Stoke-on-Trent School Games for general marketing and promotion purposes. Parents have the right to withdraw consent previously given at any time. All registered participants will be given a coloured wristband which must be worn at all times during the event.  Any child that has not been granted photo consent will be given ORANGE wristbands.
We ask that you only take photographs of your own pupils and that your photographs do not feature pupils from any other schools. We ask you not to place any recordings or images in the public domain unless they are in line with your own safeguarding policies and procedures. Guidelines on photography at the Staffordshire and Stoke-on-Trent School Games Summer Festival can be found in the Welfare Manual or online.

5.2 Media Guidelines 
There will not be an official photographer at the event. However, there will be a media team who are young volunteers from a local high school. The media team have received training and 
· You will be able to identify a member of the media team as their t shirt will say ‘Media’

· TA has provided training for the media team and has provided a clear brief about what is considered appropriate in terms of their behaviour and the content of the photography  
· Photos taken by the media team will be given to TA and not taken away from the event.

6.0 First Aid 

County School Games Summer Festival Thursday 22nd June 2023 at Keele University
There will be specialist first aid cover at the County School Games Summer Festival. This will be in a visible, easily accessible position and will be marked on the site map (included in the event programme). 
The nearest hospital at the event is:
Royal Stoke University Hospital, Newcastle Road, Stoke-on-Trent, Staffordshire, ST4 6QG
The nearest urgent care centre is:
Haywood Hospital, High Ln, Burslem, Stoke-on-Trent ST6 7AG
Schools are advised to keep a record of all first aid incidents. Event first aid staff must complete accident report forms for all young people and adults they treat.
Any Other County School Games Events NOT held on the 22nd June 2023 at Keele University
Schools are responsible for their own First Aid.
7.0 Dealing with suspicions or allegations of abuse and poor practice

It is not the responsibility of adults involved in the County School Games to decide whether or not child abuse has taken place. However, there is a responsibility to act on any concerns by reporting these to the appropriate officer or the appropriate authorities.
Any concerns about a child’s welfare must be referred to the County School Games Event Manager and a Reporting Child Protection Concerns Form (see Appendix 7) must be completed by the person reporting the concern. Copies of this form can be found at the back of this welfare manual. 
The following points (7.1-7.4) will be actioned by TA if there are concerns:
7.1 Concerns about poor practice:

If, following consideration, the allegation is clearly about poor practice and relates to a volunteer or member of staff employed by TA it will be dealt with as a misconduct issue. If the issue relates to an NGB or school staff member the County School Games Event Manager will refer it to the relevant child welfare contact within that school or NGB. In all incidents a Reporting Child Protection Concerns Form (see Appendix 4) must be completed.  

7.2 Concerns about suspected abuse or allegations of abuse
It is important that any concerns for the welfare of the child, arising from abuse or harassment by a member of staff or volunteer, should be reported immediately to the County School Games Event Manager

An abuse is when a person who works with children has:

· Behaved in a way that has harmed or may have harmed a child

· Possibly committed a criminal offence against or related to a child

· Behaved towards a child or children in way that indicates s/he is unsuitable to work with children

In the event of an allegation being reported the following action will be taken:
· The County School Games Event Manager will take such steps as considered necessary to ensure the safety of the child in question and any other child who may be at risk. 

· A Reporting Child Protection Concerns Form (see Appendix 4) will be completed by the County School Games Event Manager and the adult that reported the suspected abuse

· The County School Games Event Manager will refer the allegation to the Local Authority Designated Officer (LADO) within the social care department where the person lives, who may involve the police. 

· The parents or carers of the child will be contacted as soon as possible following advice from the social care department. 

· The County School Games Event Welfare Manager will also notify the relevant National Governing Body Child Protection Officer if appropriate.

7.3 Concerns about bullying or allegations about bullying

Volunteers and event staff should report any bullying to the team managers of the children involved.  Most 'low level' incidents will be dealt with at the time by coaches, team managers or officials. Additional guidance on how to deal with bullying can be found in Appendix 1 of this welfare manual. However, if the bullying is severe (e.g. a serious assault), or if it persists despite efforts to deal with it, incidents should be referred to the County School Games Event Welfare Manager and a Reporting Child Protection Concerns Form must be completed (Appendix 4). Serious incidents of bullying will be formally referred to the relevant school’s child welfare contact and LADO after the event.
7.4 Confidentiality

Every effort should be made to ensure that confidentiality is maintained for all concerned. Information should be handled and disseminated on a need-to-know basis only. This includes the following people:

· The County School Games Event Manager
· The parents of the person who is alleged to have been abused 

· The person making the allegation. 

· Social care/police. 

· The relevant School or National Governing Body Child Protection Officer 

· Seek Children’s Services advice on who should approach the alleged abuser (or parents if the alleged abuser is a child). 

Information will be stored in a secure place with limited access to designated people, in line with data protection laws (e.g. that information is accurate, regularly updated, relevant and secure).
8.0 Missing child procedure

In the event of a child going missing at the County School Games, the event manager will take control of the situation and allocate event staff to search the area.  If the participant has not returned or been found within 20 minutes of first being reported missing, the event manager will contact the police and the missing participants’ school will be responsible for informing the parent or guardian of the child (Appendix 8).
9.0 Codes of Conduct and Promoting Best Practice 

Codes of Conduct for the County School Games Events have been developed to help promote best practice and create the best possible environment for children to take part and enjoy the finals. TA request that all participants, coaches, team managers, volunteers, spectators and officials abide the County School Games Code of Conduct. Anyone deemed to be breaching the codes of conduct will face further action. After an initial warning has been given this may result in any of the following; a penalty during play, a letter to the head teacher, letter to the Chair of Governors and / or being asked to leave the competition. Any action taken post-competition will be decided and enforced by TA. The Code of Conduct can be viewed in full in Appendix 2.
9.1 Service Level Agreement

Each Sport Coordinator will sign and return to TA a Service Level Agreement outlining the expectations and responsibilities of the Sports Coordinator. This will be arranged before the event takes place.
10.0 Transport

Together Active are not responsible for the transport of children or volunteers to and from County School Games Events. It is the responsibility of the participating schools/volunteers to make appropriate transport arrangement to and from the event.
11.0 Young Volunteers 
Young volunteers will be provided with a briefing session prior to their deployment at County School Games Events which will cover event welfare and clarify their roles and responsibilities. 
Appendix 1

Guidance on how to deal with bullying

Action to help the victim and prevent bullying in sport:

· Take all signs of bullying very seriously. 

· Encourage all children to speak and share their concerns (It is believed that up to 12 children per year commit suicide as a result of bullying, so if anyone talks about or threatens suicide, seek professional help immediately). Help the victim to speak out and tell the person in charge or someone in authority. Create an open environment. 

· Investigate all allegations and take action to ensure the victim is safe. Speak with the victim and the bully(ies) separately. 

· Reassure the victim that you can be trusted and will help them, although you cannot promise to tell no one else. 

· Keep records of what is said (what happened, by whom, when). 

· Report any concerns to the County School Games Event Manager
Action towards the bully(ies):

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

· Inform the bully’s parents. 

· Insist on the return of 'borrowed' items.
· Provide support for the victim's coach. 

· Impose sanctions as necessary. 

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

· Hold meetings with the families to report on progress. 

· Keep a written record of action taken. 

· Most 'low level' incidents will be dealt with at the time by coaches, teachers or volunteers. However, if the bullying is severe (e.g. a serious assault), or if it persists despite efforts to deal with it, incidents should be referred to County School Games Event Manager as in "responding to suspicions or allegations" above.
Appendix 2
Codes of Conduct

Participants 

· I will treat others with the same respect and fairness that I would like them to show to me.

· I will play within the rules, and respect officials and their decisions.

· I will demonstrate fair play on and off the field.

· I will respect others regardless of gender identity, disability, race, ethnicity, sexuality and religious belief.

· I will not accept any behaviour that discriminates against others.

· I will not engage in any irresponsible or illegal behaviour e.g. smoking, consuming alcohol, or drugs.

· I will inform my team manager if I need to leave my team at any time.

· I will inform an adult if I am concerned, or if I feel uncomfortable.
· I will be organised and on time.

· I will take part for the love of the sport and try to make it a happy atmosphere for everyone.
Anyone deemed breaching these codes of conduct can be immediately disqualified from the competition, and if necessary, asked to leave.
Sports Coordinators, Volunteers, Teachers and Other Adults working at the Games

As a Sports Coordinator, volunteer, teacher or other adult working at this year’s School Games we ask you to acknowledge the ethos of the Games, and to read the guidelines and adhere to them with professionalism and appreciation for what they mean. Anyone deemed breaching the codes of conduct will face further action. After an initial warning has been given this may result in any of the following; a letter to your head teacher, letter to the Chair of Governors and / or being asked to leave the competition. Any action taken post-competition will be decided and enforced by TA.
Consistently display high personal standards and project a favourable image of your sport:

· Adhere to the rules of the game and the tournament.

· Minimise the ‘side-line antics’.

· Support the referees and their decisions.
· Referees – especially young and inexperienced ones –need time to develop. You can play an important role in helping them to improve by letting them concentrate on the game. 
Refrain from the use of profane, insulting, harassing or otherwise offensive language:

· The referees are there to facilitate the games, not to be argued with or to receive comments from coaches, players or third parties.

· The School Games provide an excellent opportunity for young people to get involved in structured coaching and experience a competitive environment, however the underlining message, the legacy if you like, should always be one of ‘Fair play’ and ‘Participation’, a responsibility that is shared by all those involved in the organisation of the event.

· Those involved in running the Games should abstain from and discourage the use of drugs, alcohol and tobacco products in conjunction with sport.
Treat everyone fairly:

· Encourage fair play across the teams by their players.

· Respect the rights, dignity and worth of every human being.
· Within the context of the activity, treat everyone equally regardless of gender identity, disability, race, ethnicity, sexuality and religious belief.
· Within the limits of your control, ensure as far as possible the safety of all the performers with whom you work.

· Co-operate with the players’ parents or legal guardians.

· The competitions and the Games rely on efficient and positive co-operation from all those involved in running the event.

Officials 

· Place the safety and welfare of the participants above all else.

· Compliment and encourage all participants.

· Be consistent and objective when making decisions.

· Promote respect amongst participants.

· Always emphasise the spirit of the game.

· Encourage and promote rule changes, where appropriate, that will make participation more enjoyable for the participants.

· Be a role model, actions speak louder than words.

· Keep up to date with the latest developments in officiating and the principles of growth and development of young people.

· Your behaviour and comments should always be positive and supportive unless condemning unsporting behaviour.

· Behave responsibly. Discriminatory, offensive and violent behaviour towards any individual is unacceptable and will be acted upon.

· Respect the rights and dignity of every young person regardless of their gender, ability, cultural background or religion.

Spectators

· Remember that young people participate in sport for their enjoyment and benefit, not yours.

· Acknowledge good performances from all individuals and teams.

· Congratulate all participants on their performance, regardless of the game’s outcome.

· Respect the decisions of officials and teach young people to do the same.

· Never ridicule a young player. Positive comments are always motivational.

· Condemn the use of violence in any form, whether it is by other spectators, sports co-ordinators officials or players.

· Show respect for your team’s opponents. Without them, there would be no game.

· Encourage all players to follow the rules and the officials’ decisions.

· Do not use foul language or harass players, coaches or officials.

· Behave responsibly. Discriminatory, offensive and violent behaviour towards any individual is unacceptable and will be acted upon.

· Respect the rights and dignity of every young person regardless of their gender identity, disability, race, ethnicity, sexuality and religious belief.

Anyone deemed breaching these codes of conduct will be given an initial warning and may be asked to leave the site.

Appendix 3
General Incident Report Form

(To be used for any accidents or injuries)
	Venue
	Location of incident



	Date of incident
	Name of individual(s) who dealt with the incident



	Nature of incident   



	Details leading up to the incident



	Details of events after the incident



	Signed …………………………………………………… (Adult)



(print name)

Signed …………………………………………………… (Adult)



(print name)

Signed …………………………………………………… (Welfare Officer)



(print name)

Date: …………………………………………………… 




All forms to be handed to the Event Welfare Manager Camilla Denham-White 07772223059
Appendix 4 
TOGETHER ACTIVE REPORTING CHILD PROTECTION CONCERNS FORM

To be used to report suspicions or allegations of abuse and poor practice

	Name of child


	

	Age and date of birth


	Ethnicity

	Religion


	First language

	Disability


	Any special factors

	Parent’s/carer’s name(s)


	

	Home address (and phone number) 


	

	Are you reporting your own concerns or passing on those of somebody else? Give details


	

	Brief description of what has prompted the concerns: include dates, times etc. of any specific incidents


	

	Any physical signs?

Behavioural signs?

Indirect signs?


	


	Have you spoken to the child? 
If so, what was said?


	

	Have you spoken to the parent(s)? 
If so, what was said?


	

	Has anybody been alleged to be the abuser? If so, give details


	

	Have you consulted anybody else? Give details


	

	Your name and position


	

	To whom reported and date of reporting


	

	Signature


	Today’s date


This form should be returned DIRECT without delay to:

Event Manager- Camilla Denham-White (07772223059) 

or 
Event Welfare Manager- Carly Jones (07814131074)
Appendix 5
Self-declaration and disclosure form 2023
for non-regulated activity roles that still involve minimal contact with children (under 18 years old)

	Private and confidential

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.



	All roles should be risk assessed to consider the level of engagement and opportunity to manipulate their role to cause potential harm to children.



	Employee/Volunteer information

	Name 
	

	Address
	

	Contact number(s)
	

	Date of birth
	

	Gender
	Female

(
	Male

(
	Non-binary

(
	Another description (please state)

(

	Note: This post is covered by the Offender Rehabilitation Act 2014
 and therefore applicants are required to declare:

•
Unspent convictions 

Free, confidential advice can be sought from the organisations below to help you understand whether to disclose certain criminal record information:

NACRO – Tel: 0300 123 1999, or email: helpline@nacro.org.uk (Eng & Wales)

NIACRO – Tel: 028 9032 0157 (Northern Ireland)

Unlock – Tel: 01634 247350, email advice@unlock.org.uk or complete the online form on the Unlock website. (Eng & Wales)

SACRO – Tel:  0131 624 7270 (Scotland)


Any disclosure will be seen in the context of the role description, the nature of the offence and the responsibility for the care of existing clients/volunteers and employees. Having unspent convictions will not necessarily mean that you cannot work/volunteer with us. The information provided may be assessed alongside normal selection criteria to determine suitability for the role of County School Games Employee/Volunteer.  A separate arrangement will be made with you if clarification is required to discuss any issues around your disclosure before a final decision is reached.

Do you have any unspent convictions or conditional cautions?

Yes  (                             No  (
If you have answered yes, you now have two options for disclosing your criminal record. 

Option 1: You can disclose your criminal record on a separate sheet provided that you mark a cross on the line below and attach the details in an envelope stapled to this form. The envelope should be marked CONFIDENTIAL and state your name and details of the post.

I have attached details of my conviction separately_____ (please mark with an X if appropriate.)
Option 2: Please provide details in the space below:

	Declaration of individual

	1. Have you been formally charged with any other offence in any country which has not yet been disposed of?
	No

(
	Yes – please provide further information

(

	2. Are you currently subject to any criminal investigations or pending prosecutions by the police in any country which may have a bearing on your suitability for this position?
	No

(
	Yes – please provide further information

(

	3. Have you ever been known to Children’s Social Care or the police as being a risk or potential risk to children?
	No

(
	Yes – please provide further information

(

	4. Have you been the subject of any formal action, disciplinary investigation and/or sanction by any organisation due to concerns about your behaviour towards children?
	No

(
	Yes – please provide further information

(

	5. Have you ever been dismissed for misconduct from any employment, volunteering, or other position previously held by you, in circumstances which may have bearing on your suitability for this position?
	No

(
	Yes – please provide further information

(

	6. Are you currently subject to any fitness to practise investigations or proceedings by a regulatory, governing, or licensing body in any country, which may have bearing on your suitability for this position?
	No

(
	Yes – please provide further information

(

	Please tick the boxes below and then sign this form.  

	(
	I agree that the information provided here may be processed in connection with recruitment purposes and I understand that an offer of employment/volunteer role may be withdrawn, or dismissal may result if information is not disclosed by me and subsequently comes to the organisation’s attention.

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

	(
	I 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.

	Signature
	

	Print name
	

	Today’s date
	


DECLARATION

I declare that the information provided on this form is correct. I understand that the declaration of a criminal record will not necessarily prevent me from being offered this role at the County School Games.
Signed: 
                                  Date:

How we use your personal information

The information you have provided will be used by Together Active to make an initial assessment of your suitability to be involved in the School Games County event. 

We will only pass your information on to other organisations should we have reason to believe that this is necessary in order to safeguard the young people involved in the event.  In these circumstances we may pass your personal details on to the Police, Social Care Services or Children’s Services.

We will keep your personal details safe and secure for six years beyond the end of this current financial year, after which point your details will be destroyed.  For more information please see https://togetheractive.org/privacy-and-cookie-policy/
Appendix 6
Key Contacts

	Role
	Name
	Organisation 
	Contact Number

	Event Manager
	Camilla Denham-White
	Together Active
	07772223059

	Event Welfare Manager (Summer Festival 22nd June 2023
	Carly Jones
	Together Active
	07814131074

	Social Services First Response Team
	
	
	Staffordshire: 

0300 111 8007 and select option 1 (Monday to Friday 8.30-4.30pm)

Out of hours- Outside of the hours above, or on weekends and bank holidays, please contact the Emergency Duty Team by phoning 0345 604 2886.
Stoke-on-Trent: 01782235100


	Child Line 
	
	
	08001111

	Staffordshire Police
	Police Central Referrals Unit
	Police
	03001234455

	LADO Stoke-on-Trent
	Rebecca Smith

Jean Evans

Carroll Powell 
	Stoke-on-Trent City Council
	01782235885 or 01782235100

	LADO Staffordshire
	Paul Davies
	Staffordshire County Council
	0800 1313 126 or 0845 6042 886

	Anti Terrorism Hotline
	
	
	0800 789321


Appendix 7
Staffordshire and Stoke-on-Trent County School Games Events
Event Welfare: Registration of Personnel
Name of Organisation: 

	Lead Contact Name
	Mobile Number for use at County School Games
	Satisfactory Self-Declaration form completed

(Y/N)

	
	
	


Please provide details of all personnel attending the County School Games on behalf of your organisation. Please note that all Sports Coordinators (the named individual organising each competition) must have completed a satisfactory self-declaration form. All other staff including volunteers must also have completed a self-declaration form. 

Information below to be completed by Sport Coordinator:

	Name
	Role at County School Games
	Satisfactory

Self-Declaration form completed

(Y/N) 

	
	
	

	
	
	

	
	
	

	
	
	


Declaration:

I can confirm that the above list includes all adult personnel that will be attending the County School Games to help run the tournament I am organising, and that they have all been satisfactorily screened in accordance with the guidance in the County School Games Welfare Manual.

Signed: …………………………….
Name: …………………………………..

Role/Job Title: ………………………………………………………………………..

Signatures must be in pen or electronically scanned (i.e. typeface is not acceptable).

Please return forms to Camilla Denham-White (camilladenham-white@togetheractive.org) 
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· Photos and or video footage of you may be used by other third parties involved in the Staffordshire and Stoke-on-Trent School Games for general marketing and promotion purposes (e.g. Contractors, Sport Coordinators etc.)
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Please tick this box to confirm that you have the relevant medical information and emergency contact details for all of your volunteers and staff attending the County School Games event. You must bring a copy of this information to the event.

Satisfactory Self-Declaration form completed (TO BE COMPLETED BY TA)

Yes 

No
Appendix 8

Lost / found child form

To be completed by a member of the Together Active Team.

	Event name
	

	Date
	

	Note: Details for records only, not to be announced over the PA.


Part 1 – Lost / missing child

	Personal information – child / young person

	Name
	
	Age
	

	
	
	Date of birth
	

	Gender 
	
	Hair colour
	

	Ethnicity 
	
	Eye colour
	

	Clothing (colour and pattern)
	
	(
	Spectator
	(
	Participant

	
	
	(
	Other:

	Any other relevant information
	


	Contact details – parent / carer

	Name* 
	

	Contact number(s) 
	

	Address
	

	Email 
	


* as reported, or from player registration form if they’re a participant

	Incident details

	Time and place child last seen
	
	Time event staff informed
	

	Action(s) taken and when
	(
	Event security informed, at  ___:___
	(
	Police informed, at  ___:___

	
	(
	Other (details and time)


Part 2 – Found child

	Personal information – child / young person

	Name
	
	Age
	

	
	
	Date of birth
	

	Gender 
	
	Hair colour
	

	Ethnicity 
	
	Eye colour
	

	Clothing (colour and pattern)
	
	(
	Spectator
	(
	Participant

	
	
	(
	Other:

	Has the child any special medical requirements?
	( Check for medical tags

	Any other relevant information
	


	Incident and collection details

	Time found
	
	Location 
	

	Name of security / steward and head of security dealing with the child
	

	Time child handed over to lost-child unit
	

	Details of adult handing the child over
	Name
	

	
	Contact number
	

	
	Role
	

	Time that event control was informed
	
	Time child reunited
	

	Any other information
	

	Details of parent / carer collecting child
	Name
	

	
	Relationship to child
	

	
	Contact number(s)
	

	
	Address
	

	
	Signature
	(


	Declaration

	(
	Parent’s / carer’s ID document(s) checked

	Member of event staff handing over child
	

	Staff member’s signature
	(























PAGE  
1
[image: image4.jpg]

