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Disclosure and Barring Service Guidance
Disclosure checks help employers make safer recruitment decisions and prevent unsuitable people from working with vulnerable groups, including children and young people and adults at risk
1.1 Introduction

Applications from staff and volunteers to work or volunteer for DSUK will be subjected to disclosure of criminal records depending on their location of work:

· In England: Disclosure and Barring Service – for more information see www.homeoffice.gov.uk

· In Scotland: Disclosure Scotland (PVG Scheme - Protection of Vulnerable Groups) – for more information see www.disclosurescotland.co.uk

The DSUK Head Office will advise on the eligibility criteria to proceed to an enhanced disclosure with or without a check of the barred list and will provide the relevant paperwork for this process. Forms for disclosure of criminal records must be obtained from the Lead Safeguarding Officer (Glenmore Lodge Grounds, Aviemore PH22 1QU – Phone 01479 861 272). 

If a criminal record is disclosed, it will be treated with sensitivity and confidentiality whilst abiding by current legislation. The disclosed criminal record will be risk assessed by the risk management group.

The Lead Safeguarding Officer will let the applicant know the outcome of the DBS or PVG Disclosure check. 

The protection of Freedoms Act 2012 received Royal Assent on the 1st of May 2012 and has introduced new safeguarding and vetting requirements affecting all individuals who have contact with children, young people, and adults at risk. All disclosure certificates are now issued by the Disclosure and Barring Service (DBS) following the merger of the Criminal Records Bureau (CRB) and the Independent Safeguarding Authority (ISA) in December 2012.

This guidance aims to help individuals understand who is now eligible for a DBS Barred List check and/or a DBS Enhanced Disclosure.
There are two types of DBS checks: -
· A Barred List check is a legal requirement for all individuals applying to work in Regulated Activity and can only be applied for if the person is in Regulated Activity. This check will show whether an individual is barred from working with children or adults at risk in Regulated Activity.

· A DBS Enhanced Disclosure will include information about warnings, reprimands, cautions and convictions from local and national police records. Information may also be disclosed at the discretion of the Chief Police Officer is that information is deemed relevant to the role the individual is applying for.
1.2 What is Regulated Activity?

Regulated Activity is defined by type and place of work and the frequency and intensity of the contact.  

Regulated Activity is ‘unsupervised’ contact of children which is of a specified nature (teaching, training, care, supervision, advice, treatment, or transport) 
OR in a specified place (schools, academies, children’s centres) 
AND occurs frequently – once a week or more; Intensively – four days in one month or more; overnight – between 2am and 6am. 
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The following diagram will help identify what constitutes as Regulated Activity
*Unsupervised is defined as, out of ear shot and out of eye sight from a person who is in regulated activity

*UNSUPERVISED ACTIVITY (A) WORK IN A SPECIFIED

ESTABLISHMENT (B)

e Schools
e Academies
e Children’s Centres

Coaching

Training

Teaching

Supervising

Caring

Transportation of Children
Providing Advice

DOES IT HAPPEN?
e Frequently (once a week or more)?
¢ Intensively (on 4 ore more days in a 30-day period)?
e Overnight (between 2am and 6am)

NOT REGULATED ACTIVITY
e DBS Barred list check not permitted
e DBS Enhanced Disclosure check may be required

SPECIFIC RESPONSIBILITY HEALTH CARE

Anyone who supervises or Any form of health care provided by

manages people in category (A) or under the direction or
or (B) supervision of a regulated health

care professional OR any form of
personal care (even if only carried
out once).

REGULATED ACTIVITY
e DBS Barred list check not permitted
e DBS Enhanced Disclosure check may be required





It is vital to understand the new definition of Regulated Activity and important to note that:

· Barred List information can only be requested for individuals applying to work or volunteer in Regulated Activity.

· An organisation can request a DBS Enhanced Disclosure on individuals in and out of Regulated Activity where they have regular contact with children. 

· An organisation is required by Law to refer an individual to the DBS if they remove them from Regulated Activity because they have caused harm or because they may cause harm to a child or adult at risk. 

1.3 DBS Enhanced Disclosure Checks

Under the Rehabilitation of Offenders Act 1974, a person with a criminal record if not required to disclose any spent convictions unless the position they are applying for, or are currently undertaking, is listed as an exception under the Act. Before any organization considers asking a person to complete an application for a DBS check, they are legally responsible for ensuring they are entitled to ask that person to reveal their criminal record. 

The Protection of Freedoms Act 2012 has introduced new amendments to these eligibility criteria. Under the guidance provided by the DBS, roles within sport fall within reference number 06. This means in sport the positions eligible for DBS Enhanced checks taken from the Rehabilitation of Offenders Act, 1974 (Exceptions) Order 1975 are: Any position which otherwise involves regularly caring for, training, supervising or being solely in charge of children. 

This change in eligibility means that there are some positions that are no longer eligible to be checked. Some roles such as the Chairman and Membership Secretary will only be eligible for a check if that individual has additional roles which meet the new eligibility requirements. 

For example, if a staff member, in addition to their roles, acts as a nominated chaperone in, for example, the Local Group setting or on Activity Weeks, they would be DBS checked for the eligible role of chaperone, not for their job role. 

A photographer taking photographs of children at an event does not fall within the new definition of eligibility. A photographer would only become eligible if they were left in sole charge of the child/children they are photographing on a regular basis as defined above. Similarly, the member of staff in charge of administrating and managing the website will not be eligible for a DBS check for that role. 

In all cases you are assessing whether the individuals’ role involves regularly coaching, training, caring, supervising or being in sole charge of children. If their main role does not meet that requirement, you are assessing all the other roles they undertake that may meet the criteria. If this was the case, that person would be checked for the role that makes them eligible for the check, rather than their main role at the club.

1.4 Validity and Renewal

Individuals not subscribed to the DBS Update Service are required to renew their DBS certificate every 3 years.

Individuals may choose to subscribe to the DBS Update Service. The DBS Update Service is an online service which, once subscribed, allows your DBS Certificate to be kept up to date, enabling individuals to take it from role to role within the same workforce, where the same type and level of check is required when:

· Their role changes and they become eligible for a DBS Barred check. Then anew DBS check which includes a barred check must be undertaken before taking up the new role. 

· If new information is added to their certificate and the DBS certificate status is changed. 

1.5 DBS Update Service

The DBS ‘Update Service’ is a facility where an individual can register (within 14 days of their disclosure being issued) so that employers can go online, with the individual’s consent, to carry out a free and instant check to find out if the information released on the DBS certificate is still current and up to date. The service is free to volunteers but has an annual subscription cost for employees. The intention with this is to help portability of a DBS check to other roles, but please note these roles must be within the same workforce (e.g., children’s) and require the same level of check (e.g., enhanced). 

Disability Snowsport UK (DSUK) will be following government legislation and where appropriate information is available regarding the DBS update service and is committed to continually informing all personnel involved with DSUK future guidelines for using this service and will promote these as necessary. 

1.6 Single DBS Disclosures

From the 17th of June 2013, organisations will no longer be automatically sent copies of completed DBS disclosures. This means that through the online system, DSUK will be notified when a disclosure is issued and whether it is clear of information or not. When there is content on the disclosure, DSUK will need to see the original disclosure to make a risk assessment on the information and decide if the individual is suitable to take up their role. The individual will be requested to supply their disclosure and advised that they may be suspended if they fail to send their disclosure, under normal circumstances, within two weeks.

1.7 Risk Assessment

If any relevant pre-employment checks come back with any information on previous offences/convictions or areas of concern, it is important to review the information to determine the correct course of action and to make a defensible decision on the recruitment process.

The NSPCC CPSU have published guidelines on Risk Assessment in recruitment, but a summary flowchart is below (copyright CPSU) to show how to deal with disclosures at the point of recruitment. 

Please not also, the Risk Assessment should take into account the role that the applicant will be fulfilling, and an assessment of the risks associated to the job should also be performed. 
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Recruitment of New Staff and Volunteers
It is Disability Snowsport UK’s policy that all staff and volunteers working closely with children must go through an appropriate vetting process prior to their appointment to establish their suitability to work with children.

2.1 Introduction

Most people working in sports with children have the best possible intentions. However, DSUK recognises it has a responsibility to safeguard children participating in snowsports by providing a safe and enjoyable environment. Sound recruitment practice will help this process. DSUK needs to take all reasonable steps to ensure unsuitable people are prevented from working with children. In addition, the selection process must be fair and equitable. 

DSUK needs to demonstrate that the necessary steps have been taken to ensure people with the right attributes deliver DSUK activities.

As outlined in Section 1, applications from staff and volunteers to work or volunteer for DSUK will be subjected to disclosure of criminal record depending on their location of work:

· In England: Disclosure and Barring Service (DBS) – for more information see www.homeoffice.gov.uk

· In Scotland: Disclosure Scotland (PVG Scheme - Protection of Vulnerable Groups) – for more information see www.disclosurescotland.co.uk

The DSUK Head Office will advise on the eligibility criteria to proceed to an enhanced disclosure with or without a check of the barred list and will provide the relevant paperwork for this process. Forms for disclosure of criminal records must be obtained from the dbs@disabilitysnowsport.org.uk . 

If a criminal record is disclosed, it will be treated with sensitivity and confidentiality whilst abiding by current legislation. The disclosed criminal record will be risk assessed by the risk management group. The General Manager will let the applicant know the outcome of the DBS or PVG Disclosure check. 

2.2 Recruitment of New Volunteers for Local Groups

Although it is vital to keep the issues of Child Protection in proportion, DSUK recommends to Local Groups that they adopt some basic procedures which will safeguard all concerned. Abusers tend to gravitate to situations where little vetting or checking takes place. It is not possible to know who could abuse children, therefore it is important that all reasonable steps are taken by clubs to ensure unsuitable people are prevented from working with children.

It is important that standard procedures are used, whether people are paid or unpaid, part time or full time. For all volunteers, instructors and officials working within DSUK and associated activities who have contact with children or young people, the following actions demonstrate good practice:

· Where a role meets the eligibility requirements for Disclosure check (see Disclosure and Barring Service Guidelines) the appropriate level of check must be completed prior to carrying out the role. It is the responsibility of the employer, deployer or Local Group to ensure the relevant checks have been completed. 

· The names and addresses of at least two referees who can comment on previous work with children of a similar capacity. These should have known the applicant for at least 3 years (not relatives) and who are able to comment confidentially on the person’s previous work with children and any former involvement in the sport. These references may then be taken up by the Local Group.

· The individual should be observed working with children by a suitable trained person.

· The job requirement and responsibilities of the individual should be clearly explained along with DSUK safeguarding procedures. 

Anyone who has undergone a Disclosure check which has shown cautions or convictions which could present a risk to children will automatically be referred to the DSUK Lead Safeguarding Officer (LSO) for a risk assessment. 

2.3 Recruiting of New Staff and Volunteers for DSUK

Any staff/volunteer joining DSUK who is seeking to undertake a role or responsibilities for children and young people should be given a self-declaration form to complete. A copy of the self-declaration form is in Appendix ??, along with guidance notes. Though a position may be offered to an individual subject to receiving the signed form, the applicant must not commence the role, nor act as a representative of the organisation, until satisfactory references have been obtained and relevant criminal records checks have been completed. 

2.4 Advertising

If any form of advertising is used to recruit staff, it should reflect:

· The Job Description, Roles/Responsibilities and pay scale

· The Level of experience or qualification required (e.g., working with children, young people, and adults)

· The DSUK stance on equity and safeguarding

· The job description should carry a statement detailing the degree of contact with children and/or adults at risk, and the need for appropriate checks to be undertaken prior to commencing the role where the relevant criteria are met. 

An example of the statement can be found below:

Rehabilitation of Offenders Act, 1974 and Protection of Freedoms Act 2012

‘Because of the nature of the work for which you are applying, this post will involve regulated activity with children. Successful applicants will be required to undergo an Enhanced DBS with a child barring list check. Applicants are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provisions of the Act. In the event of employment, any failure to disclose such convictions could result in dismissal or disciplinary action by DSUK. Any information given will be treated totally confidentially.’

2.5 Application Process

Any person employed by DSUK will be required to apply in writing (including by electronic means). Following the written process any successful applicant will be required to attend an interview. Volunteers applying for certain designated roles should use the Volunteer Application form (Appendix E).

Applications from staff and volunteers to work or volunteer for DSUK will be subjected to disclosure of criminal record depending on their location of work:

· In England: Disclosure and Barring Service – for more information see www.homeoffice.gov.uk

· In Scotland: Disclosure Scotland (PVG Scheme - Protection of Vulnerable Groups) – for more information see www.disclosurescotland.co.uk

The DSUK Head Office will advise on the eligibility criteria to proceed to an enhanced disclosure with or without a check of the barred list and will provide the relevant paperwork for this process. Forms for disclosure of criminal records must be obtained from the dbs@disabilitysnowsport.org.uk 
If a criminal record is disclosed, it will be treated with sensitivity and confidentiality whilst abiding by current legislation. The disclosed criminal record will be risk assessed by the risk management group.

The General Manager will let the applicant know the outcome of the DBS or PVG Disclosure check. 
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Currently, any employer must not employ someone, or use a volunteer, who is on a barred list for activities involving children. Where there are significant concerns about the risks a person poses to children, DSUK is obliged to refer the person in question to the Disclosure & Barring Service (www.gov.uk/government/organisations/disclosure-and-barring-service).

The information will be stored securely by DSUK Head of Snowsports and will be treated with the highest confidentiality. 

2.6 Verification of Identity

Paid staff and volunteers should provide a proof of identity when recruited. The verification process will be led by assigned staff or volunteer in the relevant indoor or outdoor slope that will be the location of work / DSUK activity.

2.7 References

Contact will be made with at least two references provided by the applicant. One reference must be the current or latest employer, and one reference should concern paid or unpaid work with children and/or vulnerable adults. The referees should have known the applicant for at least 2 years. 

References will be followed up before the appointment is made. The references should contain a statement relating to the referee’s awareness of the responsibilities the post applied for requires. 

2.8 Attributes

Upon application, all staff and volunteers are expected to demonstrate the following attributes:

· An aptitude for looking after or working with children 

· The ability to provide warm and consistent care

· A willingness to respect the background and culture of the people in their care

· A commitment to treat all children as individuals and with equal concern

· Reasonable physical health, mental stability, integrity, and flexibility

These attributes will be made clear in:

· The person specification of staff and volunteers taking on roles requiring direct contact with DSUK members

· Code of Conduct of DSUK staff, which is part of the Employee Handbook 

Staff and volunteers who have started working for DSUK before the inception of the Code of Conduct will be required to sign the Code of Conduct.

The demonstration of these attributes will be monitored:

· informally during the undertaking of DSUK activities

· formally through probation meetings and appraisals  

It may not be possible to implement the procedures described above where a volunteer is recruited at very short notice for a one-off occasion (e.g., a specific event). Where such recruitments are necessary (for example when volunteers are recruited to help at events). DSUK will only approach known individuals, or those people for whom a teacher or club official can provide suitable verbal reference or recommendation. In these circumstances the individual must not work in isolation and must be supervised by someone who has been subject to appropriate recruitment checks and ideally who has also attended safeguarding and protecting children basic awareness training. 

2.9 Interview and Induction

Where appropriate, all professional appointments for full or part-time employment positions should undergo a formal interview.

All staff (paid and voluntary) must undergo a formal induction in which:

· Qualifications can be verified.

· Training needs can be identified. 

· Appropriate codes of conduct are agreed and signed up to, policies and procedures are explained.

· The roles, responsibilities and expectations of the job are clarified. 

2.10 Post Recruitment 

DSUK is committed to the Continual Professional Development (CPD) of its workforce. To ensure that our staff and volunteers can be responsible for the planning, development and evaluation of delivery and report cases of poor practice and/or concerns of possible abuse, DSUK strongly recommends:

· All new coaches and volunteers are made aware of DSUK’s Safeguarding Policy and the requirements on them to sign and abide by the Policy and Code of Conduct 

· The new appointee will be given a copy of their role description and told who to go to if they have any questions 

· Any training needs will be identified and met (where possible) 

· Where applicable, a mentor will be appointed to enable a period of supervision to support the new staff member or volunteer

DSUK will endeavour to:

· Ensure all staff and volunteers who are eligible are subject to a criminal records check 

· Ensure all staff and volunteers who are undertaking Regulated Activity are checked against the barred list for working with children and not allowed to commence work if they are barred 

· Ensure all staff and volunteers working closely with children undertake relevant child protection training 

· Ensure all staff and volunteers working with children are aware of good practice and bad practice and know what to do if they have a concern about a child, or about the behaviour of an adult towards a child 

· Ensure all coaches, instructors, trainee instructors and leaders have an up to date first aid qualification 

2.11 Safeguarding Training 

All instructors and the General Manager should attend the Safeguarding and Protecting Children (SPC) Workshop or an equivalent one. This is generic safeguarding training for sports organisations and will help them to: 

· analyse their own practice against what is deemed good practice, to help ensure no concerns arise from misunderstandings or misinterpretation 

· recognise their responsibilities and report any concerns about suspected poor practice and/or abuse 

· respond to concerns expressed by a child 

· work safely and effectively with children 

In addition, the General Manager should attend the Time to Listen safeguarding training every 3 years. This course is specific to snowsports. 

2.12 Monitoring and Appraisal

DSUK operates a staff appraisal system in which the opportunity is given to receive formal and/or informal feedback. This enables both line manager and the person receiving the appraisal the opportunity to:

· Identify training needs

· Set targets

· Raise awareness of any area of satisfaction and any of concern.

A suitable process for identifying the training needs of our volunteers, and providing them with feedback, will be developed and updated at regular intervals. 

2.13 Existing Volunteers

Though many of our volunteers have worked with, and supported, the organisation for several years, the DSUK Board, upon adopting the procedures, also undertakes to lead by example. Therefore, we will be conducting retrospective checks on all existing volunteers who meet the relevant criteria. This should not be seen in any way as questioning the integrity or motives of willing volunteers, but an undertaking to ensure that all volunteers, new and existing, have provided common information against a clear policy. 

Guidance on Photographic and Recorded Images

Disability Snowsport UK recognises that film and photography can be used positively in sport to celebrate success and as a useful coaching aid. We also know, however, that abuse can extend beyond acts of a physical and mental nature. It is important to observe the following guidelines.

3.1 Guidelines for Instructors and Volunteers
The key concerns regarding the use of images of children and young people relate to:

· The possible identification of children when a photograph is accompanied by personal information

· The inappropriate use, adaption or copying of images for use on child pornography or illegal website

· The taking of inappropriate photographs or recorded images of children.

Guidelines for photographic/recorded images:

· Ensure parents/guardians/young person have granted their consent for the taking and publication of photographic images.

· All children featured in recordings must be appropriately dressed in outer clothing garments covering torso from at least the bottom of the neck to their thighs (i.e., minimum of vest/shirt and shorts).

The photograph or recording should focus on the activity rather than a particular young person and personal details, which might make the young person vulnerable. Detailed information such as their exact address should not be revealed.

· Instructors, coaches, and volunteers should be allowed to use video equipment as a legitimate coaching aid and means of recording special occasions, but care should be taken in the dissemination and storage of the material.

· You should not use any images of a child or young person who is the subject of any court order or who has denied you, their consent.

· Parents and spectators taking photographs/recordings should be prepared to identify themselves if requested and state their purpose for photography/filming.

· Any instances of the use of inappropriate images should be reported to DSUK or the Police.

3.2 Guidelines for Disability Snowsport Events 
DSUK recognises that publicity and pictures/recordings of young people enjoying snowsports are essential to celebrate the achievements of the child and to promote the sport and organisation. We will therefore only permit the use of photography or filming equipment at DSUK organised events by properly accredited users.

The following people must register their intentions by completing the ‘Photography and Filming Equipment Usage Form’ with the event organiser. It is the responsibility of the organisers to ensure that forms are readily available.

· Professional photographers/filming/video operators – Where possible, professional photographers etc should register at least 36 hours before the event by completing the ‘Photography and Filming Equipment Usage Form’, as well as providing some form of professional identification. If this length of notice is not possible, then registration must take place before the event commences. 

· Amateur photographers/film/video operators – Should complete the ‘Photography and Filming Equipment Usage Form’ and a letter outlining their motive for attending the event.

· Spectators (including parents or relatives) – Spectators wishing to use photographic/film/video equipment with a telescopic or zoom lens should register their intent with the promoter of the event by completing the ‘Photography and Filming Equipment Usage Form’ (standard cameras without zoom facilities are exempt if used from spectator area).

In future, all event programmes, will carry a statement highlighting the need to register photography equipment with the organisers, prior to its use (where appropriate, similar statements will also appear in pre-event information or entry forms). The statement can be amended according to the specific activity, please see example below as a guideline.

DSUK’s Protection of Children and Adults at Risk – Use of Video and Close-Range Photography

DSUK requires any person wishing to use photographic or filming equipment to register themselves with the event organiser prior to using the equipment. This applies to all professional and amateur photographers and spectators with zoom or close-range photographic equipment. Spectators using standard equipment from the spectator area, or professionals hired by the organiser for the specific purpose of recording the event, are exempt. Details and ‘Photography and Filming Equipment Usage’ forms are available from the organiser or by contacting the DSUK office.

The promoter reserves the right to decline permission to any person who fails to meet these conditions or fails to give satisfactory motive for recording the event. Where necessary, the Police may also be informed. 

If you are concerned about photography at a DSUK event, contact the organiser or member of staff. 

Where a photographer fails to register, or where there is sufficient reason for the organiser to doubt the motive of a photographer, DSUK reserves the right to prevent access to the event by that person.

Should this fail, DSUK maintains the right to contact the venue management and, where necessary, inform the Police. 

Responsibility for implementing and monitoring the procedures will be undertaken by the event organiser. Organisers should issue accreditation badges to eligible photographers, to avoid confusion or possible embarrassment. Regular photographers need only register once.

3.3 Videoing as a Coaching Aid

There is no intention to prevent coaches using videoing as a legitimate coaching aid. Where this is intended, however, the athletes and their parents should be aware that this is part of the coaching programme, informed consent should be sought and gained in writing and care should be taken in the storing of such images.

3.4 Use of Images – Easy Rules to Remember

When images are to be use, the following procedures should be followed:
	P
	Permission (written) should be granted by the child/young person and parents/guardians/carer(s) to take and use images. This ensures that the person and their responsible adult are aware of how the image will be used to represent the sport. Completion of the consent form is a good practice example.

	H
	Holding back the use of personal information such as: email addresses, telephone numbers, home address, etc. This is paramount to not putting children, young people, or vulnerable adults at risk. Images where an individual is named, e.g., on clothing, should not be used.

	O
	Only use images of participants where they are suitably dressed (appropriate sportswear).

	T
	Try to focus on the activity rather than on an individual. As a good practice example, images that represent the broad range of people in the chosen activity are more beneficial (i.e., male and female, different age ranges, etc.)

	O
	Only use images that promote positive aspects of children, young people or vulnerable adults involved in DSUK (safe, enjoyable, competitive, structures, etc).


Activity Weeks and Trips Abroad
Activity weeks, training camps and overnight stays provide an opportunity for children and young people involved in Disability Snowsports, to grow in self-esteem, independence, and confidence
4.1 Activity Weeks 
Travelling to away events, participating in competitions away from home and attending DSUK Activity Weeks should be both safe and fun for children and young people. Away trips and overnight stays provide an opportunity for young people involved in DSUK to grow self-esteem, independence, and confidence. 

Trips may vary from short journeys within the UK or involve more complicated arrangements, including overnight stays, especially on the Activity Weeks. Children are always accompanied by a parent/guardian when taking part in DSUK Activity Weeks 
When taking a team, group, or individuals away from the home setting, consideration and planning needs to be paramount to ensure the duty of care for children and vulnerable people are fulfilled. 

· Considerations that need to be taken into account when planning and taking a team or group away include:

· Staff appointments (e.g., Head Coach supported by Assistant Coach(es), a Team Manager, Party Leader, Lead Instructor and identified Welfare Officer).

· Adhere to the Coach/Athlete, Instructor/Skier ratios

· Ensure that the group agree to act within the DSUK Code of Conduct

· Ensure that all staff that have responsibility for children and young people have been recruited and undertaken the appropriate risk assessments and safety checks in accordance with DSUK policies and procedures for recruiting staff and volunteers (see Recruitment of new staff and volunteers’ guidelines).

· Ensure that risk assessments are completed.

· Ensure that as part of the risk assessment an emergency ‘home contact’ i.e., a DSUK staff member who is not travelling away, can act as the emergency point of contact. 

4.2 Communicating with Parents/Carers

If the very unusual circumstance of children travelling without their parents arises (only likely to occur within the BDST environment), the following information should be clarified and communicated to parents/carers:

· Competition details

· The destination and venue details

· Time of departure

· Time of return

· Name of the Team Manager/Coach/Party Leader who is responsible for the team/group

· Contact details for the Team Manager/Coaches/Party Leader and home emergency contact

· Contact details and any medical information for the member of the team/group

· Ensure that ‘Loco Parentis’ forms are completed by the parent/carer and that the Team Manager/Coach/Party Leader is in receipt of this. 

· Pick up point

· Method of transport

· Kit requirements

· Any costs that may be incurred, i.e., cost of transport, competition fee and money for refreshments. 

4.3 Supervision

All staff paid or volunteers accompanying the team/group must have complied with and been checked through the recruitment procedure set out by DSUK. Please see the Recruitment of new staff and volunteers’ guidelines.

All staff within the team/group should be familiar with the DSUK Safeguarding policy procedures and the designated person for safeguarding must have attended Safeguarding and Protecting Children training.

· For single sex groups, there must be at least one same gender member of staff.

· Any child not accompanied by a parent/carer must have a same sex member of staff available.

4.4 Roles and Responsibilities

All members of staff need to have a clear knowledge and understanding of their role and responsibility for the team/group. 

· A clear definition regarding the role of coaching/instructing staff – responsible for safe training and competition elements, and Team Manager/Party Leader (and any other staff) – taking responsibility for any other necessary support. 

· There needs to be a register so that head counts can be taken at any point.

· All staff must go through an induction programme ensuring they understand:

· The DSUK Safeguarding policy and procedures

· Codes of Ethics and Conduct

· All staff must be in receipt of a full itinerary, which includes travel arrangements, medical information, and emergency contact details

· Parents and carers travelling with the team understand their role as parents/carers is as spectators and the role of the designated Team Manager/Party Leader and Coaching staff/instructors is to be responsible for the team/group and therefore they should not compromise the situation. 

4.5 Transport

When a person associated with DSUK is providing transport for other people within DSUK, it is essential to follow the guidelines below:

· Qualified driver

· Insurance cover

· Suitable, accessible, and appropriate vehicle (i.e., MOT, Road Taxation License)

· Supervision en route

· Journey times and stopping points

· Parent/carer consent in writing

· One-to-one working, in cases where an adult is responsible for an individual, should be avoided. If this happens for unavoidable reasons, e.g., in an emergency, the designated welfare officer and parent/carer must be advised. 

4.6 Communication Checklist

· Destination and venue details are established and communicated to parents/carers/participants

· Provide details of competitions/training

· Kit required

· Drop off/collection times

4.7 Overnight Stays

When planning overnight stays it is important to allow sufficient time for the requirements to be completed. The following action plan needs to be fulfilled and completed. 

· Establish the purpose of the trip

· Confirm the dates of the trip (departure and return)

· Confirm the location of the trip

· Confirm travel requirements i.e., Passports, visas, vaccinations and/or pre-trip medications, etc.

· Identify suitable venues and facilities for snowsport and accommodation.

· Identify who will be going – staff, players, support workers, etc.

· Consider the cost

· How much spending money is required

· Complete the necessary risk assessments

· What insurance is required – public liability, employers’ liability, equipment, travel

· Supervision of athletes

· Catering for all food requirements

· Hold group meetings to review the programme and rules prior to travel

· Hold regular group meetings during the trip to provide an opportunity to discuss any issues or problems and solve them

· Communication with parents/carers

· Clarification of carer’s roles if they are accompanying athletes on the trip

· Remember to check the cultural traditions of both the athletes and the country. This may have an implication on clothing

· Consider implications of communication barriers where countries are not English speaking.

4.8 Accommodation

Groups may use different types of accommodation, including hotels, guest houses, university accommodation, hostels, sports complexes, or host families. 

Arrangements may vary from full board, timed to suit the activities, to self-catering. Accommodation may consist of single rooms, shared rooms, or en-suite or shared facilities. 

Each type of accommodation will place different demands on supervision requirements. Consideration also needs to be made to ensure that disabled athletes can access the building, rooms, and facilities and to make sure that the needs of athlete’s disabilities are met.

In all cases, however, it is not acceptable for:

· Athletes to share a bed

· For male and female athletes to share a room

· For an adult to share a room with a child unless they are parent and child or carer.

· Coaches to share a room with an athlete. 

Adults should not share a room with a child. Where the presence of an adult is needed there should be more than one child in the room with the adult. If children are sharing a room, it should be with those of the same sex and age.

4.9 Risk Assessment

To prevent and reduce possible risks, planning is paramount. Conducting a risk assessment is an important part of planning a trip. 

Young people must not be placed in situations which expose them to an unacceptable level of risk.

Consider the following:

· What are the hazards?

· Who might be at risk?

· What safety measures can be put in place to help reduce the risk?

· What steps will be in place in an emergency?
Guidelines for DSUK Events & Competitions
This guidance outlines what event organisers should be considering with respect to Safeguarding and Protecting at events run in the UK. Events include both snowsport and fundraising events. Many of the events and competitions held for adaptive snowsports are for DSUK members, the majority of whom are not children. There is still a need, however, for organisers to ensure they have demonstrated a “duty of care”. Additionally, at some events there will be participants that are not members of DSUK or a Local Group and are unaware of the DSUK policies and procedures. 
5.1 Welfare Plan

The purpose of the welfare plan is to promote and ensure the wellbeing of children and adults at risk taking part in DSUK events and competitions, minimise the risks and to maximise their enjoyment and wellbeing. 

The plan will also ensure that all those responsible for the welfare of children and adults at risk:

· Understand their safeguarding role and responsibilities

· Are suitably recruited, selected, and trained to fulfil these

· Understand the procedures for responding to concerns about children and adults at risk

· Can act on these appropriately and effectively

5.2 Event Co-ordinator/Organiser

The event co-ordinator’s/organiser’s core responsibilities with respect to safeguarding are to:

· Promote the Event Welfare Plan

· Recruit an Event Welfare Officer

· Ensure clear advertisement of Welfare Officer contact details at the event

· Aim for best practice, but at least ensure that minimum standards are met.  In terms of recruitment, selection, and training of staff.

5.3 Nominated Event Welfare Officer

Each event should have a nominated person to undertake the role of Event Welfare Officer. In many cases this will be the organisation’s Lead Safeguarding or Local Group’s Welfare Officer. 
	Event/Activity
	Welfare Officer

	Fundraising/Events
	Events and Membership Staff Member

	Activity Week
	Lead Instructor

	Ski School
	Ski School Manager

	Local Group
	Local Group Welfare Officer


They are responsible for:
· Children, Young People and Adults at Risk Welfare

· Providing the Event Welfare Plan

· Promoting Welfare Officer’s contact details

· Child and adults at risk safety at the event

· Duty of care to participants and to all involved in the organisation

5.4 Event Safeguarding Statement

The event organising committee should adopt the DSUK Safeguarding Children and Young People and Safeguarding and Protecting Adults at Risk Policy and publish a statement or policy confirming their adoption of, or commitment to Safeguarding and Protecting. This must be easily available to participants, volunteer helpers and Local Groups and may be sent out with entry forms or available on the event website. The statement might read:

“The Organising Committee of [event] believe that the welfare and wellbeing of all children and vulnerable adults is paramount. All participants, regardless of age, gender, ethnicity, religion, or ability, have equal rights to safety and protection. All suspicions, concerns and allegations of harm will be taken seriously and responded to swiftly and appropriately.”

5.5 The Event Welfare Plan

When developing the Event Welfare Plan consideration should be given to the size and potential risk with that event. This might be done as part of the overall risk assessment for the event. Then all reasonable steps should be taken to address the risk including the following.

Contact details – There should be a clear, brief notice at a point where participants are most likely to see it, giving a contact number or location for the following with a brief explanation of the event reporting procedures for such concerns. If the Event Welfare Officer is not well known, then it is good practice to have a picture of them with their contact details:

For incidents, contact the Event Welfare Officer:

· Name

· Picture

· Mobile number

· Where they can be located

Other Contact details:

Event Organiser: mobile and location

The DSUK Lead Safeguarding Officer: 01479 861 272

24 Hour Help Lines – 

· NSPCC 0808 800 5000

· Childline 0800 1111 www.childline.org.uk
· Local Police 

Reporting structure – Ensure there is a clear process in place for any child protection concerns raised. The first point of contact should be the event welfare officer. They should ensure that the correct reporting procedure is followed based on DSUK Guidelines. 

Code of Conduct – All participants and individuals attending the event abide by the rules of the event and by good sportsmanship. Clear codes of conduct should be published – this might be the DSUK Code of Conduct or one adapted for the event. Suitable codes could include participants, coaches, volunteers, parents, and guardians. 

Appropriate medical provision – should be available whilst the event is being run. Outside of this time, those at the venue should have available contact numbers for the local hospital or doctor’s clinic. In an emergency, you can always contact 999/111. This could be made available on the same poster as the welfare officer details or in the event programme. 

Security – It is important for everyone to be aware of the security of young people on site. This should be the role of the Event Staff/Team Leaders and parents/carers to ensure people are not given free access to young people. In addition, the Event Organiser may brief appropriate volunteers to be vigilant and report anything suspicious such as someone taking photos in the changing area, someone unknown/suspicious hanging around. 

Missing participants – Appropriate procedures for reporting missing participants should be thought through and communicated to volunteers.

Disclosure Checks – Where staff and volunteers have unsupervised contact with children at competitions and events, the event organiser must consider who needs to be vetted including Disclosure checks. These decisions including reasons for not vetting an individual should be documented. 

Policies – You should ensure that all staff and volunteers who provide services to the event are aware of the DSUK Safeguarding Children and Young People and Safeguarding and Protecting Adults at Risk policies. 

Photography – Is a difficult issue for events as they often take place in areas with pen public access and may cover considerable distances. The Organising Committee should consider the advice given in the DSUK Guidelines for Photography and brief volunteers on how to respond to any inappropriate photography they may witness. Remember that to publish any photos of children you must have parental/carer consent. For professional photographers, you should consider registration and issue an identification badge or tag.

Safeguarding Checklist
	Issue
	Action
	Note

	Who is responsible for welfare issues?
	Appoint Event Welfare officer – ideally utilise Lead Safeguarding Officer or someone else suitably trained.
	Make sure volunteers and those working the event know who their Welfare Officer is and how to contact them.

	Awareness
	Publicise Event Welfare Plan/location with event information/confirmations. Circulate plan to volunteers.
	Make sure contact details are published and available at the event (use DSUK Event Welfare Poster, contact DSUK for copy).

	Medical provision
	Ensure medical team are briefed on welfare issues.
	Copy of welfare plan.

	Appropriate level of security
	Brief volunteers/staff, etc.
	Organising committee responsibility

	Missing persons
	Have an appropriate procedure, e.g., Report to event registration desk.
	Brief all volunteers on procedures.

	Photography
	Brief volunteers and local press. Include statement in event information. Consider how to register those wishing to video/use cameras.
	Make available a copy of the DSUK recommendations on photography to volunteers and participants.


The following documents are templates to support this Guidance sheet:
· Event Organiser Responsibilities

· Event Welfare Officer – Role Description

· Missing children and young people procedure and flow chart

· Lost/found child form

5.6 Event Organiser Responsibilities 

The Event Organiser is responsible for ensuring that all reasonable steps have been taken to provide a safeguarding environment for children and adults at risk. This includes child and adult welfare, child protection, health and safety matters and the duty of care towards the participants and those involved in the organisation of the event.

Core responsibilities:

· To ensure that the child and adults at risk protection policies and procedures are in place

· To ensure there is an Event Welfare Plan and manage the implementation of the Plan with the Event Welfare Officer.

· To ensure that minimum standards are met as identified in the Welfare Plan – with respect to selection and vetting of all staff and appropriate safeguarding training for all event staff.

· Ensure that all event staff understand and adhere to the Welfare Plan. 

To meet these responsibilities the Event Organiser is responsible for ensuring:

· The appointment of an Event Welfare Officer who has the appropriate training to support their role. The Welfare Officer should not already have a high-level responsibility within the Event Team as this would make them insufficiently accessible throughout the event. 

· Appropriate recruitment and screening procedures for all Event Staff are undertaken, where required.

· A risk assessment of the site/facilities has been undertaken prior to the event and any issues reported with appropriate measures identified. 

· The guidance for DSUK events is followed. 

· That Codes of Conduct are in place and that all participants and event staff have agreed to abide to the Codes of Conduct that are relevant to them.

· All children at the event have an identified person acting in “Loco Parentis” who is present at the event.

5.7 Event Welfare Officer job description

The Event Welfare Officer (EWO) is responsible for acting as a source of advice about safeguarding children and adults at risk, promoting good practice and for co-ordinating action on receipt of any concerns or referrals. 

Core tasks:

· To develop a Welfare Plan for the event and provide general information and advice on safeguarding to the Event Organiser/committee

· To ensure that the Event Organisers adopt and follow the DSUK Safeguarding and Children and Young People and Safeguarding and Protecting Adults at Risk policies and procedures and promote awareness of the DSUK Codes of Conduct.

· To assist the event Organiser to implement appropriate recruitment and screening procedures. 

· To receive information from Event Staff, children or parents/carers who have safeguarding concerns and record them.

· To follow the DSUK Responding and Reporting Concerns flow chart and to ensure that the referral is confirmed in writing.

· To advise the Event Organiser about appropriate training opportunities for Event Staff. 

Knowledge:

· Contact details for the local Police and Children’s Social Services, the role of the Local Safeguarding Children’s Board (LSCB) and DSUK Lead Safeguarding Officer contact details.

· Knowledge of the DSUK Safeguarding and Children and Young People and Safeguarding and Protecting Adults at Risk policies and procedures and the requirement to safeguard and protect children and adults at risk in sport.

· Understanding of poor practice and abuse – behaviour that is harmful to children and adults at risk. 

5.8 Missing children and young people procedure and flow chart
Procedure:

If a child, young person, or adult at risk goes missing during an event or activity, DSUK will apply the following procedures: -

· Ensure that all other children continue to be supervised appropriately while a search for the child concerned is carried out.

· Organise the remaining available responsible adults to conduct a search of the surrounding area allocating everyone to a specific area. Request all those searching report back within a short time, dependent on the size of the area being searched. 

· If the child cannot be found after a good search of the immediate surroundings, contact the child’s parents to advise them of the concern and reassure them that everything is being done to locate the child. 

· Make a note of the circumstances in which the child has gone missing and where he/she was last seen and prepare a detailed physical description of the child, to include their hair and eye colour, approximate height and build and clothing he/she was wearing, as this will be required by the Police.

· Report the concern to the Police if the search is unsuccessful and no later than 20 minutes after the initial missing person report if the search is ongoing.

· Follow Police guidance if further action is recommended and maintain close contact with the Police. 

· Report the incident to the designated safeguarding officer
· Ensure that you inform all adults involved including the parents, searchers, and police if at any stage the child is located. 
· Record all the details and steps taken to locate and reunite the child, young person, or adult at risk with their Parent/Guardian on the DSUK Lost/Found Person Report Form.
Flowchart:

If a child, young person, or adult at risk appears to go missing, the flowchart on page 28 identifies that process to be followed. 
DSUK Missing Person Flowchart
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Parent/Guardian, instructor, friend or other person
notices the absence of child or adult at risk

Event Organiser in conjunction with Welfare Officer will make an
assessment of the situation. If, immediate concern; e.g. individual
seen stepping into vehicle — contact DSUK Lead Safeguarding
Officer / Police. Otherwise conduct an immediate search of the
appropriate area.
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Never send other children, young persons or adults at risk to assist
with the search and ensure that they are adequately supervised

Ensure event or school Ensure event security are
specific safeguarding lead is informed.

informed.

Contact the Event Safeguarding Lead. The decision to call the Police
will then be taken in conjunction with other staff members, site staff
and relevant adults.

Parents of missing individual must be informed.

Extend the search to likely venues. If the individual is found, call off
the search and inform all relevant parties.

A Missing/Found Person Form must be completed, recording all the
action taken to locate and reunite the individual with
parent/guardian.

A copy of the completed Missing/Found Person Form must be sent
to DSUK’s Lead Safeguarding Officer. The incident must be
discussed at the next safeguarding panel meeting.
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Appropriate communication
Below are good practice guidelines that DSUK will follow and encourage for communication with children and young people
6.1 Emails

Emails can provide an excellent opportunity to quickly disseminate information to a group of people. There are some risks, however, and everyone should be aware of good practice, which includes:

· Language should be appropriate and professional.

· Emails should come from the same person, i.e., Programme manager or head coach

· Emails should be about legitimate DSUK information and avoid over-familiarity.

· Ideally emails should be sent to groups rather than individual children. If communication needs to be sent to an individual child, another adult such as their parent should be copied into the message.

· For group emails, consideration should be made as to if it is appropriate to allow others access to all the recipient’s email addresses by using the ‘to’ field or if the ‘blind carbon copy’ (bcc) function should be used.

· People should be given the option to opt out of receiving further emails.

· For under 16’s, parental consent must be gained before collecting email addresses and parents should also be copied into the email. Parents should be able to include their own email address instead of their child’s.

· For young people aged 16-18, their permission should be gained to email them, and parents should be made aware that DSUK will be emailing their child and the reasons for this.

· If DSUK receives any emails of concern from a young person, the Safeguarding Children and Young People policy should be followed.

· If a DSUK staff member leaves their position, they should ensure they delete any DSUK email addresses from their computer.

· Email addresses should not be passed on or used for other purposes without permission.

6.2 Text messages
The use of text messaging increases the vulnerability of both the young person and the person sending the message – typically an adult (e.g., the instructor or manager). But text messages are one of the most direct forms of communication with young people so DSUK may decide to use text messaging. 

Good practices on how to reduce the risks include:

· It should be a DSUK decision to use text messaging, rather than a decision taken in isolation by one person.

· The content should relate solely to DSUK activities and should reflect the professional relationship between instructor/coach and skier.

· Text messages should be sent at appropriate times of the day (i.e., not overnight) and avoid language that is overly familiar or could be misinterpreted.

· DSUK staff members with access to the young people’s personal contact details should be kept to a practical minimum.

· DSUK staff members should not allow anyone to use their phone to text a young person and they should not pass on young people’s mobile phone numbers to other people.

· Consent must be obtained from young people prior to sending them text messages. For under 16’s, parental consent must also be obtained, and parents should be given the option of also being sent the text message. 

· For young people aged 16=18, their permission should be obtained before texting them and their parent’s made aware.

· DSUK should ensure that people know how to sensitively deal with concerns if they receive messages from a young person that could be considered inappropriate or concerning.

· Young people should be given the opportunity to request not to receive further messages.

6.3 Social Media
Social media, when used properly, is exciting and opens a lot of opportunities, but at times we know it can seem very intimidating. Facebook, Instagram, Twitter, texting, Blackberry messenger and personal emails are suddenly everywhere, and none of them come with a handbook. With a little common sense, however, you’ll be able to avoid the potential pitfalls and safely use social media as a promotional tool and a means of communication. 

6.4 Staff members and social media
Social media is great for promoting DSUK and DSUK activities, as well as being a fun way to unwind and stay in touch with friends, but it’s vital that these two worlds are kept separate. You should have separate business and personal pages; all contact with players should be through the former, and strictly in relation to coaching. You should also adjust the privacy settings for your personal account so that content is only visible to accepted ‘friends’. This will keep younger players safe from material that may be unsuitable for them and will prevent your online interactions from being treated as suspicious. 

Though younger players may see you as a friend and may request to be your ‘friend’ on a social media site, it is important that you direct them towards the DSUK official page, and that all contact is purely professional. What they might consider innocent, friendly contact probably won’t be seen as such by their parents and your associates. It would be wise to avoid aiming promotional material that targets children, as the minimum are required to set up a Facebook account is thirteen.

It is also important to be mindful of any content that you post online via the DSUK official page: remember that you’re representing the organisation. It may seem obvious but ensure that nothing you post could cause personal distress or be seen as inappropriate for children. If you wouldn’t put it on a physical message board, it should not appear on the social media pages. 

All contact should be in relation to DSUK and DSUK activities. Should you need to contact young members, you should make sure you have contact details for a parent as well, so that any messages can be sent to both. Again, the key is to remember that if you wouldn’t leave it on a public notice board, you shouldn’t be sending it in a message to a young person. 

If you suspect that someone is using social media in an unsafe or inappropriate manner, you should report their behaviour to the DSUK LSO. If you’re in charge of a social media page, you may want to have a look at this briefing from the NSPCC Child Protection in Sport Unit (CPSU): https://thecpsu.org.uk/resource-library/2013/cpsu-sample-online-e-safety-policy, as well as at the DSUK  e-safety policy.
6.5 Parents/Carers
Children and young people are growing up with the internet as part of their everyday lives, which is a good thing. It’s a great place for them to learn, to have fun and to chat with their friends. Of course, it is important to make sure that they’re safe while they do it. 

Remember: it is against Facebook’s rules for your child to have an account if they’re under thirteen years old. This is to prevent them from being exposed to potentially inappropriate content. You will find all you need to know about keeping young teens safe on Facebook on their official safety page for parents: http://www.facebook.com/saefty/groups/parents/.
There are some key tips which can significantly help to reduce the risks involved with social media and the internet. Make sure that your family computer is in a main living area, and the screen is positioned so that you can see what’s going on. Google have some more advice on their family safety pages: http://www.google.co.uk/familysafety/advice.html. Most importantly of all, it’s important that your child feels they can talk to someone if they are being bullied online, or if they’ve been exposed to something that makes them upset or uncomfortable. 

You may also want to have a look at the Child Exploitation and Online Protection Centre’s guide to the internet for parents and carers: https://www.thinkuknow.co.uk/Parentsold/.

6.6 Children and Young People
The internet is a great place to learn and to have fun with your friends, and the best way to have fun is to make sure that you stay safe. Luckily, it’s easy to too. You should think about the points below whenever you use the internet, or speak to people online:

· If someone isn’t your friend in real life, they aren’t your friend on the internet. Be careful when accepting friend requests.

· Sometimes people on the internet aren’t who they say they are. If you’re not 100% sure, don’t risk it. 

· Remember to change your privacy settings so that only your friends can see information about you, your wall posts, and your photos. 

· If someone is sending you messages or texts that you are worried about, you should tell your parents, an adult you trust, your teacher or the DSUK Lead Safeguarding Officer. 

· Remember that your DSUK instructor/coach is a professional, just like your teachers. They should not be your friend on Facebook and should not be texting or messaging you unless it is completely about DSUK activities.

· Bullying can happen online too, and it’s known as cyber-bullying. If you, or someone you know, has had this happen to them you should tell an adult that you can trust. 

· Have a look at the Think You Know page on the internet for more information about staying safe online: http://www.thinkuknow.co.uk.

6.7 Social Media: Do’s and Don’ts
Coaches:

	Is it always important to:
	Remember, do NOT:

	Understand the benefits of social media in promoting organisations and businesses.
	Send private messages to children and young people via social media.

	Keep your photos and personal information private.
	Invite children and young people to become “friends”.

	Have separate social media accounts for professional and personal use.
	Send text messages to juniors without including their parents.

	Apply the same standards of professionalism to your social media as all other parts of your instructing/business.
	Send inappropriate text messages or post messages on social media that are offensive, nasty, or derogatory in any way.


Young people:

	It is always important to:
	Remember, do NOT:

	Keep your photos and personal information private.
	Send inappropriate text messages or post messages on social media that are offensive, nasty, or derogatory in any way.

	Have separate social media accounts for professional and personal use.
	Accept any friend requests from people you don’t know, or you feel uncomfortable accepting.

	Conduct yourself in a respectful and courteous manner on social media as you would at home, in school or in a DSUK environment. 
	


Parents, it is always important to:

· Make sure you are aware of who your child has contact with online and via text.

· Be aware of DSUK’s expectations for instructors and social media.

· Talk to your children about using social media.

6.8 Websites/social networking
The internet provides an excellent opportunity to reach a wide audience at little cost. DSUK uses the internet to publicise itself and keep in contact with those interested in the sport and organisation. DSUK is, however, mindful in how it presents itself online and the risks the internet can post to young people if not used appropriately.

Good practice guidelines include:

· The website/profile should present a professional image, ensuring all language and content is appropriate.

· DSUK will plan how it will manage its website/social networking profile.

· There should be more than one person with ‘moderator’ responsibilities so content can be edited/removed quickly if necessary.

· The website/social media profiles should be regularly monitored, and links reviewed regularly to ensure they are appropriate and working.

· Procedures and contact details for reporting any problems/concerns should be easy to locate.

· Contact details for the DSUK Lead Safeguarding Officer is available and links available to help organisations such as Childline.

· If DSUK decides to publish team/athlete profiles of under 18’s, there and their parent’s permission should be sought first.

· Permission to publish photos/videos of young people should be gained from them and their parents and follow photography guidelines in the Safeguarding Children and Young People Policy.

· DSUK will avoid publishing excessive personal information of under 18’s, i.e., never include email address, home address, school attended, etc.

· If there is a minimum age on the social networking site, DSUK will not target young people under this age to use it.

· Parents should be encouraged to view the website/social media profile as well as young people. 

· If DSUK becomes aware of problems such as cyber bullying or a young person placing themselves at risk with the information they share on the internet, they will follow the set procedures for concerns or contact a help organisation for advice.

· DSUK employees should think carefully about their personal online profiles and should be linking them to young people’s pages. Any bullying and/or abuse online will be dealt with in the same manner as offline bullying and/or abuse.
Retention and Storage of Records
Refer to the NSPCC CPSU Guidance document on the retention and storage of Child Protection records, last updated November 2012.

https://thecpsu.org.uk/resource-library/2013/guidance-of-child-protection-records-retention-and-storage/
7.1 Data Protection Act

Guidance contained within the Data Protection Act, 1998: Guidance to Social Services (2000) is a useful point of reference for organisations to consider as it represents what can be regarded as best practice. This guidance states that:

Where no legal requirement to retain information beyond the closure of the record exists, the authority will need to establish its own retention periods. Normally personal information should not be held for longer than 6 years after the subject’s last contact with the authority. Exceptions to the 6-year period will occur when records:

· Need to be retained because the information in them is relevant to legal action that has been started.

· Are required to be kept longer by law

· Are archived for historical purposes (e.g., where the organisation was party to legal proceedings or involved in proceedings brought by a local authority). Where there are legal proceedings, it is best to seek legal advice about the retention period of your records.

· Consist of a sample of records maintained for the purposes of research.

· Relate to individuals and providers of services who have, or whose staff, have been judged unsatisfactory.

· Are held to provide, for the subject, aspects of his/her personal history (e.g., where the child might seek access to the file later and the information would not be available elsewhere).

When records are being kept for more than the 6-year period, files need to be clearly marked and the reasons for the extension period clearly identified. 

Note: Some records are subject to statutory requirements, i.e., there is a defined retention period. Examples include records relating to children who have been looked after by the local authority or adopted; records relating to registered foster carers; records in children’s homes, residential homes, and registered nursing homes. Disclosure and Barring Service (DBS) Certificates (formerly Criminal Records Bureau disclosure certificates) should not be stored for more than 6 months unless specific consent has been given to store them for longer (for example permission has been given to do this by the body that regulates your organisation).

Whilst the disclosure certificates should normally be destroyed after 6 months, it is permissible to keep a record of the date the check was completed, the reference number of the disclosure certificate and the decision made as to whether the person was employed. 

www.disabilitysnowsport.org.uk

Page 1 of 1
Charity No. 287106

SGC&YPP: Guidelines and Good Practice (06/17) 
www.disabilitysnowsport.org.uk

Page 24 of 34
Charity No. 287106

SGC&YPP: Guidelines and Good Practice (06/17) 

