CLUB EQUALITY POLICY

The aim of this policy is to ensure that everyone is treated fairly and with respect
and those members, non members and visiting clubs and teams are not denied
access to Diamond Tennis Academy because of a discriminatory reason

a) Diamond Tennis Academy is responsible for setting standards and values to apply throughout the
club at every level. Tennis should be enjoyed by everyone who wants to play the game.

b) Our commitment is to eliminate discrimination by reason of gender, sexual orientation, race,
nationality, ethnic origin, religion or belief, ability or disability and to encourage equal opportunities.

c) This policy is fully supported by the Diamond Tennis Academy management committee which is
responsible for the implementation and review of this policy.

d) Diamond Tennis Academy, in all its activities, will not discriminate or in any way treat anyone less
favourably, on grounds of gender, sexual orientation, race, nationality, ethnic origin, religion or
belief, ability or disability. Diamond Tennis Academy will ensure that it treats its employees,
members, non-members and visiting clubs and teams fairly and with respect and will ensure that all
members of the community have access to and have opportunities to take part in, and enjoy, its
programmes of activities, competitions and events.

e) Diamond Tennis Academy will not tolerate harassment, bullying, abuse or victimisation of an
individual (which Diamond Tennis Academy regards as forms of discrimination). This includes sexual
or racially based harassment or other discriminatory behaviour, whether physical or verbal.
Diamond Tennis Academy will work to ensure that such behaviour is met with appropriate action in
whatever context it occurs.

f) Diamond Tennis Academy commits itself to the immediate investigation of any complaints of
discrimination on the above grounds, once they are brought to its attention. Complaints will be dealt
with in accordance with its complaints policy and, where such a complaint is upheld, the LTC may
impose such sanction as it considers appropriate and proportionate to discriminatory behaviour.

g) Diamond Tennis Academy is committed to taking positive action where inequalities exist and the
development of a programme of on-going training and awareness in order to promote the
eradication of discrimination and to promote equality and diversity in tennis.

h) Diamond Tennis Academy is committed to a policy of equal treatment of all members and
employees and requires all members and employees to abide by and adhere to these policies and the
requirements of the relevant equalities legislation, including the Race Relations Act 1976, Sex
Discrimination Act 1975, Disability Discrimination Act 1995, Age Discrimination Act 2006 as well as
any amendments to these acts and any new legislation.
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*LTC can be replaced with the name of a School/Tennis Centre/ITI/After School Club or a Community
Tennis Club/commercial or a City Tennis Club

Complaints Procedure Guidance Notes

Your complaints procedure can be integrated into your club’s equality and diversity policy, or
maintained separately (in which case it must be referenced by other club policies, such as your code
of conduct). Either way, it outlines the steps that will be undertaken to investigate any complaint
brought to the attention of the management committee (or the alternative body chosen to perform
this role).

As with the equality policy template, it is imperative that you seek legal advice over the contents of
your complaint’s procedure. If your club does choose to adopt the LTA template, all members and

visitors must be made aware of its existence.

Explaining The Complaints Procedure Template

1. Part one of the procedure makes it clear that complaints can only be dealt with and managed if
they are submitted in writing and cover all the points ato f.

2. This confirms that employee(s) of the club such as bar staff, grounds man, coaches and paid
volunteers, are subject to specified disciplinary procedures.

3. This section explains how complaints about individuals who are not employed by the club will be
dealt with and managed.

4. Explains the steps to be taken if the complain concerns the club’s management committee itself (or
the alternative body chosen to perform this role).

Club Complaints Procedure Template

In the event that any employee, member, visitor or visiting team feels that he, she or it has suffered
discrimination or harassment in any way or that the club policies, rules or code of conduct have
been broken they should follow the procedures below.

1. The Complainant should report the matter in writing to the club secretary or another member of
the committee [insert relevant name or committee body]. The report should include:

(a) details of what occurred;

(b) details of when and where the occurrence took place;

(c) any witness details and copies of any witness statements;

(d) names of any others who have been treated in a similar way (provided that those people consent
to their names being disclosed);

(e) details of any former complaints made about the incident, including the date and to whom such
complaint was made; and
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(f) An indication as to the desired outcome.

2. If the person accused of discriminatory behaviour is an employee of the Club, the Club will regard
the incident as a disciplinary issue and will follow any disciplinary procedure set out for employees or
(if none exists) the statutory disciplinary procedure.

3 If the person accused of discriminatory behaviour is a non-employee of the Club, the Club’s
management committee [or relevant body please insert] or representatives of the committee:

3.1 will request that both parties to the complaint submit written evidence regarding the incident(s);
3.2 may decide (at its sole discretion) to uphold or dismiss the complaint without holding a hearing;
3.3 may (at its sole discretion) hold a hearing (whether or not such a hearing is requested by either
party) at which both parties will be entitled to attend and present their case;

3.4 will have the power to impose any one or more of the following sanctions on any person found to
be in breach of any Club policy, (including the Equality Policy):

(a) warn as to future conduct;

(b) suspend from membership;

(c) remove from membership;

(d) exclude a non-member from the Club, either temporarily or permanently; and
(e) Turn down a non-member’s current and/or future membership applications.

3.5 will provide both parties with written reasons for its decision to uphold or dismiss the complaint
within one (1) calendar month of such decision being made.

3.5 Either party may appeal a decision of the committee to the County Association (including a
decision not to hold a hearing) by writing to the [County Secretary] within 3 months of the Club’s
decision being notified to that party.

4. If the nature of the complaint is with regard to the club’s management committee or other body or

group in the club, the member/visitor has the right to report the discrimination or harassment
directly to the relevant County Association.

Terminologies and Descriptors

Types Of Discrimination

There are three categories of discrimination: direct, indirect and positive:

Direct discrimination ¢ is where a person, in a group of people with the same or similar
circumstances, is treated less favourably than the others in the group because of their race, gender,
disability or sexuality.

Indirect discrimination occurs where the effect of certain requirements, provision or practices

imposed by an organisation has an adverse impact disproportionately on one group or other. Indirect
discrimination generally occurs when a rule or condition, which is applied equally to everyone, can be
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met by a considerably smaller proportion of people from a particular group; the rule is to their
advantage and it cannot be justified on other grounds.

Positive discrimination is in favour of those who were formerly discriminated against, especially in
the provision of social and educational facilities and employment opportunities.

The LTA’s equality and diversity policy www.lta.org/equality sets out our commitment to opposing all
forms of discrimination. The LTA will ensure that its employees, members, volunteers, players,
officials, affiliated clubs and customers are not discriminated against on the basis of any of the
following:

- race, colour, ethnic group or national origin

- gender or marital status

- disability

- sexuality or sexual orientation

- age

- employment status

- actual/suspected HIV/AIDS

- religion and faith

- unrelated criminal offences/ex-offenders (subject to any legal or public interest constraints)

- responsibilities for children or dependents

Harassment - Harassment can be described as inappropriate actions, behaviour, comments or
physical contact, which may cause offence i.e. mental or physical anxiety or hurt to an individual:
It may be related to gender, race disability, sexuality, age, religion, nationality or any personal
characteristic of an individual.

Under the terms of the Criminal Justice Act 1994, harassment was made a criminal offence,
punishable by a fine of up to £5,000 and/or a prison sentence of up to six months.

Victimisation - Victimisation can be described as treating an individual less favourably than one
would treat others because the individual has made a complaint of discrimination, given evidence
about such a complaint or raised a concern under the Public Interest (Disclosure) Act 1998.

Positive action - The term ‘positive action’ refers to a number of methods designed to counteract the
effects of discrimination and to help eradicate stereotyping. It can be initiatives or activities that
attempt to redress imbalances by providing extra help, doing things in a different way or promoting
opportunities in targeted places and to targeted groups. Under this broad meaning, positive action
may include actions such as the introduction of discriminatory selection procedures, and training
programmes or policies aimed at preventing sexual harassment. An example of positive action being
taken is the employment of a female coach to lead a session aimed at women, to specifically
encourage uptake and participation by female players.
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Prejudice -Prejudice is literally pre-judging someone. It is usually led by negative, irrational feelings,
resulting from preconceived attitudes and opinions.

Stereotyping -Stereotyping is grouping or labelling people because they are members of a particular
‘visible’ group, and assuming that they have particular traits that are considered to be characteristics

of that group.

Dignity - Dignity is about respectful, responsible, fair and humane behaviour, something that is
reflected in the club’s constitution.

Disadvantage - Disadvantage is where, as a result of discrimination, an individual or group is deprived
of some or all resources and opportunities. This may affect people directly or indirectly.

Social exclusion - Social exclusion is when people or areas suffer from one or a combination of linked

problems such as unemployment, poor skills, low income, high crime environments or lack of
facilities.

3.1.1 - Guidelines for Child Protection

Safeguarding And Protecting Children: A Shared Duty

Sport plays a vital role in the growth and development of children and young people. Tennis clubs
provide opportunities for children to take part in exciting, challenging and healthy activities. All
organisations that work with children have a shared duty to ensure that those children benefit from a
safe, enjoyable environment, and are protected from abuse. This means having systems in place to
promote and maintain the highest standards possible, and to respond quickly to any problems or
concerns.

Working Together to Safeguard Children (HM Government, 2006) is a detailed government guidance
document, applicable to all organisations that work with children. It stresses that organisations have
a responsibility to work together, within a common framework, to ensure that those who come into
contact with children are skilled and safe, and to ensure that concerns are properly acted upon.

If this is the first time that you have thought about safeguarding and protecting children in your club,
you should appoint a Child Protection Officer or ‘lead adult’ with responsibility for putting the correct
measures into place. All clubs are required to have a Child Protection Officer.

Resources
The LTA’s Child Protection Department provides a wide range of resources and support to tennis
organisations, to help them meet their responsibilities. The resources included in this pack are

also designed with these responsibilities in mind, as child protection is a central component of
Tennis Clubmark accreditation.
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This document, Safeguarding and protecting children: a shared duty, provides some useful
background information. You should maintain a copy of this document and formally recognise the
responsibilities that it describes. Below is a brief overview of the other child protection related

Tennis Clubmark resources, as contained in this folder:

Code of conduct for people working with children (3.1.2) ¢ this code provides clear guidance

on the types of attitude and forms of conduct that help to make tennis clubs safe, positive and
friendly places for children. You should adopt this code, and ask your staff and volunteers to read and
follow it.

Child protection policy (3.1.3) ¢ it is vital that every club has a clear statement of its commitment to
the safety and welfare of junior members. Use this template to create your own child protection
policy. Remember to display the completed document in your club, in a place where children and
adults can see it. Some clubs have also included a photograph of their Child Protection Officer,
alongside the policy.

Guide to safer recruitment (3.1.4) ¢ finding the right people to work with junior members is one of
your club’s major responsibilities. This resource offers some hints and tips on developing a
recruitment policy that will help to stop problems before they arise. It should be adopted and
consulted whenever you are taking on volunteers, employees or contractors.

Self-declaration form for coaches and volunteers (3.1.5) ¢ this form is very important when
recruiting volunteers, staff and contractors, and you should retain a copy on file.

Policy on the use of images of children and young people (3.1.6) ¢ this guidance document covers
the safe and appropriate use of films and photographs of children under 18. It includes a

sample consent form, which should be completed (wherever possible) before any filming or
photography takes place. Remember to contact LTA Child Protection if you need advice on adopting
these guidelines or require help putting together a consent form for a specific event.

Guidelines for travelling and staying away (3.1.8) — taking players on trips is a complex issue that
requires careful planning. This guidance document outlines all the major considerations, including
transport, supervision, medical emergencies, nutrition and codes of conduct. It also covers what to
do if child safety concerns arise, and includes a comprehensive checklist for away fixtures and
overnight stays.

Junior club membership form (3.1.9) ¢ this template will make sure you gather the basic information
that you need in order to look after your junior members properly. You can also use this form to
collect information that will be useful in developing your facilities and services, as well as your
marketing activities. Remember to tailor the template to the specific needs of your club, by including
guestions that have direct relevance to your projects, activities and goals.

Trip and activity consent form (3.1.10) ¢ to be completed by parent(s)/guardian(s) whenever
children and young adults are taken on trips or to special events.
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Incident report form (3.1.11) ¢ your Child Protection Officer and senior club officials should have
easy access to this form. Use it to report any concerns or incidents in which a child’s safety or welfare
was placed at risk. Remember to get expert advice immediately (by telephone) from your county LTA
or national LTA Child Protection, if you feel it is necessary. This form is not a requirement for
referrals, but you may be asked to complete one to support the Child Protection Department in its
work.

Safeguarding And Protecting: WhatQ@ The Difference?

‘Safeguarding’ is the word that applies to all the work a club does to provide a safe, positive and
friendly environment for children. The code of conduct provided in this pack encourages attitudes
and approaches that help to safeguard children. By adopting an open, accountable and responsible
approach, clubs can help to prevent problems before they occur. Measures such as safe recruitment,
clear standards of conduct, and careful planning for photography, events and travel, also contribute
to a safe, high quality environment for junior members. In summary, safeguarding is the ‘behind the
scenes’ work that well-organised clubs do to prevent problems from arising.

‘Protecting’ refers to the procedures that come into force when there is a particular concern or
incident. Good safeguarding helps to reduce the need for protection, but it is vital to have rigorous
and clear procedures in place in case a problem arises. If a child suggests that they are being abused,
or if an adult reports abuse or bad practice that could put a child’s welfare at risk, these procedures
must be understood and followed by everyone involved. By appointing a Child Protection Officer who
can liase with county LTA or national LTA Child Protection, you establish an important safety net. The
HITLIST gives some important advice for CPOs.

Of course, safeguarding and protecting often overlap. By using the resources in this folder and others
provided by the LTA, and by accessing the training required as part of Tennis Clubmark accreditation,
you will be adding to your knowledge and understanding in both areas. The better you are at
developing a safe and positive club for junior members, the easier you will find it to identify when
things are going wrong and to deal with them appropriately. Remember, LTA Child Protection is able
to offer you a wide range of advice and support.

Recognising Signs Of Abuse

Most of your work as a club should focus on tennis. The safeguarding measures suggested here (and
in other LTA guidance documents) are mainly intended to help you deliver tennis in a safe
environment. This will help young people to feel supported, and ensure that most problems are
tackled before they become serious.

Even so, it is extremely important that you are aware of the different forms of child abuse, and of the
possible signs that abuse is occurring. Although this should not be the main focus of your
safeguarding and protection measures, you could prevent a child from coming to harm if you have
some basic knowledge in this area.
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The best way to gain basic skills in recognising signs of abuse is to attend the LTA/UKCC child
protection workshop. Tennis Clubmark requires your club to send two people on this course,
including your club coach. However, as an introduction, please be aware of the following
descriptions of different types of abuse, taken from Working Together to Safeguard Children (HM
Government, 2006):

What is abuse and neglect? ¢ Abuse and neglect are forms of maltreatment of a child.
Somebody may abuse or neglect a child by inflicting harm, or by failing to act to prevent harm.
Children may be abused in a family or in an institutional or community setting; by those known to
them or, more rarely, by a stranger. They may be abused by an adult or adults or another child or
children.

Physical abuse — physical abuse may involve hitting, shaking, throwing, poisoning, burning or
scalding, drowning, suffocating, or otherwise causing physical harm to a child. Physical harm may also
be caused when a parent or carer fabricates the symptoms of, or deliberately induces illness in a
child.

Emotional abuse ¢ emotional abuse is the persistent emotional maltreatment of a child such as to
cause severe and persistent adverse effects on the child’s emotional development. It may involve
conveying to children that they are worthless or unloved, inadequate, or valued only insofar as they
meet the needs of another person. It may feature age or developmentally inappropriate expectations
being imposed on children. These may include interactions that are beyond the child’s developmental
capability, as well as overprotection and limitation of exploration and learning, or preventing the
child participating in normal social interaction. It may involve seeing or hearing the ill-treatment of
another. It may involve serious bullying causing children frequently to feel frightened or in danger, or
the exploitation or corruption of children. Some level of emotional abuse is involved in all types of
maltreatment of a child, though it may occur alone.

Sexual abuse ¢ sexual abuse involves forcing or enticing a child or young person to take part in sexual
activities, including prostitution, whether or not the child is aware of what is happening. The activities
may involve physical contact, including penetrative (e.g. rape, buggery or oral sex) or non-penetrative
acts. They may include non-contact activities, such as involving children in looking at, or in the
production of, pornographic material or watching sexual activities, or encouraging children to behave
in sexually inappropriate ways.

Neglect ¢ neglect is the persistent failure to meet a child’s basic physical and/or psychological needs,
likely to result in the serious impairment of the child’s health or development. Neglect may occur
during pregnancy as a result of maternal substance abuse. Once a child is born, neglect may involve a
parent or carer failing to provide adequate food and clothing, shelter including exclusion from home
or abandonment, failing to protect a child from physical and emotional harm or danger, failure to
ensure adequate supervision including the use of inadequate care-takers, or the failure to ensure
access to appropriate medical care or treatment. It may also include neglect of, or unresponsiveness
to, a child’s basic emotional needs.

Bullying ¢ bullying may be defined as deliberately hurtful behaviour, usually repeated over a period
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of time, where it is difficult for those bullied to defend themselves. It can take many forms, but the
three main types are physical (e.g. hitting, kicking, theft), verbal (e.g. racist or homophobic remarks,
threats, name calling) and emotional (e.g. isolating an individual from the activities and social
acceptance of their peer group). The damage inflicted by bullying can frequently be underestimated.
It can cause considerable distress to children, to the extent that it affects their health and
development or, at the extreme, causes them significant harm (including self-harm). All settings in
which children are provided with services or are living away from home should have in place
rigorously enforced anti-bullying strategies.

Responding To A Concern

It can be very difficult to identify that abuse or neglect is occurring, or that someone’s poor conduct is
having a serious impact on a child. It’s not always a question of identifying the visible signs of abuse;
often, a child or adult speaking out raises concerns. Children may not be able to give a clear
explanation of what has happened, but will indicate that something is wrong. It is not your
responsibility to investigate or intervene, but it is your responsibility to listen and to make sure that
the child receives all the necessary help and support. Here are five simple steps that you should take
if someone reports a concern to you:

1. Stay calm and assure the child.

2. It takes a lot of courage for a child to disclose a problem, and he/she usually wants you to help.
Therefore, you should not make promises of confidentiality, but be clear that you may have to
contact other people who will be able to help.

3. Listen carefully to what the child says and do not suggest ideas. Keep questioning to a minimum,
use open questions, and record the conversation as soon as you can. Record precise words and
phrases (as closely as possible) and be clear to make a distinction between fact and opinion.

4. Report the concern to the Child Protection Officer in your club, or go directly to the
county/national LTA. Do not hesitate to call national LTA Child Protection if you need urgent advice.
LTA Child Protection contact details are given below. If you fear that a child is at immediate risk, and
you cannot get advice from a Child Protection Officer, you should contact your local police or social
services.

5. Do not discuss the concerns with others until you have reported them, as above. A club or county
officer might contact LTA Child Protection, if they feel the problem is serious, and it is possible that
the police and/or social services may then become involved. It is not your responsibility to make
these decisions; the correct course of action is for you to report the concern, as quickly and
accurately as you can.

Good practice and support ¢ the Tennis Clubmark folder offers a variety of resources to help you
ensure that tennis is a safe sport for children and young people. If you have any comments or
guestions about the issues raised in these guidelines, of if you need further and more detailed advice,
you should contact LTA Child Protection. Remember to regularly check the website for new resources
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and updated materials.

LTA Child Protection

T: 0208 487 7008/7116

M (24 hour): 07971 141 024

E: childprotection@lta.org.uk
www.LTA.org.uk/childprotection

3.1.2 - Code of Conduct for People Working With Children

Children and young people are able to play tennis because of the thousands of adults, both paid and
unpaid, who provide opportunities for them to do so. All of these adults have special responsibilities
to the children they work with. This code of conduct provides clear guidance on the types of practice
that will meet these responsibilities. Good conduct not only prevents incidents and allegations, but
also helps to highlight any conduct (by other people) that is unsafe or unprofessional.

This code of conduct can be adopted or used by any tennis organisation. It can also be adapted to suit
specific roles and situations. The LTA Child Protection Department offers advice on this. Some people,

such as LTA Licensed Coaches and ABTO recognised tennis officials, are already required to follow
codes of conduct applying to their positions.

Those Working With Children In Tennis Should:
1. Be professional and maintain the highest standards of personal behaviour at all times.

2. Recognise the trust placed in adults by children, and recognise the power held over children by
adults. Treat this trust and this power with the highest responsibility.

3. Try to work in an open and accountable manner at all times. Work in view of others wherever
possible, be wary of working alone and unobserved, and be willing to accept questions or criticism

regarding good practice.

4. Expect others to work in an open and accountable manner. Question and criticise the practice of
others if necessary.

5. Maintain a professional relationship with children. Any form of sexual relationship or activity with a
child is unacceptable and could lead to disciplinary or legal action.

6. Not be under the influence of drink, drugs or any illegal substance.
7. Use appropriate and respectful forms of discipline and communication. Physical aggression,

intimidation, verbal abuse and persistent shouting are not acceptable. Any form of assault (e.g.
hitting, kicking, pinching, slapping) should be regarded as a serious incident.
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http://www.lta.org.uk/childprotection

8. Use appropriate language. Don’t swear, and never make sexual or suggestive comments to a child.
If a child makes such comments, be prepared to enforce these boundaries in your response.

9. Not appear to favour one child or show interest in one child more than another.

10. Not discriminate against a child because of their age, gender, disability, culture, language, racial
origin, religious belief or sexual identity.

11. Use physical contact with players only where necessary. If contact is necessary, (e.g. for the
purposes of coaching or first-aid), then explain to the child what the contact is for, and change your
approach if he or she appears uncomfortable.

12. Design and use training methods and training programmes that are appropriate to the individual
child.

13. Be aware of situations that could be misunderstood or manipulated by other adults. For example,
if a coach or official is alone with a child in a clubhouse, changing room or car, he or she may be
vulnerable to allegations of misconduct.

14. Be vigilant and aware of how actions can be misinterpreted by children. Actions made with good
intentions can seem intrusive or intimidating to some children. Sometimes children become attracted
to the adults working with them. Adults should be aware of the impact of their actions, and should
sensitively address any misunderstanding.

if! /2y OSNYy !o62dzi ! /KAfRQa 2StFINB /2YSa ¢

15. Take seriously any suspicion or allegation of abuse, or any disclosure of concern made by a child
(or adult).

16. If a concern comes to your attention, record information, including relevant details. Be sure to
record opinions or feelings as such; do not record them as facts. Do not question or interview the
people involved in the incident of concern.

17. Report any concerns within the area of Child Protection (physical, emotional or sexual abuse,
neglect or bullying), in confidence and without delay, to your club, county or LTA Child Protection
Officer. If CPOs cannot be contacted and there appears to be an immediate risk, contact the police or
your local social services.

18. Never discuss an allegation or suspicion with another person, (other than the police or social
services), before receiving advice from the club, county or LTA Child Protection Officer.

Remember that it is the responsibility of all adults to safeguard children in sport. By recognising,

following and discussing the principles behind this code, you are helping to make bad practice and
abuse unwelcome in tennis.
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For more information on issues like these, see the range of guidance resources produced by the
LTA Child Protection Department. Go to www.lta.org.uk/childprotection, or contact the department
directly using the details below.

LTA Child Protection

T:0208 487 7008/7116

M (24 hour): 07971 141 024

E: childprotection@lta.org.uk
www.LTA.org.uk/childprotection

3.1.4 - Guide To Safer Recruitment - Taking On New Volunteers, Employees
And Contractors

Why people matter C all children should be able to play tennis in a safe and enjoyable environment.
This relies on the good practice of adults, on court and off. Bad practice and abuse from a minority of
people can undermine the efforts of others. The best way to deal with bad practice and abuse is to
prevent it from happening. One important way to do this is to follow safe recruitment practice before
new employees, volunteers and contactors gain access to tennis venues and events.

Who does this apply to? ¢ Anyone who will be in a position of authority over children or other
vulnerable people should be recruited with care. This includes volunteers, employees and
contractors. Coaches, officials, assistants, committee members, tournament organisers and many
others may be included. If someone is going to have substantial contact with children, you must be
thorough. This also applies to senior committee members and other club officials who have
responsibility for overseeing and managing activities involving children or young people.

Unfortunately, serious abuse is often committed by adults who are known and trusted in their
community. This means that you should follow good procedures in every single case. Do not be
suspicious of the people around you, but be thorough enough to meet your responsibilities.

This document sets out five important steps that you should consider. Also remember that the LTA
produces detailed guidance on many of the issues discussed here. To access this guidance, go to
www.lta.org.uk/childprotection, or contact the Child Protection Department directly using the details
below.

Five Steps To Safer Recruitment:

1. Take a background and history ¢ this is particularly important for employees, but also

applies to those seeking senior committee roles and to coaches who are contracted to provide junior
coaching. Make sure that you have seen a full CV or work history. Ask about any gaps or
inconsistencies. This can be a very useful way of spotting previous problems or concerns. You might
not take a full history from volunteer helpers, but don’t be afraid to ask about their experience and
skills.
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2. Ask for references ¢ as with the background and history checks, this is particularly important for
employees, contractors and committee members. Ask for the names of two referees and follow these
up. Both referees should be people who have known the candidate in a professional capacity for a
substantial period of time (at least 3 years). Ask them to comment on the candidate’s suitability to
work with children and vulnerable people, and about the quality of their work. Also ask if they ever
had reason to take disciplinary action against the candidate.

You may not require references for volunteers taking on minor roles, if they are well-known to you or
other club members. However, consider pursuing these for volunteers taking on large or important
roles. Seeking references is one of the best ways of ensuring that you take on the right people. Make
all roles subject to satisfactory references and be prepared to follow this up, if they are not produced.

3. Get a Criminal Records Bureau (CRB) disclosure ¢ CRB disclosures are useful for ensuring that any
known risks can be properly managed. It is important to remember, however, that a CRB disclosure is
only one of the five steps outlined here. It is a good way of finding out significant information but it
should not be used in isolation.

The LTA offers a CRB service and has a dedicated CRB team. This team will help you to apply for any
checks that are needed, while the Child Protection team provides individual risk-assessment and
support to ensure that all disclosures are dealt with fairly and safely.

You should seek a CRB disclosure from anyone who will be coaching or in sole charge of children or
vulnerable people. Other people who should complete a disclosure are: senior committee members;
junior co-ordinators and captains; coaching line-managers; and others who may be required to deal
with sensitive information involving welfare or disciplinary issues. Volunteers do not have to pay to
complete a CRB disclosure.

You will normally request a CRB check on anyone who is new to the organisation, or taking on a child-
related role for the first time. You should be cautious about accepting checks that were not carried
out by the LTA: do not accept a candidate’s own copy of a CRB disclosure, without first checking the
status of the disclosure with the LTA (anything over than 12 months old is likely to be rejected). The
LTA produces separate guidance on this issue, and you can seek advice by contacting the CRB or Child
Protection departments.

If you are waiting for a CRB check to come back, you could use ‘self-disclosure’ as an interim measure.
But remember to make things clear to the candidate: they could be asked to leave their role, if the
CRB reveals anything of concern, and inaccurate self-disclosure can lead to further action. CRB
disclosure is not an award, certificate, or guarantee. It is only one source of information and it should
be considered alongside all others.

4. Set up agreements or contracts ¢ make sure that roles and responsibilities are absolutely clear.
Even for volunteers, there should be a clear ‘line manager’ who takes responsibility for supporting
and overseeing the role. There should also be clear expectations around conduct. The LTA produces a
code of conduct for those working with children in tennis (see Tennis Clubmark resource 3.1.2).
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For employed and contracted coaches, make sure you have proper contracts in place. Any contract
should clearly outline the roles and responsibilities of the parties, and include details of how
performance will be monitored and reviewed. It should also make it clear that action will be taken if
conduct falls short of the relevant standards. Some clubs are nervous about putting contracts in
place; but without them, it is difficult to deal with problems when they arise. If your coaching
programme (and a significant percentage of your financial turnover) is in the hands of a coach, it can
make sense to spend a small sum on getting a solicitor to draft a simple contract. LTA licensed
coaches must abide by general conditions imposed by the LTA. If your coach does not have an LTA
Coach Licence, it is even more important to have a rigorous contract in place.

5. Organise an induction ¢ make sure that all new starters are given a proper induction. This should
include information on the standards expected of those working with children, and on the
arrangements in place at the club for ensuring the welfare of children and young people. Remember
to hand out a copy of your child protection policy (see resource 3.1.3 in this folder) and to provide
contact details for relevant Child Protection officers and agencies.

What If The Recruitment Process Reveals A Concern?

You may feel that someone is not suitable to hold a particular position. They may lack the skills you
require, or have a track record of poor work or dishonesty. You might decide not to take on that
person. If you are concerned that a candidate might pose a risk to children, you can get advice on
what to do by contacting the Child Protection Officer at your county LTA, or by contacting the LTA
Child Protection Department using the details below. By taking recruitment seriously, you can help to
make British tennis friendly, professional and safe for children and young people.
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3.1.5 - Self declaration form

For people working with children. Please return to the requesting club or body.

Full name
(please print)

Any previous or
other names

Date &
place of birth

Current address

Previous address
(if you have been at
your current
address for less
than 5 years)

Have you been convicted of any offence or had a conviction or been bound over; or is a
prosecution pending related to: children, any offence under the Sexual Offences Act, any offence
involving violence of any nature or drug related offences? (Note: You are advised that you should
declare ALL convictions including ‘spent’ convictions where working with children.)

Yes If you have ticked this box please provide details below
No

Full details if answered “yes” above

Are you a person known to ANY social services department as being an actual or potential risk to
children, vulnerable adults or any other people?

Yes If you have ticked this box please provide details below
No

Full details if answered “yes” above

Have you ever had a sanction imposed against you or been disciplined in any way for any matter
relating to child abuse, sexual offences, violence or the use of drugs?

Yes If you have ticked this box please provide details below
No

Full details if answered “yes” above
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Please list your current club and the last three (if applicable) with which you have been associated:

Club name & address

Club name & address

Club name & address

Club name & address

Please supply the names and addresses of two referees whom the LTA can contact regarding
your suitability to work with children or vulnerable adults (these must not be a partner or relation).

Full name Full name

Address Address

Phone no. Phone no.

Relationship to referee Relationship to referee

How long have you been known to the referee? | How long have you been known to the referee?

CONSENT - please read carefully

| hereby consent to the requesting body undertaking criminal record and/or social services and
other relevant third party checks in connection with this self-declaration in line with LTA policy on
the safeguarding of children. | understand that the information contained on this form, the results
of any police and/or social services checks and information supplied by third parties will be
recorded by the requesting bady and/or the LTA. | understand that, if | continue to be associated
with the requesting body, | must inform this body immediately of any changes relating to the
guestions above. | understand that action may be taken should | complete this form with false
information or with information | know or believe to be incorrect. | understand that | have the right
of access to information held an me and other rights under the Data Protection Act 1884

Signed Date
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