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1. Introduction
The following documents are included in the Coaches Pack and distributed to every Coach at the beginning of each season, or on the first week of coaching at a Sonning HC Colts session.

1.1 Coaching and Competitions
· Season Calendar

· Coaching Programme

1.2 Duty of Care and Child Protection

· Volunteer Agreement Form

· Task Descriptions :

· Assistant Junior Coach

· Head Junior Coach

· Junior Team Manager

· Guidelines for dealing with an accident/incident

· Accident / Incident Form

· Child Protection Policy & Procedures

1.3 Equity and Ethics

· Equity Policy Statement

· Coaches Charter

· Code of Conduct for Club Officials & Volunteers

· Code of Conduct for Parents
· Code of Conduct for Juniors

1.4 General

· Helpful Notes

2 season dates

2.1 Programme dates for the season as at 1st August 2011
2011-12Training Dates

Colts sessions will start on 13th and 14th September 2011 and continue until the 27th and 28th March 2011.

Training times for the Colts are as follows:

· U12s, U10s and U8s:

Tuesday Evenings 6.30pm – 7.30pm

· Under 16 Boys and Girls:
Wednesday Evenings 6.30pm – 7.30pm

Training will be held at the Berkshire Sports Club astroturf pitch.

2011-12 Season Breaks

There will be no Colts’ sessions during the school holidays.

· Autumn Half Term: 
24th – 28th October 2011
· Christmas Holiday: 
19th December 2011 – 2nd January 2012
· Spring Half Term: 
13th – 17th February 2011
2011-12 Fixtures

Our Coaching Team are currently planning fixtures with local teams. 

Fixture dates will be published on the Colts’ website as soon as possible.

3 job descriptions

3.1 head junior coach

Name of coach: 


Responsible to: Sonning Hockey Club Committee via the Colts Development Officer

MAIN DUTIES

· To take responsibility for the club’s junior coaching sessions at Sonning Hockey Club Astro Pitch on Tuesday or Wednesday evenings throughout the season.


· To review coaching plan before the start of the session.


· To work with and include the Assistant Junior Coaches in the preparation and running of each session, including advising all of the designated first aider.


· To attend junior club meetings and report on progress when required.


· To offer the club feedback on the organisation and degree of success of junior coaching and competitions.


· To assist in the selection of teams.


· To travel to competitions with the junior team(s) when required.


· To inform the Colts Development Officer / Volunteer Co-ordinator in advance of any sessions that cannot be attended.

· To ensure all players have registered at the start of each session.

NOTE 1:  
It is a requirement for all Head Junior Coaches to be an Active 




Sports registered coach.

NOTE 2: 
All Head Junior Coaches will hold a controlled copy of the 




Active Sports Club pack.

3.2 junior team manager

Name of Junior Team Manager: 


Responsible to: Sonning Hockey Club Committee via the Colts Development Officer
3.2.1 MAIN DUTIES

· To work with the junior club coaches.


· To ensure that team entries for competitions are completed when required.


· To take responsibility for competition kit if required.


· To ensure that with the Colts’ secretary, junior match fees are paid.


· To coordinate transport details for away venue competitions.


· To organise details for tours if required.


· To welcome new members and induct them into the club.

· Ensure the match pack, including full first aid kit and accident/incident forms are taken to every away fixture.

3.3 Assistant junior Coach
Name of coach: 


Responsible to: Head Junior Coach of session or Colts Development Officer

3.3.1 MAIN DUTIES

· To assist with the club’s junior coaching sessions at Royal Berkshire Sports and Social Club Astro Pitch on Tuesday or Wednesday evenings throughout the season (refer to season dates (section 2.1)) and at matches when required.
· To review coaching plan before the start of the session.

· To work with the Head Junior Coach in the preparation and running of each session.


· To offer the club feedback on the organisation and degree of success of junior coaching and competitions.


· To travel to competitions with the junior team(s) if required.


· To inform the Youth Development Officer / Volunteer Co-ordinator in advance of any sessions that cannot be attended.

· To ensure all players have registered at the start of each session.

· Ascertain the designated first aider for each session. 

4 child protection policy and procedures

4.1 aiM

All coaches and volunteers to attend the Good Practice and Child Protection Course

4.2 policy
Sonning Hockey Club Youth Section accepts that its main responsibility is for the well being and safety of those young players who are members of the club. This is done in the belief that by placing their welfare at the centre of our concerns we are providing a solid foundation for the development of our players of the future and for effective Child Protection practice.

Sonning Hockey Club adopts the Child Protection Guidelines for Good Practice issued by the English Hockey Association and Active Sport, together with the guidance given by the Sports Coach UK. All of our coaches are expected to adhere to the principles outlined by these documents.

It is also recognised that Child Protection is a mutual commitment between coaches and parents/guardians. Notwithstanding the Child Protection procedures laid out below, coaches will work with parents/guardians to develop a mutually beneficial relationship. As part of their training, all coaches are given Child Protection Awareness Training.

Sonning Hockey Club will appoint at least one “Child Welfare Person” (CWP) who will have the responsibility for ensuring that the club's procedures below are carried out in the correct manner. In the event of any incident involving a CWP, the Colts Development Officer (CDO) will act in his/her place (see page 3 of this document. At the core of all our procedures is the overriding principle that no child(ren) will be put at any further risk. (Names of the CWP and YDO are detailed below).
4.3 Procedures:

Child Protection issues fall very broadly into the following categories:

· Bullying

· Allegation of abuse/neglect 

· Suspicion of abuse/neglect 

· Disclosure of abuse/neglect 

· Going home procedure 

The following are procedures that coaches will follow in the event of any of the above.

Bullying (deliberate hurtful behaviour – verbal, written or physical)
· Investigate allegations/suspicions fully
· Inform the Child Welfare Person
· Talk to bully and victim separately
· Take appropriate action, such as:
· Apology from bully
· Inform parents
· Return of any “borrowed” items
· Support for coach and/or victim
· Encourage change in bully’s behaviour
· Consider sanctions against perpetrators
· Inform other coaches about incident and action taken
· Keep a record of incident(s) and actions taken
· Arrange a follow up meeting with victims’ family reviewing progress
Allegation of abuse/neglect (Physical, sexual, emotional, bullying, harassment)

· Listen to allegations.

· Make notes on what has been alleged.

· Inform the Child Welfare Person of the allegations immediately.

· The CWP will decide on the appropriate action, which may be:

· Inform Reading Social Services on 0118 955 3600
· Inform Thames Valley police, Reading, Berkshire RG1 7TH on 0118 932 5500.

· Maintain confidentiality. Do not inform parents if allegation involves them, otherwise inform parents of actions (this is best done by the CWP). No names will be mentioned to the parent.

Suspicion of Abuse/neglect 

A suspicion of abuse or neglect should be discussed with the CWP in the first instance, he/she will then deal with the suspicion in the appropriate manner.

· No information will be given to anyone else, confidentiality is paramount.

· Parents will not be informed if suspicion involves them.

· Suspicions will not be discussed with the child.

Disclosure of abuse/neglect (children often only tell people they trust)
· Listen to what the child has to say with patience, without comment and without making any promises but try and assess if immediate protection is needed.

· At the earliest opportunity make notes on what has been disclosed.

· Inform the CWP of the disclosure immediately.

· The CWP will decide on the appropriate action, which may be:

· Inform Reading Social Services on 0118 955 3600
· Inform Thames Valley police, Reading, Berkshire RG1 7TH on 0118 932 5500.

· Inform the Chief Executives Office of the EHA on 01908 544614 (if a coach is implicated).

· If the disclosure involves the child’s parents, they will not be informed. The CWP will discuss the disclosure with Berkshire Social Services, who will discuss the matter with parents.

· If the disclosure involves a coach, he or she will not be put in a situation whereby they come into contact with any children until the issue has been investigated and resolved (this is for the safety of the coach as well as the welfare of the child).
Going home procedure 

· Parents or nominated responsible adult MUST collect players (under 14) from the PITCH SIDE and not allow them to walk to where their cars are parked.

· If a child (under 14) wishes to make his or her own way home this must be confirmed in writing from a parent and arrangements must be safe and satisfactory to the club.

· In the event of a child not being picked up after a match or training session 
the coach will make contact with the parents.

· If parents are out of contact the coach will not leave the child at the pitch unsupervised.

· The CWP will be advised if the situation is recurrent.

· As a rule coaches will not take children in their cars without the permission of parents. Lone children will only be taken in the back seat of a car.

· In extreme cases the police should be informed by the CWP.

4.4 contacts

Colts’ Development Officer (CDO)

Name: 



Nick Digby
Contact details: 
 

01491 628 244
 




nick.digby@virgin.net
Child Welfare Person (CWP)

Name: 



Kevin Mist

Contact details: 


07766 510 683

kevinmist272@btinternet.com 
Reading Social Services :  
0118 955 3600

Thames Valley Police :  

0118 932 5500

5 equity policy - Sonning Hockey Club

Sonning Hockey club is committed to ensuring that equity is incorporated across all aspects of its development. In doing so it acknowledges and adopts the following Sport England definition of sports equity:

Sports equity is about fairness in sport, equality of access, recognising inequalities and taking steps to address them. It is about changing the culture and structure of sport to ensure it becomes equally accessible to everyone in society.

The club respects the rights, dignity and worth of every person and will treat everyone equally within the context of their sport, regardless of age, ability, gender, race, ethnicity, religious belief, sexuality or social/economic status.

The club is committed to everyone having the right to enjoy their sport in an environment free from threat of intimidation, harassment and abuse.

All club members have a responsibility to oppose discriminatory behaviour and promote equality of opportunity.

The club will deal with any incidence of discriminatory behaviour seriously, according to club disciplinary procedures.

Also see the club handbook.
6 coaches charter

This charter is for all club coaches and aims to provide a standard against which the coach can both judge, and be judged on their ability to work with children and young people.

The guide was written to address the following issues associated with coaching and working with children and young people:

· The coaching method, aims and objectives 

· The duty of care and child protection 

· Coach conduct and behaviour 

· Responsibilities of the coach, child and parent

The charter does not set out to provide attainment targets in respect of either individual performance or team performance.

The club does not want to impose unrealistic targets on the coaches and wants to promote a friendly and fun attitude to coaching. However in these increasingly litigious times it is felt that all coaches must be aware of the standards expected of them as much for their own protection as the protection of the child.

6.1 COACHes AIMS AND OBJECTIVES

· To provide a safe, enjoyable, fair, structured, challenging, rewarding and positive experience for all individuals

· To identify players strengths and weaknesses and work on these to develop and improve the individuals game.

· To develop a team where each player is aware of their role and responsibilities to enable the team to play at its full potential.

6.2 COACHING SESSIONS

Coaches must:
· Be aware of the Child Protection policy of the club and the procedures to follow in the event of suspected child abuse or bullying.

· Adhere to the coaching plan, which will have been prepared before each session in accordance with EHA guidelines.

· Ensure that planned activities are appropriate for the age, maturity, experience and ability of all individuals in a group.

· Promote fair play in accordance with the rules of the game.

· Ensure the children have sufficient equipment to carry out the planned session.

· Ensure all children have registered at the beginning of each session.

· Ensure that at the end of each coaching session, no child under 14 is left at the venue unattended.

· Be aware of the club disciplinary procedures.

Coaches should… 

· Ensure that a recognised first aider is in attendance and that they have ready access to a telephone in case of emergencies.

· Have an assistant present, in case they are required to leave the group to attend an emergency.

· Set targets for individual or group activities that are attainable but challenging. 

· Arrive at least fifteen minutes before each session.

6.3 MATCHES

· All players must be given advanced notice of their selection, and precise details of the pitch times and travel arrangements for away games. Players who are not selected must also be informed and be given an explanation as to why they will not be playing.

· All players picked should play for some of the game. Players who are unlikely to take a large part of a match should be informed prior to the game starting.

· All players must be aware of their roles and responsibilities.

· The coach/manager must ensure that there is an umpire. If the coach umpires, then a nominated assistant must be present to arrange substitutions. 

· The coach/manager is responsible for the collection and accounting for any match fees.

COACH DEVELOPMENT 

Coaches should…

· Hold an up to date nationally recognised EHA coaching qualification.

· Keep up to date with current coaching practices and methods.

· Hold appropriate insurance cover.

Coaches must...

· Be subject to Police checks.
6.4 COACH BEHAVIOUR

Coaches must...

· Respect the rights, dignity and worth of every person and treat everyone equally within the context of the game or training session. 

· Encourage and guide players to accept responsibility for their own behaviour and performance.

· Consistently display high standards of behaviour and appearance.

· Never physically or verbally abuse or neglect players and actively stop such behaviour between players.

· Not exert undue influence to obtain personal benefit or reward.

· Be committed to a full training and match programme and arrange for suitable cover when unable to attend.

· Promote a true understanding of all aspects of the game of hockey.

Coaches should...

· At the outset clarify with players (and where appropriate with their parents) exactly what is expected of them and what players are entitled to expect from the coach.

· Develop a working relationship with players based on mutual trust and respect.

· Promote the positive aspects of the sport and never condone rule violations or the use of prohibited substances.

· Encourage players at all levels to help them improve their standard of play and to continue to participate in the sport.

· Understand the ambition of individual players and seek to help them fulfil their potential.
6.5 safety

· Coaches are responsible for the safety of the children whilst under their instruction. Any behaviour by the players that is likely to lead to an accident or injury must be stopped.

· Coaches must place the well-being and safety of the players above the development of performance.

· Players must not be allowed to take part in sessions unless they are suitably protected.

· Field players must wear shin guards and (preferably) mouth guards. Goalkeepers must wear full protective equipment.

· Coaches are responsible for ensuring that the playing surface is safe and there are no dangerous objects on or around the playing area.

· Coaches must ensure that a first aid kit is present at all coaching sessions and games.

· Coaches must ensure that there is a means of contacting an ambulance in the event of an emergency.

6.6 accidents

· In the event of an accident, a first aider should determine if the injury requires a hospital visit.

· The group must never be left unattended. If the coach is called away from the group to administer first aid, then their assistant should take over the session. If need be the session, pitch should stop all activities.

· An accident report form must be completed for all injuries, however minor. If any advice is given, it must be noted on the report and if possible signed by the person collecting the child at the end of the session.

· Completed accident report forms must be handed to the club secretary for filing and retained for 10 years.
6.7 equipment

Coaches/managers must bring a fully stocked first aid kit and should bring sufficient equipment for each session. Typically this will be:

· Coaching Plan  

· Balls, Cones, Bibs, Spare sticks, Whistle, Watch/Stopwatch.

· Captains arm band 

· Shirts (for matches) 

· Goalkeeping Kit 

· Spare shin pads 

· Extra supplies of water 

6.8 administration

Coaches/managers are responsible for administering the training sessions and matches which includes taking to each session:

· A register of names  

· Accident forms 

· New starter forms 

· Publicity materials

6.9 working with parents

· Parents should be actively encouraged to watch, co-ordinate and provide transport to away games, manage kit supplies and take part in the coaching sessions where appropriate.

· Parents should be encouraged to offer positive comments to their children and actively discouraged from shouting abusive or negative comments.

· Coaches should talk to parents to make sure they are aware of the duty of care, to determine other sporting commitments and to advise on clothing and equipment.
6.10 traveling away

Coaches and managers must...

· Provide parents and players with precise details of the trip.

· Have parents’ written permission for the child's involvement and an agreed communication process. This will be sought on the Consent Form. Ensure in advance that there is sufficient transport and that there is a suitable ratio of adults to children.

· Always have mixed gender adults if the children are mixed gender.

· Always be the first at the meeting point and the last to leave.

· Ensure that children are properly restrained in vehicles.

7 code of conduct for club officials and volunteers 

Including coaches, assistant coaches, administration staff and parents.
The essence of good ethical conduct and practice is summarised below. 

All volunteers must:-

· Consider the well-being and safety of participants before the development 
of performance.

· Develop an appropriate working relationship with performers, based on 
mutual trust and respect.

· Make sure all activities are appropriate to the age, ability and experience 
of those taking part.

· Promote the positive aspects of the sport (eg: fair play).

· Display consistently high standards of behaviour and appearance

· Follow all guidelines laid down by the national governing body and the club.

· Hold the appropriate, valid qualifications and insurance cover.

· Never exert undue influence over performers to obtain personal benefit or reward.

· Never condone rule violations, rough play or the use of prohibitive substances.

· Encourage performers to value their performances and not just results.
8 Code of Conduct FOR Parents & guardians

· Encourage your child to learn the rules and play within them.

· Discourage unfair play and arguing with officials.

· Help your child to recognise good performance, not just results.
· Never force your child to take part in sport.

· Set a good example by recognising fair play and applauding the good performances of all.

· Never punish or belittle a child for losing or making mistakes.
· Publicly accept officials’ judgements.

· Support your child’s involvement and help them to enjoy their sport.

· Use correct and proper language at all times.

9 junior club rules
Sonning Hockey Club is fully committed to safeguarding and promoting the well-being of all its members. The club believes that it is important that members, coaches, administrators and parents associated with the club should, at all times, show respect and understanding for the safety and welfare of others. Therefore, members are encouraged to be open at all times and to share any concerns or complaints that they may have about any aspect of the club with Chris Hinton, Colts Development Officer.

As a member of Sonning HC Colts you are expected to abide by the following junior club rules:

· All members must play within the rules and respect officials and their decisions.

· All members must respect opponents.

· Members should keep to agreed timings for training and competitions or inform their coach or team manager if they are going to be late.

· Members must wear shin pads and should wear a Gum shield and Astro Shoes for training and match sessions as agreed with the coach/team manager. 

· Members must pay any fees for training or events promptly.

· Junior members are not allowed to smoke on club premises or whilst representing the club at competitions.

· Junior members are not allowed to consume alcohol or drugs of any kind on the club premises or whilst representing the club.

10 Helpful information

10.1 Hockey and support web links
Level one online coaching resources

www.hockeyonline.co.uk
England Hockey




www.englandhockey.co.uk 

BBC Hockey





www.bbc.co.uk/sportacademy
Criminal Records Bureau



www.crb.gov.uk
Child Protection in Sport



www.sportprotects.org.uk
Sport England




www.sportengland.org
Sports Coach UK




www.sportscoachuk.org.uk
Sonning Hockey Club



www.sonninghockeyclub.co.uk
10.2 coaching and club details

Colts Development Officer (CDO): Nick Digby
Contact details: 
 

01491 628 244
 




nick.digby@virgin.net
Child Welfare Person (CWP) / Club President: Kevin Mist

Contact details: 


07766 510 683

kevinmist272@btinternet.com 
Colts’ Secretary: Carolynne Woffington



01344 885 435 / 07922 241 618
cjwoffington@aol.com
Berkshire Sports and Social Club:
0118 969 1340

membership form

COLTS INFORMATION

Name(s):
……………………………………
Gender:
………………..

Address:
……………………………………
DOB:

…………………
Address:
……………………………………
School:
…………………
Postcode: 
……………………………………
Home Tel:
…………………

Medical - Please indicate any medical condition that Sonning Hockey Colts section should be aware of e.g. asthmatic (using inhalers) epilepsy, diabetes.

…………………………………………………..………………………………………………

…………………………………………………..………………………………………………

The following section to be completed by Parent / Guardian

Parent’s Name: ……………….……………………………
Mobile:   …………………

E-mail address (if regularly used)…………………………….………………………..…..

Emergency Contact Number
……………………………….……………………..……….

If you would not like to receive any information from SHC colts via email please tick here:…
[E-mails will include monthly newsletters, relevant fixture details and information regarding training/match cancellations]
Parent Involvement

We constantly need help and would like some additional parent involvement (administration, equipment officer, pitch help, team driver, and assistant team manager). Would you consider helping out with the colts in some way and like to know more?    
Yes ……………
No…………..
CONSENT  

By returning this form I have read the Parents Pack 2011-12 (available to download at www.sonninghockeyclub.co.uk, or a printed version can be sent out on request) and agree to my son/daughter (delete as necessary) taking part in the hockey activities for the Colts Section of Sonning Hockey Club - based at the Royal County of Berkshire Sports and Social Club. I understand that in the event of injury or illness all reasonable steps will be taken to contact me and to deal with the injury/illness as appropriate. I understand that any child aged 16 and under will need to be accompanied and met by a parent or guardian, on time. England Hockey covers Sonning Hockey Club for Public Liability and Legal Proceedings. I understand that any Personal Accident Cover will be the responsibility of Parents and Guardians.
(Parent / Guardian Name)

…………………………………

(Parent / Guardian signature)

…………………………………

Date
………………

RETURN FORM 

Please make sure this form is completed in full and return to the following address: 

Carolynne Woffington, 2 Cranbourne Cottages, Hatchet Lane, Winkfield, Windsor, Berkshire, SL4 2EQ
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