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Bradford on Avon Sailing Club 
Safeguarding Policy and Procedures        

Version 03/10/2021 
 
 
Policy Statement 
 
Children  
Bradford on Avon Sailing Club is committed to safeguarding, from physical, sexual or 
emotional harm, neglect or bullying, children and young people who are visiting the 
club premises.  We recognise that the safety, welfare and needs of the child are 
paramount and that all children, irrespective of age, disability, race, religion or belief, 
sex, sexual or gender identity or social status, have a right to protection from 
discrimination and abuse.   
For the purposes of this policy anyone under the age of 18 should be considered as 
a child.  All members of the Club should be aware of the policy.   
 
Bradford on Avon Sailing Club does not organise or facilitate activities for 
unaccompanied children. Children are welcome to visit the club and take part in 
structured and unstructured sailing activities, however it is club policy that children 
must be accompanied and supervised by a familiar, responsible adult at all times 
when on club premises or using club equipment. 
 
Adults at Risk 
Bradford on Avon Sailing Club is committed to safeguarding vulnerable adults 
visiting the club premises or taking part in club activities from physical, sexual, 
psychological or financial harm or neglect.  The Club will take all reasonable steps to 
ensure that vulnerable adults participating in Club activities do so in a safe 
environment. The Club may request that vulnerable adults are accompanied by a 
friend, relative or carer when, in the opinion of the Club Committee or the Officer of 
the Day, the individual needs practical or other support to take part in Club activities 
safely. Where participation in Club activities incurs a financial charge or fee, the 
carer will be exempt. 
 
We recognise that all participants, irrespective of sex, age, disability, race, religion or 
belief, sexual orientation, pregnancy and maternity, marriage and civil partnership, 
gender reassignment or social status, have a right to protection from discrimination 
and abuse. 
 
Good Practice 
Bradford on Avon Sailing Club does not employ paid staff and relies on the 
participation of members in a voluntary capacity to organise and maintain club 
activities.  
 
Adults are requested not to enter the changing rooms at times when children or 
vulnerable adults are changing.  If this is unavoidable it is advised that they are 
accompanied by another adult. 
 
The Club will seek verbal consent from children and their parents/carers before 
taking photos or video at an event or training session or publishing such images.  
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Parents and spectators should be prepared to identify themselves if requested and 
state their purpose for photography/filming.  If the Club publishes images of children, 
no identifying information other than first names will be included.  Any concerns 
about inappropriate or intrusive photography or the inappropriate use of images 
should be reported to a Club Committee member. 
 
 

Handling concerns, reports or allegations         

 

 
This section is primarily for the organisation’s designated Welfare Officer, but 
everyone should be aware of the procedures to follow if there are concerns 
(see flowchart below). 
 
A complaint, concern or allegation may come from a number of sources: the child, 
their parents, someone else within your organisation.  It may involve the behaviour of 
one of your volunteers or employees, or something that has happened to the child 
outside the sport, perhaps at home or at school.  Children may confide in adults they 
trust, in a place where they feel at ease.  
 
An allegation may range from mild verbal bullying to physical or sexual abuse.  If you 
are concerned that a child may be being abused, it is NOT your responsibility to 
investigate further BUT it is your responsibility to act on your concerns and report 
them to the appropriate statutory authorities.   
 
Handling an allegation from a child  
      
Always: 

• stay calm – ensure that the child is safe and feels safe 

• show and tell the child that you are taking what he/she says seriously 

• reassure the child and stress that he/she is not to blame 

• be careful about physical contact, it may not be what the child wants 

• be honest, explain that you will have to tell someone else to help stop the 
alleged abuse 

• make a record of what the child has said as soon as possible after the event, 
using the child’s own words 

• follow your organisation’s child protection procedures. 
 

Never: 

• rush into actions that may be inappropriate 

• make promises you cannot keep (eg. you won’t tell anyone) 

• ask leading questions (see ‘Recording and handling information’ below)  

• take sole responsibility – consult someone else (ideally the designated Child 
Protection/Welfare Officer or the person in charge or someone you can trust) 
so that you can begin to protect the child and gain support for yourself. 
 

You may be upset about what the child has said or you may worry about the 
consequences of your actions.  Sometimes people worry about children being 
removed from their families as a result of abuse, but in reality this rarely happens.  
However, one thing is certain – you cannot ignore it. 
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Recording and handling information                
 
If you suspect that a child may have been the subject of any form of physical, 
emotional or sexual abuse or neglect, the allegation must be referred as soon as 
possible to Children’s Social Care (contact details at end) or the Police who have 
trained experts to handle such cases.  Do not start asking leading questions which 
may jeopardise any formal investigation.   
 
A leading question is where you suggest an answer or provide options that only need 
a ‘yes’ or ‘no’ answer, instead of allowing the child to explain things in their own 
words.  An example would be asking ‘did X hit you?’ instead of ‘how did you get that 
bruise?’.  Use open questions such as ‘what happened next?’.  Only ask questions to 
confirm that you need to refer the matter to someone else.   Listen to and keep a 
record of anything the child tells you or that you have observed and pass the 
information on to the statutory authorities  
 
All information must be treated as confidential and only shared with those who 
need to know.  If the allegation or suspicion concerns someone within your club or 
centre, only the child’s parents/carers, the person in charge of the organisation 
(Commodore) (unless they are the subject of the allegation), the relevant authorities 
and the RYA Safeguarding and Equality Manager should be informed.  If the alleged 
abuse took place outside the sport, the Police or Children’s Social Care will decide 
who else needs to be informed, including the child’s parents/carers.  It should not be 
discussed by anyone within the organisation other than the person who received or 
initiated the allegation and, if different, the person in charge. 
 
Confidential information must be stored securely.  It is recommended that it should 
be retained for at least 3 years and destroyed by secure means, eg. by shredding or 
burning. 
 
Procedures            

 
It is essential to have clear and agreed procedures to follow.  These include:   
 

• procedures to be followed by anyone concerned about a child’s welfare, either 
outside the sport or within your organisation (see flowchart below) 

• a disciplinary procedure (which may be included in a staff handbook or 
contract, depending on the nature of the organisation) setting out the process 
to be followed if an allegation or complaint is made about an employee 

• a procedure for handling a complaint about a member 
The RYA’s information sheet on the Expulsion of Members on the website in 
the Club Zone (you will need your club’s login) under Support, Your People, 
Members, includes the key elements of a fair hearing. 

 
Statutory Authorities           
If your club or centre is contacted by the Police or Children’s Services concerning 
information received or a complaint made by or about a member, volunteer or 
employee, you are advised to contact the RYA Safeguarding and Equality Manager 
as soon as possible for guidance and support.  Co-operate fully with official requests 
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for factual information, but do not express any personal opinions on the person’s 
conduct.   
 
Handling the media         

 
If there is an incident at your premises which attracts media interest, or if you are 
contacted by the media with an allegation concerning one of your members or 
employees, do not give any response until you have had an opportunity to check the 
facts and seek advice.  You may wish to contact the RYA’s Communications 
department on 023 8060 4215 for professional advice on handling the media. 
 

Insurance 

If there is a serious allegation involving harm caused to a child either at your 
premises or as a result of taking part in your activities, the person in charge should 
consider notifying your insurers in case there is a subsequent claim against the 
organisation. 

Data retention 

Confidential information must be processed, stored and destroyed in accordance 
with your organisation’s Data Privacy Policy and Data Protection legislation.  
Records containing personal information should be: adequate, relevant and not 
excessive for the purpose(s) for which they are held; accurate and up to date; and 
only kept for as long as is necessary.  They should be reviewed on a regular basis.  
If a person is removed from your organisation for a safeguarding reason, you need to 
consider whether you should retain essential details of the reasons for the action 
taken, and who will have access to that file in the future, in case the former member 
tries to re-join at a later date or a further allegation is made about them. 
 
Historical allegations        

 
If someone raises a child protection concern relating to incidents that took place 
some time ago, follow the same procedure as you would for a new concern, even if 
the person about whom the allegation is being made is no longer active within your 
organisation.  If the concern appears to relate to a criminal offence, encourage the 
individual to contact the Police on 101. 
 
Reference to the Disclosure and Barring Service or                                
Disclosure Scotland   
 
The Disclosure and Barring Service (DBS) maintains the lists of people barred from 
working with children or with vulnerable adults in England and Wales and in Northern 
Ireland.  Disclosure Scotland fulfils this function in Scotland.  If your organisation 
permanently dismisses or removes someone from regulated activity/work, or would 
have dismissed them if they had not resigned, because they have harmed a child or 
vulnerable adult or placed them at risk of harm, you have a duty to refer them to the 
DBS or Disclosure Scotland, as appropriate.  It is a criminal offence not to make 
such a referral.  For guidance on the grounds and process for making a referral, see 
the relevant website (see Section 7 Useful Contacts) or contact the RYA 
Safeguarding and Equality Manager. 



 

5 

 

 
 
Designated Welfare Officer 
The designated Welfare Officer for Bradford on Avon Sailing Club is: 
 
2017 onwards: Elanor Pick (01225 868218, 07811895317, 
elanorpick@googlemail.com 
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Reporting Procedures                                                                   
 
If you are uncertain what to do at any stage, contact the RYA’s Safeguarding and Equality 
Manager on 023 8060 4104 or the NSPCC free 24-hour helpline 0808 800 5000. 
 
Details of Children’s Social Care departments and emergency duty teams are listed on local 
authority websites and in local phone books.  If you are unable to find the appropriate 
contact number, call the RYA’s Safeguarding and Equality Manager or, if a child is at 
immediate risk, the Police. 
 

Wiltshire Council Children’s Services: 
https://www.wiltshire.gov.uk/children-young-people-contact 
Multi-Agency Safeguarding Hub (MASH) on 0300 456 0108  
Monday - Thursday 8.45am - 5pm and Friday 8.45am - 4pm 
Out of Hours Service on 0300 456 0100 
Monday to Thursday 5.00pm - midnight and Friday 4pm - midnight, 
Weekends / Bank Holidays 9am - midnight 
Phones are diverted to the Social Work Standby Service from midnight - 9am (7 
days a week). 
If there is immediate danger, phone the police or emergency services on 999 
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Flowchart 1 – To follow if concerned about a child outside the sport environment 
 

  

Reporting procedures
Concern about a child outside the sport environment

Concern identified
If child requires immediate medical 
attention call ambulance and inform 
doctor there is a child protection 
concern

Report your concern to the club/centre Welfare Officer who will refer the matter to 
Children’s Social Care/Police without delay.  Make a record of anything the child has said 

and/or what has been observed, if possible with dates and times.

If the Welfare Officer is not available, refer the matter directly to Children’s Social Care or 
the Police.  Remember delay may place the child at further risk.

Discuss with Children’s Social Care or the Police to agree who 
will inform the child’s parents/carers.

Complete a Referral form as soon as possible after the incident 
and copy it to Children’s Social Care/Police within 48 hours.  

Send a copy to the RYA Safeguarding Manager for information.
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Flowchart 2 – To follow if concerned about a child at the sailing club 
 

Reporting procedures
Concern about the behaviour of someone at a club/centre

Report concerns to club/centre/event welfare officer or person in charge who will:
• Complete referral form as soon as possible
• Report to RYA Safeguarding Manager*
• Where urgent concerns and RYA  SM not available, refer immediately to Children’s 

Social Care/Police and copy report form to them within 48 hours
* It is important that concerns are reported to the RYA, especially if the person involved holds RYA 
instructor/coach qualifications.  The RYA may be aware of other incidents involving the same individual, 
indicating a pattern of behaviour.

Concern identified
If child requires immediate medical 
attention call ambulance and inform 
doctor there is a child protection 
concern

RYA Safeguarding Manager
RYA Case Management Group decides on 

action to be taken

Alleged minor poor practice –
referred back to club with advice 
on process to be followed:
• Complaints procedure
• Disciplinary procedure
• No further action

Possible outcomes:
• No case to answer
• Complaint resolved between 

parties
• Training/mentoring agreed
• More significant concerns 

emerge (refer back to RYA 
Safeguarding Manager)

• Disciplinary sanction

Serious poor practice or alleged child 
abuse.
Possible processes:
• Social Care child protection 

investigation
• Police investigation
• Investigation under disciplinary 

procedure – including possible 
temporary suspension

RYA’s investigation pends outcome of 
Social Care/Police investigation.
Possible outcomes:
• No case to answer
• Less serious – referred to complaints 

procedure
• Club/centre or RYA disciplinary 

procedure – sanctions
• Civil proceedings
• Criminal proceedings
• Referral to Disclosure & Barring 

Service/Disclosure Scotland
Appeal

RYA Safeguarding Manager informed of final outcome
RYA/Club/Centre review practices
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Safeguarding and Child Protection referral form  

 
Date and time of incident   

Name and position of person about 
whom report, complaint or allegation 
is made 

 

Name and age of child involved  

Name of club or organisation (if 
relevant) 

 

Nature of incident, complaint or 
allegation   (continue on separate 
page if necessary. 

 
 
 
 
 
 
 
 
 
 

Action taken by organisation 
(continue on separate page if 
necessary) 

 
 
 
 
 
 

If Police or Children’s Social Care 
Services contacted, name, position 
and telephone number of person 
handling case 

 
 
 

Name, organisation and position of 
person completing form 

 

Contact telephone number and 
e-mail address 

 

Signature of person completing form  
 
 

Date and time form completed  

Name and position of organisation’s 
child protection/welfare officer or 
person in charge (if different from 
above) 

 

Contact telephone number and 
e-mail address 

 

 
This form should be copied, marked ‘Private and Confidential’, to the RYA 
Safeguarding and Equality Manager, Jackie Reid, RYA House, Ensign Way, Hamble, 
Southampton, SO31 4YA, e-mail safeguarding@rya.org.uk and to the statutory 
authorities (if they have been informed of the incident) within 48 hours of the incident. 
 
 

mailto:safeguarding@rya.org.uk
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Bradford on Avon Sailing Club Code of Conduct  

 

It is the policy of Bradford on Avon Sailing club that all participants, coaches, 
instructors, officials, parents and volunteers show respect and understanding for 
each other, treat everyone equally within the context of the sport and conduct 
themselves in a way that reflects the principles of the club/class.  The aim is for all 
participants to enjoy their sport and to improve performance. 
 
Abusive language, swearing, intimidation, aggressive behaviour or lack of 
respect for others and their property will not be tolerated and may lead to 
disciplinary action. 
 
Participants - young sailors 
 

• Listen to and accept what you are asked to do to improve your performance and 

keep you safe 

• Respect other participants, coaches, instructors, officials and volunteers 

• Abide by the rules and play fairly 

• Do your best at all times 

• Never bully others either in person, by phone, by text or online 

• Take care of all property belonging to other participants, the club/class or its 

members 

 
Parents 
 

• Support your child’s involvement and help them enjoy their sport 

• Help your child to recognise good performance, not just results 

• Never force your child to take part in sport 

• Never punish or belittle a child for losing or making mistakes 

• Encourage and guide your child to accept responsibility for their own conduct and 

performance 

• Respect and support the coach 

• Accept officials’ judgements and recognise good performance by all participants 

• Use established procedures where there is a genuine concern or dispute 

• Inform the club or event organisers of relevant medical information 

• Ensure that your child wears suitable clothing and has appropriate food and drink 

• Provide contact details and be available when required 

• Take responsibility for your child’s safety and conduct in and around the 

clubhouse/event venue 

 
 
 
 

…/over 
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Coaches, Instructors, Officials and Volunteers 
 

• Consider the welfare and safety of participants before the development of 

performance 

• Encourage participants to value their performance and not just results 

• Promote fair play and never condone cheating 

• Ensure that all activities are appropriate to the age, ability and experience of 

those taking part 

• Build relationships based on mutual trust and respect 

• Work in an open environment 

• Avoid unnecessary physical contact with young people 

• Be an excellent role model and display consistently high standards of behaviour 

and appearance 

• Do not drink alcohol or smoke when working directly with young people 

• Communicate clearly with parents and participants 

• Be aware of any relevant medical information 

• Follow RYA and club/class guidelines and policies 

• Holders of RYA Instructor and Coach qualifications must also comply with the 

RYA Code of Conduct 

• Holders of RYA Race Official appointments must also comply with the RYA Race 

Officials Code of Conduct. 

 

 
If you are concerned that someone is not following the Code of Conduct, you should 
inform your Club/Class Welfare Officer or the person in charge of the activity. 
 


