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	Active Norfolk
The Tennis Centre

Easton College

Easton

Norwich

Norfolk

NR9 5DX


	
	Tel: 01603 732381

	
	 

	
	Please ask for: Jo Thompson  

	
	

	Date:  June 2019
	Email: schoolgames@activenorfolk.org

	
	


Dear School,
Congratulations on qualifying for the Norfolk School Games Finals in the Mixed Kwik Cricket Competition. The event will be taking place at Horsford Cricket Club on Wednesday 19th June 2019. The competitors should arrive and be ready to start at 10am and the event should finish at 4.30pm. 
Parking is available on site. Unfortunately, refreshments are not available to purchase at the venue so please ensure all competitors have a packed lunch and plenty of water. Parents are permitted to come and watch on the day, however, there will be a designated area for spectators and parents are encouraged to remain in this area throughout the event. Please ensure they are aware of this.

The following documents can be found in this pack:
· Event Information Sheet

· School Games Child Protection Procedure

· Code of Conduct

· Photo consent form

· Photo registration form

The Mixed Kwik Cricket competition is part of the Norfolk Summer School Games. The Summer School Games finals take place in June with over 2000 young people competing in 13 events from Angling to Mini Tennis and Athletics to Tri Golf. This is the eighth year of the Norfolk School Games and as it continues to develop and grow we are extremely pleased that you are able to be a part of it.

Yours Faithfully

Jo Thompson
School Games Project Officer
Active Norfolk
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· Venue – Horsford Cricket Club, Holt Road, Norfolk, NR10 3AQ.

· Parking is available onsite
· Teams should arrive in appropriate kit for the outdoor competition with all earrings either removed or taped and long hair tied back.
· Unfortunately refreshments are not available to purchase at the venue
· Spectators are welcome but should keep to designated spectator areas as necessary
· Please make any participants without photo consent known to event staff on arrival, they will be asked to wear a visible armband at all times.

· All staff and spectators are encouraged to read and adhere to the Code of Conduct
· Any queries regarding the event arrangements please contact your School Games Organiser in advance 

· Any changes prior to the event will be made on our social media pages (see below for addresses) 
Results/Photos - Results and photos will be available from www.norfolkschoolgames.co.uk. If you are taking photos at the event please register your device at the Photo Registration Point. We will have an official photographer on the day but if you wish to take photos at the event, you will need to register your device at the Photo Registration Point on the day or fill out a Photo Registration Form. All competitors will need to have completed a photography and filming consent form prior to the event. Both forms can be found below. Please adhere to the signage at the event and do not take photos of anyone wearing a luminous armband.
Safeguarding - If you have any safeguarding concerns please report them to any member of the event staff or the safeguarding lead officer, Jo Thompson on 07941114951. Please visit our website for our safeguarding policy https://www.activenorfolk.org/safeguarding 
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Norfolk School Games Finals  

Safeguarding Procedures

This document outlines safeguarding procedures specifically for the Norfolk School Games but is designed to complement the Active Norfolk Safeguarding Policy and has been written with advice from the Norfolk Safeguarding Children Board.

	Area of Concern
	Procedure

	Duty of Care
	Organisers will ensure that Norfolk School Games events are as safe as possible for young people with the procedures outlined below. However, duty of care for competitors remains with the school throughout any Norfolk School Games events at which school staff are attending, including after any sign in/registration. This also includes transport to and from the event. If school staff are not attending then arrangements for duty of care must be agreed with the School Sports Partnership. Schools should ensure that they have completed the evolve process in advance of their visit to the Norfolk School Games. 

	Photographic Consent
	Norfolk School Games events will have hired photographers and the photos they take will be the property of Active Norfolk for their future use. There will also young media leaders and spectators taking photographs. It is the responsibility of the school to gain photo consent from participants parents prior to the event. Where consent is not given the young person will wear a luminous arm band to indicate that photos of them should not be taken, it will be the adult supervising that child that will have the responsibility to ensure that these are worn. The local School Games Organisers will be responsible for making photographers and spectators aware of this procedure. This will be done through a signed code of conduct for photographers and information displayed at events. Information on photo consent will be held by supervising adults. All spectators and staff taking photos at events will need to register their device at the photography registration point at the start of the event. They will then need to display a registration sticker. Event staff will question anyone taking photos who does not adhere to this request.

	Incident Reporting
	Incidents should be reported in the first instance to the Designated Child Protection Officer (DCPO), Jo Thompson, using the incident report form (appendix 2). The steps to be taken are outlined in the Procedure Flow Chart (appendix 1). The DCPO’s details will be outlined in the Norfolk School Games event programmes.

	First Aid


	Event first aid will be provided by the Norfolk School Games although schools are encouraged to bring their own first aider and supplies where possible. The school or the SSP may hold medical information on each young person, the event manager will know who holds the medical information.

	Competition deliverers
	Where the school games organiser team or the national governing bodies of sport are not directly delivering the competition, local sports clubs or coaches will be employed. In this instance Active Norfolk will be responsible for ensuring staff are appropriately qualified and checked to do so.

	Appropriate Behaviour of Adults
	The Norfolk School Games Code of Conduct will be displayed around the site outlining what is not appropriate behaviour from adults including spectators, teachers and event staff. This will also be included in the Norfolk School Games event programme. 


Appendix 1 - Procedure Flowchart


Appendix 2 - Incident Record Form, please record as much information as possible 
	Referrers name:

Referrers  phone number:



	Referrers position:



	Child’s name:



	Child’s School:

CONTACTED;  YES         NO

	Parents/carers names, address and phone number:



	Child’s date of birth:



	Date and time of any incident:



	Your observations, PLEASE KEEP FACTUAL:



	Exactly what the child said (using the child’s language) and what you said in reply (Remember, do not lead the child – record actual details. Continue on separate sheet if necessary);



	Details of any other person mentioned or possibly connected to this incident

Name:

Their position:

Address:

Any other details that you feel will be important:



	Details of any external agencies contacted in an emergency or when the Designated Officer was not contactable:

Agency:

Name and number of contact:

Action Agreed:



	I can confirm that to the best of my knowledge the information provided above is correct, and that I will be available to answer any further questions on this matter.

Referrers Signature:

Print name:



	Date:




ANY INCIDENT MUST BE REPORTED IMMEDIATELY TO THE NORFOLK SCHOOL GAMES DESIGNATED CHILD PROTECTION OFFICER, JO THOMPSON

THIS FORM MUST BE SIGNED AND PASSED ON IMMEDIATELY TO THE NORFOLK SCHOOL GAMES DCPO


To ensure everyone has the best possible experience during the Norfolk School Games, we politely ask you to respect the following during your attendance:

· Help all athletes perform at their best and enjoy this memorable occasion by being supportive throughout the competition

· Understand that all competitors are entitled to a positive experience and support this accordingly

· Respect all officials and event staff (including young leaders)

· Respect differences of all participants, staff and spectators regardless of race, beliefs, background or gender identity

· Do not use offensive or derogatory language or gestures at any time during the School Games

· Spectators should only use designated areas to support your athlete(s) during competition 

· Parents/Guardians – please remember your child is under direction of their school staff at this event

Norfolk School Games Photography and filming consent form
	Name of organisation:   
	Active Norfolk, part of Norfolk County Council



In accordance with our safeguarding policy we will not permit photographs, video or other images of young people to be taken without the consent of the parents (or carers) and the child.

Active Norfolk will follow the safeguarding guidance for the use of photographs and videos, a copy of which is available from Jo Thompson, School Games Lead Officer at the Norfolk School Games County finals or https://www.activenorfolk.org/safeguarding

Active Norfolk will take all steps to ensure these images are used solely for the purposes they are intended. If you become aware that these images are being used inappropriately you should inform Active Norfolk immediately.
	Details;

	Event Name;



	Event Date;

	School Name;

	Participant Name;


	Consent information:

	· I give permission for my child to be photographed and videoed at the Norfolk School Games event by Active Norfolk assigned photographers. 
· I give permission for my child’s photographs to be used by Active Norfolk within printed publications
· I give permission for my child’s photographs and videos to be used on Norfolk School Sport Partnership, Norfolk School Games and Active Norfolk websites and social media pages
· I can confirm that I have read or been made aware of how these images or videos will be managed and handled within the organisation here; https://www.activenorfolk.org/privacy-policy

	To be completed by parent (or carer):

Signature of parent (or carer):
	Print name of parent (or carer):

	
	

	Date:

	· I give permission to be photographed or videoed at the Norfolk School Games event
· I give permission for my photograph to be used by Active Norfolk within printed publications
· I give permission for my photograph to be used on Norfolk School Sport Partnership, Norfolk School Games and Active Norfolk websites and social media pages


	To be completed by child, as necessary:

Signature of child:
	Print name of child:

	
	

	Date:


Norfolk School Games

Registration Form

This form must be completed by anyone wishing to take photographs or record images at the Norfolk School Games Finals


Norfolk Summer School Games 2019


Primary Athletics Event Info





Is there immediate need for medical attention or is there immediate / serious danger to the chid?





Staff, coach, volunteer, parent has a concern about a child





NO: Report concern to Designated Child Protection Officer (Jo Thompson Active Norfolk) within 24 hours. You are advised to discuss your concerns with the DCPO as they can offer advice and support.


Record information about the concern using the Incident Record Form in Appendix B and forward onto DCPO.





Norfolk School Games DCPO will; 


Talk to supervising staff at the event


Contact the school, preferably their DCPO.


Act on the advice of the school


Record information appropriately


Follow up the reporting process by contacting the school a week later


Ring the MASH team as necessary ; 0344 800 8020





YES: Attend to the individual, call 999 if needed





If you are unable to contact the DCPO within 24 hours please contact Social Care or the Police directly and explain the situation.





If you are not comfortable contacting the DCPO call the NSPCC helpline on: 0808 800 5000





You have now done everything you need to do, unless you are advised otherwise





CODE OF CONDUCT








Name:…………………………………………………………………………………………………………


Address:……………………………………………………………………………………………………..


…………………………………………………………………………………………………………………


Postcode:…………………………………….   Tel No:……………………………………………





Event Details  


Event Name – Norfolk School Games – 


Event Date – 


Event Venue-


I wish to take photographs or record images during the course of the above event, and can confirm that the photographs or recorded images will only be used in an appropriate manner


Signed…………………………………………………………………………………………………………


Print Name:…………………………………………………………………………………………………


Date:………………………………………………………………………………………………………………











