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INFO SHEET 1

INTRODUCTION AND INFORMATION
This pack contains two elements:
1)
Information sheets offering guidance of different aspects of safeguarding and creating a safe environment for our young people.

2)
Consent forms to be completed by parents/young people and forms to be completed by adult companions for planning events or recording incidents.

The pack is in two parts:

-
Part One offers general information and forms relevant to the day to day running of a YCW or Impact Group.

-
Part Two contains information and forms specific to the planning and running of events away from the normal meeting place.

Part One: Creating a Safe Environment in your local group

Form A
           Parental Consent Form for young people to join an Impact Group

Form B   Parental/Carer and young person consent form for the use of photographs/videos.

Info Sheet 2 
Guidance on the use of images of young people in YCW related activities 
Info Sheet 3 
Accident and Emergency

Form C 
Accident Incident Form

Info Sheet 4 
First Aid Box

Info Sheet 5 
Anti-bullying policy for young people involved in YCW related activities

Info Sheet 6 
Guidance on managing drug related incidents

Part Two: Planning a safe event

Please see Info Sheet 7
INFO SHEET 2

GUIDANCE ON THE USE OF IMAGES OF YOUNG

                              PEOPLE INVOLVED IN YCW RELATED ACTIVITIES




The Young Christian Workers are committed to providing a safe environment for young people. Implicit in this is the commitment to ensure that all publications represent participants appropriately, and with due respect.

The key concerns regarding the use of images of young people relate to:

· The possible identification of a young person when a photograph is accompanied by personal information.

· The inappropriate use, adaptation or copying of images for use on  pornography websites.

· The taking of inappropriate photographs or recorded images of young people.

Recording images of young people

· Make sure parents/the young person have signed and returned the Parent/Carer and Young Person Permission Form (Form B) to consent to the taking of films or photographs.

· Recording of images must take place within the context of the group/activity/event and those recording images of young people must not have unsupervised contact with the young people.

· All young people featured in recordings must be appropriately dressed.

· The photograph/recording should ideally focus on the activity. Where possible, images of young people should be recorded in small groups.

· Any instances of the use of inappropriate images should be reported to YCW HQ, who would then consider contacting the Internet Watch Foundation and/or the police.

· The young people and parents should be informed that if they have concerns about inappropriate or intrusive photography, these should be reported to the adult companion and recorded and managed in the same way as other safeguarding concerns.
· All concerns regarding inappropriate or intrusive photography should be reported to the appropriate individual within the Church and any relevant external agency.

Guidelines for publishing images

· Ask for the young persons and their parent/carers permission to use their image. This ensures that parents/carers and the young person are aware of the way the image is representing the Young Christian Workers. Form B is the best way of achieving this and can be filled in at the beginning of the session, or when the young person joins the Impact group.
· Think about the level of consideration you give to the use of images of young people, for example, in the processes involved in choosing appropriate images for the newsletter or magazine. Apply an increased level of consideration to the images of young people used on websites.

· If a young person is named, avoid using their photograph.
· If a photograph is used, avoid using their name. Personal details should never be revealed.
· Delayed streaming of images onto a website is necessary. This provides an opportunity for the editing of inappropriate clips (e.g. disarranged clothing).
Guidelines for commissioning a professional photographer for YCW related events

· Provide a clear brief about what is considered appropriate in terms of content and behaviour.
· Issue the photographer with identification which must be worn at all times.
· Inform the young people and parents/carers that a photographer will be in attendance at an event and ensure they consent to both the taking and publication of films or photographs.
· Do not allow unsupervised access to young people or one-to-one photo sessions at events.
· Do not approve/allow photo sessions outside the event or at a young person's home
IN
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     ACCIDENT AND EMERGENCY
Missing young people
When there is a concern that a young person may be missing, the adult companion should arrange an initial search to establish if the young person is in the vicinity. This should only be conducted if it is safe to do so and be dependent upon the circumstances.

If an initial search is not the appropriate action or the concern remains, the even leader must:

· ensure the well-being of the remaining young people; make sure that all are accounted for and properly/adequately supervised.
· be mindful of the circumstances, the time of year, the weather conditions, time of day (dusk etc), age and vulnerability of the young person.
· contact the police without delay.
· the responsibility for conducting enquiries and a proper search rests with the police - they have the experience, knowledge and resources. Their involvement should be considered at the earliest opportunity as the first hour can be vitally important and a rapid response is essential.

· if the police are contacted, ensure that the parent/carer's contact details are readily available as it is their responsibility to make contact with the parent/carer. Be prepared to assist with information that will help with the enquiries:

1) Name, age, description of the young person(s)
2) When and where he or she was last seen and by whom?

3) Any known reason for their absence. Is the absence out of character?

4) Any known places to be searched or people to be contacted?

5) Any known medical conditions or medication required?

· Further assistance should only be offered to the police AFTER the remaining young people’s welfare has been secured.

Accident and illness

In order to respond to accident or illness, the designated leader responsible for overseeing medical issues must ensure:

· all relevant emergency telephone numbers are clearly displayed around the event/meeting place venue.

· prompt assessment of the illness/injury, as appropriate, is taken. First Aid should be given by qualified personnel if available.

· the relevant staff at the event/meeting place venue should be informed as soon as possible

· the relevant medical form(s) must be taken with the young person to the GP or hospital

· parents/carers must be contacted as soon as possible following the incident unless the circumstances require the intervention of the police, in which case see 'Procedures for Major Incidents'

· any Health and Safety issues must be recorded and any remedial action taken as appropriate

Form C should be used and a copy of this must be forwarded to YCW HQ. 

Major incidents

Procedures for major incidents

· Your primary role is to supervise and manage the young people. If safe to do so, move the young people and adults from the scene to a place of safety.

· If appropriate and safe to do so, contact the appropriate emergency service i.e. police, fire service or ambulance, by calling 999. Follow the directions of any emergency service personnel.

· Be prepared to give as much detail as possible of the location; nature of the incident; an estimate of the number of casualties (if known); any potential hazards. Be prepared to remain on the phone - you may be a useful link until the emergency service crews arrive.

· Emergency First Aid treatment should be given by qualified personnel present.

· Take a roll call of all the young people and leaders present at the time of the incident. Try to locate them only if it is safe to do so. If not, inform the emergency services, when they arrive, of how many people are missing, their descriptions and likely location.

· Depending on the nature and scale of the incident, the police may set up a Casualty Bureau to handle information on casualties and to filter/manage calls from concerned relatives and friends. Be ready to provide any necessary details to the Casualty Bureau.

· It is the responsibility of the police to inform the parents/carers of any victims. Initially, they will not contact parents/carers of those uninjured or safe. If it is safe to do so and you have access to a telephone, you may contact parents. It will be important to take the advice of the emergency services regarding arrangements for collection. A parent/carer may not be able to get to the scene.

· If it is safe and practical to do so, the adult companion or another adult should make efforts to monitor the location of the young people if they are moved from the scene.

· Notify the relevant church authorities at an appropriate time.

Fire Safety

Procedures for fire safety:
· All leaders must be familiar with the fire regulations and fire-fighting equipment for the event venue.

· Leaders should ensure that all young people know where the appropriate fire exits are. They should also be told where alarms and assembly points are and be given instructions on what to do if the alarm sounds. 

· All leaders should know where the nearest telephone is.
· Young people must not attempt to use fire-fighting equipment.

· In the event of a fire alarm being raised, evacuate the building(s), move to the appropriate assembly points and take a roll call of those present.

· Contact the fire service or activate any automatic fire alarms if available. Be prepared to give details of the location, the nature of the incident, number of buildings/people involved and any potential hazards.

· Consider undertaking regular fire drills to ensure that leaders and young people become familiar with the procedures, the location of the assembly points and any action to be taken.
· Consider taking a register to ensure that everyone is present.
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         FIRST AID BOX
1. The group/event must have a designated adult companion who will oversee medical issues. A first aid kit and medical details should be accessible to the leaders at all times. All adult companions should have access to a full list of the young people and all adults attending the group/event in case a roll call is required.

2. The Health & Safety Executive recommends the following minimum contents for a first aid box where no special risk has been identified:

· a leaflet giving general advice on first aid
· six individually wrapped sterile adhesive dressings
· one large sterile un-medicated wound dressing approximately 18cm x 18cm
· two triangular bandages
· two safety pins
· individually wrapped moist cleaning wipes
· one pair of disposable gloves
· a Resusciade (for hygienic mouth to mouth resuscitation) would also be useful

INFO SHEET 5
ANTI-BULLYING POLICY FOR YOUNG

PEOPLE IN YCW RELATED ACTIVITIES

Statement of Intent

We are committed to providing a caring, friendly and safe environment for all of our young people so they can develop in a relaxed and secure atmosphere. Bullying of any kind is unacceptable in your Impact/YCW group.  If bullying does occur, all young people should be able to tell and know that incidents will be dealt with promptly and effectively. This means that anyone who knows that bullying is happening is expected to tell the adult companion.
What is bullying?

Bullying is the use of aggression with the intention of hurting another person. Bullying results in pain and distress to the victim.

Bullying can be:

· Emotional - Being unfriendly

· Physical - Pushing, kicking, hitting, punching or any use of violence, including via e-mails, texts and social networking sites
· Racist - Racial taunts, graffiti or gestures

· Sexual - Unwanted physical contact or sexually abusive comments

· Homophobic - Because of, or focusing on, the nature or sexual orientation

· Verbal - Name-calling, sarcasm, spreading rumours, teasing

Why is it important to respond to bullying?

Bullying hurts. No one deserves to be a victim of bullying. Everybody has the right to be treated with respect.  Young people need to learn different ways of behaving.

We have a responsibility to respond promptly and effectively to issues of bullying.

· All adults involved in the activity/event, as well as the young people, should have an understanding of what bullying is.

· All adults involved in the activity/event must know what the policy is on bullying, and follow it when bullying is reported.

· All young people and parents should know what the policy is on bullying, and what they should do if bullying arises.

· Young people and parents should be assured that they will be supported when bullying is reported.

· Bullying will not be tolerated.

Signs and symptoms

A young person may indicate by signs or behaviour that he/she is being bullied. Adults should be aware of these possible signs and consider the possibility that the young person may be being bullied. Further information can be obtained from Kidscape (see below)
Procedures

1. Report a bullying incident to the adult companion(s)
2. In cases of serious bullying, the incidents will be recorded by the adult companions
3. In serious cases, parents should be informed and will be asked to come in to a meeting to discuss this problem.

4. If it is thought that an offence has been committed seek advice from the parish priest and/or police.
5. The bullying behaviour, or threats of bullying, must be investigated and all bullying stopped quickly.

6. An attempt will be made to help the bullies change their behaviour.

Outcomes
1. In serious cases, suspension or even exclusion will be considered.
2. If possible, the young people will be reconciled.

3. After the incident(s) have been investigated and dealt with, each case will be monitored to ensure repeated bullying does not take place.
4. After the incident(s) have been investigated, parents/carers should be informed of the action taken.

Strategies can be adopted to prevent bullying.
As and when appropriate these may include:

· Writing a set of group rules

· Signing a behaviour contract

· Writing stories or poems or drawing pictures about bullying

· Reading stories about bullying or having them read to the group

· Making up role plays

· Having discussions about bullying and why it matters

Help organisations

Advisory Centre for Education (ACE) 0808 800 5793. Website: www.ace-ed.org.uk
Children's Legal Centre 08088 345 4345. Website: www.childrenslegalcentre.com
Kidscape 08451 205 204. Website: www.kidscape.org.uk. 

Youth Access 020 8772 9900. Website: www.youthaccess.org.uk
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GUIDANCE ON MANAGING DRUG

RELATED INCIDENTS
Introduction

It is vital that the YCW sends a clear message to the young people that the possession or use of illegal/unauthorised drugs during YCW related activities is unacceptable and will be dealt with firmly, promptly and fairly. Also, that legal drugs such as medicines need to be managed appropriately and unauthorised possession of a legal drug is not permitted.

Definitions

‘Drugs’ refers to ALL DRUGS including medicines, volatile substances, alcohol and tobacco.

Drugs incidents in YCW related activities are far more likely to involve tobacco, alcohol or volatile substances than illegal drugs.

Behavioural Guidelines

Information about acceptable behaviour with regard to drugs should be provided to the young people when behavioural guidelines are being drawn up for the group/activity. Young people should be given information about possible responses to drug related incidents. Parents and carers should be informed of any such incident.

Parents and carers should also be aware of this information and a written agreement should be entered into with them prior to the event that if the young person is involved in a drugs incident and it is deemed necessary to send the young person home then the associated costs will need to be met by the parent/carer.

Authorised Drugs

Medicines or legal drugs such as tobacco are only legitimate in YCW related activities when they are authorised by the adult companion. Medicines should be managed systematically and be carefully stored/managed.

Defining Drug Incidents

An incident is likely to involve suspicions, observations, disclosures or discoveries of situations involving unauthorised drugs. It could fit into the following categories:

· drugs or associated paraphernalia are found on the church premises during YCW related activities.
· a young person is found in possession of drugs or associated paraphernalia
· a young person is found to be a recognised source of supply of drugs on church premises or a young person is thought to be under the influence of drugs

· an adult companion has information that the illegitimate sale or supply of drugs is taking place in the local area

· a young person discloses that they are misusing drugs

Dealing with medical emergencies

In every case of an incident involving drugs, the YCW must place the utmost priority on safety, meeting any medical emergencies with first aid and summoning medical help before addressing further issues. If the adult companion is in doubt they should seek medical assistance immediately.

Confiscation and disposal of illegal drugs

The adult companion should take temporary possession of any substance suspected of being an illegal drug for the purposes of protecting a young person from harm and to prevent an offence being committed in relation to that drug. The substance should be stored securely and arrangements made for its disposal without delay. An adult witness should be present when confiscations occur and a record should be kept of their details.

The adult companion should not attempt to 

analyse or taste unknown or confiscated substances. If requested, the police can advise on analysis, formal identification and disposal of illegal drugs.

Confiscation of other unauthorised drugs

Parents and carers should always be informed of any incident where unauthorised drugs such as alcohol, tobacco or volatile substances and medicines have been confiscated. 

They may be given the opportunity to collect any alcohol, tobacco or medicines that have been confiscated. However, because of the level of danger posed by volatile substances such as lighter fuel, glue or aerosols, the adult companion may arrange for their safe disposal.

The police will not normally need to be involved in incidents involving legal drugs. But the adult companion may wish to inform Trading Standards or the police about the inappropriate sale or supply of alcohol, tobacco or volatile substances to young people in the locality. 

Establishing the nature of an incident

The adult companion should conduct a careful evaluation to judge the nature and seriousness of each incident. This may involve informing and consulting others as necessary e.g. the police. A range of factors may be relevant and need exploration to determine the seriousness and needs of those involved, as well as an appropriate response. For example:

· Is the drug legal or illegal?

· Is this a first or subsequent incident?

· What quantity of the drug was involved?

· Does the young person admit or deny allegations?

Responses

A range of options is available to the adult companion when responding to the needs of those involved in a drug related incident. Although not an exhaustive list, possible responses include:

· re-emphasis on behavioural guidelines

· drug education

· closer supervision

· referral to an external agency (in conjunction with a parent/carer)

· removal from a part of the event/activity

· permanent exclusion

Responses should always aim to provide the young people with the opportunity to learn from their mistakes and to develop as individuals. Any sanctions should always be justified in terms of:

· the seriousness of the incident

· the identified needs of the young person, other young people and the wider community

· consulting with agreed codes of behaviour and disciplinary action for breaches of other rules

Confidentiality

The essential nature of confidentiality is not altered by the fact that a case involves drugs. The adult companion and other leaders cannot, and should not, promote total confidentiality.

The young person might be directed to sources of confidential information and advice external to the group/activity.

Recording an incident

The group leader should make a full record of every drugs related incident using the Incident Report Form (Form C)
Informing parents/carers

In any incident involving drugs, the adult companion must involve the young person's parent/carer and explain how the incident was managed and agree a way forward. 

Overseas Trips

For overseas trips, it is important to bear in mind that the law on drugs will differ from country to country. It is advisable that the adult companion is aware of these rules prior to departure. 

INFO SHEET 7

PLANNING A SAFE EVENT
The forms and information sheets in part two should be used in conjunction with forms and sheets in part one when planning events for your group away from the normal meeting place.

Form D is used to register your intent of having an activity away from the meeting place. Form E is used to seek parental consent and also acts as an event booking form.

Form F can be used to provide essential information to parents. This information could also be included in a letter to parents.

Info Sheet 8 provides guidance on completing a risk assessment before your planned activity. It is essential that a risk assessment is completed using Form G provided.

Information sheets 9-11 provide necessary guidance on transport, overnight arrangements, outdoor activities and insurance.

From Part One: You should also ask parents and young people to complete Form B if any photographs or videos will be used after the event. Info sheets 3-6 should be referred to before any event, and you should ensure you take a First Aid kit with you and incident forms (Form C) in case of any accidents occurring.

Form D 
Registration of planned activity away from the normal Impact meeting place
Form E 
Event booking a parental consent form
Form F 
Information sheet for trip/residential
Info sheet 8 
Risk Assessment general guidelines
Form G 
Risk Assessment
Info sheet 9 
Transport
Info sheet 10 
Overnight arrangements
Info sheet 11 
Outdoor activities
Info sheet 12 
Insurance
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RISK ASSESSMENT GENERAL GUIDANCE
A. Risk assessments should be carried out when you have an activity/event outside of your normal meeting place, and should be completed well before the event/activity.

B. A formal assessment of the risk that might be met during an event/activity should have the aim of identifying the risks and then reducing them. Young people must not be placed in situations which expose them to an unacceptable level of risk. Safety must always be the prime consideration. If the risks cannot be managed safely then the event/activity must not take place.

C. The person carrying out the risk assessment should record and give copies to all adult companions prior to the event/activity, with details of the measures they should take to avoid or reduce the risks. YCW HQ and the parish priest should also be given a copy so that approval, as necessary, can be given with a clear understanding that effective planning has taken place.

D. Frequent visits to local venues, such as a 

leisure centre, may not need a risk assessment every time. Nevertheless, it is essential not to become complacent. A generic assessment of the risk of such visits should be made at regular intervals and careful monitoring should take place.

E. The adult companions should monitor the risk throughout the event and take appropriate action as necessary.

F. Before booking a day/residential trip, the adult companions should obtain a written or documentary assurance that providers, such as retreat centres or tour operators, have assessed the risks and have the appropriate safety measures in place, including:

- Safe recruitment procedures

- Adequate public liability insurance

- A licence to operate (where required)

- Clearly defined roles and responsibilities for its staff

Risk assessment guidance: Swimming

Leisure centres and swimming pools with an attendant life guide

· The pool's lifeguard will be on duty to supervise all swimmers. This does not reduce the duty of care that the adult companions have for the young people. All adult companions must constantly 
       be able to account for the young people 
       and should monitor their behaviour.

· Where possible, leaders should consider using leisure watch facilities* or other approved activities. Further information on leisure watch facilities can be obtained from your local leisure watch coordinator.
Private swimming pools
A private swimming pool may only be used under the supervision of a qualified lifeguard, and in the presence of at least one other adult, both of whom should stay out of the water unless there is an emergency. Supervision ratios must accommodate the needs of the young people and be increased as necessary.

* Leisure watch is an initiative that is founded upon the premise that people in the community can play a part in reducing the risks posed to young people by adults in the community who may harm them. Where the leisure watch sign is displayed, staff will have been trained to be observant and aware of the safety of young people and know what to do if they see behaviour which causes any concern.

Open water swimming
Swimming or paddling in the sea or other natural waters should be allowed as formal and supervised activities, preferably in recognised bathing areas which have official surveillance i.e. qualified lifeguard cover. Nonetheless, young people should always be in the sight of their adult companions. One adult companion should always stay out of the water for better surveillance.

One of the adult companions in the group, should hold a relevant life saving award, especially where lifeguard cover may not be available. For further advice, contact:

The Royal Life Saving Society, River House, High Street, Broom, Warwickshire, B50 4HN Tel: 01789 773994. Website: www.lifesavers.org.uk.

When swimming takes place in a river, lake or the sea, the adult companion will need to:

· consider the suitability of the water, including the temperature

· define the limits of the swimming area

· brief the young people on any matters specific to the location e.g. limits to the area in use, other water users and hazards before they enter the water

· adopt and explain the signals of distress and recall

· contact the local coastguard, harbour master, lifeguard or tourist information centre to obtain details of the nature and locations of hazards

· establish a base to which members of the group may return if separated

· look out for hazards such as glass, barbed wire and sewage overflows etc.

· ascertain for themselves the level of the young people's swimming ability and ensure adequate supervision rotas for particular groups.

Risk assessment guidance: Specialised activities

Adventure activities using licensed providers

Certain activities when undertaken by young people under eighteen years of age and unaccompanied by a parent need a licence when commercial companies sell them or when local authorities provide them without a charge. Caving, climbing, trekking and water sports (except rowing) are such activities.

The Adventure Activities Licensing Authority Health & Safety Executive can advise about licensable activities. 0845 345 0055. www.hse.gov.uk.

The adult companion must also check whether the provider is legally required to hold a licence for activities it offers, and if so, that the provider actually holds a licence.

Adventure activities using non-licensable providers 

Not all providers are required to hold a licence. Commercial bodies and local authorities are exempt if their activities fall outside the scope of the regulations. Not holding a licence does not imply a lack of safety. It might simply mean the provider or the activity is not licensable. If proposing to use a non-licensable provider, the adult companion should obtain assurances in writing from the provider that:

· Risks have been assessed and the provider's staff are competent to instruct and lead the young people of the group's age range on the activity. Competence could be demonstrated by holding the relevant National Governing Body (NGB) award where it exists or through successful participation in an NGB approved in-house scheme.

· The equipment is appropriate and that its safe condition is checked before each use.

· Operating procedures conform to the guidelines of the National Governing Body for the activity where this is appropriate.

· Clear management of safety systems in place.

· There is appropriate provision for first aid.
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TRANSPORT
Hiring Vehicles

The adult companions are responsible for ensuring that coaches and buses are hired from a reputable company. Professional operators of buses and coaches are legally required to be licensed. The adult companions must ensure that the operators have the appropriate public service vehicle (PSV) operators' licence.

When booking transport, the adult companions should ensure that seat belts are available for the young people. All minibuses and coaches that carry groups of three or more children aged between three and 16 years of age (inclusive) must be fitted with a seat belt. The seats must face forward and the seat restraints must comply with legal requirements. 

Further information can be obtained from:

Department of Transport, Local Government & the Regions (DTLR) 020 7296 6666. www.idea.gov.uk.

Seat belts are not legally required on buses. Buses, where seat belts are not fitted, are not normally appropriate for visits involving long journeys.

Accessibility
If any of the group uses a wheelchair, the 

adult companions must ensure that the transport used has appropriate access and securing facilities. It may be appropriate to use portable ramps.

Further information can be obtained from:

Department of Transport, Local Government & the Regions (DTLR) See section "Hiring Vehicles" above for contact details.

Licences and permits

The adult companions must ensure that the driver of any vehicle has the correct entitlement on their licence. A driver who passed their test after 1st January 1997 is no longer permitted to drive minibuses without passing a Passenger Carrying Vehicle (PCV) driving test or unless they are driving under a permit issued under Section 19 of the Transport Act 1985. This does not apply to existing licence holders who are over the age of 21.

The Local Traffic Commissioners can provide advice about licences.

Use of own minibus

Some organisations use their own minibuses for short, frequent journeys, and sometimes for longer trips. Minibuses must have a maximum capacity of 16 seated passengers plus the driver. They must comply with the various regulations about constructions and fittings. A forward facing seat belt must be provided for each young person.

Some important regulations are the Minibus (Conditions of Fitness Equipment and Use) Regulations 1977 and the Road Vehicle (Construction & Use) Regulations 1996.

Further information can be obtained from: Department of Transport, Local Government & the Regions (DTLR). See section "Hiring Vehicles" for contact details.

Private cars

Any adult companions who drive the young people in their own car must ensure their passengers' safety; that the vehicle is roadworthy and that they have appropriate licence and insurance cover for carrying young people. All adult companions must check with their insurance policies before driving young people in their own car. 
The driver is responsible for making sure the young people have a seat belt and use it at all times. Vehicles without seat belts should not be used.

Adult companions who wish to use parents/volunteers to help transport the young people in their own cars must ensure that they are aware of their legal responsibility for the safety of the young people in their cars.

It is advisable that parents/volunteers driving young people are not put in a position where they are alone with the young person. The adult companion should arrange a central dropping point for all the young people rather than individual home drops.

Transport abroad

Department of Transport, Local Government & the Regions (DTLR) can provide information on the legal requirements for travel abroad. See section "Hiring Vehicles" above for contact details.
Supervision

The following procedures apply whenever the young people are on minibuses, coaches or other forms of transport:

· whatever vehicle is being used, the driver must not be responsible for the supervision of the young people in the vehicle

· the adult companion is responsible for ensuring his or her group is properly supervised while they are travelling on the vehicle

· any other adult companions should distribute themselves to ensure all the young people can be supervised

· drivers should ensure that all passengers are wearing seat belts before setting off

· after the driver has set off, all the adult companions must ensure that all seat belts are worn throughout the journey

· if the driver considers the behaviour of any passenger dangerous, he or she should stop as soon as practical.
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OVERNIGHT ARRANGEMENTS

The following guidelines apply in residential events at night-time, once the young people have gone to bed:

1. Accommodation must be gender specific.

2. The Adult companions supervising the young people must reflect the gender of the young people making up the group.

3. Principles of good practice apply to evening and night-time supervision. For this reason, any monitoring arrangement must always involve two adults and no adult should plan to be alone with a young person.

4. It is unacceptable that one adult companion shares a bedroom with young people. Young people under 18 should be allocated bedrooms together. This includes Year 13 pupils who have passed their 18th birthday. However, where a young person has a profound disability or a specific medical condition and their parents think that it is necessary for one adult companion to share with the young person in a twin room, the matter should be referred to YCW HQ with the written reasons, and preferably with suggested arrangements signed by the parent.
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OUTDOOR ACTIVITIES
This guidance document aims to set out guidelines and minimum acceptable safety standards for those organising outdoor activities in the name of the YCW. The guide set out below applies to all activities taking place in the name of YCW or its projects (Impact, Outdoor Pursuits etc).

Bookings and consent procedure
A bookings and consent procedure for all participants and adult companions is required for all events occurring outside the immediate meeting place. Please see Form E.

Minibus and transport policy
Please see Info Sheet 9.

Guidelines for outdoor activities
(a) Rambles and walks on terrain under 100ft, 450m. All year round:
i) The group should try to keep within seeing and hearing range of each other at all times. If this is not practical the adult companion should ensure that all sub groups have the relevant safety and route finding equipment and know where to meet if they lose each other.

ii) The minimum number of people in any sub-group will be three.

iii) Care should be taken to ensure everyone has and uses the following equipment: waterproofs, warm and sensible clothing, strong footwear and the necessary food and drink.

iv) The start and finish point of the walk should be clearly identified, knowledge of which should be with a specified person who is not on the event and can be contacted in an emergency.
(b) Walks/scrambles on terrain 1500ft – 450m between May and September (Summer)
i) All the guidelines for point 3 (a) above apply to this event.
ii) Minimum equipment for each participant on these events should be:
· strong shoes or boots
· waterproof clothing
· warm clothing and one extra layer (including hat and gloves)
· enough food and drink
iii) The starting and finishing point, and the route in between, should be in the knowledge of a specified person whose point of contact is identified on the consent form.

iv) The same information above should be placed on view in a vehicle at the start/finish with additional information on the number of people in the party.

v) For every six people participating in the event there must be an adult companion who has the minimum experience detailed below:

· completion of similar walks at least four times a year for the last five years

· leadership competence as agreed by the adult companion
· the ability to recognise the symptoms of hypothermia and to deal with individuals at risk of developing it

vi) Minimum equipment to be carried for the group by the adult companions:
· first aid kit

· spare food and drink

· spare clothing

· sleeping bag/blanket

· every recognised adult companion should carry a map and compass

(c) Walks/scrambles in terrain over 1500ft – 450m between October and April (winter)

i) All guidelines for part (b) above apply

ii) The designated event leader must hold a relevant mountain leader certificate (winter)

iii) Groups should not contain more than 12 participants (including the adult companions)

(d) Activities requiring technical backup
i) The following events are seen by YCW as those that require technical backup not normally found within the movement’s ranks:

· rock climbing and abseiling

· canoeing, yachting activities on and in the water

· caving

· all airbourne activities (including bungee jumping)

· assault courses

· horse riding

· skiing

· All other activities, which require specialist equipment and body protection, ie ropes, helmets, harnesses etc

ii) All the above activities are governed by qualifications issued by the authority of the particular sport. In order for these events to be carried out, they must be lead by a designated adult companion with the relevant qualifications.

iii) Wherever possible the YCW must enter into a partnership or contracted agreement with the individual or institution that is providing the event leadership. This will enable liability insurance to rest on the appropriate body.

iv) The ruling body of each activity (above) must specify minimum safety standards and equipment required. These specifications apply for YCW events.

(e) Other activities
It is not seen as necessary to issue guidelines for the following activities: racquet sports, rugby, association football and ‘wide games’.
Leadership requirement

i) All leaders must be 18 years or over.

ii) Every event described in these guidelines must have a designated adult companion. This person should make themselves clearly identifiable to all the participants at the start of the event. 
iii) The designated adult companion must have the relevant experience or qualification for the event to be undertaken.

iv) There should be at least one adult for every six participants who have the relevant experience and professional competence as agreed by the overall adult companion in charge.
v) The adult companion is ultimately responsible in ensuring that all safety factors are taken care of during this event and in its preparation.

vi) The adult companion and the other leaders should ensure that all participants:

· have the necessary equipment required

· have a good level of nourishment and energy prior to commencement

· are healthy enough to complete what will be expected of them

Should this not be the case, the adult companions have the right to refuse an individual the opportunity to participate.

Common sense policy
(a) Under no circumstances must alcohol be consumed before or during an activity described in these guidelines.

(b) Care should be taken to ensure that the night before these events take place, the participants have the opportunity for (and take) enough sleep.

(c) Young people suffering badly from lack of sleep or hangovers from the previous night, who the adult companions considers may be a danger to themselves or to others, should not be allowed to participate.

Using the YCW name
A project/event can be organised in the name of the YCW only in these circumstances:

i) It has leaders (aged 16+) from a registered group involved in its organisation.

ii) It is involved through an Impact group registered at National HQ and involves an adult companion in its leadership.
iii) It is organised in the knowledge and with the consent of YCW HQ – See Form D 

INFO SHEET 12
INSURANCE
Zurich covers the public liability of almost all events. Should you have a query regarding the particular event, please contact the YCW HQ.

YOU MUST INFORM YCW OF ANY EVENTS UNDERTAKEN AWAY FROM THE MEETING PLACE
Young Christian Workers, Eleventh Street, Trafford Park, M17 1JF
Charity number; 306149 

Tel: 0161 872 6017. Email: info@ycwimpact.com. Website: www.ycwimpact.com.


