Swim 21 Compliance Whole Club Module – Accreditation Evidence


COMPLIANCE MODULE

Accreditation Evidence









St.Helens Swimming Club
(last review date: 9th September 2008)
	Element Reference No.
	Elements:
	Evidence:
	Comments
	Action

	1.
	Club communicates its mission statement to its members
	Copy of Mission Statement (e.g. within Club Rules/ Handbook)

Evidence of communication
	Website
Noticeboard

Copy in the Swim21 file
	Complete
Complete
Complete

	2.
	Club is affiliated to ASA with a constitution based on ASA model (CM16, CM22) 
	Copy of Club Constitution

Letter of endorsement from person(s) responsible within the Region
	Constitution on the Website
Letter of endorsement received.

Copies in the Swim21 file
	Complete
Complete
Complete

	3.
	Club displays a copy of its current ASA insurance certificate (CM23)
	Copy of certificate, with statement/ photo of where certificate is displayed
	Noticeboard; phote enc
Copy in the Swim21 file
	Complete
Complete

	4.
	Club has a mechanism for addressing members’ queries on insurance (CM23)
	Contact name of club insurance representative
	Via club officers.

Explained on the website
	Complete
Complete

	5.
	All teaching/coaching and competition takes place at safe and appropriate facilities, in accordance with Normal Operating Procedures / Emergency Action Plans of the facilities used (CM8)
	Letter from hirer confirming issue of NOP/EAP
	Copy of E.A.P. in the Swim 21 file.

Copy with Club Secretary.
	Complete

Complete

	6.
	Teachers and coaches responsible for the programme are covered by Professional Indemnity and/or Public Liability Insurance (CM7)
	List of BSTCA/IoS registration numbers or other relevant insurance body 
	Insurance via the ASA under the general policy with Perkins Slade.
	Complete

	7.
	At all teaching/coaching and competition sessions Club has access to first aid and emergency telephone (CM8, CM12)
	Proof of availability
	Club training facility staffed with council employees. Manned front desk with full 1st Aid facilities

Photographs enclosed
	Complete

Complete

	8.
	At all teaching/coaching and competition sessions a named representative is aware of the Club’s Emergency Procedures (CM8, CM13)
	Name of representative

Copy of club emergency procedures
	Ste Carr – Head Coach
Shaun Woodward – Teacher level 2


	Complete



	9.
	All training and coaching is delivered with an effective coach/athlete ratio to ensure quality coaching and safety   (CM4)
	Statement of practice, detailing coach: athlete ratios
	Statement of practice in the Swim21 file
	Complete

	10.
	Club has adopted and communicates to all its members the ASA Child Protection policy (CM9)
	Proof of communication

Copy of Club Child Protection policy


	Website

Copy enc. In the Swim21 File
	Complete



	11.
	All teachers/coaches/volunteers working closely with children and young people are registered with the ASA Data Base and are CRB checked (CM9, CM11)
	List of those on those on ASA database, with CRB disclosure number

Signed statement from Chair to verify he/she has seen all CRB Certificates
Letter of confirmation if check completed elsewhere
	Overseen by the Club Welfare Officer

List enc. In the Swim21 file

Statement of verification
	Complete

	12.
	Club maintains a record of all poolside personnel and their current qualifications
	Copy of club’s record
	Copy retained by the Secretary & included in the Swim21 file
	Complete

	13.
	Club has adopted and communicates to all members the ASA approved Equity Policy
	Proof of communication

Copy of Club Equity policy
	Website

Copy in the Swim21 file
	Complete



	14.
	Club has a record of all medical conditions of its participants (CM15)
	Statement that club complies – signed, with printed name by Chair or Secretary
	Statement of verification
	Complete

	15.
	Club has a system in place to inform teachers/coaches of participant medical conditions on a need to know basis (CM15)
	Outline of system in place, signed and dated by Chair
	Statement of verification
	Complete

	16.
	Club has completed a self assessment to ensure it meets the requirements of the Disability Discrimination Act (DDA)
	Completed self assessment
	ASA Swim21 template completed and a copy is in the Swim21 file
	Complete

	17.
	For each athlete, the Club has emergency contact information for the parent/carers, plus the contact information of one additional person, nominated by the parent/carer. (CM14)
	Statement that club complies - signed, with printed name by Chair or Secretary
	Statement of conformity enc in the Swim21 file
	Complete

	18.
	Club uses an appropriate facility-specific induction process for teachers/coaches and trainers (CM8)
	Facility Induction Checklist
	Induction checklist enc.

Website
	Complete

	19.
	Club produces risk assessments for club activities  (CM8)
	Copy(ies) of completed risk assessment
	Website

Copies in the Swim21 file
	Complete

	20.
	Club has a current Improvement (Action) Plan based on a thorough Swim 21audit/review (CM28)
	Copy of current Improvement Plan, including actions for the forthcoming year
	Summary of actions enc in swim21 file
	Complete

	21.
	Club communicates to members, role descriptions with areas of responsibility, for all positions within the club (CM6)
	Proof of communication

Sample of signed and dated role descriptions
	Website

Samples in the Swim21 file
	Complete

	22.
	Club has codes of conduct for all members (CM11, CM21)
	Sample copies of signed and dated club codes of conduct
	Website
	Complete

	23.
	Club produces an annual financial plan which reflects the needs of swimmers, teachers/coaches and volunteers (CM24)
	Copy of current budget

Copy of financial plan
	2007/08 budget/plan enc in Swim21 file
	Complete

	24.
	Club has a pricing policy for economically disadvantaged persons (CM24) (see guidance notes)
	Copy of financial plan/ budget

Outline of policy
	Club has introduced reduced fees for 2 or more family members.

Committee has discretion on reduced or suspended fees.
	Complete

	25.
	Club has a process for recording all disabled swimmers 
	Sample Membership Application Form


	Copy enc in the Swim21 file

Website
	Complete

	26.
	Club has documented and published procedures for dealing with internal disputes (See Appendix A, Judicial Rules Guidelines for Handling Internal Disputes)
	Copy of procedure
	SHSC follows the guidelines laid down by the ASA. A copy of the web page and link enc in the Swim21 file
	Complete



	27.
	Where teachers/coaches are not employed by the club (or are partially employed by the club)* there is an agreed written protocol between the club and the employee to deal with grievances.
	Copy of written agreement
	N/A
	N/A

	28.
	Club seeks external funding/sponsorship
	Actions taken to achieve this

Evidence of successful funding (e.g. letters, minutes of meetings etc)
	Copies enc in the Swim21 file

Website links etc
	Complete

	29
	Club administration is fully ICT oriented.  
	ICT documentation

	www.StHelensSC.org
	Complete

	30.
	Club can demonstrate cooperative links within the local Swim 21 network
	Name(s) of clubs

Evidence of joint meetings/ sessions/ working together
	St.Helens Aquatic development scheme.

Enc in Swim21 file
	Complete

	31.
	Club has a working relationship with key facility decision makers
	Meeting minutes

Letter of confirmation
	Letters enc in Swim21 file. E.g StHelens Aquatic dev mtgs.
	Complete

	32.
	Club has mechanism for liaison with relevant local academic establishments (CM27)
	Name of liaison person

Outline of procedure/ copies of meeting minutes/ joint actions taken
	Statement enc in Swim21 file
	Complete

	33.
	Club has links with local and/or regional media
	Statement of links
	Statement along with evidence in the swim21 file.
	Complete

	34.
	Key members of club undertake ASA Management Good Practice training module(s)
	List of key club members and courses attended – dated and signed
	Certificates enc.
	Complete








