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(Last review date: 9th September 2008)

	Element Reference No.
	Elements:
	Evidence:
	Comment
	Action

	1.
	All personnel working with children and young people undertake appropriate Child Protection training (CM9) (see guidance notes)
	Date and list of courses with those attended


	List enc in Swim21 file
	Complete

	2.
	A nominated teacher/coach and a current member of the Club Management Committee has undertaken an ASA approved Equity course (CM10)
	List of attendees with date
	List enc in Swim21 file
	Complete

	3.
	All practicing teachers/coaches have agreed to the ASA Code of Ethics (CM11)
	List of names and dates  - and signed by practicing teachers/coaches
	List enc in Swim21 file
	Complete

	4.
	Lead teachers/coaches and a current Member of the Club Management Committee have undertaken an ASA approved Disability Awareness course
	List of attendees with date
	List enc in Swim21 file
	Complete



	5.
	Club has a Swim 21 Coordinator with a role description
	Copy of signed and dated role description
	enclosed in Swim21 file
	Complete

	6.
	Club has a Workforce Coordinator with a role description (CM26)
	Copy of signed and dated role description
	enclosed in Swim21 file
	Complete

	7.
	Club has a Welfare Officer with a role description in line with ASA recommendations
	Copy of signed and dated role description 
	enclosed in Swim21 file
	Complete

	8.
	Club has a Schools Coordinator with a role description (CM27)
	Copy of signed and dated role description
	enclosed in Swim21 file
	Complete

	9.
	Club has a policy for succession planning for key roles and responsibilities which is communicated to all members 
	Copy of Club Succession Planning Policy and/or statement and method of communication
	enclosed in Swim21 file
	Complete

	10.
	Club has a recruitment policy aimed at increasing the numbers of swimmers, teachers/coaches, and volunteers from all sectors of the community
	Copy of Club Recruitment Policy and/or statement
	enclosed in Swim21 file
	Complete

	11.
	Club has a mechanism for recognising and rewarding its volunteers
	Statement of Club Recognition and Reward Procedures

Nominations and involvement in ASA National Recognition Scheme
	St.Helens DSC Volunteer awards scheme.

Aquaforce Volunteer Awards.

Club annual presentation
	Complete

	12.
	Teachers/coaches hold regular meetings to exchange knowledge
	Minutes/notes of meetings
	
	Complete

	13.
	Club has a policy for supporting the continual professional development (CPD) of key personnel appropriate to their needs
	Outline of policy
	Role appraisals & performance reviews
	Complete

	14.
	Key personnel have a Personal Development Plan, which identifies relevant accredited courses
	Example(s) of signed personal development plan
	Copies enc in swim21 file
	Complete

	15.
	Club enables and encourages teachers/coaches/key personnel to attend appropriate County, Regional, National and International conferences
	Copy of attendance certificate

Date and list of conferences with those attended
	Copy of e-mail enc in swim21 file
	Complete

	16.
	Team Managers have attended an ASA training course to the level of their involvement
	Copy of attendance certificates

Date and list of personnel and courses
	List enc in Swim21 file

Copies of certificates.
	Complete



	17.
	Club can obtain sufficient appropriately qualified officials to run events 
	Outline of process
	Evidence enc in Swim21 file.

Annual M&D gala.

Club run development gala
	Complete



	18.
	Club has an appraisal process/development review for its teacher/coach personnel
	Outline of process
	Club guidelines enclosed in Swim21 file
	Complete

	19.
	At least one member of poolside personnel is a member of IoS / BSCTA or other appropriate body
	List of BSCTA/IoS registration numbers
	Application made. 
	Complete

	20.
	Club encourages members / volunteers to sit on key committees and forums
	List of names and committees
	List of forums enc
	Complete

	21.
	Club Workforce Coordinator works in partnership with the County Workforce Coordinator
	Statement from County Workforce Coordinator, with date and signature
	Copy of e-mail enc in swim21 file
	Complete

	22.
	Club Welfare Officer works in partnership with the County Welfare Officer
	Statement from County Welfare Officer with date and signature
	Letter enc in swim21 file
	Complete

	23.
	Club works in partnership with local Disability organisations
	Statement(s) from local disability organisations, signed and dated
	Club has disabled swimmers as members.

Contact list from Welfare Officer enc.
	Complete








