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Child Protection Guidelines
Aquatic Club of West Shore (ACWS) seeks to provide a safe and secure environment for the children who participate in our programs and activities. By implementing the below practices, our goal is to protect the children of ACWS from incidents of misconduct or inappropriate behavior while also protecting our employees and volunteers from false accusations.

Definitions
1) Child or Children: For purposes of this policy, the terms “child” or “children” include all persons under the age of eighteen (18) years. 

2) Mandated Reporter: In addition to employees, all volunteers are now considered Mandated Reporters; required to report suspected child abuse directly to the Department of Human Services Child Abuse Hotline (former Childline). Mandated reporters are those people who are required by law to report suspected child abuse. Mandated reporters are held to a higher standard of responsibility and may receive serious consequences for not reporting suspected abuse.
Selection of Workers
All persons who desire to interact with the children participating in our programs and activities will be screened. This screening includes the following:

Criminal Background Check Requirements 
Per PA State law, we will require the following Background checks to be completed:

Volunteers (unpaid workers age of 18 or over)

· Criminal History Record Information from the PA State Police and Child Abuse Clearance from the PA Department of Public Welfare. These clearances are free if obtained as volunteer status.
· Federal Criminal History record from the FBI (fingerprinting), if needed, costs $22.60

· Clearances obtained for employee purposes can be used for volunteer purposes if obtained within the last 60 months.
1) For any person not living in PA for the last 10 years:

a. Federal Criminal History record from the FBI will be obtained by submitting a full set of fingerprints to the PA State Police. 

b. Criminal History Record Information from the PA State Police

c. A Child Abuse Clearance from the PA Department of Public Welfare.  

2) For any person living in the state of PA for 10 years or longer:

a. Complete an affidavit in writing that they are not disqualified from service based upon a conviction of an offense under §6344.
b. Criminal History Record Information from the PA State Police

c. Child Abuse Clearance from the PA Department of Public Welfare.  

3) For persons who have already obtained Pennsylvania clearances that are older than 12 months, but less than 60 months:
a. Provide a copy of Criminal History Record Information from the PA State Police, Child Abuse Clearance from the PA Department of Public Welfare

b. Complete an affidavit in writing that they are not disqualified from service based upon a conviction of an offense under §6344.

Employees (paid workers over the age of 14)

· Criminal History Record Information from the PA State Police (requires payment)
· Child Abuse Clearance from the PA Department of Public Welfare (requires payment)
· Federal Criminal History record from the FBI (fingerprinting) (requires payment)
· Employees should keep receipts for clearances and may submit for reimbursement when the clearance is returned

· Clearances obtained for volunteer purposes cannot be used for employment purposes.

1) For any employee:

a. Federal Criminal History record from the FBI will be obtained by submitting a full set of fingerprints to the PA State Police. 

b. Criminal History Record Information from the PA State Police

c. Child Abuse Clearance from the PA Department of Public Welfare.  

2) For persons who have already obtained Pennsylvania clearances that are older than 12 months, but less than 60 months:
a. Provide a copy of Criminal History Record Information from the PA State Police, Child Abuse Clearance from the PA Department of Public Welfare, Federal Criminal History record from the FBI will be obtained by submitting a full set of fingerprints to the PA State Police
b. Complete an affidavit in writing that they are not disqualified from service based upon a conviction of an offense under §6344.
3) Individuals may be provisionally employed for a single period, not to exceed 90 days, if all of the following conditions are met: 
a. The applicant has applied for the three required clearances and they provide a copy of the completed forms to their employer. 
b. The employer has no knowledge of information pertaining to the applicant which would disqualify him from employment. 
c. The applicant swears or affirms in writing that he is not disqualified from employment pursuant to the grounds for denying employment in § 6344 (c) or has not been convicted of an offense of a similar nature to those crimes under the laws or former laws of the United States, or one of its territories or possessions, another state, the District of Columbia, the Commonwealth of Puerto Rico or a foreign nation, or under a former law of this commonwealth. 
d. The applicant is not permitted to work alone with children and must work in the immediate vicinity of a permanent employee.
All clearances should be updated within compliance of state law. The current law requires clearances to be updated every 60 months or 5 years. 
Applicants whose clearances reveal evidence of a criminal record related to violence or directly involving children cannot be considered for volunteering or employment. Criminal records related to non-violent crimes may be considered at the discretion of the reviewing board.
Two Adult Rule

It is our goal that a minimum of two adult workers be in attendance at all times, when children are being supervised during our programs and activities. 

In order to protect him/herself, as well as our youth, any adult employee or volunteer must observe this “two adult rule” and the “open door policy” (below) at all times.  The two adult rule requires the employees and volunteer to make every reasonable effort to avoid situations where an adult is alone with the youth, without another adult present.  The open door policy requires that when there is a one-on-one meeting with a youth member, the door be kept open at all times.  Another adult employee or volunteer must also be aware that the meeting is taking place.  At no time is an adult employee or volunteer permitted to groom, date, or develop intimate relationships with a youth member. 

Responding to Allegations of Child Abuse
For purposes of this policy, “child abuse” is any action (or lack of action) that endangers or harms a child’s physical, psychological or emotional health and development. Child abuse occurs in different ways and includes the following: 

· Physical abuse – any physical injury to a child that is not accidental, such as beating, shaking, burns, and biting. 

· Emotional abuse – emotional injury when the child is not nurtured or provided with love and security, such as an environment of constant criticism, belittling and persistent teasing. 

· Sexual abuse – Sexual abuse is the use, persuasion, inducement, enticement, or coercion of any child to engage in, or assist any other person to engage in, any sexually explicit conduct or any simulation of such conduct for the purpose of producing any visual depiction of such conduct; or rape, and in cases of caretaker or inter-familial relationships, statutory rape, molestation, prostitution, or other form of sexual exploitation of children, or incest with children. 
· Neglect – depriving a child of his or her essential needs, such as adequate food, water, shelter, and medical care.

Coaches or volunteers may have the opportunity to become aware of abuse or neglect of the children under our care. In the event that an individual involved in the care of children at ACWS becomes aware of suspected abuse or neglect of a child under his/her care (perpetrated by any individual), it is required by law to be reported. The suspected abuse or neglect should be reported immediately to the Board President or Child Safety Officer for further action including reporting to authorities as mandated by state law. The employee or volunteer is mandated to report the suspected abuse or neglect to the Department of Human Services Child Abuse Hotline (instructions below).
In the event that an incident of abuse or neglect is alleged to have occurred the following steps will be taken:

1. Department of Human Services Child Abuse Hotline will be called immediately: 

1-800-932-0313. 

2. If the alleged perpetrator of abuse or neglect is a member of the ACWS organization:

a. The worker alleged to be the perpetrator of the abuse or misconduct will be immediately relieved from interacting with children pending an investigation and instructed to remain away from the premises during the investigation. A decision will be made on a case by case basis by ACWS board, and the Child Safety Officer as to whether the alleged person will be able to continue to volunteer pending an investigation.  That decision will be made with the guidance of Law Enforcement Officers and officials leading the investigation.  
b. ACWS will comply with the state’s requirements regarding mandatory reporting of abuse as the law then exists. ACWS will fully cooperate with the investigation of the incident by civil authorities.

c. Our insurance company will be notified, and we will complete an incident report.  Any documents received relating to the incident and/or allegations will immediately be forwarded to the insurance company.

d. ACWS President will be our spokesperson(s) to the media concerning incidents of abuse or neglect, unless he or she is alleged to be involved. We will seek the advice of legal counsel before responding to media inquiries or releasing information to the swim team members and their parents and guardians. All other leaders or representatives of ACWS should refrain from speaking to the media.

e. A visit by ACWS President will be arranged for those who desire it.

f. Any person who is not found innocent of the alleged abuse or misconduct will be removed from their position and restricted from interacting with youth.

Teenage Workers

We recognize that there may be times when it is necessary or desirable for volunteers who are themselves under age 18, to assist in practices or meets.The following guidelines apply to teenage volunteers:

· The teen should make every effort to remain with another adult employee or volunteer (with proper clearances) whenever possible.
· If the teen must move out of view of a supervising adult with a youth member, he/she should notify the adult of the purpose 
· When a supervising adult is not present, the open door policy will be enforced.  The door to the room being used must be left open.
Discipline Policy

It is the policy of ACWS not to administer corporal punishment, even if parents have suggested or given permission for it. There should be no spanking, grabbing, hitting, or other physical discipline of children. Workers should consult with a board member, ACWS President or the Child Protection Officer, if assistance is needed with disciplinary issues.

Restroom Guidelines

If a child is taking longer than seems necessary, the employee or volunteer should open the bathroom door and call the child's name. If a child requires assistance, the employee or volunteer should prop open the bathroom door, and leave the door open as they assist the child. 

For the protection of all, employees or volunteers should never be alone with a child in a bathroom with the door closed and never be in a closed bathroom stall with a child. 

Locker room doors should always remain open.

Child Safety Officer/Clearance Procedures

1) Clearance copies are kept on file at a restricted location electronically. 

2) A spreadsheet in the Google Drive folder has updated dates for all clearances of employees and volunteers who need to have clearances on file.  
a. New employees and volunteers will be directed to the Child Safety Officer.  They are provided with either: 

i. a form to complete and give back to the Child Protection Officer to submit for their clearances on their behalf (volunteers only)
ii. an instruction sheet with screen shots to walk them through how to apply for both types of clearances. 

iii. Offer to sit with them and show them how to apply for clearances. 
3) If submitted on their behalf, an electronic copy of clearances is saved to the Google Drive folder; a copy is mailed to the member’s residence. 

4) If submitted on their own, they are instructed to provide the swim team’s Child Safety Officer with a copy and keep the original for themselves. 

5) The Google Drive electronic spreadsheet is set up to email the Child Protection Officer a reminder when he or she needs to start connecting with members to renew their clearances. 

6) Some members may prefer the Child Protection Officer renew the clearances for them and a copy of the executed clearances is given to them (available to volunteers only). 
7) Members who renew on their own must provide the Child Protection Officer with a copy.  

a. The Child Safety Officer follows up with members twice when they choose to renew on their own. 

b. When members procrastinate or delay in getting their clearances Child Safety Officer contacts the president to ask him to help with connecting with those members and explain the importance of clearances being up to date. 
