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[bookmark: _Toc373842378]General Policy 
1. [bookmark: _Toc373842379]General
The following procedures and conditions relate to a range of policies covering visitor use and activities at the Kings Hill Sports Park.
1.1. For the purpose of these policies the following terms apply:
1.2. “Visitor” and “visitors” refers to all persons of all ages who visit and/or use the Sports Park.  This includes, but is not limited to:  hirers, managers/coaches, players, spectators, contractors, etc
1.3. “Block bookings” refers to a session held at the same time on the same day for a period of 10 or more consecutive weeks
1.4. “Casual booking” refers to a single session booked for any time or day
1.5. “Adult” refers to any male or female individual over the age of 18
1.6. “Child” and “children” refers to any individual or group of individuals under the age of 18
1.7.  “Young adult” and “young adults” refers to any individual or group of individuals between the ages of 16-21
1.8. “Vulnerable adult” refers to any male or female individual who has any registered special educational, emotional or physical needs
1.9. “Disabled person” refers to any male or female individual who has any psychological or physiological impairments.  For the purpose of this document, and dependant on their age, a disabled person will generally be referred to as, and included within, in the categorisation of “child” or “vulnerable adult”
1.10. “Employee” and “employees” refers to all persons of all ages who work for and on behalf of Kings Hill Parish Council at the Sports Park.  This includes, but is not limited to:  permanent/temporary/contract workers, full-time/part-time/flexible-time workers, etc
1.11. “User” and “users” refers to all persons of all ages who visit and/or use the Sports Park.  This includes, but is not limited to:  hirers, managers/coaches, players, spectators, contractors, etc
1.12. “Designated person in charge” refers to an individual who represents the person who booked the Sports Park facility or service (hirer) when the hirer is not in attendance at the Sports Park
1.13. It is the responsibility of each visitor, hirer, or their designated person in charge to ensure all aspects of these policies are fully enforced and adhered to.
1.14. Any following policy may be updated at any time to reflect appropriate changes in legislation, regulation and/or circumstances.  Kings Hill Parish Council reserves the right to make an update without providing prior notice.  However, Kings Hill Parish Council will provide notification that the policy has been updated.
1.15. Should there be a significant contradiction or issue between the Kings Hill Parish Council policy and that of the hirer, then the hirer should raise this to Kings Hill Parish Council at the earliest opportunity
1.16. Failure to comply with these policies, either in part or full, may lead Kings Hill Parish Council to cancel, or not accept, any or all bookings and/or refuse to work with an individual/organisation/team/group
2. [bookmark: _Toc373841704][bookmark: _Toc373842134][bookmark: _Toc373842257][bookmark: _Toc373842380][bookmark: _Toc373841705][bookmark: _Toc373842135][bookmark: _Toc373842258][bookmark: _Toc373842381][bookmark: _Toc373841706][bookmark: _Toc373842136][bookmark: _Toc373842259][bookmark: _Toc373842382][bookmark: _Toc373841707][bookmark: _Toc373842137][bookmark: _Toc373842260][bookmark: _Toc373842383][bookmark: _Toc363474695][bookmark: _Toc373842384]Code of Conduct
Please refer to the Visitors Code of Conduct policy for the complete list of procedures and conditions.  
2.1. The Sports Park is a family facility serving the local community, where threatening and/or abusive behaviour and/or language of any description will not be  tolerated
2.2. Please be mindful there are often children within the Sports Park and you should behave in a respectful manner to all staff and visitors at all times.
3. [bookmark: _Toc363474696][bookmark: _Toc373842385]CCTV Cameras & Recordings 
The Sports Park has a number of CCTV cameras installed for the health & safety and security of all visitors and staff.  Please refer to the Parish Council’s CCTV policy for further details.
3.1. The CCTV camera recordings will be stored for a period of up to 30 days.  All recordings are stored on local, password protected hard drives.  This procedure does not contravene your personal privacy or data protection rights
3.2. The CCTV camera recordings may be used in evidence against individuals and/or groups who contravene any Sports Park policies and/or rules.
4. [bookmark: _Toc363474697][bookmark: _Toc373842386]Children
On no account whatsoever should children under the age of 8 be left unsupervised in any part of the Sports Park grounds, pitches or pavilion
5. [bookmark: _Toc363474698][bookmark: _Toc373842387]Dress Code
5.1. Full or excessive undressing should not take place in a public space, such as the Sports Park grounds, pitches or pavilion
5.2. Shirts and tops must always be worn in all public areas of the pavilion.
6. [bookmark: _Toc363474699][bookmark: _Toc373842388]Food & Drink
6.1. Only food and drink, including alcohol, purchased at the Sports Park café or from its vending machines can be consumed within the pavilion building or on the Sports Park grounds during operational hours. 
6.2. Please drink alcohol responsibly when in any part of the Sports Park café and grounds
6.3. All visitors consuming alcohol in the Sports Park grounds must do so in a safe, reasonable and responsible manner and one that is not a disturbance to others
6.4. Only plastic cups, plates, cutlery, etc, will be served from the Sport Park café for use outside of the  café and pavilion building
6.5. No hiring teams are authorised to sell or hand out food and drinks on the Sports grounds. 
6.6. No chewing gum is allowed within or around the 3G pitch area or pavilion building
6.7. Please dispose of litter in the various bins provided
6.8. Food, alcohol or glassware, or other such fragile and breakable products should not be taken in to the changing rooms, showers or toilets
6.9. Alcohol will not be sold to persons under the age of 18.  Working in line with the guidelines of the Challenge 25 scheme, Sports Park staff reserve the right to ask customers purchasing alcohol who appear to be under the age of 25 for identification
6.10. Vending machines should not be misused, abused or damaged by visitors.
6.11. Where a vending machine fails to deliver a product and/or return monies, the visitor should contact a Sports Park staff member.  Please do not attempt to reclaim money or products yourself.
6.12. No illegal substances are to be brought into, or used, within all of the Sports Park grounds or pavilion.
7. [bookmark: _Toc363474700][bookmark: _Toc373842389]Smoking
7.1. No smoking is allowed anywhere within the Sports Park grounds, pavilion or within or around the 3G pitch except the allocated smoking area.  Smokers are to use the designated smoking area, which is located at the west end of the pavilion (right hand side when facing the front of the pavilion and at the rear pd the pavilion) where a smoking bin is provided.
7.2. All visitors should ensure that any smoking around the grass pitches is done so in a safe, reasonable and responsible manner and one that is not a disturbance to others.
8. [bookmark: _Toc363474701][bookmark: _Toc373842390]Driving & Parking
8.1. All visitors must be mindful there are often children within the Sports Park and should drive carefully, responsibly and considerately
8.2. The Sports Park access road and car parks are governed by a 10mph speed limit and visitors must adhere to this speed limit.
8.3. All visitors must only park within the designated parking areas directed by the Sports Park Staff.  Please park responsibly and considerately within the designated parking areas
8.4. Visitors should not park on the Sports Park access road, any verges, pavements or in the surrounding residential streets.
9. [bookmark: _Toc373839081][bookmark: _Toc373839293][bookmark: _Toc373840883][bookmark: _Toc373841715][bookmark: _Toc373842145][bookmark: _Toc373842268][bookmark: _Toc373842391][bookmark: _Toc363474702][bookmark: _Toc373842392]Animals
9.1. All visitors must ensure their animals are safe and controlled at all times
9.2. All animal mess should be disposed of in the bins provided
9.3. Animals should not be taken in to changing rooms, showers or toilets.
10. [bookmark: _Toc363474703][bookmark: _Toc373842393]Valuables & Personal Possessions
10.1. Kings Hill Parish Council do not accept under any circumstances responsibility or liability for any loss and/or damage to vehicles, valuables and personal possessions left, lost or stolen anywhere on the Sports Park grounds or buildings
11. [bookmark: _Toc373842394]Closing Policy Statement 
11.1. All hirers should ensure they are familiar with the following policies for the Sports Park as follows:
11.1.1. Bookings
11.1.2. Pitches
11.1.3. Visitor Code of Conduct
11.1.4. Complaints
11.1.5. Changing Room and Lockers
11.1.6. Equality and Diversity
11.1.7. Accident & Emergency
11.1.8. Safeguarding 
11.1.9. Bad weather

[bookmark: _Toc373842395]Bookings Policy
1. [bookmark: _Toc362860292][bookmark: _Toc373842396]General Policy Statement
1.1. The following procedures and conditions relate to the booking of all pitches at the Kings Hill Sports Park.
1.2. Block and casual bookings must not to be sub-let or be transferred to another third party. Kings Hill Parish Council reserves the right to immediately cancel a booking where it has been identified that the booking has been sub-let or transferred to another third party.
1.3. It is the responsibility of the hirer, or their designated person in charge, to ensure all aspects of this policy are fully enforced and adhered to
2. [bookmark: _Toc373841721][bookmark: _Toc373842151][bookmark: _Toc373842274][bookmark: _Toc373842397][bookmark: _Toc373841722][bookmark: _Toc373842152][bookmark: _Toc373842275][bookmark: _Toc373842398][bookmark: _Toc373842399]General Booking Conditions
The hirer is responsible for ensuring:
2.1. The good conduct and behaviour of all participants associated with their booking.  This includes all managers, coaches, players and spectators of both the “home” and “away” teams
2.2. All participants associated with their booking wear the appropriate footwear for the playing surface they have booked
2.3. All participants associated with their booking strictly adhered to the booking times.  Each session must end promptly at the end of the hire period to facilitate a quick and problem free change over
2.4. All participants associated with their booking leave the pitches in a reasonable condition, clean, tidy, free of damage, litter and debris
2.5. Any damage, whether or not caused by the hiring party, must be reported at the earliest opportunity.  The hirer will be held responsible for any damage or loss to pitches, changing rooms and/or any other Sports Park related equipment during their booking period
2.6. All participants associated with their booking comply with the Sports Park policies. 
3. [bookmark: _Toc373842400]General Booking Payment Procedure
3.1. Payments can be made by cheque or direct bank-to-bank payment via BACS.  Please call Kings Hill Parish Council on 01732 872271 or visit us at:  Kings Hills Sports Park, 200 Beacon Avenue, Kings Hill ME19 4PQ.  
4. [bookmark: _Toc373842401]General Booking Cancellation Procedures
4.1. Kings Hill Parish Council reserves the right to cancel a block booking to accommodate a major community event.  Where possible, Kings Hill Parish Council will provide a minimum of 4 weeks written notification of the block booking cancellation.
4.2. Kings Hill Parish Council reserves the right to cancel any session where inclement weather causes serious actual, or potential, concerns to the Health and Safety of Sports Park users and staff on any part of the grounds, pitches or pavilion.  
4.3. Kings Hill Parish Council will endeavour to provide as much notice as possible about the cancellation of any sessions due to inclement weather, but reserve the right to do so up to and including the booking start time and/or during the session.
4.4. All bookings made via an Advanced Pitch Booking Form are non-refundable but may be rescheduled at the sports park managers discretion.
5. [bookmark: _Toc373839089][bookmark: _Toc373839302][bookmark: _Toc373840892][bookmark: _Toc373841726][bookmark: _Toc373842156][bookmark: _Toc373842279][bookmark: _Toc373842402][bookmark: _Toc362860293][bookmark: _Toc373842403]Block Bookings
5.1. Block booking applications for all pitches are considered annually before the beginning of each football season.
5.2. Season-long block bookings will be effective from 1 September and run through to 31 May each year (inclusive)
5.3. Summer period block bookings will be effective from 1 June and run through to 31 August each year (inclusive)
5.4. Block booking applications for all pitches will be considered on a first come first served basis after applying the following criteria in the order stated:
5.5. Priority will be given to multiple area hirer’s.
5.6. Priority will be given to Parish Council community and development initiatives.
6. [bookmark: _Toc373839091][bookmark: _Toc373839304][bookmark: _Toc373840894][bookmark: _Toc373841728][bookmark: _Toc373842158][bookmark: _Toc373842281][bookmark: _Toc373842404][bookmark: _Toc373839092][bookmark: _Toc373839305][bookmark: _Toc373840895][bookmark: _Toc373841729][bookmark: _Toc373842159][bookmark: _Toc373842282][bookmark: _Toc373842405][bookmark: _Toc373839093][bookmark: _Toc373839306][bookmark: _Toc373840896][bookmark: _Toc373841730][bookmark: _Toc373842160][bookmark: _Toc373842283][bookmark: _Toc373842406][bookmark: _Toc362860294][bookmark: _Toc373842407]Block Booking Payment Procedures
6.1. [bookmark: _Toc373839095][bookmark: _Toc373839308][bookmark: _Toc373840898][bookmark: _Toc373841732][bookmark: _Toc373842162][bookmark: _Toc373842285][bookmark: _Toc373842408][bookmark: _Toc362860295][bookmark: _Toc373842409]All block bookings will be invoiced monthly in advance and must be paid for within 14 days.
7. Block Booking Cancellation Procedures
7.1. If a hirer does not require their particular block booking on a particular week, then they must advise the Kings Hill Parish Council office giving notification of cancellation at least 7 days in advance.  Failure to comply with this condition will result in the hirer not receiving a refund.
7.2. If a hirer needs to cancel their entire block booking they must submit their notification in writing providing Kings Hill Parish Council with at least 21 days’ notice.
7.3. All bookings made via an Advanced Pitch Booking Form are non-refundable but may be rescheduled at the sports park managers discretion.
8. [bookmark: _Toc373839097][bookmark: _Toc373839310][bookmark: _Toc373840900][bookmark: _Toc373841734][bookmark: _Toc373842164][bookmark: _Toc373842287][bookmark: _Toc373842410][bookmark: _Toc373839098][bookmark: _Toc373839311][bookmark: _Toc373840901][bookmark: _Toc373841735][bookmark: _Toc373842165][bookmark: _Toc373842288][bookmark: _Toc373842411][bookmark: _Toc373839099][bookmark: _Toc373839312][bookmark: _Toc373840902][bookmark: _Toc373841736][bookmark: _Toc373842166][bookmark: _Toc373842289][bookmark: _Toc373842412][bookmark: _Toc373839100][bookmark: _Toc373839313][bookmark: _Toc373840903][bookmark: _Toc373841737][bookmark: _Toc373842167][bookmark: _Toc373842290][bookmark: _Toc373842413][bookmark: _Toc373839101][bookmark: _Toc373839314][bookmark: _Toc373840904][bookmark: _Toc373841738][bookmark: _Toc373842168][bookmark: _Toc373842291][bookmark: _Toc373842414][bookmark: _Toc362860296][bookmark: _Toc373842415]Casual Bookings
8.1. A number of time slots may remain available outside of any block bookings.  These will be available for “casual bookings”
8.2. Casual bookings must be paid for in full at the time of the booking
8.3. A casual booking is only deemed fully booked and formally accepted once the relevant payment has been cleared through the banking system.
9. [bookmark: _Toc373839103][bookmark: _Toc373839316][bookmark: _Toc373840906][bookmark: _Toc373841740][bookmark: _Toc373842170][bookmark: _Toc373842293][bookmark: _Toc373842416][bookmark: _Toc373839104][bookmark: _Toc373839317][bookmark: _Toc373840907][bookmark: _Toc373841741][bookmark: _Toc373842171][bookmark: _Toc373842294][bookmark: _Toc373842417][bookmark: _Toc373839105][bookmark: _Toc373839318][bookmark: _Toc373840908][bookmark: _Toc373841742][bookmark: _Toc373842172][bookmark: _Toc373842295][bookmark: _Toc373842418][bookmark: _Toc373839106][bookmark: _Toc373839319][bookmark: _Toc373840909][bookmark: _Toc373841743][bookmark: _Toc373842173][bookmark: _Toc373842296][bookmark: _Toc373842419][bookmark: _Toc373839107][bookmark: _Toc373839320][bookmark: _Toc373840910][bookmark: _Toc373841744][bookmark: _Toc373842174][bookmark: _Toc373842297][bookmark: _Toc373842420][bookmark: _Toc362860297][bookmark: _Toc373842421]Casual Booking Cancellation Procedures
If a hirer does not require their particular casual booking, then they must advise the Kings Hill Parish Council office giving notification of cancellation at least 7 days in advance.  Failure to comply with this condition will result in the hirer not receiving a refund
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[bookmark: _Toc373842422][bookmark: _Toc362860150]Pitches Policy
1. [bookmark: _Toc373839110][bookmark: _Toc373839323][bookmark: _Toc373840913][bookmark: _Toc373841747][bookmark: _Toc373842177][bookmark: _Toc373842300][bookmark: _Toc373842423][bookmark: _Toc373839111][bookmark: _Toc373839324][bookmark: _Toc373840914][bookmark: _Toc373841748][bookmark: _Toc373842178][bookmark: _Toc373842301][bookmark: _Toc373842424][bookmark: _Toc373839112][bookmark: _Toc373839325][bookmark: _Toc373840915][bookmark: _Toc373841749][bookmark: _Toc373842179][bookmark: _Toc373842302][bookmark: _Toc373842425][bookmark: _Toc373839113][bookmark: _Toc373839326][bookmark: _Toc373840916][bookmark: _Toc373841750][bookmark: _Toc373842180][bookmark: _Toc373842303][bookmark: _Toc373842426][bookmark: _Toc373839114][bookmark: _Toc373839327][bookmark: _Toc373840917][bookmark: _Toc373841751][bookmark: _Toc373842181][bookmark: _Toc373842304][bookmark: _Toc373842427][bookmark: _Toc362860152][bookmark: _Toc373842428]General Pitch Procedures
1.1. There is no requirement for either Kings Hill Parish Council or the Sports Park to provide any sporting equipment other than football goals and nets
1.2. There is no requirement for either Kings Hill Parish Council or the Sports Park to provide any storage facility for sporting equipment belonging to any organisation/team/group
1.3. Sporting equipment may not be stored at the Sports Park without the prior written consent of the Kings Hill Parish Council
1.4. No alterations or additions may be made to the pitches, goals or nets
1.5. No permanent or semi-permanent fixtures may be installed in any way to the pitches, goals or nets
1.6. No posters, placards, hoardings or other decorations of any description may be displayed without the prior written consent of the Kings Hill Parish Council.  The hirer will be liable for any damage whatsoever caused by the placing of any posters, placards, hoardings or other decorations of any description
1.7. Kings Hill Parish Council do not accept under any circumstances responsibility or liability for any loss and/or damage to any posters, placards, hoardings or other decorations of any description
1.8. The hirer must ensure any tents, gazebos or other similar structures are only temporary and only remain in place for the duration of the hire period.  This applies to both the “home” and “away” teams
1.9. The hirer must ensure any tents, gazebos or other similar structures are placed a safe distance from, and do not obstruct or interfere with, any pitch, path/walkway, car park and/or access road.  This applies to both the “home” and “away” teams
1.10. The hirer will be liable for any damage whatsoever caused by any tents, gazebos or other similar structures
1.11. Kings Hill Parish Council do not accept under any circumstances responsibility or liability for any loss and/or damage to any tents, gazebos or other similar structures
1.12. All hirers must ensure the correct insurance policy/policies are in place for both their own and their visiting group/club/organisation prior to any activity taking place on any of the Sports Park facilities.  A copy of your up to date certificate should be provided to the Parish Council.
1.13. Muddy footwear must be removed before entering the Sports Park pavilion and changing rooms
1.14. The hirer will be held responsible for any damage or loss to pitch related equipment during their booking period
1.15. It is recognised that, on occasion, player’s shirts or shorts may be swapped at pitch side.  However, on no account whatsoever should managers, coaches or match officials allow full or excessive undressing to take place in a public space, such as the Sports Park grounds, pitches or pavilion
1.16. Any items found left at pitches will be treated as “lost property” and can be retrieved from the Sports Park Office. Any items not collected within 6 weeks will be disposed of.
2. [bookmark: _Toc373839116][bookmark: _Toc373839329][bookmark: _Toc373840919][bookmark: _Toc373841753][bookmark: _Toc373842183][bookmark: _Toc373842306][bookmark: _Toc373842429][bookmark: _Toc373839117][bookmark: _Toc373839330][bookmark: _Toc373840920][bookmark: _Toc373841754][bookmark: _Toc373842184][bookmark: _Toc373842307][bookmark: _Toc373842430][bookmark: _Toc373839118][bookmark: _Toc373839331][bookmark: _Toc373840921][bookmark: _Toc373841755][bookmark: _Toc373842185][bookmark: _Toc373842308][bookmark: _Toc373842431][bookmark: _Toc373839119][bookmark: _Toc373839332][bookmark: _Toc373840922][bookmark: _Toc373841756][bookmark: _Toc373842186][bookmark: _Toc373842309][bookmark: _Toc373842432][bookmark: _Toc373839120][bookmark: _Toc373839333][bookmark: _Toc373840923][bookmark: _Toc373841757][bookmark: _Toc373842187][bookmark: _Toc373842310][bookmark: _Toc373842433][bookmark: _Toc373839121][bookmark: _Toc373839334][bookmark: _Toc373840924][bookmark: _Toc373841758][bookmark: _Toc373842188][bookmark: _Toc373842311][bookmark: _Toc373842434][bookmark: _Toc373839122][bookmark: _Toc373839335][bookmark: _Toc373840925][bookmark: _Toc373841759][bookmark: _Toc373842189][bookmark: _Toc373842312][bookmark: _Toc373842435][bookmark: _Toc373839123][bookmark: _Toc373839336][bookmark: _Toc373840926][bookmark: _Toc373841760][bookmark: _Toc373842190][bookmark: _Toc373842313][bookmark: _Toc373842436][bookmark: _Toc373839124][bookmark: _Toc373839337][bookmark: _Toc373840927][bookmark: _Toc373841761][bookmark: _Toc373842191][bookmark: _Toc373842314][bookmark: _Toc373842437][bookmark: _Toc373839125][bookmark: _Toc373839338][bookmark: _Toc373840928][bookmark: _Toc373841762][bookmark: _Toc373842192][bookmark: _Toc373842315][bookmark: _Toc373842438][bookmark: _Toc373839126][bookmark: _Toc373839339][bookmark: _Toc373840929][bookmark: _Toc373841763][bookmark: _Toc373842193][bookmark: _Toc373842316][bookmark: _Toc373842439][bookmark: _Toc362860153][bookmark: _Toc373842440]Specific 3G Pitch Procedures
2.1. Access to the 3G pitch must always be via the designated paths/walkways and not over the grass
2.2. Entrance to the 3G pitch must be via the designated entry/exit gates/openings
2.3. Hirers are to ensure that all managers, coaches and players should wear appropriate rubber moulded studs footwear.  Flat soled footwear is to be discouraged.  Footwear with metal studs, blades or spikes is prohibited
2.4. Only manager’s and/or coach’s equipment bags containing balls, cones, etc, are allowed within the 3G pitch playing area.  Players bags should only be left within the alcoves or edge of the pitch against the fence
2.5. All temporary goals must be removed from the 3G playing area immediately after use
2.6. All temporary goals must be stored in the areas indicated 
2.7. Only authorised coaches and Sports Park staff are to deploy the dividing nets across the 3G pitch
2.8. The floodlights for the 3G pitch can only be operated by Sports Park staff
2.9. Only drinks in sports bottle type containers must be used on the 3G pitch
2.10. No food is to be consumed on the 3G pitch  
2.11. No chewing gum is allowed within or around the 3G pitch area or pavilion building
2.12. All spectators must remain outside the perimeter fencing of the 3G pitch
2.13. No animals are allowed onto the 3G pitch
2.14. The 3G pitch is covered by CCTV.  Sports Park staff reserve the right to terminate the use of facilities if any rules are breached or the 3G pitch is misused
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[bookmark: _Toc373842441]Visitors Code of Conduct Policy
1. [bookmark: _Toc373842442]Code of Conduct
1.1. The Sports Park is a family facility serving the local community, where threatening and/or abusive behaviour and/or language will not be accepted
1.2. Sports Park staff reserve the right to eject anyone considered to be behaving in any form of threatening and/or abusive manner from the grounds.  The hiring party may be liable for any costs that arise from such an action
1.3. Sports Park staff reserve the right to call the relevant authorities, including the Police, for anyone considered to be behaving in any form of threatening and/or abusive manner from the grounds.  The hiring party may be liable for any costs that arise from such an action
1.4. Instances of threatening and/or abusive behaviour and/or language may result in the cancellation of future bookings and/or a block on the hirer from making future bookings
1.5. Hirers must ensure all managers, coaches, players and supporters conduct themselves in accordance with common decency and courtesy, their sport’s governing body’s code of conduct and their own club’s code of conduct. This includes all managers, coaches, players and spectators of both the “home” and “away” teams
1.6. Hirers must ensure all visitors are mindful there are often children within the Sports Park and behave in a respectful manner to all staff and other visitors at all times.
1.7. Hirers must ensure all visitors are fully and appropriately dressed when around the Sports Park pitches, grounds and the general and social areas of the pavilion.  In particular, shirts and tops must always be worn in public areas.
2. [bookmark: _Toc362856515][bookmark: _Toc364156785][bookmark: _Toc364156917][bookmark: _Toc373842443]Code of Conduct Relating to General Behaviour
2.1. The Sports Park is a family facility serving the local community, where threatening and/or abusive behaviour and/or language of any description will not be accepted
2.2. The Sports Park staff and entitled to carry out their work free from any form of harassment, physical and/or verbal abuse, threats and/or intimidation
2.3. Please be mindful there are often children within the Sports Park and behave in a respectful manner to all staff and visitors at all times
2.4. No-one should engage in, or tolerate, any threatening and/or abusive language and/or behaviour towards any other visitor
2.5. No-one should engage in, or tolerate, any violent behaviour towards any other visitor
2.6. No-one should engage in, or tolerate, any form of threatening and/or abusive language and/or behaviour of a gender, age, racial, religious, physical ability and/or sexual orientation nature towards any other visitor
2.7. No-one should engage in, or tolerate, any form of bullying towards any other visitor
2.8. No-one should engage in any form of wilful damage to Sports Park property and/or equipment
2.9. No-one should engage in any form of wilful damage to any other visitor’s property and/or equipment
2.10. Sports Park staff reserve the right to eject and/or exclude anyone considered to be behaving in any form of threatening and/or abusive manner from the grounds.  The hiring party may be liable for any costs that arise from such an action
2.11. Sports Park staff reserve the right to call the relevant authorities, including the Police, for anyone considered to be behaving in any form of threatening and/or abusive manner.  The hiring party may be liable for any costs that arise from such an action
2.12. Sports Park staff reserve the right to eject and/or exclude anyone considered to be wilfully damaging property and/or equipment from the grounds.  The hiring party may be liable for any costs that arise from such an action
2.13. Sports Park staff reserve the right to call the relevant authorities, including the Police, for anyone considered to be wilfully damaging property and/or equipment.  The hiring party may be liable for any costs that arise from such an action
2.14. All visitors must only park within the designated parking areas.  Please park responsibly and considerately within the designated parking areas  
2.15. On no account whatsoever must full or excessive undressing take place in a public space, such as the Sports Park grounds or pavilion
2.16. Shirts and tops must always be worn in all public areas of the pavilion
2.17. No smoking is allowed anywhere within the Sports Park pavilion.  Smokers are to use the designated smoking area, which is located at the west end of the pavilion (right hand side when facing the front of the pavilion)
2.18. No smoking is allowed within or around the 3G pitch area.  Smokers are to use the designated smoking area, which is located at the west end of the pavilion (right hand side when facing the front of the pavilion)
2.19. All visitors should ensure that any smoking around the grass pitches is done so in a safe, reasonable and responsible manner and one that is not a disturbance to others
2.20. On no account whatsoever must any items that contravene any of the Kings Hill Parish Council’s regulations be brought on to the Sports Park grounds and pavilion, including all storage containers and lockers
2.21. Only food and drink purchased at the Sports Park café may be consumed within the pavilion’s social area or on sports park grounds during operating hours.
2.22. Only plastic cups, plates, cutlery, etc, will be served from the Sport Park café for use outside of the social area and pavilion building
2.23. All visitors should limit the use of glassware, or other such fragile and breakable products, in the Sports Park grounds
2.24. All visitors must ensure their animals are safe and controlled.  All animal mess should be disposed of in the bin provided
3. [bookmark: _Toc362856516][bookmark: _Toc364156786][bookmark: _Toc364156918][bookmark: _Toc373842444]Code of Conduct Relating to Sporting Activities
3.1. Everyone connected to a sporting activity must show respect to all others associated with the game, including training sessions and/or matches and adhere to the spirit, laws, rules and regulations of the game
3.2. Everyone must create an environment and atmosphere of well-being, safety and enjoyment for all others associated with the game, including training sessions and/or matches
3.3. Managers, coaches, players and match officials: 
3.3.1. should only allow training sessions and/or matches to take place when and where it is safe to do so and in appropriate conditions
3.3.2. must ensure that booking times are strictly adhered to.  Each session must end promptly at the end of the hire period to facilitate a quick and problem free change over
3.3.3. must ensure all changing rooms, showers and toilets are left in a reasonable condition, clean, tidy, free of damage, litter and debris
3.3.4. must ensure that changing rooms times are strictly adhered to in accordance with their pitch booking times.  Each changing room must be vacated promptly at the end of the hire period to facilitate a quick and problem free change over
3.3.5. must ensure all players wear appropriate footwear for the surface they are playing on
3.3.6. ensure all spectators remain outside the perimeter fencing of the 3G pitch unless specifically invited pitch side.  Where spectators are invited on to the pitch side of the perimeter fence, they must comply with the footwear policy
3.4. Players should promote and display high standards of good behaviour, both on and off the pitch, which practically demonstrates and supports the codes of conduct of their sport’s governing body, their club and the Sports Park
3.5. Managers, coaches, players and spectators must always respect the match official’s decision
3.6. Managers, coaches and spectators must never enter the field of play unless invited  and/or authorised to do so by the relevant match officials
3.7. Managers, coaches, players and spectators must never question a match official’s honesty, integrity or judgement nor engage in public criticism of a match official
3.8. No-one should engage in, or tolerate, any threatening and/or abusive language and/or behaviour and/or violent behaviour towards anyone on the site 
3.9. No-one should engage in, or tolerate, any form of threatening and/or abusive language and/or behaviour of a racial, religious, physical ability and/or sexual orientation nature towards any manager/coach/player/match official/spectator
3.10. No-one should engage in, or tolerate, any form of bullying towards any manager/coach/player/match official/spectator
3.11. All spectators must locate themselves, and remain within, any designated supporters area
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[bookmark: _Toc373842445]Complaints Policy
1. [bookmark: _Toc373839131][bookmark: _Toc373839346][bookmark: _Toc373840936][bookmark: _Toc373841770][bookmark: _Toc373842200][bookmark: _Toc373842323][bookmark: _Toc373842446][bookmark: _Toc373839132][bookmark: _Toc373839347][bookmark: _Toc373840937][bookmark: _Toc373841771][bookmark: _Toc373842201][bookmark: _Toc373842324][bookmark: _Toc373842447][bookmark: _Toc373839133][bookmark: _Toc373839348][bookmark: _Toc373840938][bookmark: _Toc373841772][bookmark: _Toc373842202][bookmark: _Toc373842325][bookmark: _Toc373842448][bookmark: _Toc373839134][bookmark: _Toc373839349][bookmark: _Toc373840939][bookmark: _Toc373841773][bookmark: _Toc373842203][bookmark: _Toc373842326][bookmark: _Toc373842449][bookmark: _Toc373839135][bookmark: _Toc373839350][bookmark: _Toc373840940][bookmark: _Toc373841774][bookmark: _Toc373842204][bookmark: _Toc373842327][bookmark: _Toc373842450][bookmark: _Toc373839136][bookmark: _Toc373839351][bookmark: _Toc373840941][bookmark: _Toc373841775][bookmark: _Toc373842205][bookmark: _Toc373842328][bookmark: _Toc373842451][bookmark: _Toc364247843][bookmark: _Toc364255822][bookmark: _Toc373842452]Policy Aim
This policy aims to ensure users that:
1.1. Equality:  All Sports Park users should receive a proper response to their complaint, regardless of their gender, age, racial, religious, physical ability and/or sexual orientation
1.2. Fairness:  Kings Hill Parish Council believe that complaints should be dealt with fairly and openly.  Unless it would put other Sports Park users at risk, those affected by a complaint should have a chance to contribute and respond to any investigation
1.3. Safety and welfare take priority:  Kings Hill Parish Council will always give priority to complaints that affect the safety and welfare of Sports Park users.  Any issues affecting children and/or vulnerable adults will be treated very seriously.
2. [bookmark: _Toc364255823][bookmark: _Toc373842453][bookmark: _Toc364247559]Types of Complaints
2.1. A “complaint” is an expression of dissatisfaction about any Sports Park service that requires Kings Hill Parish Council to provide a response.
2.2. Typical causes of complaints that are covered by this policy are listed below.  This list is not exhaustive and other complaints may be considered and/or added:
2.3. A user has been informed that they cannot have a service
2.4. A user has been refused help with a service
2.5. A user has been informed that something would be done, but it has not been done or it is taking longer than would reasonably be expected
2.6. A member of the Sports Park staff has treated a user unfairly.
3. [bookmark: _Toc373842454][bookmark: _Toc364255824]User Safeguards
3.1. Kings Hill Parish Council recognises that users have the right to complain.  However, if the user is comfortable that what they are complaining about is valid, they should not have any personal concerns as they will be fulfilling their moral obligation and duty to both the general public and Kings Hill Parish Council.
3.2. If a user makes an allegation in good faith that is subsequently not substantiated by an investigation, no action will be taken against the user.  However, Kings Hill Parish Council may take action against a user who knowingly makes an allegation which is false, malicious or for personal gain.
3.3. Kings Hill Parish Council will not tolerate any form of formal and/or informal harassment or victimisation of a user who raises a complaint.  Kings Hill Parish Council will take all reasonable steps to protect a user who raises a complaint which is in the public interest.
4. [bookmark: _Toc364255825][bookmark: _Toc373842455]User Confidentiality
4.1. Kings Hill Parish Council encourages Sports Park users to put their name to complaints whenever possible.  Complaints raised anonymously can be deemed to be less powerful than those raised by a named individual.  
4.2. Kings Hill Parish Council will treat all complaints raised in the strictest confidence and every effort will be made not to reveal the identity of the user if that is their wish.  However, in certain cases, it may not be possible to maintain confidentiality throughout the lifecycle of an investigation – for example, if the user is required to act as a formal witness.
4.3. Sometimes Kings Hill Parish Council may have to discuss a complaint with other organisations.  If there is a potential risk to the user, an employee or other member of the public, Kings Hill Parish Council may need to get advice and/or pass on the complaint to the appropriate authorities.  This could include the Police, Social Services and other similar organisations.
5. [bookmark: _Toc364255826][bookmark: _Toc373842456]How to Make a Complaint
5.1. The earlier a complaint is raised the easier it is for Kings Hill Parish Council to investigate and take appropriate action.  Although Kings Hill Parish Council recognises that users have the right to complain, the user does need to demonstrate that there are valid and sufficient grounds for the complaint to be raised.
5.2. Complaints can be raised verbally or in writing, including email.  When raising a complaint users should provide the:
5.2.1. Background and context and, wherever possible, a list of details such as names, dates, places, etc
5.2.2. Reasons why they are raising the complaint
5.2.3. Expected outcome from the complaint
5.3. In most cases complaints can be resolved quickly and informally.  Therefore, in the first instance, users should direct any complaint to a Sports Park staff member.  
5.4. The Sports Park staff member will endeavour to resolve the complaint as quickly as possible.  However, the Sports Park staff member’s initial response may be dependent on the seriousness and/or sensitivity or potential impact of the issue.
5.5. [bookmark: _GoBack]Users can also raise any complaint by telephone or email.  This can be done by calling 01732 872271 or emailing sportspark@kingshillparish.gov.uk.
5.6. If the user is already dealing with a Sports Park staff member on an issue, but it is not being resolved or it is taking too long, the user should inform the Sports Park staff member that the matter is about to become a complaint.  
5.7. If, after informing the Sports Park staff member that the matter is about to become a complaint, the user is still not satisfied with the response or timing, they will be entitled to raise the issue to the next level of management.
5.8. Users can also raise their complaint in writing.  This can be done by writing to: Kings Hill Parish Council, 70 Gibson Drive, Kings Hill, West Malling, ME19 4LG.
6. [bookmark: _Toc364247848][bookmark: _Toc364255827][bookmark: _Toc373842457]Contact with Kings Hill Parish Council
6.1. The amount of contact between Kings Hill Parish Council and the Sports Park user will depend on the nature of the complaint raised, the potential difficulties involved and the level of the information provided.
6.2. In some instances, Kings Hill Parish Council may require further information from the Sports Park user.  Where there is a need for a meeting with Kings Hill Parish Council or another investigating party, the user is entitled to be accompanied by an individual of their choosing.
7. [bookmark: _Toc364247849][bookmark: _Toc364255828][bookmark: _Toc373842458]Receiving a Response
7.1. If a Sports Park staff member cannot resolve the complaint, or the complaint needs to be/has been escalated to the next level of management, Kings Hill Parish Council will provide a response.
7.2. The response and action Kings Hill Parish Council take will depend on the nature of the complaint. The complaint raised may be approached in a number of ways, such as:
7.2.1. Kings Hill Parish Council makes some initial enquiries and determines that the complaint may be resolved by an agreed action without the need for a full investigation
7.2.2. Kings Hill Parish Council makes some initial enquiries and determines that the complaint requires a full internal investigation.  Kings Hill Parish Council will also determine the investigation level and the form it should take
7.2.3. Referral to the Police
7.2.4. Referral to Social Services
7.2.5. Formation of an independent inquiry
7.2.6. NOTE:  Where applicable, if immediate and/or urgent remedial action is required, it will be taken before any investigation is conducted.
7.3. Kings Hill Parish Council will consider how the complaint was raised, the seriousness and/or sensitivity or potential impact of the issue, before providing either a verbal/telephone or written response.
7.4. In the case of a written response, Kings Hill Parish Council will write to the user:
7.4.1. Acknowledging that the complaint has been received within 3 working days
7.4.2. Informing the user if any initial enquiries have been made
7.4.3. Indicating how Kings Hill Parish Council proposes to deal with the matter, including whether further investigations will take place and, if not, why not
7.4.4. Giving an estimate of how long it will take to for a final response to be prepared
7.4.5. Subject to legal constraints, informing the user about the outcomes of any investigations.
8. [bookmark: _Toc373842459][bookmark: _Toc364247850][bookmark: _Toc364255829]Possible Outcomes of a Complaint
8.1. In the first instance, Kings Hill Parish Council will always attempt to resolve complaints informally. This will include:
8.1.1. A change in arrangements for particular activities and/or services
8.1.2. An explanation or apology
8.1.3. An agreement to communicate and/or act differently in future
8.2. If an informal resolution is not suitable or possible, then Kings Hill Parish Council will form a small committee of officials to review the complaint.  Kings Hill Parish Council will try to avoid having anyone on the committee who is directly involved with the complaint.  The committee may take the following action:
8.2.1. Formal disciplinary action against a Sports Park staff member
8.2.2. Changes in the Sports Park formal contracts, arrangements, activities or services
8.2.3. A decision to refer the case to another organisation such as the Police, Social Services, etc
8.2.4. Closure of your complaint without action.
9. [bookmark: _Toc373842460]Refunds and Goodwill Gestures
Kings Hill Parish Council acknowledges that, dependent on the nature of the complaint, it may be appropriate to offer a refund or goodwill gesture.  In such instances, Kings Hill Parish Council will review each case on its own individual merits and in no way guarantees that a refund or goodwill gesture will be made.  This principle applies even if a refund or goodwill gesture has previously been made for a similar complaint. 
10. [bookmark: _Toc373842461]Taking the Matter Further
This policy is intended to provide Sports Park users with guidance on how to raise a complaint within Kings Hill Parish Council.  However, if the Sports Park user is not satisfied by the process or the response, and feels that it is right to take the matter further, they can contact the Chief Executive Officer of the Kings Hill Parish Council directly by telephone on 07132 870 382 or by post at 70 Gibson Drive, Kings Hill, West Malling, Kent ME19 4LG or by email to council@kingshillparish.gov.uk.
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[bookmark: _Toc373842462]Changing Room and Lockers policy
1. [bookmark: _Toc363206139][bookmark: _Toc373842463]General Policy Statement
The following procedures and conditions relate to the use of all changing rooms, toilets and lockers at the Kings Hill Sports Park.
1.1. There is an expectation of Kings Hill Parish Council that all hirers have their own welfare policies, controls and monitoring in place.  This changing room and lockers policy is intended to complement the hirer’s own policies.  However, should there be a significant contradiction or issue between the Kings Hill Parish Council policy and that of the hirer, then the hirer should raise this to Kings Hill Parish Council at the earliest opportunity.
1.2. Failure to comply with this policy, either in part or full, may lead Kings Hill Parish Council to cancel, or not accept, access to the changing rooms and lockers and/or refuse to work with an individual/organisation/team/group.
1.3. All items left in changing rooms and lockers are at the owner’s risk.  Valuables and personal possessions are discouraged from being left in the lockers. 
1.4. Kings Hill Parish Council do not accept under any circumstances responsibility or liability for any loss and/or damage to valuables and personal possessions left, lost or stolen anywhere on the Sports Park grounds or building.
2. [bookmark: _Toc363206140][bookmark: _Toc373842464]Code of Conduct Relating to Children & Vulnerable Adults
2.1. It is expected that all hiring parties ensure their managers/coaches/ leaders have had the appropriate up-to-date checks and are cleared to take charge and supervise children and/or vulnerable adults
2.2. It is recommended that all hiring parties ensure that a minimum of 2 and a maximum of 3 adults take charge and supervise children and/or vulnerable adults in the changing rooms
2.3. Children of the opposite gender may only share changing rooms up to and including the legally permitted age limit
2.4. On no account whatsoever should members of the opposite gender share showers at the same time
2.5. On no account whatsoever should members of the opposite gender share toilets at the same time.  The only exception to the rule is a parent accompanying a very young son or daughter
2.6. On no account whatsoever should adults share showers with children at the same time
2.7. On no account whatsoever should adults share toilets with children at the same time.  The only exception to the rule is a parent accompanying a very young son or daughter
2.8. On no account whatsoever should a child or vulnerable adult be forced to change or shower if they are uncomfortable to do so in front of others.  Alternative changing facilities will be made available in these circumstances. 
2.9. Where adults and children and/or vulnerable adults are required to share changing rooms, the hirer, or their designated person in charge, must have prior consent from the relevant parents and/or carers
2.10. Where adults and children and/or vulnerable adults are required to share changing rooms, the hirer, or their designated person in charge, must allow the relevant parents and/or carers to be in attendance if they request such a condition
2.11. On no account whatsoever should a child or vulnerable adult be left in the changing rooms or showers on their own
2.12. On no account whatsoever should an adult be in a position where they are alone in the changing rooms or showers with a child or vulnerable adult
2.13. On no account whatsoever should photographs or video clips be taken or filmed in the changing rooms, showers or toilets.
3. [bookmark: _Toc363206141][bookmark: _Toc373842465]Code of Conduct Relating to General Behaviour
3.1. The hirer, or their designated person in charge, will be responsible for the behaviour and activities of their group whilst in the changing rooms, showers and toilets
3.2. The hirer, or their designated person in charge, will be responsible to ensure that changing rooms times are strictly adhered to in accordance with their pitch booking times.  Each changing room must be vacated promptly at the end of the hire period to facilitate a quick and problem free change over
3.3. Individuals should pay particular attention to all information and guidance signs (for example:  hot water, how to avoid toilet blockage, etc) displayed in the changing rooms, showers and toilets.  Where children and/or vulnerable adults form part or all the group, the hirer, or their designated person in charge, will need to monitor their activity
3.4. Equipment, kit, bottles, etc, should not be left in either the general areas, including Café and social area, of the pavilion or the changing room corridors
3.5. All items left in changing rooms are at the owner’s risk.  Kings Hill Parish Council do not accept under any circumstances responsibility or liability for any loss and/or damage to valuables and personal possessions left, lost or stolen anywhere on the Sports Park grounds or buildings
3.6. The hiring party will be responsible for the locking and security of the changing room during the hire period
3.7. Changing room keys are to be signed out in the sports park managers office and signed in again at the end of use. Failure to sign a key back in will result in a £50 fine.
3.8. No loud music is to be played in the changing rooms, showers or toilets
3.9. On no account whatsoever should anything be nailed, screwed or stuck to the floors, walls, furniture or fixed works of the changing rooms, showers or toilets
3.10. On no account whatsoever should anything be written or drawn on the floors, walls, furniture or fixed works of the changing rooms, showers or toilets
3.11. Muddy footwear must be removed before entering the Sports Park pavilion and changing rooms
3.12. Muddy footwear must not be washed in the changing room’s basins, showers or toilets
3.13. Electrical equipment should not be taken into the changing rooms, showers or toilets.  The only exception to the rule is for planned maintenance and repairs carried out by an authorised contractor
3.14. All changing rooms are to be left in a reasonable condition, clean, tidy, free of damage, litter and debris.  Any damage, whether or not caused by the hiring party, must be reported to a Sports Park staff member at the earliest opportunity
3.15. Any items found in the changing rooms, showers or toilets will be treated as “lost property” and can be retrieved from the Sports Park Office. Any items not collected within 1 month will be disposed of
3.16. In the event of an emergency and evacuation, hirers and members of their parties are not allowed to retrieve items from the changing rooms.
[bookmark: _Toc373842467]Equality & Diversity policy
1. [bookmark: _Toc365900205][bookmark: _Toc373842468]General Policy Statement
The following procedures and conditions relate to Kings Hill Parish Council ensuring all employees and all users of the Sports Park are treated fairly, with respect and that no-one is denied access to the facilities, or services, because of a discriminatory reason or action.
1.1. Failure to comply with this policy, either in part or full, may lead Kings Hill Parish Council to consider the following:
1.1.1. Cancel sessions and/or bookings
1.1.2. Refuse access to the facilities
1.1.3. Discipline a member of staff
1.1.4. Eject from the facilities 
1.1.5. Prosecute
2. [bookmark: _Toc373839152][bookmark: _Toc373839369][bookmark: _Toc373840959][bookmark: _Toc373841793][bookmark: _Toc373842223][bookmark: _Toc373842346][bookmark: _Toc373842469][bookmark: _Toc373839153][bookmark: _Toc373839370][bookmark: _Toc373840960][bookmark: _Toc373841794][bookmark: _Toc373842224][bookmark: _Toc373842347][bookmark: _Toc373842470][bookmark: _Toc365900206][bookmark: _Toc373842471]Policy Aim
This policy aims to ensure that Kings Hill Parish Council will:
2.1. Be responsible for setting standards and values that apply across the Sports Park to enable all users the opportunity to enjoy and play sports and sport related activities
2.2. Be committed to eliminate discrimination based on gender, age, racial, religious, physical ability and/or sexual orientation nature towards any other employee or user
2.3. Encourage equal opportunities for all
2.4. Not discriminate, or in any way treat anyone less favourably, based on their gender, age, racial, religious, physical ability and/or sexual orientation
2.5. Treat its Sports Park employees and users fairly and with respect
2.6. Enable all members of the community to have access and opportunities to take part in, and enjoy, the various Sports Park sports and activities
2.7. Not accept, or tolerate, any threatening and/or abusive language and/or behaviour,  violent behaviour or any form of bullying based on gender, age, racial, religious, physical ability and/or sexual orientation 
2.8. Reserve the right to eject and/or exclude anyone considered to be behaving in any form of threatening and/or abusive manner from the Sports Park
2.9. Reserve the right to call the relevant authorities, including the Police, for anyone considered to be behaving in any form of threatening and/or abusive manner
2.10. Be committed to conduct the appropriate investigation of any complaints based on any form of discrimination, once they have been raised with Sports Park staff members and/or Kings Hill Parish Council
2.11. Deal with such complaints in accordance with the Complaints Policy and, where such a complaint is upheld, impose a sanction as it considers appropriate and proportionate to the discriminatory behaviour
2.12. Be committed to taking positive action where inequalities exist
2.13. Where applicable, develop an employee programme of on-going training and awareness in order to promote the eradication of discrimination and to promote equality and diversity in the work place
2.14. Be committed to the equal treatment of all employees and users and to require all employees and users to adhere to this policy and all requirements of the relevant equalities legislation, as well as any amendments to the acts of law and/or any new legislation.
3. [bookmark: _Toc365900207][bookmark: _Toc373842472]How to Raise A Claim Of Discrimination
In the event that an employee or user feels that they have suffered discrimination in any way or that this policy has been broken they should follow these procedures.

3.1. Given the seriousness of a claim of discrimination, the employee or user should report the matter in writing to the Chief Executive Offiver of the Parish Council.  When raising a claim of discrimination the employee or user should provide:
3.1.1. The background and context and, wherever possible, a list of details such as names, dates, places, etc
3.1.2. Any witness details and copies of any witness statements
3.1.3. Names of any others who have been treated in a similar way (provided that those people consent to their names being disclosed)
3.1.4. Details of any former instances of the discrimination, including the date and to whom the matter was a raised
3.1.5. Expected outcome from the complaint
3.2. Where the person accused of a claim of discriminatory behaviour is an employee, Kings Hill Parish Council will immediately regard the situation as a disciplinary issue and will follow the applicable disciplinary procedure. 
3.3. Where the person accused of a claim of discriminatory behaviour is a Sports Park user, Kings Hill Parish Council:
3.3.1. Will request that both parties to the claim of discrimination submit their written evidence of the incident
3.3.2. May make some initial enquiries and determine that the claim of discrimination may be resolved by an agreed action without the need for a full investigation
3.3.3. May make some initial enquiries and determine that the claim of discrimination requires a full investigation.  Kings Hill Parish Council will also determine the investigation level and the form it should take
3.3.4. May refer the matter to the Police, or other authority
3.3.5. May form of an independent inquiry
3.4. In responding to the claim of discrimination Kings Hill Parish Council will write to the employee or user within 10 working days:
3.4.1. Acknowledging that a claim of discrimination has been received
3.4.2. Informing the employee or user if any initial enquiries have been made
3.4.3. Indicating how Kings Hill Parish Council proposes to deal with the matter, including whether further investigations will take place and, if not, why not
3.4.4. Giving an estimate of how long it will take to for a final response to be prepared
3.4.5. Subject to legal constraints, informing the user about the outcomes of any investigations.
4. [bookmark: _Toc365900208][bookmark: _Toc373842473]Discrimination Terminology
There are three categories of discrimination: direct, indirect and positive:

4.1. Direct discrimination is where a person, in a group of people with the same or similar circumstances, is treated less favourably than the others in the group because of their gender, age, racial, religious, physical ability and/or sexual orientation 
4.2. Indirect discrimination occurs where the effect of certain requirements, provision or practices imposed by an organisation has an adverse impact disproportionately on one group or other.  Indirect discrimination generally occurs when a rule or condition, which is applied equally to everyone, can be met by a considerably smaller proportion of people from a particular group; the rule is to their advantage and it cannot be justified on other grounds
4.3. Positive discrimination is in favour of those who were formerly discriminated against, especially in the provision of social and educational facilities and employment opportunities
4.4. Kings Hill Parish Council opposes all forms of discrimination and will ensure that its Sports Park employees and users are not discriminated against on the basis of any of the following:
4.4.1. Race, colour, ethnic group or national origin
4.4.2. Gender or marital status
4.4.3. Ability or disability
4.4.4. Sexuality or sexual orientation
4.4.5. Age
4.4.6. Employment status
4.4.7. Religion and faith
4.4.8. Unrelated criminal offences/ex-offenders (subject to any legal or public interest constraints)
4.4.9. Responsibilities for children or dependents
4.5. Harassment can be described as inappropriate actions, behaviour, comments or physical contact, which may cause offence to an individual.  That is, mental and/or physical anxiety or intention to hurt to an individual.
4.6. Harassment may be related to an individual’s gender, age, racial, religious, physical ability and/or sexual orientation
4.7. Harassment is a criminal offence, punishable by a fine and/or a prison sentence
4.8. Victimisation can be described as treating an individual less favourably than one would treat others because the individual has made a complaint of discrimination, given evidence about such a complaint or raised a public interest concern.
4.9. ‘Positive action’ refers to a number of methods designed to counteract the effects of discrimination and to help eradicate stereotyping. It can be initiatives or activities that attempt to redress imbalances by providing extra help, doing things in a different way or promoting opportunities in targeted places and to targeted groups. Under this broad meaning, positive action may include actions such as the introduction of discriminatory selection procedures, and training programmes or policies aimed at preventing sexual harassment. An example of positive action being taken is the employment of a female coach to lead a session aimed at women, to specifically encourage uptake and participation by female players.
4.10. Prejudice is literally pre-judging someone. It is usually led by negative, irrational feelings, resulting from preconceived attitudes and opinions.
4.11. Stereotyping is grouping or labelling people because they are members of a particular ‘visible’ group, and assuming that they have particular traits that are considered to be characteristics of that group.
4.12. Dignity is about respectful, responsible, fair and humane behaviour.
4.13. Disadvantage is where, as a result of discrimination, an individual or group is deprived of some or all resources and opportunities. This may affect people directly or indirectly.
4.14. Social exclusion is when people or areas suffer from one or a combination of linked problems such as unemployment, poor skills, low income, high crime environments or lack of facilities.
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[bookmark: _Toc373842474]Accident & Emergency policy
1. [bookmark: _Toc366066037][bookmark: _Toc373842475]General Policy Statement
1.1. The following procedures and conditions relate to an accident and/or emergency taking place at the Kings Hill Sports Park. 
2. [bookmark: _Toc366066038][bookmark: _Toc373842476]Policy Aim
2.1. Kings Hill Parish Council is committed to providing all employees and users with the highest standards of care when participating in the various Sports Park sports and activities. These guidelines and policies are designed to assist all employees and users to prevent, manage and follow through on the rare occasions that a significant or serious accident or emergency occurs.
2.2. The guidelines apply to all employees and users who attend the Sports Park.  Kings Hill Parish Council require all employees and users to familiarise themselves with the guidelines and to apply them. 
2.3. Injuries within all sports are inevitable. The Kings Hill Parish Council policy is designed to minimise the risk and to ensure that when significant or serious injuries occur they are treated promptly and correctly.  It is the moral obligation and duty of every attending adult to ensure that the guidelines are implemented and adhered to.
2.4. The guidelines and procedures outlined also apply to all other accidents and injuries sustained at the Sports Park whatever the underlying activity.
2.5. These guidelines are not exhaustive and should be viewed alongside other published Health & Safety, sport governing body and individual club policies. A common sense approach should always be adopted.  In particular, the safety of children and/or vulnerable adults is paramount
[bookmark: _Toc366066039][bookmark: _Toc373842478]
3. Kings Hill Parish Council Responsibilities
It is the Kings Hill Parish Council’s policy that:
3.1. In the first instance, it is the hirer, or their designated person in charge, who is responsible for the care of their group, which includes players, spectators, match officials and opponents, and for the implementation and adherence to the relevant procedures for accident and emergency
3.2. The hirer, or their designated person in charge, is responsible for ensuring a trained, certificated and qualified representative is in attendance at all of their bookings
3.3. The hirer, or their designated person in charge, is responsible for ensuring they have a fully stocked first aid kit containing equipment relevant to the typical general injuries sustained through their particular activity
3.4. The hirer, or their designated person in charge, is responsible for ensuring the first aid kit is near them during the duration of their booking.  Furthermore, they need to ensure that all parties connected to their group know the location of the first aid kit
3.5. Sports Park staff reserve the right to ask for and check the relevant certificates and qualifications of any hirer, or their designated person in charge
3.6. Sports Park staff reserve the right to immediately block or stop a training session or match if a hirer, or their designated person in charge, is unable to produce the relevant certificates and qualifications
3.7. Hirers, or their designated person in charge, maintain a list of recordable injuries and are responsible for completing any necessary forms where a recordable injury has occurred
3.8. All recordable injuries are also advised to the Sports Park staff
3.9. In the event of a sport related accident or emergency any Sports Park staff member will only act in support of any hirer, or their designated person in charge, involving any member of their group
3.10. In the event of a general accident or emergency, involving members of the public, a Sports Park staff member will take the lead in the situation
3.11. It is the Sports Park staff member who will have the final say in any matters of conditions and public, including player and officials, safety 
3.12. It is the Sports Park staff member who will have the final say in any matters of safety regarding the start, or continuation, of any sport or activity 
3.13. It is the Sports Park staff member who will have the final say in the event of a conflict between managers/coaches/officials
3.14. In particular, for events involving children and vulnerable adults, the Sports Staff member will always err on the side of caution
3.15. Sports Park staff will carry out regular checks on all facilities and services to ensure they are maintained to levels that enable the safe use of all facilities and services for all users
3.16. Checklists and Risk Assessment forms supporting the Sports Park regular checks can be viewed by any member of public upon a written request to the Kings Hill Parish Council.
4. [bookmark: _Toc366066040][bookmark: _Toc373842479]Hirer’s Responsibilities
Before training sessions or matches begin hirers, or their designated person in charge, will:
4.1. Ensure the conditions that they are being asked to train or play on are safe
4.2. Carry out a visual risk assessment of both the playing and surrounding areas
4.3. Highlight any potential risks to a Sports Park staff member
4.4. Where it is safe to do so, mitigate or remove any potential risk, or not proceed to train or play
4.5. Ensure that they have a trained, certified and qualified representative in attendance
4.6. Ensure that they have immediate access to a fully stocked first aid kit as described by their sport’s governing body and/or club
4.7. Ensure that they are aware of the emergency procedures and contacts
4.8. Ensure that they are aware of how to contact a Sports Park staff member
4.9. Ensure that all persons participating in a sport or activity have all jewellery, watches and any additional items of clothing that may pose a risk of injury to themselves or others removed
4.10. That any protective/high-visibility clothing, including footwear, being worn complies with their sport’s governing body and/or club recommendations
4.11. That all persons participating in a sport or activity wear the relevant and appropriate safety sporting equipment (shin pads, mouth guards, etc) at all times
4.12. That, on no account whatsoever, should glass lenses in spectacles be worn during a sport or related activity
4.13. Enquire of players as to whether any injuries have occurred since they last trained or played
4.14. Assess any minor injury that a player has sustained elsewhere - where appropriate seeking the opinion of a trained, certified and qualified representative – to determine whether the player can participate/continue
4.15. Determine if an injury is recordable.  Where an injury is deemed to be recordable under their sport’s governing body or club’s guidelines, then it should be treated as if the injury had occurred within the club and the appropriate recording of injury procedures used before deciding if the player can play.  
4.16. In the case of a child or vulnerable adult, the player’s parent/carer/ guardian should be made available so that they can provide their knowledge/understanding of the circumstances of the injury and are part of any decision to play or not, or to seek formal medical advice.  
4.17. Ensure that if there is any doubt as to the fitness of any player, or their ability to fully participate in the training or match, then they should not take part.  
4.18. In the event of not being satisfied with conditions, or where it is believed all related activities cannot be performed safely, decide not to play.  Where there is doubt, call an officer of your club.  If an officer is not available, decide not to play.
5. [bookmark: _Toc366066041][bookmark: _Toc373842480]General Accident & Emergency Guidelines
The following guidelines should be deployed when dealing with accidents & emergencies:
5.1. Stay calm, but act swiftly and observe the situation
5.2. Determine if there is risk of further injuries?  If so, and if it is safe to do so, try to mitigate or remove the risk
5.3. Listen to what the injured person is saying
5.4. Alert a trained, certified and qualified representative and request they take appropriate action for minor injuries.
5.5. In the event of a serious injury, or one that looks like it requires specialist treatment, call the emergency services immediately
5.6. Keep the injured person warm and keep onlookers at a respectable distance
5.7. DO NOT move someone with major injuries - always wait for the specialists from the emergency services to arrive before attempting to move someone
5.8. Deal with any remaining group members and ensure that they are adequately supervised
5.9. In the case of a child or vulnerable adult, contact the injured person’s parent/carer/guardian
5.10. If the injured person is taken to hospital ensure that all their personal belongings are collected and returned to them or their parent/carer/ guardian in due course
5.11. If the injured person taken to hospital is a child or vulnerable adult they must be accompanied by a responsible adult who is well known to them.  It is recommended that this person is a parent/carer/guardian.  If a parent/carer/guardian is not available, it should be another adult who is DBS/CRB checked.  In such instances, it is highly preferable that a parent/carer/guardian is involved in deciding who the other accompanying adult is
5.12. Advise a Sports Park staff member of the incident at the earliest opportunity to ensure that any support or follow up procedures are completed
5.13. Complete any necessary forms to ensure to record the fact that an incident has occurred.
6. [bookmark: _Toc373842481][bookmark: _Toc366066042]Serious Accident & Emergency Guidelines
The following guidelines should be deployed when dealing with serious accidents & emergencies that require the attendance of the emergency services:
6.1. Four (4) responsible persons should immediately be allocated to act as emergency marshals
6.2. The emergency marshals will be responsible for maintaining a clear access route for the emergency services.  An emergency marshal should be placed at each of the following locations:
6.2.1. The main entrance to Sports Park
6.2.2. The bend in the Sports Park access road
6.2.3. The main car park area or the nearest parking area/accessible point to the accident
6.2.4. At the place of the accident
6.3. In the event of a helicopter/air ambulance being required, at least eight (8)  responsible persons should immediately be allocated to act as emergency marshals
6.4. The emergency marshals will be responsible for clearing Pitch 4 and ensuring it remains cordoned off in preparation for the helicopter/air ambulance.  The emergency marshals should locate themselves at:
6.4.1. x1 at each corner of Pitch 4 (x4 marshals in total)
6.4.2. x1 at each side of the halfway line of Pitch 4 (x2 marshals in total)
6.4.3. x1 behind each goal of Pitch 4 (x2 marshals in total)
6.4.4. NOTE:  In the time it takes for the helicopter/air ambulance to arrive it is strongly recommended to remove all vehicles, with the exception of those related to the emergency services, from the car park adjacent to Pitch 4
6.4.5. NOTE:  Upon arrival of the helicopter/air ambulance the marshals need to move a safe distance away from their locations, while still ensuring that no other people approach the area

6.5. At the place of the accident, the hirer, or their designated person in charge, should attempt to gather all relevant details of the:
6.5.1. Injured person (name, age, allergies, etc)
6.5.2. Injury (location, symptoms, pain level, etc)
6.5.3. Circumstances of the injury (how it occurred, what happened, etc)
6.5.4. Names of all witnesses to the incident
6.5.5. Related timings (when the incident occurred, calling of emergency services, etc) 
6.5.6. Contact details for the injured persons parent/carer/guardian (if not already present)
6.6. NOTE:  On no account whatsoever should any contact be made with a parent/carer/guardian unless they are present.  Contact should only be made by a club or Parish Council officer once it is known what will happen to the injured person 
6.7. Upon arrival of the emergency services the emergency marshals should guide them towards the area where the injured person is located.  The emergency marshals should remain in place to ensure the emergency services then have a swift and safe exit from the Sports Park
6.8. If the injured person is taken to hospital ensure that all their personal belongings are collected and returned to them or their parent/carer/guardian in due course
6.9. If the injured person is taken to hospital they must be accompanied by a responsible adult who is well known to them.  It is recommended that this person is a relative. If a relative is not available, it should be a club officer
6.10. If the injured person taken to hospital is a child or vulnerable adult they must be accompanied by a responsible adult who is well known to them.  It is recommended that this person is a parent/carer/guardian.  If a parent/carer/guardian is not available, it should be another adult who is DBS/CRB checked.  It is highly preferable that a parent/carer/guardian is involved in deciding who the other accompanying adult is
6.11. Once the injured person has been attended to and the emergency services departed, a full report of the incident should be completed.  Copies of the report should be provided for the hiring party, Sports Park staff/Kings Hill Parish Council and, if the incident involves a person from a visiting club, one of their officers/representatives.
7. [bookmark: _Toc366066043][bookmark: _Toc373842482]What Is An Accident Or Emergency?
7.1. There is no all-encompassing definition of an accident or emergency.  Similarly, there is no all-encompassing definition of an injury or incident.  A common sense approach is needed.  However, it is recommended that a report is always completed where the injured person has:
7.2. Any injury which involves blood dispersal or acute skin laceration (not a scratch or surface blood injury which can be dealt with via a standard plaster, etc)
7.3. Any injury whatsoever to the back, chest, neck, head and face
7.4. Any limb injury which results in impaired movement (includes hands and fingers)
7.5. Any injury where the injured party complains of acute internal pain
7.6. Any injury or incident which leaves the injured party breathless or with respiratory difficulties
7.7. Any suspected or known bone fracture, tendon, muscle or ligament strain or severe swelling and bruising
7.8. Any injury resulting in significant dizziness or suspected concussion
7.9. Any injury whatsoever that requires the calling of the emergency services (even if subsequently the injured person leaves the Sports Park under their own transport)
7.10. Any injury whatsoever that requires the injured person to seek immediate medical advice beyond standard first aid care (for example they go straight to hospital whether via an emergency service or their own transport)
7.11. The above list is not exhaustive, so in the case of any doubt complete a report.
8. [bookmark: _Toc366066044][bookmark: _Toc373842483]After An Accident or Emergency
8.1. It is the hirer, or their designated person in charge, who is responsible for providing a copy of the report to their sport’s relevant governing body
8.2. Upon completion of a report, Kings Hill Parish Council will review the incident to determine if further action is required in terms of any Sports Park policies and/or procedures.  The review will also determine as to whether Kings Hill Parish Council need to take the matter further with any individual, group, club, sport governing body, or any other third party, including authorities such as the Police.
9. [bookmark: _Toc366066045][bookmark: _Toc373842484]First Aid Bag Equipment and Requirement
9.1. The hirer, or their designated person in charge, is responsible for ensuring they have a fully stocked first aid kit containing equipment relevant to the typical general injuries sustained through their particular activity
9.2. The hirer, or their designated person in charge, is responsible for ensuring the first aid kit is near them during the duration of their booking.  Furthermore, they need to ensure that all parties connected to their group know the location of the first aid kit
9.3. Sports Park staff members also have access to first aid equipment, which is located at:
9.3.1. Ground Floor - Changing Room 4
9.3.2. First Floor – Managers Office
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[bookmark: _Toc373842485]Safeguarding Policy
1. [bookmark: _Toc366148146][bookmark: _Toc373842486]General Policy Statement
The following procedures and conditions relate to safeguarding the welfare of children, young adults and vulnerable adults visiting the Kings Hill Sports Park.
Failure to comply with this policy, either in part or full, may lead to an incident becoming more serious.
2. [bookmark: _Toc366148147][bookmark: _Toc373842487]Policy Aim
2.1. Kings Hill Parish Council is committed to safeguarding the welfare of every child, young adult and vulnerable adult who visits the Sports Park.  Furthermore, Kings Hill Parish Council is committed to providing a safe and enjoyable environment for all children, young adults and vulnerable adults who visit the Sports Park.
2.2. These guidelines and policies are designed to ensure that:
2.2.1. The welfare of children, young adults and vulnerable adults is, and always must remain, of paramount consideration
2.2.2. All children, young adults and vulnerable adults have a right to be protected from all forms of abuse regardless of their gender, age, racial, religious, physical ability and/or sexual orientation
2.2.3. All suspicions and allegations of abuse raised by, or to, any Sports Park staff member will be taken seriously and responded to swiftly and appropriately.
2.3. Kings Hill Parish Council will work in partnership with relevant authorities and organisations to maintain best practices of safeguarding the welfare of children, young adults and vulnerable adults.
3. [bookmark: _Toc366148148][bookmark: _Toc373842488]Responsible Recruiting
As part of its best practice routines, Kings Hill Parish Council employs a responsible recruitment process for the recruiting of new staff members.  These include:
3.1. Specifying what the role is and the tasks it involves
3.2. Requiring a resume or CV from each applicant detailing their experience 
3.3. Interviewing people before appointing them
3.4. Requesting formal identification documents
3.5. Asking for and following-up with 2 references
3.6. Furthermore, Kings Hill Parish Council endeavours to prevent people with a history of relevant and significant offending from having contact with children, young adults or vulnerable adults and the opportunity to influence policies or practices affecting children, young adults or vulnerable adults.  
4. [bookmark: _Toc366148149][bookmark: _Toc373842489]Sports Park Environment
Kings Hill Parish Council acknowledges that every child, young adult and vulnerable adult who visits the Sports Park should be able to do so in an enjoyable manner within a safe environment and be protected from poor practice and abuse.
5. [bookmark: _Toc366148150][bookmark: _Toc373842490]Approach to Bullying
Kings Hill Parish Council recognises bullying as a category of abuse.  Kings Hill Parish Council considers bullying of any kind as unacceptable.  If bullying does occur and attracts the attention of a Sports Park staff member, they have a moral obligation to intervene to stop the bullying.  Furthermore, they are also morally obliged to raise the matter with the appropriate officials of the relevant clubs.
6. [bookmark: _Toc366148151][bookmark: _Toc373842491]Kings Hill Parish Council’s Safeguarding Responsibilities
6.1. While not directly responsible for arranging and leading activities at the Sports Park, Kings Hill Parish Council recognises it is the moral obligation of all adults to provide a duty of care to every child, young adult and vulnerable adult.  As such, all Sports Park staff members are required to play a role in safeguarding the welfare of all children, young adults and vulnerable adults by protecting them from all forms of physical, sexual or emotional harm and from neglect or bullying.
6.2. Kings Hill Parish Council recognises it is the relevant clubs who are primarily responsible for the safeguarding of children, young adults or vulnerable adults.  However, Kings Hill Parish Council also recognises that safeguarding is everyone’s responsibility.  As such, if a Sports Park staff member becomes worried about a child, young adult or vulnerable adult, they are morally obliged to report their concerns to the appropriate officials of the relevant club.  For recording purposes, the Sports Park staff member will also report their concerns to the Chief Executive Officer to the Parish Council.  
7. [bookmark: _Toc366148152][bookmark: _Toc373842492]Whistleblowing
Kings Hill Parish Council has a “whistleblowing” policy to allow Sports Park staff members to raise any serious concerns about various practices, including the sexual, physical, or any other form of abuse, of users, especially children, young adults and vulnerable adults which can be found in the Staff Handbook.
8. [bookmark: _Toc366148153][bookmark: _Toc373842493]Actions and Follow-Up
8.1. Kings Hill Parish Council considers that, in matters of safeguarding the welfare of children, young adults or vulnerable adults no action is not an option.  As such, as part of their moral obligation, any concern raised by a Sports Park staff member to the Clerk to the Parish Council will be followed up by them with the appropriate officials of the relevant club.  Kings Hill Parish Council will expect to receive assurances that the matter is being taken seriously and that the appropriate investigation is being undertaken.  
8.2. Kings Hill Parish Council reserve the right to contact the relevant authorities, including the Police, if they feel that a concern raised to a club is not being taken seriously or investigated correctly.
9. [bookmark: _Toc366148154][bookmark: _Toc373842494]Partnerships
Kings Hill Parish Council is committed to working in partnership with all relevant authorities and organisations to maintain best practices of safeguarding the welfare of children, young adults and vulnerable adults.
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Bad Weather Policy
1. General Policy Statement
1.1. The following procedures and conditions relate to the cancellation of matches or training sessions on either the 3G artificial pitch or grass pitches due to severe inclement weather conditions. 
1.2. The decision to cancel matches or training sessions will be the responsibility of Kings Hill Sports Park staff.  Their decision will be final.
2. Factors to be taken into consideration
2.1. The cancellation of matches and/or training will be considered if the following conditions exist: 
2.1.1. Excess water laying on the pitch surface
2.1.2. Snow and / or ice are laying on the surface of the pitches
2.1.3. Snow and / or ice are laying on the walkways to the 3G pitch 
2.1.4. Snow and / or ice on the roadways
2.1.5. Severe wind leading to danger to players
2.1.6. A severe electrical storm is taking place during play. 
3. Cancelled bookings
3.1. Kings Hill Parish Council reserve the right to cancelled bookings due to poor weather.
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