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INTRODUCTION 

After a first phase of Analysis and research carried out by the partners and gathered in the booklet titled 
"Analysis of the equal opportunities situation and good practices for gender equality and women 
empowerment" the partners have continued their collaboration at local level and through digital tools and 
platforms, because of the temporary inability to travel due to the Covid-19 pandemic. 

Therefore, after analyzing the learning needs encountered by partner organizations, this Toolkit have been 
created as a result of the online cooperation of all partners through the digital platform Padlet. 

 

The objective was to collect good practices and create new workshops to be later applied and validated by 
the project partners, first at local level in each project partner country - Italy, Spain, Romania and United 
Kingdom - then jointly at international level, during the second Transnational Project Meeting, which will 
take place in Italy. 

Among the aims of the workshops and tools: 

 To raise awareness of gender stereotypes and differences in sport; 

 To motivate the participants to practice sports; 

 To develop sports skills; 

 To encourage teamwork and cooperation; 

 To raise awareness of the need for fair play in group collaboration and team spirit development; 

 Being able to work with both genders equally; 

 To use the principles, philosophy, ethos and fundamentals of Sports as a metaphor and teaching 
tool to address Emotional Intelligence facets for Empowerment. 

https://it.padlet.com/dashboard
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1. WORKSHOPS 

1 VS 1 
WORKSHOP CREATED BY TRAVELOGUE ASSOCIAZIONE DI PROMOZIONE SOCIALE (MARSCIANO, ITALY) 

PURPOSE: Double interview with the participants with the aim of comparing experiences in the field of 

sport.  

 

LEARNING OBJECTIVES:  

 To raise awareness of gender stereotypes and differences in sport; 

 To share one's own experiences and points of view clearly and in a short time; 

 To encourage self-reflection regarding one's abilities, interests and ambitions regarding 
sporting practice; 

 To motivate the participants to practice sports. 

 

TARGET GROUP (SIZE AND PROFILE): 2 participants, 1 female and 1 male, over 15 years old 

(they can be also adults), who practice the same sport. 

CONTENTS AND STRUCTURE 

STEP-BY-STEP ACTIVITIES: Record the interviews with the two participants individually, using the same 

questions. The interviewer must ask the questions in a clear and concise manner. The interviewees must try 
to answer each question as quickly and concisely as possible. Between each sentence, leave a few seconds 
of silence to facilitate the editing of the final video of the interview. You can repeat the recording of the 
response if it is not expressed clearly. 
At the beginning of the activity, a brief presentation of the project, the objectives of the activity and the 
methods of recording the interview should be made. 
A video of the interview will be created including the questions and the answers of the two participants.  

Questions: 
1. What is your name? 
2. How old are you? 
3. Where do you live? 
4. What sport do you practice? 
5. How long have you been practicing it? 
6. What prompted you to practice it? 
7. What are your expectations regarding your future in sport? 
8. What is your main strength or best quality in sports? 
9. What is your weakness or worst flaw? 
10. Who is your ideal athlete and why? 
11. Do you think there are stereotypes and gender differences in sport? 
12. Do you think there are sports which are only for women and only for men? 
13. Do you prefer to follow a sport practiced by men or by women on TV? Why?  
14. Have you ever encountered any difficulties in practicing your sport? 
15. Have you ever thought about giving up sport? If so, for what reason? 
16. Have you ever been subject to insults or discriminatory appellations about your gender? If so, on 

what occasion? 
17. In your opinion, how can women's sport reach the same level as men's? 
18. What do you recommend to those who approach this sport for the first time? 
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19. Greet with an encouraging word or phrase you would like to receive. 

REFLECTION AND EVALUATION: When the double interview is published, the two participants can be 

consulted again for a comparison of their impressions and a comment on the contents. 

METHODOLOGY: Double interview. It can be recorded in person or via a video call.  

 

DURATION: 30-45 min for each interview + additional time for creating the video. 

 

CONTEXT, TOOLS AND MATERIALS: It can be recorded in person or through video call using 

Zoom/Skype/Google Meet, etc. Software needed for video-editing. 

 

POSSIBLE ADAPTATIONS, TIPS FOR FACILITATORS: It would be interesting to interview one 

female and one male who practice the same sport, preferably a sport which is usually less-
commonly practised by women compared to men (i.e. basketball, soccer etc...) 
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TREASURE HUNT  
WORKSHOP CREATED BY A.S.D.TREVI VOLLEY (TREVI, ITALY) 

PURPOSE: Team building with a treasure hunt allows the teams to work on several key aspects of 

teamwork, including: cooperation, sharing of information; motivation and determination of individuals and 

the team; solve problems and make decisions in groups; organize and plan work; better manage the 

resources available; manage time; overcome unexpected challenges. 

 

LEARNING OBJECTIVES: The main objective is group-cooperation, to encourage athletes to 

develop teamworking skills. 

General objectives are: 

1. To develop thinking skills 

2. To develop sports skills 

3. To be able to work with both male and female participants equally 

 

TARGET GROUP (SIZE AND PROFILE): 
Target Group: This workshop is useful for any group of learners (youths, young adults and 

middle-aged adults) 

Group size: Divide the athletes into small teams. 

Profile: Males and females  

CONTENTS AND STRUCTURE 

ICE BREAKING: In the case of volleyball, we don't need ice breaking because our athletes know each other 

very well and don't need any introduction. 

STEP-BY-STEP ACTIVITIES: The girls are divided into two, three or four teams according to the number. 

Once the teams have been decided, the captain for each team is decided. The captain will act as an 

intermediary between the team and the judge. An external judge will observe, evaluate and advise the 

teams. Preferably the judge should be either the athletes’ coach or a staff member. The judge will be the 

one who will hide the various clues inside or outside the gym. An external person will videotape the entire 

activity. The treasure hunt will consist of finding clues. In order to find the clues, the teams have to:  

1. Answer questions about team sports and gender equality in sport 

2. Tackle athletic challenges as quickly as possible 

3. Complete exercises involving confidence and trust in one another 

4. Complete concentration exercises 

REFLECTION AND EVALUATION: The ideal would be to record the entire activity with a phone so that at 

the end all athletes can sit down and see the differences and/or similarities during the activity. 

METHODOLOGY: Team or individual play aiming to bring out the personality of each athlete. 

 

DURATION: 45-60 minutes. 



 

 

6 

 

CONTEXT, TOOLS AND MATERIALS: Great indoor and outdoor space. Sheets of paper and 

pens. Stopwatches. Music to stimulate the athletes. 

 

 

POSSIBLE ADAPTATIONS, TIPS FOR FACILITATORS: This type of activity can be adapted to any 

type of sport and more. It can also be used for members of sports clubs, managers and coaches. 
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3 M - MUSIC, MOTIVATION, MOVEMENT  
WORKSHOP CREATED BY LICEUL TEORETIC “EMIL RACOVIŢĂ” (VASLUI, ROMANIA) 

PURPOSE: Awareness of body identity and increasing self-esteem through exercise and maintaining health. 

 

LEARNING OBJECTIVES: 

 Development of general coordination capacity, aesthetic and creative sense, ensuring 
the pleasure of rhythmic movement and dance; 

 Toning specific muscle groups, improving suppleness, muscle elasticity and mobility; 

 Gaining collective identity, a favourable mental state; 

 Awareness of the need for fair play in group collaboration and team spirit 
development.  

 

TARGET GROUP (SIZE AND PROFILE): 
High school students, 25-30 students, girls and boys. 

CONTENTS AND STRUCTURE 

ICE BREAKING: 

In the gym 

1. From easy running, in a circle, the teacher says a number up to 7, for example 4, and the children gather 
in groups of 4. The one who stays out of the group receives an additional task (for example to perform an 
element of aerobic gymnastics). This exercise stimulates attention,  coordination of movements and 
teamwork. 

2. “Grab the Ribbon”: This simple ice breaker game is aimed at younger groups but can be played by adults 
as well. Attach a short piece of ribbon or scarf to each gymnast. Make sure it’s secure but also loose enough 
that it can be pulled off. Start the music and ask them to chase each other and grab as many ribbons from 
people as possible. This encourages quick movement and agility to avoid having your ribbon taken. If you 
have your ribbon taken you leave the game. The person with the most ribbons wins the game. You can 
incorporate rules such as everybody must perform at least one hand stand or cart wheel to make it even 
more interesting. Children and adults thoroughly enjoy this ice breaker game and can be slightly tailored to 
meet the needs of a group or the objectives that have been set out. If you have a group of more 
experienced gymnasts you could make the game a little trickier by making them perform a list of gymnastic 
manoeuvres. This game incorporates all the correct attributes of a good ice breaker and will help the group 
interact while improving their agility, balance and coordination. 

An additional activity could be “Follow the Leader”: Follow the leader helps gymnasts learn new 
manoeuvres and interact with each other. Ask the group to form a circle, ensuring everyone has plenty of 
room. Then start the music and ask the first person of the group to perform a gymnastic manoeuvre. The 
next person then performs the same manoeuvre and another manoeuvre afterwards. The third person 
then performs the manoeuvres of the first and second participants and a further different manoeuvre. This 
continues around the circle until everyone has performed several manoeuvres at a time. This excellent ice 
breaker game encourages gymnasts to learn manoeuvres quickly and practice new moves. 

Attention game “Reverse order”: Arranged in one line, the students execute the reverse command to the 
one heard. For example: “Go right!” students must go left. “Stay straight!” - At ease; “One step forward!” - 
One step back; “One step to the right!” - One step to the left. 

(5-7 min) 
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STEP-BY-STEP ACTIVITIES: 

1. Warm up (5 min) 
The teacher suggests various warm-up steps for the students, for example Step-Touch with the 
engagement of the arms in movement and coordination on the rhythm of the music. 

2. The teacher proposes the following activity: different aerobic elements (20 min): 

 Step-Touch : stand tall with your back straight, abs engaged, shoulders relaxed and hands on your 
hips. Breathe deeply as you step-touch side to side while keeping your hands on your hips. 

 Jumping Jack: The Basic Jumping Jack can be an exercise that is both used to get your heart rate up 
and used as active rest to allow your heart rate to come down while still moving. It is a great full 
body move and one that moves your body in a different plane of motion. 

 Cross-over Jacks: If you want to have a little fun and test your coordination, the Cross-Over Jack is 
a great move to include.  

 CrossFit Jumping Lunge: Take a big step forward, lower your back knee to touch the ground, then 
lift up and push off from the heel of your front foot back to the start. 

 Oblique Jacks: To do Oblique Jacks, start standing tall and place your hands either behind your 
head or up just to the sides of your head. Bend your right knee up and out to the side as you 
crunch your upper body to the side, dropping your right elbow toward your right knee. Then jump 
and switch, bending your left knee up and out to the side as you crunch your left elbow down 
toward your left knee. Quickly jump and switch to the other side. Go back and forth between the 
sides as quickly as you can, crunching your elbow down to your knee as you raise your knee up as 
high as you can. 

By rotation, the students will take over the role of leader, passing in front of the group, for the 
execution of the exercise taught by the teacher. 
At the teacher's signal, the leader shouts a motivational word like: power, energy, sun, youth, 
strength, we are strong, I feel good, champions. 

3. Cool down: Stretching exercises performed on adapted music (5 minutes). 
The activity ends with a circle of students holding hands, a symbol of group strength and physical and 
mental development through group movement and shouting: I succeeded! 

REFLECTION AND EVALUATION: Students and the teacher sit in a circle and discuss the completed activity. 

Reflection (10 min): Students are asked if they have managed to overcome their physical and mental limits, 
they are asked to express their opinion about how energetic the activity was, if they would recommend 
these exercises to friends, how they felt as a leader and as an executor and to characterise (by a word or 
expression) the value of the group.  

Evaluation (5min): Before leaving the gym/location, students are asked to evaluate the completed activity 
by placing a red, yellow or green training cone depending on the mood that the activity has created: 

 The green training cone - he/she feels strong, energetic, active 

 The yellow training cone - is for neutral state, the student did not gain the expected energy 

 The red training cone - if the student considers that the activity was too hard or created an 
unpleasant state, not in line with their expectations  

At the end, the teacher will take a photo of this colour-coded assessment. 

Alternative - Group closing game: Participants will be placed in a circle and given a rope. Each participant 
will make a loose knot in the rope. Then the rope will pass from hand to hand again and each participant 
will have to untie a knot, sharing what he learned in the team-building activity and how they can apply 
what they learned.  

METHODOLOGY: This activity is based on interaction with the group based on physical exercises specific to 

aerobic gymnastics, with the formation of motor skills and positive attitudes towards physical activity as 
well as group activity.  



 

 

9 

 

DURATION: 

 Ice-breaking: 5 min 

 Warm up: 5 min 

 Main activity: 20 min 

 Cool down: 5 min 

 Reflection: 10 min 

 Evaluation: 5 min 

 

CONTEXT, TOOLS AND MATERIALS: Big space. It can be indoors (gym) or outdoors (sports 

ground). Specific aerobic music, training cones. 

 

POSSIBLE ADAPTATIONS, TIPS FOR FACILITATORS: We can adapt the activity for people willing 

to exert extra physical effort, using materials that require intense physical effort (dumbbells, 
ropes, elastic bands, stepper, sticks). 
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A WORLD THROUGH PURPLE GLASSES  
WORKSHOP CREATED BY ASOCIACIÓN INICIATIVA INTERNACIONAL JOVEN (MALAGA, SPAIN) 

PURPOSE: The main aim of this workshop is to raise awareness of gender roles through dance. 

 

LEARNING OBJECTIVES: 

 To make participants aware of the existence of gender roles and gender stereotypes in 
the dance community and in society; 

 To explain the structure of unconscious stereotypes; 

 To develop participants' creativity and critical thinking through dance; 

 To encourage teamwork and cooperation to achieve an objective through the creation 
of a piece (choreography) together. 

 

TARGET GROUP (SIZE AND PROFILE): 
Size: Around 15 participants 
Profile: The workshop is designed for dancers but it can be adapted to other profile of 
sportsmen and sportswomen as well. 

CONTENTS AND STRUCTURE 

ICE BREAKING: Depending if the group is new or not, we should start with a Name Game. 

Name Game: Participants stand in a circle and one by one they have to go to the centre of the circle, say 
their name and make a movement that represents their dancing style or a movement they love. 
Afterwards, the trainer can propose another game: each participant goes to the centre of the circle, says 
his/her name and an adjective or quality that represents him/her and starts with the same letter of his/her 
name. At the end of each round, the trainer asks if anyone knows all new names and participants can try to 
answer. (15 minutes) 

Energizer: “Earthquake” 
In an empty space, participants are asked to form houses and being its lodgers. Two participants will make 
with their hands the roofs of the houses and one person will stay under it as a lodger. Participants can form 
different types of houses (in some cases trainers should participate in order to have full houses with the 
lodger) and one person should stay in the middle with no home. The game starts when the person in 
middle decides to say “HOME”, “LODGER” or “EARTHQUAKE”. If he/she says “HOME”, all the houses have 
to move together (no hands can be detached) and look for another lodger (the person in the middle can be 
chosen as a new lodger). If he/she says “LODGER”, all the lodgers, including the person in the middle, have 
to look for another house. If he/she says “EARTHQUAKE”, all participants detach their hands, move and 
change everything. Lodgers can become roofs, roofs lodgers, etc. Participants are free to decide their role. 
At the end of these changes, one person should stay in the middle. The game goes on until the trainer stops 
it (be careful not to make the energizer lasting too much). (10 minutes) 

STEP-BY-STEP ACTIVITIES: 
The trainer hangs on a wall (or puts it on the floor) two large papers. In one paper, there is the drawing of a 
woman dancer and in the other one the drawing of a man dancer. Gender stereotypes will be voluntarily 
introduced in the drawings (e.g. the woman should wear a skirt, the man should have an aggressive face, 
etc.). Trainer puts on the floor some small papers or post-its with a different word written in each of them. 
Participants shouldn’t be able to read the words as the papers are upside down. The only instruction is that 
they have to pick one by one at least 4 papers, read it and put it on top of the selected drawing. Trainer 
should motivate participants to do it quickly and no more instructions should be given. Words are 
connected with gender roles and stereotypes. For example: nurse, skirt, leadership, self-control, authority, 
solidarity, weak, aggressively, Prime Minister, etc. Once the exercise is over, trainer analyses the results 
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with participants, creating a debate and reflecting on gender roles in the society and how they are 
unconscious in our mind. We give some examples based on the exercise, on the sport field and on society 
in general. During the debate, we clarify also some concepts that can be misunderstood (sex and gender, 
socialization, patriarchy, feminism, equality and equity). 
(5 minutes + 25 reflection) 

Afterwards, participants have to pick one paper from the previous exercise and write that word on a 
balloon. After that, we will create groups of 4 participants and each group have to create a sort of play or 
choreography through the words (gender roles) they have written on the balloons. Trainer can decide that 
participants improvise (recommended only with expert dancers) or that they have a time for preparation 
and then they show it to the other groups. At the end, we will create a circle, participants put the balloons 
in the centre and they will blow them up. The dance is a physical representation of gender roles and the 
explosion of the balloons is its destruction. 
(40 minutes) 

REFLECTION AND EVALUATION:  

Debriefing: We calm participants down, sitting them down in a circle and asking how they felt during all 
activities, what they learnt and how they can carry this forward with them. We motivate participants to 
express themselves without forcing them to do so (15 minutes). 
Evaluation: We ask participants to imagine a line through the room, corresponding the left part with lower 
grade of satisfaction and the right part the higher. Trainer says different items for evaluation (e.g. working 
space, trainers, materials, your participation, etc.) and participants for each item should decide their 
position in the space according to the line of satisfaction. The trainer or an assistant should take photos of 
the evaluation. Trainer also adds that in non-formal education we can use different tools for evaluation, not 
only questionnaires (10 minutes). 

METHODOLOGY: It is based on non-formal education. Knowledge, values and behaviours are transmitted 

through active participation, learning by doing and the interaction of knowledge and different backgrounds 
of participants that generate educational richness; participants are the protagonists of their own learning 
process. Through the discussion and debate we contribute to critical thinking and we pay attention on 
emotional aspects of participants. Cooperation and teamwork are also essential. 

 

DURATION: 

 Welcome and quick presentation of the project: 5/10 minutes 

 Name Game (if needed): 15 minutes 

 Energizer: 10 minutes 

 Paper and cards: 30 minutes 

 Play/Choreography: 40 minutes 

 Debriefing: 15 minutes 

 Evalution: 10 minutes 

 

CONTEXT, TOOLS AND MATERIALS: Big empty space (groups should be able to work 

separately in their choreography). It can be indoor or outdoor (be careful that it is not a 
crowded or noisy place). Two big papers for the drawings, post-its or papers with the words 
written on it, laptop and speakers for the music, a whiteboard with markers and rubber for 
clarifying the concepts, a rope for the line of satisfaction (optional). 

 

POSSIBLE ADAPTATIONS, TIPS FOR FACILITATORS: It could be possible to adapt it to an online 

environment. However, an adaptation of the dynamics should be needed. We can use the same 
dynamic for other sports as well, not only dance, focusing on inventing some sort of play 
instead of choreography. 
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SELF-MOTIVATION THROUGH MARTIAL ARTS (SPORTS) 
WORKSHOP CREATED BY THEDOJO.ORG.UK (WATFORD, UNITED KINGDOM) 

PURPOSE: The aim of this activity is thus: To use the principles, philosophy, ethos and fundamentals of 

Sports (Martial Arts) as a metaphor and teaching tool to address Emotional Intelligence facets for 
Empowerment specifically in the areas of Self Motivation (Achievement drive, Commitment, Initiative, 
Optimism). 

 

LEARNING OBJECTIVES: 

The key component of this workshop is on self-reflection, performance analysis. The facilitator 
ought to lead the participants to look into and examine traits, touching on points such as: 
Showing deep motivation to improve their performance, What steps do you take to ensure that 
you always learn and improve your performance? Describe their sense of purpose in the larger 
mission, How ready are you to seize opportunities? Give by way of an example how you 
persisted in accomplishing a goal despite obstacles and setbacks? 

 

TARGET GROUP (SIZE AND PROFILE): 
This workshop is suitable for any group of learners (youths, young adults, middle aged adults, 
the elderly). 
Group Size: As a recommendation the group size ought not be more than 15. 
Group Profile: General. 

CONTENTS AND STRUCTURE 

ICE BREAKING: Raising the energy of the group: Human web, Musical chairs, Races Nots & Crosses 

STEP-BY-STEP ACTIVITIES:  

Indicative Teaching Plan 

 Martial Arts Skills 
Basic Forward Steps Punches Stationary [single] 
Forward Steps [single Punch Front/Reverse] 
Blocks - Downward sweeping block, Outside forearm block, Block & Single Punch, Step forward 
Block & Single Punch 

 Personal/Cognitive/Social Skills 
Non-Formal Learning Activities 
Self Awareness 
T-Shirt (see chapter "Additional resources 2.1.") 
My Personal Crest (see chapter "Additional resources 2.2. ") 
The Shape of things to come 
Guided Reflection – Silent Moment, Discussion Circle, Ask Sensei 

Sample Teaching Plan 

 Pre session buy-in 

 Getting changed – how to tie the belt 

 Salutations – Bow 

 Silent Moment (3 - 5 min) 

 Warm-up Phase 
Cardio 
Conditioning 
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Hand, Leg ,Stomach 
Stretching 

 Main Training Phase [1] 
Basic Forward Steps 

 Micro - Self Awareness activity [1] (5 min) 

 Main Training Phase [2] 
Punches Stationary [single] 

 Micro - Self Awareness activity [2] (5 min) 

 Main Training Phase [3] 

 Forward Steps [single Punch Front/Reverse] 

 Micro - Self Awareness activity [3] (5 min) 

 Warm Down 

 Silent Moment (3-5 min) 
Summative Feedback 

 Salutations – Bow - Good 

REFLECTION AND EVALUATION:  

Activity 1: Self mastery/guided reflection 

The steps in this process are: 
1. Working in groups of 3, pick the following roles amongst yourselves: 

 Interviewee (first spend 3-5 minutes reflecting about the contents of the sheet) 

 Interviewer (spend 3-5 minutes developing 5-7 questions that you are going to ask, using 
format given) 

 Observer (plan how you will document your observations) 
2. The Interviewer is to interview the Interviewee – asking questions to determine their thought 

process and behaviour pattern in response to the questions presented. 

3. The Interviewer is encouraged to probe and ask for justifications and rational behind their thought 
process and behaviour (please be polite in your approach). 

4. The Observer is to observe and document, what they hear, see and perceive about the 
Interviewees’ response. 

(Time 10 min) 

Repeat steps 2 and 4 another 2 time, changing roles 

Requirements: 
1. Record a 60 seconds summation based on the Observers feedback to you; 
2. Be ready to present your feedback to the group. 

(Total time 45 Minutes) 

Activity 2 (alternative): 

The steps in this process are:  

1. Working in groups of 5, pick one of the following style amongst yourselves: 

 Dance (Salsa, Tango, Jive, Waltz, Foxtrot) 

 Song (Rap, Soul, Reggae, Classical, Opera, Jazz) 

 Drama (Soap, Musical, Situational Comedy, Mime, Theater, Fight scene) 

2. Requirements: 

 Reflect on your day(s) and create an impression using the above medium 
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 Be ready to present your feedback to the group 

(Total time 45 Minutes) 

METHODOLOGY: All learning methods are non-formal education methods (learning by movement, role 

play, debate, brainstorming, games, drama, film making arts, etc.). 
Learning by Movement (Be Active) 

 

DURATION: About 2 hours. 

 

CONTEXT, TOOLS AND MATERIALS: Safe space to teach and train. 
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2. ADDITIONAL RESOURCES 

2.1. THE T-SHIRT 
Tool to be used for the Workshop "SELF-MOTIVATION THROUGH MARTIAL ARTS". 
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2.2. MY PERSONAL CREST 
Tool to be used for the Workshop "SELF-MOTIVATION THROUGH MARTIAL ARTS".
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3. ORGANISATIONAL REGULATIONS AND POLICIES 

In this chapter you can find Examples of Equal opportunity Policy and Safeguarding Policy, adopted by 

TheDojo.Org.UK, operating in Watford (UK), for their daily activity. In United Kingdom each organisation is 

obliged to have this documents published and to revise them every year. 

Equality Act 2010: guidance 

In United Kingdom, the Equality Act 2010 legally protects people from discrimination in the workplace and 

in wider society. It replaced previous anti-discrimination laws with a single Act, making the law easier to 

understand and strengthening protection in some situations. It sets out the different ways in which it’s 

unlawful to treat someone. 

Public sector Equality Duty 

The public sector Equality Duty came into force across Great Britain on 5 April 2011. It means that public 

bodies have to consider all individuals when carrying out their day-to-day work – in shaping policy, in 

delivering services and in relation to their own employees. 

It also requires that public bodies have due regard to the need to: 

 eliminate discrimination 

 advance equality of opportunity 

 foster good relations between different people when carrying out their activities 

Who the Equality Duty applies to 

The Equality Duty applies across Great Britain to the public bodies listed in Schedule 19 (as amended), and 

to any other organisation when it is carrying out a public function. 

Specific duties 

The Equality Act 2010 (Specific Duties) Regulations 2011 came into force on 10 September 2011. The 

specific duties require public bodies to publish relevant, proportionate information showing compliance 

with the Equality Duty, and to set equality objectives. 

Guidance for public bodies 

The Government Equalities Office has published 2 quick-start guides to help public bodies understand the 

Equality Duty and the specific duties: 

 Quick start guide: public sector Equality Duty 

 Quick start guide: Specific duties 

The Equality and Human Rights Commission is the statutory body established to help eliminate 

discrimination and reduce inequality. The Commission has published new non-statutory guidance on: 

 The essential guide to the public sector Equality Duty 

 Meeting the Equality Duty in policy and decision-making 

 Engagement and the Equality Duty 

 Equality objectives and the Equality Duty 

 Equality information and the Equality Duty 

 Technical guidance on the public sector Equality Duty - England 

http://www.legislation.gov.uk/ukpga/2010/15/section/149
https://www.gov.uk/government/publications/equality-act-2010-schedule-19-consolidated-april-2011
https://www.gov.uk/government/publications/public-sector-quick-start-guide-to-the-public-sector-equality-duty
https://www.gov.uk/government/publications/public-sector-quick-start-guide-to-the-specific-duties
http://www.equalityhumanrights.com/
https://www.equalityhumanrights.com/en/publication-download/essential-guide-public-sector-equality-duty
https://www.equalityhumanrights.com/en/publication-download/meeting-equality-duty-policy-and-decision-making-england-and-non-devolved
https://www.equalityhumanrights.com/en/publication-download/engagement-and-equality-duty
https://www.equalityhumanrights.com/en/publication-download/objectives-and-equality-duty-guide-public-authorities
https://www.equalityhumanrights.com/en/publication-download/equality-information-and-equality-duty-guide-public-authorities
https://www.equalityhumanrights.com/en/publication-download/technical-guidance-public-sector-equality-duty-england
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Further specific information, regulations and guidelines for organisations can be found at the following link: 

https://www.gov.uk/guidance/equality-act-2010-guidance 

3.1 EQUAL OPPORTUNITY POLICY 

 

THEDOJO.ORG.UK 
BUSHIDO LEADERSHIPSCHOOL OF THOUGHTS, SKILLS & STYLE 

_________________________________________ 

TO INSPIRE, MOTIVATE & EMPOWER 

THEDOJO.ORG.UK EQUAL OPPORTUNITY POLICY 

1. GENERAL POLICY STATEMENT 

TheDojo.Org.UK (henceforth referred to as The Dojo) recognizes that we live and operate in a socially and 
culturally diverse society and believes that its work is positively enriched by the experience and qualities 
brought by the social mix of today’s’ society. 
However, The Dojo does recognise that groups and individuals are discriminated against, both directly and 
indirectly, on the grounds of: 

 Race, colour, nationality, ethnic origin 

 Gender, marital status and caring responsibilities 

 Sexuality 

 Age 

 Physical or mental disability 

 Religion, faith and belief 

 Class 

 Employment status 

 Unrelated criminal conviction 

 Association with others who experience the above. 

THE DOJO aims to ensure that no job applicant, member of staff, volunteer, Trustee, or individual to whom 
we provide services is discriminated against on any of these grounds. 
We therefore commit ourselves to take positive action against discrimination and will work to achieve 
policies and practices which ensure that all who are listed above will have their needs considered, and 
where appropriate, support needs provided. 

2. RESPONSIBILITY UNDER THE POLICY 

It is the overall responsibility of the Chair of the THE DOJO Board of Trustees to ensure that the THE DOJO’s 
Equal Opportunities Policy is implemented. 
The policy applies to all staff employed by THE DOJO, Members, affiliate organisations and Trustees, all of 
who have the personal responsibility to act in accordance with the policy and to be aware of their 
obligations. The policy will also apply to all aspects of THE DOJO’s promotional activities and materials. 

3. IMPLEMENTATION 

3.1. Board of Trustees 

a. THE DOJO seeks to ensure that the composition of the Board of Trustees reflects that of the 
community who are eligible to become its members. 

https://www.gov.uk/guidance/equality-act-2010-guidance
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b. The Board of Trustees will endeavour to ensure that the time, place and conduct of meetings will 
enable existing and potential Trustees to have an equal opportunity to be involved. 

b. Trustees may claim expenses incurred as a result of their work on behalf of THE DOJO and as set out in 
the THE DOJO’s Policy – Trustee and Volunteer Travel and Subsistence -Expenses. 

3.2. Employment 

a. THE DOJO works to ensure equal opportunity in all areas of employment including recruitment and 
selection, induction, training and development, supervision, staff appraisal, promotion, conditions and 
benefits of service, employment procedures, health and safety, and cessation of employment. 

b. The role of THE DOJO is to provide effective services to voluntary and community groups in Watford. 
Staff will therefore be recruited on the basis of their suitability for this role. All employees, and 
applicants for employment, will therefore be treated according to their relevant merits and abilities in 
delivering these services. 

c. As far as is practicable within the constraints of providing a service to our members, flexible working 
arrangements (e.g. part time work, job share, hours of work, time off in lieu) will be considered across 
all posts to meet individual requirements. 

3.3 Recruitment and Selection: 

a. All job advertisements will state that THE DOJO is committed to equal opportunities. 

b. All job vacancies will be advertised as widely as possible including local, national and minority press to 
encourage applicants from all sections of the community. 

c. Job descriptions and person specifications will be produced, provided to potential applicants and used 
throughout the recruitment and selection process as objective criteria for measuring applicants’ 
relevant aptitudes, potential skills, knowledge and experience. 

d. Except where there is a need to re-deploy existing staff or there is a genuine occupational 
qualification, all jobs are open to those with the relevant skills, knowledge and experience. 

e. Application forms will only ask for information relevant to the post. 

f. Members of the interview panel should reflect as wide a range of background and skills as possible. 

g. An equal opportunities section should be included on the application form. The equal opportunities 
policy and the purpose of monitoring should be clearly explained. 

h. Staff, Trustees and others involved in short-listing and selection will receive written guidelines covering 
interviewing techniques, systematic assessment, decision making and equal opportunities in interview. 

i. Short listing and interview assessment forms based on the person specification should be completed 
by all panel members for all candidates and retained on file for 6 months. 

j. Acceptance of the THE DOJO’s Equal Opportunities Policy is a condition of employment and all 
employees must work to this policy. 

3.4. Service Delivery 

a. THE DOJO should regularly review the range and type of services offered to determine whether all 
sections of its membership are benefiting. Action should be taken in the event that equal 
opportunities principles are not being met. 

b. Every effort will be made to ensure that THE DOJO’s premises are accessible to employees and other 
persons with physical disability or visual impairment. 

c. THE DOJO should provide information about its services, reports, briefing papers, news magazines, 
training information, etc. in a form that is acceptable to all sections of its membership and the 
community and will promote its commitment to equality of access to its services. 
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d. In day to day dealings with members, service users and the public, Trustees, staff and volunteers 
should demonstrate an understanding of equal opportunities principles. 

3.5. Training 

a. Training provided by THE DOJO will reflect this Equal Opportunities Policy at all times. 
b. THE DOJO should provide comprehensive information about its training programme. Potential 

participants should be invited to provide details of any special requirements they may have. 
c. THE DOJO will ensure that all training venues are accessible, provide a safe and comfortable working 

environment and do not restrict the participation of anyone. 
d. Trainers should be selected in accordance with THE DOJO’s Equal Opportunities Policy. 

THE DOJO and Trainers should integrate equal opportunities by ensuring that: 

 Materials carry positive images of all groups in society and should not be discriminatory in terms of 
language, roles and illustrations. 

 Language and examples are anti-discriminatory. 

 Racist, sexist and other discriminatory remarks and practices are challenged. 

 Training events are inclusive, particularly those with elements of group work. 

4. COMPLAINTS 

THE DOJO will ensure that all alleged incidents of discrimination or harassment are taken seriously, handled 
sensitively, investigated and resolved through its Complaints Procedure and/or, in the case of staff, the 
Grievance and/or Disciplinary Procedures. 

5. MONITORING AND REVIEW 

The Board of Trustees and staff members will work to this policy and will monitor, review and evaluate its 
effectiveness. 

 

3.2. SAFEGUARDING POLICY 

 

THEDOJO.ORG.UK 
BUSHIDO LEADERSHIPSCHOOL OF THOUGHTS, SKILLS & STYLE 

_________________________________________ 

TO INSPIRE, MOTIVATE & EMPOWER 

THEDOJO.ORG.UK SAFEGUARDING POLICY 

This policy will enable THEDOJO.ORG.UK to demonstrate its commitment to keeping safe the vulnerable 
adults with whom it works alongside. THEDOJO.ORG.UK acknowledges its duty to act appropriately to any 
allegations, reports or suspicions of abuse. 

It is important to have the policy and procedures in place so that staff, volunteers, service users and 
carers, and management committee can work to prevent abuse and know what to do in the event of 
abuse. 

The Policy Statement and Procedures have been drawn up in order to enable THEDOJO.ORG.UK to:  
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 promote good practice and work in a way that can prevent harm, abuse and coercion occurring.  

 to ensure that any allegations of abuse or suspicions are dealt with appropriately and the person 
experiencing abuse is supported.  

 and to stop that abuse occurring. 

The Policy and Procedures relate to the safeguarding of children, youth and vulnerable adults. Vulnerable 
adults are defined as: 

 People aged 18 or over 

 Who are receiving or may need community care services because of learning, physical or mental 
disability, age, or illness 

 Who are or may be unable to take care of him or herself, or unable to protect him or herself against 
significant harm or exploitation. 

The policy applies to all staff, including senior managers, management committee members, trustees, paid 
staff, volunteers, sessional workers, agency staff, students and anyone working on behalf of 
THEDOJO.ORG.UK. 
It is acknowledged that significant numbers of vulnerable adults are abused and it is important that 
THEDOJO.ORG.UK has a Safeguarding Adults Policy, a set of procedures to follow and puts in place 
preventative measures to try and reduce those numbers.  

In order to implement the policy the THEDOJO.ORG.UK will work: 

1. to promote the freedom and dignity of the person who has or is experiencing abuse 
2. to promote the rights of all people to live free from abuse and coercion 
3. to ensure the safety and well being of people who do not have the capacity to decide how they want 

to respond to abuse that they are experiencing 
4. to manage services in a way which promotes safety and prevents abuse 
5. recruit staff and volunteers safely, ensuring all necessary checks are made 
6. provide effective management for staff and volunteers through supervision, support and training. 

TheDojo.Org.UK: 

1. will ensure that all management committee members, trustees, staff, volunteers, service users, and 
carers/families are familiar with this policy and procedures 

2. will work with other agencies within the framework of the Newcastle Safeguarding Adults Board Policy 
and Procedures, issued under No Secrets guidance (Department of Health, 2000) 

3. will act within its confidentiality policy and will usually gain permission from service users before 
sharing information about them with another agency 

4. will pass information to Adult and Culture Services when more than one person is at risk. For example: 
if the concern relates to a worker, volunteer or organisation who provides a service to vulnerable 
adults or children 

5. will inform service users that where a person is in danger, a child is at risk or a crime has been 
committed then a decision may be taken to pass information to another agency without the service 
user’s consent 

6. will make a referral to the Adult Social Care Direct team as appropriate  
7. will endeavour to keep up to date with national developments relating to preventing abuse and 

welfare of adults 
8. will ensure that the Designated Named Person understands his/her responsibility to refer incidents of 

adult abuse to the relevant statutory agencies (Police/Adult and Culture Services Directorate) 

The Designated Named Person for Safeguarding Children and Adults at THEDOJO.ORG.UK is: 

 [name, surname; role in the organisation; contacts]. 



 

 

22 

They should be contacted for support and advice on implementing this policy and procedures. 
 
This policy should be read in conjunction with the Hertfordshire Safeguarding Children Board (HSCB) 
documents which are available at: http://hertsscb.proceduresonline.com/index.htm  
 

PROCEDURES 

1. Introduction 

THEDOJO.ORG.UK is committed to the belief that the protection of vulnerable adults from harm and abuse is 

everybody’s responsibility and the aim of these procedures is to ensure that all managers, trustees of the 

organisation, management committee members, staff and volunteers act appropriately in response to any 

concern around adult abuse. 

2. Preventing abuse 

THEDOJO.ORG.UK is committed to putting in place safeguards and measures to reduce the likelihood of 

abuse taking place within the services it offers and that all those involved within THEDOJO.ORG.UK will be 

treated with respect.  

Therefore this policy needs to be read in conjunction with the following policies: 

1. Equal Rights and Diversity  
2. Volunteers  
3. Complaints  
4. Whistle Blowing  
5. Confidentiality  
6. Disciplinary and Grievance 
7. Data Protection 
8. Recruitment and Selection  
9. Any other policies which are relevant that the organisation has in place (e.g. Challenging Behaviour, 

Handling Money) 

THEDOJO.ORG.UK is committed to safer recruitment policies and practices for paid staff, trustees and 

volunteers. This may include CRB disclosures for staff and volunteers, ensuring references are taken up and 

adequate training on Safeguarding Children and Adults is provided for staff and volunteers. 

Board of Director members will be required to provide two references and where appropriate have a 

Criminal Records Bureau disclosure.  

The organisation will work within the current legal framework for reporting staff or volunteers that are 

abusers. 

Service users will be encouraged to become involved with the running of the organisation. Information will 

be available about abuse and the complaints policy and Safeguarding Adults policy statement will be 

available to service users and their carers/families. 

3. Recognising the signs and symptoms of abuse 

THEDOJO.ORG.UK is committed to ensuring that all staff, the management committee, trustees and 

volunteers undertake training to gain a basic awareness of signs and symptoms of abuse. THEDOJO.ORG.UK 

http://hertsscb.proceduresonline.com/index.htm
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will ensure that the Designated Named Person and other members of staff, trustees and volunteers have 

access to training around Safeguarding Adults. 

“Abuse is a violation of an individual’s human and civil rights by any other person or persons” (No Secrets: 
Department of Health, 2000) 

Abuse includes:  

1. physical abuse: including hitting, slapping, punching, burning, misuse of medication, inappropriate 

restraint 

2. sexual abuse: including rape, indecent assault, inappropriate touching, exposure to pornographic 

material 

3. psychological or emotional abuse: including belittling, name calling, threats of harm, intimidation, 

isolation 

4. financial or material abuse: including stealing, selling assets, fraud, misuse or misappropriation of 

property, possessions or benefits 

5. neglect and acts of omission: including withholding the necessities of life such as medication, food or 

warmth, ignoring medical or physical care needs 

6. discriminatory abuse: including racist, sexist, that based on a person’s disability and other forms of 

harassment, slurs or similar treatment 
7. institutional or organisational: including regimented routines and cultures, unsafe practices, lack of 

person-centred care or treatment. 
 
Abuse may be carried out deliberately or unknowingly. Abuse may be a single act or repeated acts. 

People who behave abusively come from all backgrounds and walks of life. They may be doctors, nurses, 
social workers, advocates, staff members, volunteers or others in a position of trust. They may also be 
relatives, friends, neighbours or people who use the same services as the person experiencing abuse. 

4. Designated Named Person for safeguarding adults 

THEDOJO.ORG.UK has an appointed individual who is responsible for dealing with any Safeguarding Adults 

concerns. In their absence, a deputy will be available for workers to consult with. The Designated Named 

Person(s) for Safeguarding Adults within THEDOJO.ORG.UK is:  

[name, surname] [contacts] 

Designated Named Person for Safeguarding Children and Adults  

[Contacts: telephone number/emergency contact number] 

Should the named people be unavailable then board of director members, trustees, staff or volunteers 

should contact Hertfordshire Safeguarding Children Board Direct directly on [Telephone number of the 

institution]. 

The roles and responsibilities of the named person(s) are: 

1. to ensure that all staff including volunteers and trustees are aware of what they should do and who they 
should go to if they have concerns that a vulnerable adult may be experiencing, or has experienced 
abuse or neglect. 

2. to ensure that concerns are acted on, clearly recorded and referred to an Adult Social Care Direct team 
or to the allocated social worker/care manager where necessary.  

3. to follow up any referrals and ensure the issues have been addressed. 
4. consider any recommendations from the Safeguarding Adults process  
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5. to reinforce the utmost need for confidentiality and to ensure that staff and volunteers are adhering to 
good practice with regard to confidentiality and security. This is because it is around the time that a 
person starts to challenge abuse that the risks of increasing intensity of abuse are greatest. 

6. to ensure that staff and volunteers working directly with service users who have experienced abuse, or 
who are experiencing abuse, are well supported and receive appropriate supervision. 

7. if appropriate staff or volunteers will be given support and afforded protection if necessary under the 
Public Interest Disclosure Act 1998: they will be dealt with in a fair and equitable manner and they will 
be kept informed of any action that has been taken and it’s outcome 

5. Responding to people who have experienced or are experiencing abuse 

THEDOJO.ORG.UK recognises that it has a duty to act on reports, or suspicions of abuse or neglect. It also 

acknowledges that taking action in cases of adult abuse is never easy.  

How to respond if you receive an allegation: 

● Reassure the person concerned 
● Listen to what they are saying 
● Record what you have been told/witnessed as soon as possible 
● Remain calm and do not show shock or disbelief 
● Tell them that the information will be treated seriously 
● Don’t start to investigate or ask detailed or probing questions 
● Don’t promise to keep it a secret 

If you witness abuse or abuse has just taken place the priorities will be: 

● To call an ambulance if required 
● To call the police if a crime has been committed 
● To preserve evidence 
● To keep yourself, staff, volunteers and service users safe 
● To inform the Designated Named Person in your organisation 
● To record what happened in incident book 

All situations of abuse or alleged abuse will be discussed with the Designated Named Person or their 

deputy. If a member of the management committee, a trustee, staff member or volunteer feels unable to 

raise this concern with the Designated Named Person or their deputy then concerns can be raised directly 

with Hertfordshire Safeguarding Children Board. The alleged victim will be told that this will happen. This 

stage is called the alert.  

If it is appropriate and there is consent from the individual, or there is a good reason to override consent, 

such as risk to others, a referral (alert) will be made to Hertfordshire Safeguarding Children Board Direct 

team. 

If the individual experiencing abuse does not have capacity to consent a referral will be made without that 

person’s consent, in their best interests. 
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The Designated Named Person may take advice at the above stage from Adult Social Care Direct and/or the 

Safeguarding Adults Unit and/or other advice giving organisations such as Police. 

Hertfordshire Safeguarding Children Board Team  

[Address, Phone, Fax number, E-mail address of the Institution]  

Hertfordshire Police 

Phone: 101 - Non-emergency number for help, advice and information. Always dial 999 in an emergency 

(ask for Local Area Police Station or Public Protection Unit) 

Raising a Safeguarding Child and/or Adults Alert 

All safeguarding adults alerts (referrals) should be made by telephone to the Hertfordshire Safeguarding 

Children Board Team. 

You should ask to make a safeguarding Child or adults alert. The telephone call should be followed up in 

writing to the Hertfordshire Safeguarding Children Board Team  outlining concerns.  

A Safeguarding Adults Manager (a Team Manager from Adult and Culture Services) will then decide if the 

safeguarding process should be instigated or if other support/services are appropriate. Feedback will be 

given to the person who raised the safeguarding adults alert. 

If the Safeguarding Adults Manager decides the safeguarding process needs to be instigated this will then 

lead to the implementation of the next stages. 

The Designated Named Person will have an overview of this process so they can explain it to the person 

concerned and offer all relevant support to the person and process. This could be practical support e.g. 

providing a venue, or information and reports and emotional support. 

Information should be provided to the individual. This could be about other sources of help or information 

that could enable them to decide what to do about their experience, enable them to recover from their 

experience and enable them to seek justice. 

6. Managing allegation made against member of staff or volunteer 

THEDOJO.ORG.UK will ensure that any allegations made against members or member of staff will be dealt 

with swiftly. 

Where a member of staff/volunteer is thought to have committed a criminal offence the police will be 

informed. If a crime has been witnessed the police should be contacted immediately. 

The safety of the individual(s) concerned is paramount. A risk assessment must be undertaken immediately 

to assess the level of risk to all service users posed by the alleged perpetrator. This will include whether it is 

safe for them to continue in their role or any other role within the service whilst the investigation is 

undertaken.  

The Designated Named Person will liaise with Hertfordshire Safeguarding Children Board Team to discuss 

the best course of action and to ensure that the THEDOJO.ORG.UK disciplinary procedures are coordinated 

with any other enquiries taking place as part of the ongoing management of the allegation.  
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THEDOJO.ORG.UK has a whistle blowing policy and staff are aware of this policy. Staff will be supported to 

use this policy.  

7. Recording and managing confidential information 

THEDOJO.ORG.UK is committed to maintaining confidentiality wherever possible and information around 

Safeguarding Adults issues should be shared only with those who need to know. For further information, 

please see THEDOJO.ORG.UK’s confidentiality policy. 

All allegations/concerns should be recorded in incident book. The information should be factual and not 

based on opinions, record what the person tells you, what you have seen and witnesses if appropriate. 

The information that is recorded will be kept secure and will comply with data protection. 

This information will be secured in the organisation. Access to this information will be restricted to the 

Designated Named Person and Authorised person. 

8. Disseminating/Reviewing policy and procedures 

This Safeguarding Adults Policy and Procedure will be clearly communicated to staff, trustees, volunteers, 

service users, parents and carers. The Designated Named Person will be responsible for ensuring that this is 

done. 

The Safeguarding Adults Policy and Procedures will be reviewed annually by Board of Directors. The 
Designated Named Person for Safeguarding Adults will be involved in this process and can recommend 
any changes. The Designated Named Person will also ensure that any changes are clearly communicated 
to staff, trustees and volunteers. It may be appropriate to involve service users in the review and service 
users and parents/carers need to be informed of any significant changes 
 

This policy was approved by THEDOJO.ORG.UK board of directors on [date] 

[Name, Signature] 

The policy has been reviewed by the board of directors on: [date]
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THEDOJO.ORG.UK CHILD PROTECTION POLICY 

THEDOJO.ORG.UK values young people and children as being a vital part of the organisation and desires to 

see them grow, mature and be challenged in a healthy and safe environment.  

The name of the child protection officer for the group will be displayed in the minutes dated 04/06/15  and 

a copy of this child protection policy will be kept by [name, surname, role in the organisation]. 

Purposes 

The purpose of THEDOJO.ORG.UK children and young people’s programme is to offer the children a safe and 

welcoming environment with fun activities where the children can grow and learn. Whether this be through 

(groups name) activities or through other independent groups working in partnership with THEDOJO.ORG.UK 

Aims 

 To provide activities for children and young people to help them develop from childhood into 
adulthood and to provide support for them. 

 To enable the children to express themselves. 

 To assist the children in integrating into the community. 

 To help children/young people appreciate the diversity of their cultures. 

Organisation  

1. Each child and young person should be formally registered within the group. The information includes 
an information/consent form which their parent/guardian must complete. These forms have vital 
information about health and emergency contacts and should be kept securely and brought to each 
session. (see Appendix B) 

2. Attendance register: a register should be kept for each session. 

Child Protection Representative 

THEDOJO.ORG.UK has appointed a child protection representative, whose name is displayed. If any worker 

has any child safety concerns, they should discuss them with him/her. He/she will take on the following 

responsibilities: 

1. Ensuring that the policy is being put into practice; 
2. Being the first point of contact for child protection issues; 
3. Keeping a record of any concerns expressed about child protection issues; 
4. Bringing any child protection concerns to the notice of the Management Committee and contacting the 

Local Authority if appropriate; 
5. Ensuring that paid staff and volunteers are given appropriate supervision; 
6. Ensuring that everyone involved with the organisation is aware of the identity of the Child Protection 

Representative. 

The policy will be reviewed on an annual basis to ensure that it is meeting its aims. 

Trips/Outings 

1. When organising a trip/outing make sure a trip/outing slip is completed. This includes details about the 
trip and a section for parents to give their consent. These slips must be returned before the event takes 
place and must be brought on the trip with the completed group information/consent forms. (If a group 
information/consent form has not already been completed for a child or young person, then it will need 
to be completed). 
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2. Ensure that there is adequate insurance for the work and activities. 

Personal/Personnel Safety 

1. A group of children or young people under sixteen should not be left unattended at any time. 

2. Avoid being alone with an individual child or young person for a long time. If there is a need to be alone 
with a child or young person (e.g. first aid or he/she is distressed) make sure that another worker knows 
where you are and why. 

3. At no time should a volunteer or worker from any external organisation arrange to meet a young person 
away from the activity without someone else being there. 

4. As such meetings should be planned and have the approval of a member of the Committee (this must be 
someone other than the organiser themselves). 

5. Teenage assistants should always be supervised. 

Child Safety 

1. Make sure that the area you are using for activities is fit for the purpose, e.g. remove furniture, which 
could cause injury in energetic games. 

2. Make sure that all workers and assistants know 

● Where the emergency phone is and how to operate it 
● Where the first aid kit is 
● Who is responsible for First Aid and how to record accidents or injuries in the incident book 
● What to do in the event of a fire or other emergency 

3. Once a year there should be a fire practice 

4. Do not let children go home without an adult unless the parent has specifically said they may do so. 
Never let a child go with another adult unless the parent has informed you that this will happen. 

5. If private cars are used for an outing, the drivers must be approved by the committee, be properly 
insured, have rested before driving, and should have clean licenses. There should always be at least one 
other responsible person (16 or over) in each vehicle. All vehicles should be fitted with full seatbelts, not 
just lap belts. Full seatbelts should always be used. 

Under normal circumstances, workers should only give a lift home to a young person from group activities 

if the parents of the young person have specifically asked for them to do so. (If workers are asked to give a 

young person or child a lift home, they are not obliged to do so, it is left to their discretion). 

In the case of trips or outings, it should be made clear if workers’ cars will be used and where the children 

or young people will be returned to. 

New Workers 

Workers and assistants are by far the most valuable resource the group has for working with young people. 

When recruiting and selecting paid workers and volunteers the following steps will be taken: 

● Completion of an application form; 
● An interview by three people from the Committee, who will take the final decision; 

1. Identifying reasons for gaps in employment, and other inconsistencies in the application; 

2. Checking of the applicants’ identity (passport, driving license, etc); 

3. Taking up references prior to the person starting work; 

4. Ensuring criminal record checks have been carried out through relevant local agencies approved by the 
Criminal Records Bureau; 
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5. Taking appropriate advice before employing someone with a criminal record; 

6. Allowing no unaccompanied access to children until all of the above have been completed; 

7. A probationary period of 3 months for new paid workers and volunteers; 

8. On-going supervision of paid workers and volunteers; 

9. Ensuring good practice is followed in working with children and young people by providing appropriate 
training and guidance;  

10. A nominated child Protection representative on the Management Committee. 

Training 

It is a great benefit if workers undertake regular training for this type of work. The committee should keep 

workers informed of relevant courses. 

What is child protection? 

Child protection is the response to the different ways in which a young person’s or child’s physical, 

emotional, intellectual and spiritual health are damaged by the actions of another person. 

What you should do 

1. Listen to the child/young person 

2. Look at them directly and do not promise to keep any secrets before you know what they are, but 
always let the child/young person know if, and why, you are going to tell anyone  

3. Take whatever is said to you seriously and help the child/young person to trust his/her own feelings. 
Take notes of exactly what is said to you avoiding assumptions and conjecture. 

4. It is note the role of the worker to investigate any allegations (this would contaminate evidence if a 
situation went to court). Any disclosure by a child/young person must be reported to the named child 
protection officer. 

5. Speak immediately to the Local Authority or NSPCC for further advice and guidance. 

What you should not do 

1. Project workers/volunteers should not begin investigating the matter themselves. 
2. Do not discuss the matter with anyone except the correct people in authority. 
3. Do not form your own opinions and decide to do nothing. 

Things to say or do: 

1. ‘What you are telling me is very important’ 
2. ‘This is not your fault’ 
3. ‘I am sorry that this has happened/is happening’ 
4. ‘You were right to tell someone’ 
5. ‘What you are telling me should not be happening to you and I will find out the best way to help you’ 
6. Make notes soon after the event. Try to write down exactly what the young person or child said. Avoid 

assumptions or conjecture. 

Things not to say or do: 

1. Do not ask leading questions – Why? How? What? 
2. Do not say ‘Are you sure?’ 
3. Do not show your own emotions e.g. shock/disbelief 
4. Do not make false promises 
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This policy was approved by THEDOJO.ORG.UK board of directors on [date] 

Signed on behalf of the board of directors by: 

 [Name, Signature] 

The policy has been reviewed by the board of directors on: [date] 
 

 



 

 

 

 


