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ECB
CLUBMARK

EVIDENCE FILE

CHECKLIST

ECB Clubmark Evidence File Checklist – Club Details (To be completed by the club)

	Name of Cricket Club:



	County Cricket Board:



	Date:



	Version: 

(Insert numerical version of Site Visit Checklist, e.g. 1st, 2nd etc.)




ECB Clubmark Contact Details (To be completed by the club)
	Name:



	Position / Role within club:



	Address:



	Daytime Tel.:


	Evening Tel.:

	E-mail:


	Mobile Tel.:


Duty of Care and Safeguarding Children

	
	Criteria
	No

(√)
	Working towards

(√)
	Yes

(√)
	Evidence Required and Support Resources
	Action required by Club
	Evidence Submitted

	1.1
	The club has adopted and implemented the ECB ‘Safe Hands – Cricket’s Policy for Safeguarding Children’.
All new and existing members must be made aware of safeguarding procedures.
	
	
	
	1.  The club must hold a copy of ‘Safe Hands’ and adhere to its guidelines

2.  Copy of the club’s Constitution/Cricket Section Regulations that incorporate a ‘Safe Hands’ adoption statement or similar evidence of the club’s adoption of the policy

Support:
‘Safe Hands’ policy downloadable from www.ecb.co.uk/safehands 
Note: Safe Hands policy is updated annually, usually in Autumn. Check the ECB website for latest documents when submitting evidence.
ECB Clubmark Constitution template and Guidance Note / ECB Clubmark Multi-Sport Club Guidance Note and Model Cricket Section Regulations  (USB stick)
	
	

	1.2
	The club must appoint and identify a Club Welfare Officer who is required to attend a Sports Coach UK ‘Safeguarding and Protecting Children’ workshop. 
	
	
	
	1.  Club Welfare Officer must produce their ‘Safeguarding and Protecting Children’ workshop certificate. 
Course must be repeated every 3 years.

2.  Club Welfare Officer must report to the Club Management Committee or equivalent.  This requirement should be detailed in the club Constitution / Cricket Section Regulations and evidenced by records of Club Welfare Officer’s reports as an agenda item for relevant meetings.

Support:

Sports Coach UK Safeguarding and Protecting Children workshop.
	
	


	
	Criteria
	No

(√)
	Working towards

(√)
	Yes

(√)
	Evidence Required and Support Resources
	Action required by Club
	Evidence Submitted



	1.3
	The Club Welfare Officer must attend specific Cricket Club Welfare Officer training once they have been appointed
	
	
	
	1.  Copy of the course certificate. 
Course must be repeated every 3 years.

2.  The accompanying course certificate must be displayed on the club notice board, ideally with a photograph identifying the Club Welfare Officer and details including times available at club and contact telephone number.
Note: Time to Listen posters remain valid for 3 years from the date of attendance at the course prior to July 2010. Any workshop attendees from 2011 onwards should display the Safe Hands workshop certificate.
Support:

ECB Safe Hands Workshop for Club Welfare Officers

	
	

	1.4
	All qualified coaches have adopted the ECB Coaches Code of Conduct
	
	
	
	1. Copy of the  1. Copy of the ECB Coaches Code of Conduct must be displayed on the club notice board

Support:
ECB Coaches Code of Conduct - distributed on all ECB approved coach education courses.  
Further copies can be downloaded from: http://www.ecb.co.uk/development/ecb-coaches-association/ecb-code-of-conduct,1676,BP.html  or contact Coach Education at: http://www.ecb.co.uk/development/coach-education/contacts 


	
	


	
	Criteria
	No

(√)
	Working towards

(√)
	Yes

(√)
	Evidence Required and Support Resources
	Action required by Club
	Evidence Submitted

	1.5
	The club has adopted a Code of Conduct for Cricket Club Members and Guests

	
	
	
	1. Copies of Code of Conduct for Cricket Club Members and Guests must be displayed prominently on club premises including on the club’s notice board and any club website, as well as being detailed in any internal club communications.
2. The club must keep a record of:

· Who has received the Code of Conduct, when and how; 
· Where the Code is displayed;

     and

· Must clearly publicise any changes or amendments to the Code to anyone affected by it.

3. A copy of the Code of Conduct for Members and Guests must be provided with each Junior Membership form and parents / legal guardians should sign to confirm they have received a copy and agree to abide by the Code’s provisions.

Support:
Code of Conduct for Cricket Club Members and Guests (USB stick)

Junior Membership form template (USB stick)
	
	

	1.6
	The club must adopt the ‘Safe Hands – Cricket’s Policy for Safeguarding Children’ recruitment policy for all new volunteers appointed by the club, whether paid or unpaid, to work with children or young people.
	
	
	
	1. Application Form, written references and Vetting Checks for individuals who will have regular, direct or unsupervised contact with children

2. Copy of recruitment policy as outlined in ‘Safe Hands’ Policy – Section 3

3. Copies of job adverts/notices recruiting new volunteers.

Support:

‘Safe Hands’ Policy – Section 3

Downloadable from:
www.ecb.co.uk/safehands 

Example Role Descriptions - (USB stick); downloadable at:

http://www.ecb.co.uk/development/volunteering/volunteer-role-descriptions,432,BP.html
	
	


	
	Criteria
	No

(√)
	Working towards

(√)
	Yes

(√)
	Evidence Required and Support Resources
	Action required by Club
	Evidence Submitted

	1.7
	The club must ensure that all post holders whose roles include responsibilities related to working with children are suitably vetted.  Some roles have mandatory vetting requirements.
	
	
	
	1. The club must provide written evidence of the analysis/assessment of the need for a vetting check in the form of either minutes of a Management Committee meeting or Club Welfare Officer’s own paper assessment.

2. The names provided will be checked via the ECB County Board Management System to confirm that the people named have been vetted to work with children.

Note: A vetting check lasts 3 years.  A Non-UK equivalent document is valid for 1 year. 
Vetting checks are not to be included in the ECB Clubmark Evidence File or shown upon request.
Support:

For detailed guidance on how to assess roles and vetting, please see: ‘ECB List of Posts which Require Vetting Checks’, (Safe Hands Kit Bag 10, USB stick )
Vetting Checks Tracking Table (USB stick)
ECB Non-UK Resident Vetting Form (Kit Bag 11, USB)
	
	

	1.8
	The club must have emergency procedures in place for dealing with injuries/accidents.

This must include details of the telephone number of the local doctor’s surgery or hospital accident and emergency department and Police, and a process for the recording of incidents, accidents and outcomes.
	
	
	
	1.  Copy of club’s emergency procedures and evidence of implementation and communication.

2.  Map/directions/telephone number of local hospital/doctor’s surgery must be displayed on the club’s notice board, in changing rooms and on any club website.
3.  Site Visit

Support:
Guidelines for Dealing with an Incident/Accident (USB stick)
	
	

	
	Criteria
	No

(√)
	Working towards

(√)
	Yes

(√)
	Evidence Required and Support Resources
	Action required by Club
	Evidence Submitted

	1.9
	Access to first aid equipment must be available at all coaching sessions, matches and for all teams.
	
	
	
	1.  Site Visit

2.  Copy of emergency procedures and evidence of implementation and communication

3.  Evidence that all teams have access to first aid equipment

Support:

Guidelines for Dealing with an Incident/Accident (USB stick)
	
	

	1.10
	The club has the contact details of parents/carers/guardians and emergency /alternative contacts for all young people under the age of 18 

	
	
	
	1. Copy of blank Junior Membership Form

2.  Site Visit

Support: 
Junior Membership Form template (USB stick)
	
	

	1.11
	The club must have information on any young person that has a medical condition which may be aggravated by participation in cricket.

The club must also have systems in place to pass this information on to relevant coaches/volunteers.


	
	
	
	1.  Copy of blank Junior Membership Form

2.  The club must demonstrate how this information is passed on to the responsible people within the club

3.  Site Visit

Support:

Junior Membership Form template (USB stick)


	
	

	1.12
	A telephone (landline or mobile) must be accessible at all coaching, games and match sessions (both home and away)

	
	
	
	1.  Site Visit

Support:
Session Register (USB stick)
	
	


	
	Criteria
	No

(√)
	Working towards

(√)
	Yes

(√)
	Evidence Required and Support Resources
	Action required by Club
	Evidence Submitted

	1.11
	The club must have information on any young person that has a medical condition which may be aggravated by participation in cricket.

The club must also have systems in place to pass this information on to relevant coaches/volunteers.

	
	
	
	1.  Copy of blank Junior Membership Form

2.  The club must demonstrate how this information is passed on to the responsible people within the club

3.  Site Visit

Support:

Junior Membership Form template (USB stick)


	
	

	1.12
	A telephone (landline or mobile) must be accessible at all coaching, games and match sessions (both home and away)
	
	
	
	1.  Site Visit

Support:
Session Register (USB stick)
	
	


The Cricket Programme

	
	Criteria
	No

(√)
	Working towards

(√)
	Yes

(√)
	Evidence Required and Support Resources
	Action required by Club
	Evidence Submitted


	2.1
	All qualified coaches must hold ECB Coaches Association membership providing them with:

· Up to date and individually relevant coaching knowledge and information

· Professional indemnity and/or public liability insurance to cover their coaching duties

· Communication with national governing body and County Coaches Association
	
	
	
	1.  ECB CA membership numbers for all qualified coaches

Support: 
ECB Coaches Association membership scheme for ECB qualified coaches

www.ecbca.co.uk
ECB Coaches Association Membership Form and Direct Debit Form (USB stick) 

ECB CA Qualified Coaches Table (USB stick)

County Cricket Board Coaches Association update of current ECB Coaches Association members. (For queries contact CDM or Coach Education)
	
	

	2.2
	Non coaching club members and non UK Resident coaches who are not ECB Coaches Association members must be covered either by the club’s insurance policy or by an individual insurance policy.
	
	
	
	1.  Copy of club’s insurance policy covering coaching duties

2.  Copies of individual insurance policies where relevant

Support:

ECB Extra Cover Insurance Scheme (Marshall Wooldridge)

www.marswool.com or info@marswool.com 

Club Care Insurance Programme – Cricket Foundation (Kerry London)

www.kerrylondon.co.uk/cricket
Note: Other insurance policy providers are available.

	
	

	
	Criteria
	No

(√)
	Working towards

(√)
	Yes

(√)
	Evidence Required and Support Resources
	Action required by Club
	Evidence Submitted

	2.3
	All coaching, competition and games must take place with safe and protective equipment, including the provision and use of helmets, and in a safe environment.

	
	
	
	 1.  Completed Risk Assessment Form for all venues used by the club for practice and matches, including both indoor and outdoor venues, but not away match venues.

Support: 
HSE “Five Steps to Risk Assessment” guidance (USB stick)
Health and Safety Executive website: www.hse.gov.uk
ECB Directives and Guidance,(USB stick):
·  ECB Safety guidance on the wearing of cricket helmets by young players (Kit Bag 14)
· ECB Guidelines for Junior players in Open Age Cricket (Kit Bag 18)
· ECB Fast Bowling Directives (Kit Bag 16)
· ECB Fielding Regulations (Kit Bag 15)

	
	

	2.4
	As a minimum, the club’s junior coaching programme must be overseen by a qualified ECB Coach or equivalent.

	
	
	
	 1.  ECB Coach certification or equivalent coaching qualification certification

Support: 
Qualified ECB Coach Requirements (USB stick)


	
	


	
	Criteria
	No

(√)
	Working towards

(√)
	Yes

(√)
	Evidence Required and Support Resources
	Action required by Club
	Evidence Submitted

	2.5
	The club must run a regular structured coaching programme for junior members.
	
	
	
	1.  Examples of session plans and copy of overall coaching programme

Support:

ECB Coaching Cards (distributed on all ECB Coach Education Courses)

‘ECB Planning for Long Term Success Booklet’ available to download at www.ecb.co.uk or see USB stick
ECB CA and Coach Education ‘Session Plans’ available online from www.ecbca.co.uk or see USB stick
Natwest InterCricket Awards: http://www.ecb.co.uk/development/kids/inter-cricket/inter-cricket-awards,1200,BP.html

	
	

	2.6
	The club must enter competitions at relevant age groups
	
	
	
	1.  Copy of junior fixtures and evidence of relevant competitions, festivals and leagues entered by the club.

Support:

ECB Club Competitions

Local League and Cup Competitions
	
	

	2.7
	The club must have enough ECB qualified coaches to meet the qualified coach to player ratios below.

Nets:

1 coach: 8 players

Group Coaching:
1 coach: 24 players

Hard Ball:

1 coach: 16 players
	
	
	
	1.  Examples of completed session registers

2.  Site Visit

Note: Ideally, each net would have no more than 6 to 8 players; 1 to 2 batters, 1 to 2 padding up and 4 bowling.

Support:
Session Register (USB stick)

Qualified ECB Coach Requirements (USB stick)
	
	


	
	Criteria
	No

(√)
	Working towards

(√)
	Yes

(√)
	Evidence Required and Support Resources
	Action required by Club
	Evidence Submitted

	2.8
	The club must have enough responsible adults present at junior sessions to meet the appropriate supervision and staffing requirements.  
There must be a minimum of 2 adults present at every junior session, including matches.  
The ratios for supervising groups of children are as follows:

Aged 8 and under – 

1 adult  :  8 children

Aged 9 and over – 
1 adult  :  10 children


	
	
	
	1.  Examples of completed session attendance registers

2.  Site Visit

Note:  A qualified coach may also act as a ‘responsible adult’ to fulfil the supervision and staffing requirements.

Support:
Session Register (USB stick)
	
	


Knowing your Club and its Community – One Game

	
	Criteria
	No

(√)
	Working towards

(√)
	Yes

(√)
	Evidence Required and Support Resources
	Action required by Club
	Evidence Submitted

	3.1
	The club has adopted the ECB Club Inclusion and Diversity Policy
	
	
	
	1.  The club must hold a copy of the ECB  Club Inclusion and Diversity Policy and adhere to its principles and guidelines

2.  Copy of club’s Constitution / Cricket Section Regulations incorporating ECB Club Inclusion and Diversity Policy adoption statement

Support: 
ECB Club Inclusion and Diversity Policy downloadable from www.ecb.co.uk or see USB stick
ECB Clubmark Model Constitution template and Guidance Note / ECB Clubmark Multi-Sport Club Guidance Note and Model Cricket Section Regulations (USB stick)

	
	

	3.2
	The club has referenced and actioned through their Club Development Plan how they intend to recruit and retain members and supporters from the club’s local community


	
	
	
	1.  Submission of an approved Club Development Plan before 31st October annually

Support: 
Cricket Club Development Planning system accessed through your www.play-cricket.com website.
Example Role Descriptions (USB stick) and available to download at:

http://www.ecb.co.uk/development/volunteering/volunteer-role-descriptions,432,BP.html

	
	


	
	Criteria
	No

(√)
	Working towards

(√)
	Yes

(√)
	Evidence Required and Support Resources
	Action required by Club
	Evidence Submitted

	3.3
	The club has a Code of Conduct / Set of Rules for young people
	
	
	
	1. Copy of club’s Code of Conduct / Set of Rules for Young People displayed on club’s notice board and also on any club website

2.  Details of methods of communication throughout club

Support: 

Code of Conduct / Set of Rules for Young People template (USB stick)

	
	

	3.4
	The club has an open (non-discriminatory) constitution
	
	
	
	1.  Copy of the club constitution

This must include:
· Fully open membership to all of the   community

· No proposer and seconder process for membership

· Safe Hands Policy adoption statement

· ECB Club Inclusion and Diversity Policy adoption statement
· Recognised disciplinary process for members

· Recognised dissolution procedure

(With multi-sport clubs see both the constitution and any Cricket Section Regulations)
Support: 
ECB Clubmark Model Constitution template and Guidance Note / ECB Clubmark Multi-Sport Club Guidance Note and Model Cricket Section Regulations (USB stick)
	
	


	
	Criteria
	No

(√)
	Working towards

(√)
	Yes

(√)
	Evidence Required and Support Resources
	Action required by Club
	Evidence Submitted

	3.5
	The club must provide within its membership for juniors to be individual members of the club.


	
	
	
	1.  Copy of the club constitution / Cricket Section Regulations – check membership procedures

2.  Copy of the club’s Junior Membership Form

Support: 
ECB Clubmark Model Constitution template and Guidance Note / ECB Clubmark Multi-Sport Club Guidance Note and Model Cricket Section Regulations (USB stick)

Junior Membership Form (USB stick)

	
	


	3.6
	The club must sign up to cricket’s One Game Pledge on the ECB Website

www.ecb.co.uk/onegame 
	
	
	
	Confirmation of One Game Pledge submission as follows:

1a. Copy of the automatically generated e-mail confirmation, including details of the club’s pledge, as received on sign-up.

Or, for pledges made before November 2010:

1b.Screen shot/printed confirmation of data entry on pledge page

and
2.  Screen/shot printed confirmation of thank you page following pledge

Note: If required, when the club’s Evidence File has been submitted for assessment the relevant Nominated Officer can e-mail the ECB Ethics & Compliance Team at: clubmark@ecb.co.uk, for confirmation of Pledge signature.

Support: 
Examples can be found on the ECB website at: http://www.ecb.co.uk/ecb/one-game/one-game-pledge/ 

	
	


Club Management

	
	Criteria
	No

(√)
	Working towards

(√)
	Yes

(√)
	Evidence Required and Support

Resources
	Action

required by Club
	Evidence Submitted

	4.1
	The club must have public liability insurance to a minimum value of £5 million.  This must include cover for all junior coaching and match activity
	
	
	
	1.  Copy of the club’s current, valid insurance certificate.

Support: 
ECB Extra Cover Insurance Scheme (Marshall Wooldridge): www.marswool.com 

Club Care Insurance Programme – Cricket Foundation (Kerry London)

www.kerrylondon.co.uk/cricket 

Note:  Other Insurance Policy providers are available.

The level of insurance is set at a compulsory £5 million in accordance with the advice of ECB’s insurance advisors.

	
	

	4.2
	The club must communicate with its members and supporters
	
	
	
	1.  Examples of methods of communication used by the club

2.  Club notice board and any club website must reference ECB Clubmark

3.  Evidence through both Evidence File and Site Visit

Support: 
Introductory letter for parents/carers template (USB stick)   

County Cricket Board websites.  These could include, for example, articles about your club’s achievements etc.

Club Poster templates (USB stick)

	
	

	
	Criteria
	No

(√)
	Working towards

(√)
	Yes

(√)
	Evidence Required and Support

Resources
	Action

required by Club
	Evidence Submitted

	4.3
	The club has a specific and equitable pricing policy for club members, including junior members
	
	
	
	1.  Evidence of club pricing policy

2.  Reference within club Constitution / Cricket Section Regulations
Support: 
ECB Clubmark Model Constitution template and Guidance Note / ECB Clubmark Multi-Sport Club Guidance Note and Model Cricket Section Regulations (USB stick)

Note:  Equitable pricing requires that fees are fair and should not be a bar to club membership.  Examples of things to include in an equitable pricing policy are: offering various payment methods, e.g. by instalments; offering reduced fees to certain groups or individuals depending on their circumstances, e.g. reduced rates for youths, students, unemployed, retired people, family membership, etc.

Pricing policies should also allow for consideration of any exceptional cases, such as hardship.

	
	

	4.4
	The club must have regular contact with at least one local school or School Sport Partnership or youth organization

If the club has active partnerships in operation with any schools, School Sport Partnerships or youth organisations it must have written agreements in place regarding these partnerships
	
	
	
	1.  Where an active partnership is in place a copy of the completed written agreement between the cricket club and the community partner must be provided.

Note:  A written agreement is only required where the club has an active partnership in place, not where the club has only established regular contact.

An example of ‘regular contact’ could include displaying posters detailing club coaching sessions on school notice boards.
An ‘active partnership’ would include circumstances where the club or its representatives provide coaching sessions within the school day or after hours, either as part of the curriculum or to young people who have been actively referred to the club by the school.

Support: 
Building Partnerships between Cricket Clubs and the Community (USB stick)

	
	

	
	Criteria
	No

(√)
	Working towards

(√)
	Yes

(√)
	Evidence Required and Support

Resources
	Action

required by Club
	Evidence Submitted

	4.5
	The club must have a Club Development Plan that is reviewed annually by the Management Committee.  This process should include identifying the club’s current status and where the club plans to be in the short term and long term future 


	
	
	
	1.  Submission of an approved Club Development Plan via the club’s

 www.play-cricket.com  website before 

31 October annually.

Support: 
Cricket’s Club Development Planning System available through www.play-cricket.com 
	
	


Meeting Summary (To be completed by Cricket Development Manager / Nominated Officer and Club)

	Key Actions Required


	By Whom?
	By When?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Agreed date, time and venue for next meeting:

(To be completed by Cricket Development Manager / Nominated Officer)

Assessment Purposes ONLY (To be completed by ECB Clubmark Nominated Officer)

Positive Outcome:

	If positive, proposed period for Site Visit assessment 

(Site Visit between April – September)


	Date period:
Venue:



	Club Contact for Site Visit assessment 
	Name:

Contact Number:

E-mail address:




Negative Outcome:

	If negative, detail agreed actions:



	If negative, proposed date for further Evidence File assessment   


	Date:

Time:

Venue:




Nominated Officer Use Only:

	Nominated Officer 
	Name:



	Date:

	Copies to:


	Cricket Development Manager
	Insert name here

	
	Club Representatives
	Insert name(s) here


Cricket Development Manager Use Only – FINAL SIGN OFF

	Cricket Development Manager 
	Name:

Signature:



	Date:


	Outcome of Evidence File assessment:

(please highlight)
	Positive
	Negative
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