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LEADERS

HANDBOOK

Things you Need To Know

With warm acknowledgements to Geoff Skein; past Commissioner of CEBS in South Australia.
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LEADERS   ‘BE’   SHEET

1.  BE PUNCTUAL.  Late arrival could mean lack of supervision for  the group – this would have adverse legal implications in case of mishap.

2.  BE REASONABLE. Accept people as they are… but have your own expectations of your group purpose and conduct firmly in place.Too many groups have allowed deviations which have drifted them into other purposes.

3.  B  E    F I R M.        I f   y o u   s a y   s o m e t h  i  n  g   m e a n   i  t .  T h e r e   i s   n o  e x c e p t  i o n ..  I f    y o u   d o   t h e n   a l l o w    i t  ,  y o u   h a v e  w a s t e d     y o u r   b r e a t h    i  n    t h e    f i r s t  p l a c e .

4.  BE FAIR
Encourage fairness by example. In a meal line, don’t allow pushing in.… 
In a game, you don’t have to prove that you are better than  the group of 10 year olds you are with.
5.  BE CONSISTENT 
Know your own mind and be confident.  What is good  for one isgood for another UNLESS you can make the group or individual understand the reasons for your inconsistency and
they accept that reasoning.
6.  BE CONSIDERATE   Encourage the same of your group eg. at camp,some sleep later than others. If there is an official time to rise (or otherwise), ensure that early wakers do not disturb the whole camp before that time.

7.  BE CAREFUL

Don’t use a threat which cannot be carried through. 






Don’t say things which might upset others. 







Don’t allow any actions which may give your group a ‘bad name’.
8.  BE  POSITIVE  
Reward good behaviour / attitudes






Discourage bad behaviour / attitudes. 






Don’t miss an opportunity when it arises to ‘get the message 




across’.

9.   BE CALM   

When talking to a group, expect them to be quiet so that theycan hear you when you speak in a normal voice ... Don’t become a shouter.

1O.  BE AWARE

You will almost certainly get to know the nuisances in your group before you have a chance to get to know the quieter kids.DON’T allow the nuisances to get away with all your time,  to 
the detriment of the better behaved.

11. BE WISE. The issue of child abuse needs to be wisely and sensitively handled by all involved with children and youth. Abuse can take a variety of forms: physical, verbal, sexual, emotional, social, among others. Avoid unaccompanied or out of sight activities and potentially compromising situations

Most of all…    Be Responsible!

THE   GENERAL   AND  LEGAL  RESPONSIBILITIES  OF  A LEADER

A leader when acting in an official capacity is an adult in charge and control of minors and as such assumes a much heavier legal responsibility than normally carried as a private citizen. The weight of extra responsibility depends on the circumstances of each particular case and in this short outline it is clearly not possible to give any real guide to the legal position except in the briefest terms .

Recognition

A leader of a church group should be recognised within a Parish/Diocese as a person appointed or approved to carry out a particular role. In most cases this is a voluntary position, but it is important that it be recognised as an official role. As such, the fact that … is the leader of … youth group should be down in writing, somewhere in the branch/diocesan records.

In CEBS/GFS this is slightly different in that all leaders need to be registered with the controlling state body for that particular organisation. Hence a written record already exists.

Duty of Care

Broadly speaking a leader assuming responsibility for a group accepts a ‘duty to take reasonable care’. This duty may be generally described as the standard that a ‘careful parent’ would exercise in all the circumstances.

What might be considered to be reasonable steps necessary to ensure the safety of the group in a given situation will differ from person to person, e.g., a person who, knowing a stretch of water to be dangerous, subjects his group to the danger could conceivable be held liable in the case of injury while a person who has no reason to believe that danger lurks could be absolved.

In this example a leader would be under a duty to be reasonably informed as to the safety or danger of the waterway involved.

Insurance

The matter of negligence is so complex it is essential that ALL leaders and individuals be recognised as a group member. With some groups such as CEBS and GFS, this requires registration with the state body.

The Diocese holds insurance cover as follows:


Public Liability
$5m


Voluntary Workers 


Professional Indemnity

However, such insurance does not cover personal injury or loss of property UNLESS an affected party can prove negligence on the part of the group, the church or a leader.

Obligation to parents

While it is most unlikely that cautious leaders will ever be held liable for accidental injuries to group members, there is nevertheless an obligation to parents.

When entrusting individuals to the care of leaders, parents have a right to expect that the same care will be taken as they would take themselves. The leader’s moral obligation is not concerned only with protection against accidental injury. It must be realised that when an individual attends any group function, whether it be a  meeting, a camp, or any other activity, that person is being taken out of a parents care and the parents are entitled to assume that at least the same standards of control are being exercised.

Written authority

When taking groups on all camps and outings you must obtain written parental authority and also ask if there are any special circumstances, e.g. asthma, epilepsy, non-swimmer, heart murmur, allergies, food and drugs which leaders should know to assist in the care of the person under normal conditions or in the event of an emergency.

Self protection

It is also extremely unwise to find yourself in the position of being in any building or place with any one member of the group.

You must also take care that you do not place yourself in any situation that could be misconstrued.

Voluntary workers

Many church groups use volunteers to help increase the number of adults staffing particular camps or activities. These may be parents of children, other adults, etc. The roles they fill include camp cook, kitchen aides, first aid officer and a large range of program assistants.

These persons make valuable contributions to a camp or activity and their use as assistants  is to be encouraged. It is important that leaders organising such camps and activities should give such persons legal protection should any accidents happen to them or to individuals under their care.

When using a volunteer worker in this situation they are covered under Diocesan Insurance which allows for compensation through loss of work should that person be injured and unable to carry out their normal employment or job.

Visitors

Under the Diocesan policy, visitors to camps (e.g. parents) are normally covered as well.

Delegation of duties

Complete charge of the program or activity must be taken by a recognised or registered leader.

Volunteers may only work with groups under the guidance of that leader. This means that the volunteer must be working in close proximity to a leader. A leader could not, for instance, ask a volunteer to take a small group on a walk away from the camp area by himself or herself. A volunteer could though, accompany a leader on such a walk away from the camp and assist the leader in looking after the group.

SAFETY PRECAUTIONS

By careful planning and consideration of possible problems, difficulties can often be avoided. An important aspect of planning is to ensure the availability of a workable emergency support system in the event of something going wrong. Parents should receive an itinerary showing the proposed route of an expedition or hike and the name of a local contact person who knows the whereabouts of the group and can contact them in an emergency.  The same person could be notified by the leader of the group should any unforeseen circumstances arise where parents need to be  contacted e.g. transport break-down.

Emergency Support

Accidents do happen, people can become lost and vehicles do break down;

it is essential that provision be made for such emergencies.

The essentials are to be able to do the following 


•
Deal immediately with a patient in case of accident


• 
Ensure the well-being of the rest of the group


•
Obtain the necessary assistance


•
Contact any or all members of the group


•
Contact any or all parents.

First Aid

At least one person with any group should have some first aid knowledge.

The following guide provides the advised minimum standards for first aid

knowledge


•
For trips within one hour of medical help - basic casualty care course


•
For expeditions, camps or where more than one hour


   
from medical help - current Red Cross or St John certificate.


  Details of these courses are available from each organisation.

The group leader must be aware of the medical services available in the proximity of any activities. This would include:




Doctors




Clinics




Hospitals




Red Cross/St John services, etc.

Safety Factors

In some outdoor activities, clothing and equipment considerations MUST include personal safety and comfort. It is essential that participants be made aware of the type of clothing and footwear to be worn. Many items of equipment can contribute to uncomfortable or dangerous situations if they are poorly chosen or maintained.

It is essential that the venue be known to the activity director who will then be aware of any potential hazards and perhaps, the effect of bad weather upon the particular venue.

The note under First Aid indicates that the leader in charge must be aware of the location of first aid/medical services in the area.  Similarly, other emergency services such as police, EFS, etc. should be known.

Leadership 

Some activities are potentially more dangerous than others and require that the leaders have a higher level of skill and experience. It is particularly important that leaders involved in adventure activities be competent in that particular activity or use the expertise of someone who is.

There are many requirements for various activities … too many to mention here, but knowing what you are doing in any particular activity, or having someone who does,  is a must. For example, if swimming in any river, lake or dam, where vision is restricted because of the colour of the water,  personal flotation devices (PFDs) must be worn by all participants.

Elimination of possible danger to a group

If there is any doubt about the ability of a child to act reasonably in a group situation

it would be wise for the group to have a statement similar to the following on consent or permission forms.

“Children with a known history of wilful disobedience should not attend this activity”. 

Numbers and Leader/Participant Ratio 

For general activities away from the church, a maximum ratio of 1:20 with at least two leaders per group is advised. This should create no problems as the recommended ratio for leaders to members would be about 1:6 in well organised groups.

The following minimum ratios for specific adventure activities are suggested:-

Board sailing



1:4-6

Ratios will vary

Bike riding ....................  

1:8
 
according to:-

Bushwalking - Local area .......  
l:10

           -Rugged areas ....

  2:10  

•   Equipment available

Camping 
- Residential ......

1:15

        

- Canvas .........


1:10
   

•   Size of the group

Canoeing (Kyaking) ...............

1:6-8



Caving .........................  


2:10
   
•   Nature of the activity

Excursions (using transport) ...  
1:20
   


Fishing ........................  


1:10
  

•   The venue

Horse Riding  

- Dressage and basic flat work 
1:10   •  Age of participants.

 -Trail riding ....  



2:12

Rock climbing ..................  

2:8
   
•  Their ability

Rowing ............................

1:4-6

Sailing ........................  


1:4-6
   
•  Their behaviour

Surfing ........................  

1:4-6

Snorkelling ....................  

1:6-8
   
•  Weather conditions

Snow skiing - Resort areas .....1:7



            - Away from resort  2:10   
•  Experience of leader

Swimming:



Pools - 






or any number of 



- Junior primary......   

1:10
  other variables could




- Primary ............  

1:15
     lower the participant 


- Secondary ..........  

1:20

to leader ratio.




Sea/river -



       - Junior primary......  

1:5


             
- Primary ............  
  
1:10



          
- Secondary .......
1:15

Water skiing...................  


 2:4-6

NB.     Epileptics.(in water).....  

1:1


NOTE:  
Although this list expresses some ratios as 1:#, each group still
requires a minimum of two adults per group.

PRIVATE TRANSPORT

Transporting  - The Legal Position.

It is suggested that the following steps should be taken before the transportation of group members on any  excursion or outing.

Roadworthiness

Ensure that the transporting vehicle is roadworthy and is registered. Driving an unroadworthy vehicle may be just as negligent as driving a roadworthy vehicle carelessly.

Liability for damage

Also, ensure that the driver/owner understands that, in the case of an accident or damage to the vehicle, the group/church has no obligation to cover the cost of repairs. Comprehensively insured vehicles might be your first option but this is not always possible nor a necessity.

Competent drivers

Entrust the transportation of members only to competent drivers with some years at least of experience. Under no circumstances should children be transported in a vehicle driven by a learner to whom ‘L’ plates and / or ‘P’ plates apply.

Ensure that the numbers in the car are such as will not impair the driver’s ability to control the vehicle or obstruct the view through his / her rear vision mirror. Failure to do so could constitute a breach of the duty of care.

Use of Private Vehicles

In order to ensure that no subsequent embarrassment is caused, inform the individual’s parents of the transportation arrangements and give them the opportunity to object if they so desire.

Seat Belts

Ensure that each member is wearing the seat belt provided in the vehicle. No person should be conveyed in a private vehicle unless a seat belt is available. At no time should group members be permitted to travel in a vehicle  where a seat belt is not available.

There are still a number of passenger vehicles on the road which, by reason of their date of manufacture, may be exempt from all parts of the seat belt legislation. It is submitted that it is highly desirable to endeavour to avoid permitting children to be transported in such vehicles.

A sound general policy should be :-




‘A SEAT BELT FOR EVERY CHILD’

DEALING WITH CHILD ABUSE

Child Abuse is any act of commission or omission which endangers or impairs a child’s physical or emotional well being.

Responding to a Child who Discloses Abuse

When a child or young person discloses abuse, directly or indirectly, most people experience a strong emotional reaction. They may feel revulsion, disbelief, confusion and sadness. These feelings may quickly change into anger, fear, shock and a desire to protect. These reactions are natural.

If however, you reveal these feelings to the individual it may well be counter productive. They perhaps already feel guilt, powerlessness, confusion and most likely fear.  When another adult, reveals their feelings they may decide it’s too risky to say anything more. In other words, be aware that your initial response may close the door on helping the abused individual. Stay calm and be ‘unshockable’.

Be aware of your feelings and what they could communicate to the individual.

When you are in the situation where a individual appears ready to talk about abuse it’s important to listen carefully in a way that demonstrates only care and concern, not judgement.

Remember, first and foremost, that an investigation is not being conducted. Questions must be open, not closed and at all costs avoid leading questions.

Secondly, do not ask more questions than are needed. You only need to hear enough to satisfy yourself that an allegation of abuse is being made. It is the role of people with appropriate expertise to take up the allegation from that point.

A individual who is ready to talk about abuse may be helped if the leader says something like:


“I’m glad that you’re able to tell me. It must have been hard to keep this secret”.


“Can you tell me more of what happened?  Its’ OK to go slowly!  Take your 


time!”


“I know it’s hard for you to talk about it.  Do you want to stop now 
or would 


you like to tell me some more?”

You need to listen carefully to whatever details they volunteer. However questions should be kept to a minimum and be open ended. It’s important you don’t speak for the individual or put words in their mouth.

Some practical recommendations:


•
Do proceed slowly.


•
Be an active listener.


•
Do respond in a caring and factual way.


•
Do believe what the child or young person says.


•
Do listen and accept all the details… spontaneously.


•
Do assure them that whatever happened was not their fault.


•
Do tell them this has happened to other children.


•
Don’t pressure them to talk.


•
Don’t burden them with your reactions or feeling.


•
Don’t make a big deal o f it.


•
Don’t ask for details to satisfy your own interest.


•
Don’t make promises you can’t keep.


•
Don’t attempt therapy or counselling.

When you sense that more conversation will only give details of the alleged abuse, you should close the part of the conversation that relates to the alleged abuse with something like:


“I’m glad you have told me. You have done the right thing.”


“We need some help. There are special people who will help us work out 


what to do.”


“Some secrets are helpful. Some secrets are not helpful. I don’t think this is a 


secret that is helpful.”

If the child or young person has no more to say you must accept that. Let the conversation take a natural course from this point. Whatever the circumstances try to avoid leaving the person in a distressed state.

If a individual has disclosed an alleged abuse they are often afraid and worried. They will need re-assurance, quality time and care.

Some more practical recommendations.


•
Do assure the child that, they have done the right thing.


•
Do keep in contact with them for as long as possible.


•
Do tell someone else in responsible confidence, but not everyone.


•
Do seek help with your own feelings and reactions.


•
Do make sure any allegation is reported to CEBS.


•
Don’t discuss the allegation publicly with other team members.


•
Don’t be put off if the allegation involves another team member.


•
Don’t assure them everything will be OK


•
Don’t dismiss the allegation as impossible.

Reporting Suspected or Alleged Abuse

Any CEBS Leader / Helper who suspects abuse or receives an allegation of abuse must consult the Branch Governor before taking any action. The Branch Governor will then  discuss the situation with the Branch President, who is responsible for any further action to be taken.

You must take action to report suspected or alleged abuse when:


•
a child or young person tells you she / he has been abused.


•
someone else (a relative, friend, sibling etc. of the child or 





young person) tells you of an alleged abuse situation.


•
an individual tells you of an alleged abuse situation.


•
you see or sense significant evidence that leads you to suspect 




abuse.

Other issues to take into account

a)
Experts in child abuse agree that children very rarely lie about abuse.

b)
Recognise that, any investigation, formal or informal, will be unpleasant. You 

will need advice.

CONSENT FORMS

Consent Forms for Activities Outside Church Grounds

Consent forms (for activities outside church grounds or outside normal meeting hours) are valuable, but are no guarantee against the possibility of legal action against the group  and leaders concerned in cases of an injury.

It seems that there is a great deal of misunderstanding concerning the use of consent forms. The following points are made in an attempt to clarify the situation:

  •  
Leaders have a certain duty of care which must be exercised in regard to group 

members at all times. This is as true during camps and excursions as it is during 

any part of the normal group activities. If there is a breach of this duty and injury 
results, it is possible that the parent of the injured person may bring a negligence 
action against the Leader and/or the church.

  •  
In spite of the above, consent forms are valuable and their use is strongly 


recommended  whenever an activity takes place outside of the Church grounds 

or outside of normal group meeting hours.

   •  
If there is an injury to a person, a signed consent form will be a valuable piece of 
evidence since it indicates that the parents were aware of the nature of the 


activity and gave their consent for the person to take part in it.

  •  
To be effective to the extent outlined above, the consent form (with an attached 

circular giving further information of the excursion) should contain sufficient 


information to allow the parents to give an informed consent.

They should be told where the activity will take place, what will be done, how the members will be transported and exactly when they will leave and return.

  •  
If a series of similar activities are to take place on a regular basis, one consent 

form at the beginning of the year can cover them all, listing the actual dates. 


Where irregular excursions and visits occur often taking groups away overnight 

or placing them in ‘foreign’ environments, separate forms should be sent for 


each activity.

  •  
If a person has not returned a signed consent form the leader has the right to 


refuse to let that person take part in the activity. This may vary with the age of 

those involved. In the case of children (primary school age) the group leader 


should make an attempt to contact the parents by telephone for a verbal consent 

or otherwise, as forms are sometimes forgotten or lost.

  •  
If a signed form has been returned it is not necessary for the leader to check the 

authenticity of the signature unless it would reasonably appear on the face of it 

that the signature was not authentic.

  • 
If the person concerned is over 18 yrs of age, he/she is legally entitled to sign 

his/her own form. The group leader should encourage such persons to at least 


show the forms to their parents.

PLEASE NOTE:   From a judgement in Schools and the Law (Middleton)

Some schools have asked parents to sign forms indemnifying schools and teachers from all responsibility for accidental injury, loss of personal property, etc.

The courts hold that this is unlawful.
If the school/teacher is negligent and if, as a result of that negligence, a child is injured, then that child has the right of redress. The courts have held that it is not feasible, under law, to deprive a minor of his/her rights.

MEDICAL CONSENT

On medical consent forms, a note similar to this should be used:-


If you fail or neglect to provide sufficient and current information in 



writing to enable the proper treatment of your child no liability will be accepted 

for any injury or illness which your child may suffer as a 
result.

It is suggested that the consent form could indicate that the group leader has the right to call a doctor and/ or an ambulance to treat an injured person and that the costs for this must be met by the parent.

The consent form might also request some of the following information:

(a) 
The telephone numbers of parents in the event of an emergency;

(b) 
Any special medical conditions or disabilities which could affect the 
  


participants ability to take part in the planned activities or which would be 


necessary for the leader to know to exercise reasonable care;

(c) 
When the person last had a tetanus injection;

(d) 
Whether the person is allergic to any medication;

(e) 
Any further information or specific instructions by the parents 





regarding medical treatment.

It is important to:


•    keep this record up to date, (don’t rely on information collected 





three months beforehand) 


•    have it actually available to the persons on the excursion or activity 


•    allow for the specific activities planned. eg Is swimming involved … if so, is 


there any reference to tubes in ears, etc.

Remember – Leaders also have been known to injure themselves and to cover this they should also complete medical forms (copy attached)
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