Clubmark Process 2010
Club
1. The Club completes the Clubmark registration form and sends this to Carol at Community Game Services.
2. Carol sends an acknowledgment letter to the Club, confirming receipt and advising them of their local SAC’s contact details.
3. Carol also sends a letter to the SAC informing them the Club has registered as “working towards” Clubmark and requests that they contact the Clubmark Contact at the Club to arrange a Clubmark meeting.

4. At this stage Carol will email the Operations department who will run some “sense checks” on the clubs as follows: -

· Does the club have a reasonable number of CRB checks in place given the number of teams it runs? 3 per team then an additional 3 within the club
· Is there a RFL registered Club Welfare Officer (CWO) in place? 
· Has the CWO attended Safe Guarding and Protecting Children and Time to Listen training? 
· Have two coaches attended the Safe Guarding and Protecting Children Course?

     Doing this at the outset will address any potential problems at an early stage, giving time for these to be resolved before the final sign off.
5. The Club then has 12 months in which to be fully accredited.

Service Area Co-ordinator 

1. Contact the Club to arrange a Clubmark Meeting (Either new or revalidation)
a. If the club is starting out, take along the Accreditation Document, blank templates and useful documents such as CRB forms, RESPECT brochures etc.
b. If meeting the Club to revalidate, take along the last copy of their Development/Action Plan to ensure this has been updated and review their Club Survey. Ensure that the CWO previously named is still in office and has up to date evidence of their attendance on the Safe Guarding and Protecting Children and Time to Listen courses. If a new CWO is in place they must have attended both courses and be registered with the RFL to ensure they meet the “sense checks”. Ensure templates 2 and 4 are updated if necessary, and all the other templates are current and are signed by someone who is still in office at the Club. Finally, ensure the correct numbers of qualified Coaches are in place. Carol will confirm that the CWO has attended the TLL course and that the CRB numbers are sufficient and they have the equivalent of 3 per team plus 3 over, including Open Age teams. Also, that two coaches have attended SPC courses.
2. Support the Club through the process - this could include a return visit.

3. Once the Club is ready to submit their portfolio the SAC will meet the Club for final checks. Inform Carol before the final meeting so she can confirm with the relevant League/s that there are no issues at the Club that need addressing before the final accreditation/revalidation.
4. When the SAC is confident all of the criteria have been met, they then arrange to meet the RDO who will go through and verify the File. Please note that if the file is for a Professional Club, then the whole file should be sent to the RFL Operations department, who will do the final verification.
5. The SAC keeps a copy of the Club’s Development/Action Plan; this will be needed for revalidation purposes in Years One, Two and Three.  This will also assist the SAC in reviewing and monitoring the clubs progress. 
6. On initial accreditation the SAC sends the Accreditation Document along with Templates 2, 4 and 11 to Carol Savage. If the Club has been accredited with Clubmark Gold, Carol also needs a copy of their Step into Sport Registration form. 
7. On revalidation the SAC needs to send a copy of the updated Club Development/Action plan, along with templates 2 and 4, if they have been amended/updated to Carol. Please note that if the file is for a Professional Club, then the whole file should be sent to the RFL Operations department, who will do the final revalidation.

The process after accreditation is as follows –

8. Carol will arrange a certificate for the presentation. Certificates will no longer be sent in frames due to the fact that they were all arriving damaged. The SAC will now need to provide a frame for the certificate presentation.
9. The SAC will arrange the presentation and advise Carol of the date and time to ensure the certificate is received in time. This presentation should take place no later than 6 weeks after the accreditation. Presentations at major events will be for Clubmark Gold clubs only.
10. After the presentation, a photograph of this needs to be sent to Carol so she can arrange for a framed display, containing the certificate and photograph, this will then be returned to the club for them to display. This should be sent to Carol no later than 6 weeks after the presentation.

11. The SAC or Club Representative to contact local press with details and send photo and story to Tom Hoyle at CGS. 
Please note it is not Carol’s responsibility to chase up presentations being arranged or photos being sent after the presentations have taken place. 
Regional Development Officer (Clubs)
1. Support SAC through process.
2. Inform the Club of any issues the League/s may have and ensure that the Club includes a “rider” in their Development/Action plan that this must improve or their Clubmark award will be suspended or retracted. 
3. At verification stage the RDO will sign off the Accreditation Document.  Please note that if the file is for a Professional Club, then the whole file should be sent to the RFL Operations department, who will do the final verification.
4. Throughout the year the RDO will randomly select Clubs from each Service Area to select the full folders to check and challenge the documentation. 
5. Represent their Region on the Clubmark Steering Group and feedback any issues that may arise.

Community Game Services (Carol) 
Accreditation Process
1. The SAC will advise Carol that the Club is ready to be accredited, before the final visit to sign the file off has taken place. Carol will then confirm with the relevant League/s that there are no issues at the Club that need addressing before the final accreditation. Carol will inform the RDO of any issues there may be. The RDO will ensure that the Club includes this in their Development/Action Plan, on the understanding that this must improve or their Clubmark award will be suspended or retracted. 
1. Once a completed, verified and signed accreditation document arrives (With Templates 2, 4 & 11) at CGS, Carol will write to the club to notify them of their successful completed file and up date the Database.
If the Club has been accredited with Clubmark Gold, Carol also needs a copy of their Step into Sport Registration form.

2. Carol will arrange a certificate for the presentation. Certificates will no longer be sent in frames due to the fact that they were all arriving damaged. The SAC will now need to provide a frame for the certificate presentation.
3. The SAC will arrange a presentation and advise Carol of the date and time to ensure the certificate is received in time. This presentation should take place no later than 6 weeks after the accreditation. Presentations at major events will be for Clubmark Gold clubs only.
4. After the presentation, a photograph from the presentation needs to be sent to Carol so she can arrange for a framed display containing the certificate and photograph; this will then be returned to the club for them to display. This should be sent to Carol no later than 6 weeks after the presentation.
Revalidation Process

1. Carol will send written notice to the Club twelve weeks prior to the revalidation date, with a submission date and named assessor/verifier contact details. This will be copied to the named person too. 

2. Carol will contact the Operations Department to ensure there are no safeguarding issues at the Club before contacting the relevant SAC to inform them that revalidation is due. 

3. Carol will confirm with the relevant League/s that there are no issues at the Club that need addressing before the revalidation. Carol will inform the RDO of any issues there may be. The RDO will ensure that the Club adds this into their Development/Action Plan, on the understanding that this must improve or their Clubmark award will be suspended or retracted

4. A reminder letter is sent to the Club to meet with the verifier/assessor two weeks prior to the submission date.

5. CGS will receive the updated Club Development/Action plan and updated templates 2 and 4, if necessary, as confirmation of the revalidation, update the Database and send the Club a letter to confirm revalidation.
6. Process repeated every 12 months until they need to re produce the full file in year 4.
