This is a generic event welfare plan and guidance outlining the basic elements Scottish Cycling would expect at a typical event. For more complex events (e.g. multi-day, or residential events) we have Practice Note 13B which is a comprehensive welfare plan that incorporates all aspects of event welfare – organisers may want to consult this to ensure they have covered any additional aspects related to their event.


Responding to Concerns Procedure 

Events can bring up a range of concerns or complaints relating to the competition or any activity associated with the event. If something is observed, overheard, or disclosed then it should be reported by following the Responding to Concerns flow chart, below. 

All concerns must be taken seriously and anyone who reports a legitimate concern must be supported. When a concern has been reported to an event volunteer, a team official, commissaire or the Event Organiser, it must be reported to the Event Welfare Officer as soon as is practically possible. Action must be taken to protect the wellbeing of a child or young person; this must be the priority. 

The concern must be recorded by the EWO. The concern can be recorded by submitting:
· Scottish Cycling’s Concern Recording Form at Appendix 5, here: Child Wellbeing & Safeguarding Policy – Appendices and Practice Notes – Scottish Cycling, or,
· By clicking on the Reporting a Concern button, here: Responding to Concerns – Scottish Cycling.  

The concern form should identify the party(ies) involved so that Scottish Cycling can follow up after the event. If the concern recording form is not available, another format (such as email will be sufficient), send to: wpo@scottishcycling.org.uk 

When recording a concern, you must do the following:
 
1. Make a written record of the information as soon as possible. 
2. Confine yourself to the facts – what you have observed or had reported 
to you. 
3. Distinguish between what is your own personal knowledge and what you have       been told by other people. 
4. Make it clear when you are giving either your own or others’ interpretation of events and the reasons for this (e.g. context, individual’s response to challenge). 
5. Include dates, times, locations and context if available.
 
You must not do the following: 
1. Include your own opinions on the matter. 
2. Use judgemental language. 
3. Write the record in a way that protects the individual, club, or Scottish Cycling.
 
Where the concern relates to the EWO directly, then the Event Organiser will take on the role and responsibilities of the EWO to avoid a conflict of interest. 

A basic procedure for responding to concerns must have the following steps in place (see flow chart: Responding to a Concern, below). However, this can be altered to fit the specific event.

In an emergency, advice should be sought from the Police Scotland or Social Care and/or NSPCC.


Missing Participant Procedure 

During events, the responsibility for any Under-18 participants involved lies with their parent/carer or assigned staff of their team. 

If a participant is found to be missing, the procedure below is a basic template that should be adapted to the specific event being organised:
 
1. A most recent description of the participant should be compiled and circulated. 
2. Announcements at the event to get the attention of the missing participant. 
3. If possible, a photograph of the participant should be circulated. 

Where a participant has gone missing and then is found, they should be brought to a central area or specific point within the event and reunited with their team or parents/carers. A missing participant in an event must be recorded and documented along with all steps taken to find them. This can be recorded on the Concern Recording Form and then must be submitted to Scottish Cycling’s Wellbeing and Protection Team. (see flow chart Missing Participant Procedure, below).

Following an event where a participant does go missing, a review of the event should take place to understand what happened and what improvements could be made. 


Video and Photography 
Events must ensure that the steps that are put in place reduce the risk for the inappropriate use of their images in resources and media publications, on the internet and elsewhere.
You must have a photography policy in place and procedures to safeguard children.
Guidance for a photography policy can be found at Practice Note 8, here: Child Wellbeing & Safeguarding Policy – Appendices and Practice Notes – Scottish Cycling 

There are a range of ways you can inform those attending your event about your photography policy, including:

· Pre-event registration, consent or information forms.
· Pre-event briefing for staff and volunteers.
· Posters and signage around the venue/event.
· Areas that photography is not allowed.
· Public-address announcements during the event.

For most events, photo consent is gained through the sign on process. At this stage, organisers must make it clear that non-consent is by exception. If consent is not given, then organisers must make clear their policy for how those without consent are identified during the event, and for podiums, so that photo’s are not taken. It must also outline how an appropriate person can be contacted to ensure any photo’s are removed should they mistakenly be published. 

The reason for ensuring that these steps are in place is to ensure that those participants who may be under protection plans are not put in jeopardy. Plus, it ensures that those most vulnerable are not taken advantage of, or put in situations where their image may be used for reasons outside of sport. 

Relevant Resources

· Wellbeing & Protection – Scottish Cycling
· CPSU Safe Sport Events, Activities and Competitions (Please note: this is written to be England specific. The legislation referenced may not be relevant to Scotland).
· CPSU Safe Sport Events Management Tool (Please note: this is written to be England specific. The legislation referenced may not be relevant to Scotland).
· Children1st Child Wellbeing & Protection in Sport Service Guidance
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Scottish Cycling Wellbeing and Protection Team
(Submit Concern Recording Form wpo@scottishcycling.org.uk) 
Team Participant
Volunteer Participant
Event Official/Commissaire
Event Welfare Officer
(Liaise with Scottish Cycling Wellbeing Team, if required)
Event Spectator
Event Steward/Official
Team Manager/Leader
Event Organiser
(If the concern relates to the Event Welfare Officer)
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Scottish Cycling Wellbeing and Protection Team
(Submit Concern Recording Form wpo@scottishcycling.org.uk) 


Event Organiser 
(Must be informed by the Event Welfare Officer)


Once reported to the Event Welfare Officer, they will then coordinate a search of the immediate area that individual was last seen. If not found after 20 minutes, the police must be contacted. The parents/carers of any under-18 must be notified at this point.
(No under-18 should be allowed to be involved in the search for a missing person)




Event Welfare Officer
(Liaise with Scottish Cycling Wellbeing Team, if required)






Event Official/Commissaire
Event Steward/Official
Team Manager/Leader
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Absence of Team Participant Noted
Absence of Volunteer Participant Noted
Absence of Event Spectator Noted
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