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The forms below will be held by the Event Welfare Team at (Location) for the duration of the evet:
1. Scottish Cycling Child Wellbeing and Protection Policy
2. Concern Reporting Form
3. Transfer of Duty of Care Form


1. Definitions

Abuse

Child abuse is the act or omission that harms a child or young person. It is seen as a form of maltreatment of a child or young person. Someone may abuse a child or young person directly or indirectly. They can be responsible for abuse because they fail to prevent another person from harming that child or young person, or their inaction leads to harm or risk of harm. Abuse can take many forms such as physical, emotional, sexual or by neglect and abuse can take place in person or online. It is important to recognise that although abuse is typically thought of as when an adult is mistreating a child or young person, children and young people can also be perpetrators of abuse against other children or young people.

Anti-Doping

Doping is the administration of a prohibited substance and/or method to enhance performance or recovery. It undermines the integrity of sport, the ethos of competition and potentially would allow science to determine sporting results. It can adversely affect the health and well-being of riders.

Safeguarding

Safeguarding is taking action to ensure that all children and young people are safe from harm. It means proactively doing everything possible to minimise the risk facing children and young people and doing what we can to prevent the abuse of children and young people who are involved in cycling.

Child Protection

Child protection relates to the actions that need to be taken to respond to a specific concern when we become aware that a child or young person is at risk or is suffering from a form of abuse. Child protection is an essential part of safeguarding if there is a concern that a child or young person is being abused or their safety is compromised.

Wellbeing Concern

A child’s wellbeing is measured against the 8 SHANARRI indicators (See section on Child Wellbeing and Protection in Scotland). A wellbeing concern is where one or more of these indicators have been impacted by a negative experience. These experiences can range from harmful or abusive behaviour to a family bereavement or social economic factors, such as poverty. It is important to identify the nature of a wellbeing concern as this will influence the support the child or young person will receive. Abusive or neglectful behaviour that is, or is likely to cause harm, will more often than not be referred to as a ‘child protection concern’.

Event Welfare Plan (“The Plan”) 

A document which sets out the standards expected from all participants within the event, the responsibilities that they have in relation to safeguarding children and young people and the procedures to respond to particular concerns.

National Governing Body

The organisation that is responsible for the rules, regulations and governance within a sport.


Welfare

The health, happiness and fortunes of a person or a group.

Wellbeing

A positive state whereby an individual realizes their own abilities, can cope with the normal stresses of life, can work productively and is able to make a contribution to their community.


2. Competing Teams

The teams competing in the 2024 Event are as follows:










3. Welfare and Wellbeing at the Event

All sporting events for young people should take place within the broad context of the United Nations Convention on the Rights of the Child (1989). Whilst most children and young people thoroughly enjoy their sport and the camaraderie that goes with it, some experience disruption, danger or injury and others bring with them the impact of issues at home or school.

THIS WELFARE PLAN IS DESIGNED TO MINIMISE THE RISKS TO CHILDREN AND YOUNG PEOPLE TAKING PART AND TO MAXIMISE THEIR ENJOYMENT AND WELLBEING

In order to achieve this all staff and volunteers involved in the Event, are required to read this whole document carefully and to fulfil their respective responsibilities in order to ensure that all the procedures are followed in a consistent and co-ordinated manner.

This plan is intended to supplement the comprehensive Scottish Cycling Child Wellbeing and Protection Policies and Procedures in place, including the practice expected when taking children and young people away for overnight stays. It does not replace them.

Purpose of the Plan
The purpose of this plan is to promote and ensure the wellbeing of those children and young people taking part in the EVENT. The plan will also ensure that all those responsible for the welfare and wellbeing of children and young people:

· Understand their child wellbeing and protection roles and responsibilities.
· Are suitably recruited, selected, and trained to fulfil these.
· Understand the procedures for responding to concerns about child wellbeing and protection.
· Can act on these appropriately and effectively.
Values and Principles of the Plan
· The welfare and wellbeing of the riders and all young people is paramount.
· All competitors and those involved in the event whatever their age, gender, culture, language, racial origin, religious beliefs, sexual identity or disability, have equal rights to safety and protection against harm.
· All suspicions, concerns or allegations of harm arising from the event, within the sport or outside of the sport, will be taken seriously and responded to swiftly and appropriately.
· Any behaviour falling outside the parameters of the relevant code of conduct will be taken seriously and responded to appropriately within the event or through Scottish Cycling disciplinary procedures.


4. Event Overview

Rider and Team Accommodation

Accommodation will be situated at ADDRESS. Please refer to Event Manual for full details.

Emergency Procedures

Please refer to the Event Manual for details of the emergency procedures.

Medical Provision

COMPANY NAME will provide the medical services for the duration of the event. The medical team vehicle will travel in the race convoy, as directed by the Chief Commissaire. A static first aid station will be positioned next to the finish area of each stage.

Photography, Video and Media

Photography, video, and media provide an excellent opportunity to celebrate the achievement of young people and the spectacle of the EVENT. This policy covers both the taking and the use of photographs at the EVENT and afterwards to safeguard the wellbeing of children and young people.

Prior to the Event

Young people and their parents/carers will be asked to give or decline written permission for their child to be photographed or videoed prior to the event. If there are any young people whose photograph or video is not to be taken, then the details will be logged by the Event Welfare team and no photographs or videos of those young people will be taken by the event photographers.

This may mean that no team photos or videos are taken of teams that include a child whose parents have declined to give permission.

The following rules will be applied when taking photographs or videos prior to the event:

· All photographers, including those from national, regional and local media, and parents and spectators will undergo an accreditation process to allow them to attend the EVENT, which will include them signing a declaration undertaking to use any photographs/images in an appropriate manner (see below). All such accredited photographers will be provided with EVENT identification, which must always be worn.
· All published photographs and images will reflect the safety and positivity of the sport.
· All staff and volunteers must always be vigilant and pass any concerns to the Event Welfare Team.

The following will NOT be permitted at the EVENT:

· Unsupervised access to competitors or one to one photo sessions.
· Unsupervised photo sessions outside of the sports competitions.
· Photography in the changing rooms and accommodation areas.
· All requests for interviews, photographs etc. from any media personnel must be referred to the relevant team manager who must decide if it is appropriate to allow the media request to go ahead.
· If any member of staff or volunteer is approached for a quote or interview, the journalist should be directed to the communications team.

After the Event

· Only official photographs or videos of children/young people whose parents have given their signed consent to photographs of their child being taken at the EVENT will be used for publicity purposes.  Any unauthorised photo or video material will not be shared or published by EVENT ORGANISER/CLUB.
· EVENT ORGANISER/CLUB will take the audience and purpose into proper consideration when publishing any photographic material featuring young people from the EVENT.
· As per a national or international event of this scale, our media team will be bringing stage by stage coverage of the event, detailing those riders who perform well. This detail will be limited to their name (first and last) and the region or club they represent.
· By signing the parent/guardian and rider consent forms for the Event 2025, you have opted-in to being included in our race coverage, which includes race reports, social media coverage, photography and videography and may include your full name and details of the team you are racing for. Should you change your mind and wish to opt out, you can do so at any time (before, during or after the event). To do so please email both EMAIL OF EVENT ORGANISER/EVENT WELFARE OFFICER.
· Any young person featured in publicity will be wearing suitable dress and the photographs will focus on the activity rather than a full body shot.
· Photographs or videos used will not feature young people wearing jewellery, body piercing or clothing that could cause safety issues.

All images and video will be stored securely to ensure access is restricted to appropriate EVENT ORGANISERS/MEMBERS only to help prevent any inappropriate use.

Catering
The EVENT will provide all riders, team managers and helpers, staff, commissaires and officials, and event staff with half board catering for the duration of the Event. Please refer to the Event Manual.

Those who have dietary requirements will identify them through the Parental Consent form or a dietary requirements questionnaire prior to attendance at the event. At the first meal, riders with dietary requirements will need to inform their team manager who will then inform the head chef.

Transport and Travel
Teams may travel from a hub specified by their team manager. Team managers will be responsible for managing the travel arrangements for their team and all team members will travel together. Team managers must complete a headcount before and after each journey.

Teams will arrive on DATE from TIME onwards with access to the accommodation being allowed from 16:00 and depart on DATE from TIME.

Any drivers of vehicles transporting riders or team staff at the EVENT must ensure that:

· They are fit to drive.
· They are suitably qualified to drive the vehicle.
· The vehicle is roadworthy, insured and fit for purpose.

Once parents/carers have handed their child over to the team manager at the agreed location/travel hub for that team, the duty of care for the child is transferred to the team manager. It is therefore important that parents/carers keep team managers informed if transport arrangements change prior to their arrival at the agreed hub for the team. At the end of the EVENT the duty of care is transferred back to the parent/carer once the child is collected at the agreed transport hub for that team.
Where parents/carers are taking responsibility for transporting their child to and from EVENT, the duty of care will remain with their parent/carer until they have handed their child over to their team manager.
Where a child has left the EVENT not from the agreed transport hub (due to illness or injury) the team manager must ensure the formal transfer of the duty of care form is completed (Appendix 3).













5. Welfare and Wellbeing Roles and Responsibilities

	Name
	Position
	Responsibilities

	


	Event Director

Assistant Event Director

	The Event Director and Assistant Director are responsible for the overall running of the event.

	



	Welfare Officer (Male)

Welfare Officer (Female)

	The Event Welfare Team will offer support and advice to team managers, riders and other individuals dealing with issues around the wellbeing and protection of children.

	Team Manager

	Please refer to the Event Manual for contact details

	Team managers are responsible for the daily organisation of the race team and main lead for wellbeing concerns within their team.

	NSPCC

	Telephone: 0808 800 5000

Under 18: 0800 1111
	Helpline:
Monday to Friday 8am – 10pm Weekend 9am – 6pm. 

	Children’s Reporter
	Local Authority Children’s reporter telephone:
0131 244 5700

	The reporter’s primary function is to receive referrals for children and young people who are believed to require compulsory measures of supervision. The reporter then decides whether the child or young person should be referred to a Children’s Hearing.

	Police Scotland
	101/999
	For referral of serious child abuse or protection concerns.

	If parents/carers need to speak with their child urgently due to circumstances at home, they should contact the team manager or coach.

A message can be left with the accommodation. A message will be taken, and appropriate arrangements made in the best interests of the child/young person, depending on the individual circumstances.

Alternatively, parents should contact the Event Welfare Officer, and a message will be passed via the team manager.


6. 
Welfare and Wellbeing Procedures Prior to the Event

The Event Organising Group/Club will:

· Appoint 2 x Event Welfare Officers (Male & Female) in line with the agreed Person Specification and Role Description.
· Appointed additional support according to the needs of the event and the number of competitors. This could be a person (people) to ‘shadow’ the Event Welfare Officer, to be available as a reserve for the Welfare Co-ordinator, or to assist them at the Event.
· Appointed sufficient staff and volunteers in addition to the Welfare Co-ordinator and Welfare Officer(s) to ensure a supervision ratio of at least 1:10 for the riders.

The Event Welfare Team will:

· Develop the Plan.
· Have an awareness of the Club/Scottish Cycling Child Wellbeing and Protection Policies and Procedures.
· Ensure all relevant local agencies are fully informed and involved in the Event.
· [bookmark: _Hlk89261101]Have attended sportscotland’s Child Wellbeing and Protection in Sport (CWPS) course in the last three years.
· Confirm that all staff and volunteers, where required, hold membership of the Protecting Vulnerable Groups (PVG) scheme through Scottish Cycling or equivalent if event based outside Scotland.
· Ensure all staff and volunteers are familiar with the Event Welfare Plan and Scottish Cycling’s Child Wellbeing and Protection Policies.

The Event Welfare Officers, Event Director, Assistant Event Director and other support staff/volunteers will:

· Undertake a risk assessment of the Riders Village and Rider Accommodation.
· Undertake a risk assessment of their sport’s facilities and rectified any issues or concerns.
· Have attended, where required, sportscotland’s Child Wellbeing and Protection in Sport (CWPS) course in the last three years or equivalent if outside of Scotland.
· Confirm that they, where required, hold membership of the Protecting Vulnerable Groups (PVG) scheme or equivalent if attending based outside Scotland.

All Team Managers will:
· Have attended sportscotland’s Child Wellbeing and Protection in Sport (CWPS) course in the last three years or equivalent if outside of Scotland.
· Confirm that they hold membership of the Protecting Vulnerable Groups (PVG) scheme through Scottish Cycling or equivalent if typically based outside Scotland.
· Ensure they have parental consent forms and completed codes of conduct for all their riders and personal details forms for team staff.
· Ensure that they will meet the minimum ratio of 1:10 to the riders and always supervise the riders during the competition. They will ensure that they will act in ‘loco parentis’, – which literally means, ‘being responsible for a child while the child's parents are absent’

All Team Support Staff will:
· Have attended sportscotland’s Child Wellbeing and Protection in Sport (CWPS) course in the last three years or equivalent if outside of Scotland.
· Confirm that they hold membership of the Protecting Vulnerable Groups (PVG) scheme or equivalent if attending based outside Scotland.


Please note Scottish Cycling has set a three-year validity for sportscotland’s Child Wellbeing and Protection in Sport (CWPS) or equivalent courses. PVG Scheme Membership applications must be up to date to include cycling activity with Scottish Cycling.

Criminal background checks held outside of Scotland (DBS/AccessNI/Police Certificates) must be up to date in the last three years and approved through their national association

Commissaires and Officials will:

· Hold the appropriate British Cycling qualification for their role and British Cycling membership.
· There will be at least a Chief Commissaire, Commissaire 2 and Chief Judge of whom at least one has experience of several years at BC National events and previous experience at relevant events.
· Further qualified officials should include Commissaire 3, Moto Commissaire, Chief Judge, Assistant Judge(s), Timekeeper(s).


7. Welfare and Wellbeing Provision During the Event

The welfare and wellbeing procedures outlined in this plan and the transfer of ‘Duty of Care’ comes into effect from when the riders are classed as being at the Event. This is at the point when they arrive at their designated Event meeting points on DAY,DATE/YEAR until they are returned to the meeting point on DAY,DATE/YEAR.

The Event Welfare Team, which includes the Welfare Officers, Event Director and Assistant Event Director will reside in the designated accommodation at the riders’ accommodation for the duration of the event.

PLEASE NOTE TEAM MANAGERS ARE FULLY RESPONSIBLE FOR THEIR RIDERS FOR THE DURATION OF THE EVENT.

A full copy of the Plan will be distributed to the following:

· Event Welfare Team.
· Event Staff.
· Team Managers.
· Commissaires.
· Officials.
· Volunteers.

The Event Welfare Team will be available throughout the event to deal with any issues or concerns. They will be always visible in the competition venue.

The Event Welfare Team with other relevant individuals will:

· Make decisions on the initial responses to all reported concerns in line with the Plan, these may come as a referral by a representative of a team or another source (e.g. spectator, statutory agency etc.).
The decisions will relate to:
· the immediate response at the event
· decisions about what level each case will be dealt with (minor poor practice through to suspected abuse), and
· the route a case will take (no further action, referral in writing to employing/deploying organisation, National Governing Body for disciplinary proceedings to be initiated and/or external referral to statutory agencies).
· Identify and act on any emerging themes such as bullying behaviour.

A formal record of any event welfare meetings will be kept, and these records will be used at the end of the event to anonymously inform the evaluation reports for the competition. These records may also be used as part of disciplinary action where necessary.


8. Behaviour and Standards at the Event

Codes of Conduct

Everyone involved in the event; riders, coaches, officials, team managers, spectators, other staff and volunteers will have the expectation upon them to follow and abide by their specific group codes of conduct which governs their behaviour at the event.

· Scottish Cycling Riders Code of Conduct
· Scottish Cycling Officials Code of Conduct
· Scottish Cycling Team Manager & Team Support Staff Code of Conduct
· Scottish Cycling Staff & Volunteers Code of Conduct
· Scottish Cycling Spectators Code of Conduct
· Scottish Cycling Parents and Carers Code of Conduct

Breach of the codes of conduct may lead to disciplinary action within Scottish Cycling, the event or where significant breaches occur to local police and social services. Consideration will be given if the breaches should be reported to that team’s NGB (outside of Scotland) for their own disciplinary proceedings to be followed.

Codes of Conduct will be displayed around the event in the relevant areas as a reminder to all. Codes of Conduct will also be displayed across the registration areas and accommodation areas. A presentation will be delivered on the Friday evening which will include an overview and understanding of the codes of conduct.

Smoking
The organising group/club encourages the event to be a strictly a no smoking event, including the use of electronic cigarettes or vapes. This is to promote a healthy lifestyle to all the riders involved in the competition.
Alcohol Policy

The riders’ accommodation and the competition venue will be ‘dry’ areas; there will be no alcohol available, on sale or consumed in these places.

Sexual Activity

Sexual activity between young people is not allowed at the event. Inappropriate or criminal sexual behaviour committed by young people may result in disciplinary action, be reported to the appropriate National Governing Body, referral to Police Scotland and/or Local Children’s Social Care for investigation.

Sexual relationships between adults and children under the age of 16 are illegal. 

Relationships between adults and young people over the age of 16 raise serious questions about the power imbalance inherent in the relationship. A coach or other adult in a position of authority has significant power over a young person’s career in sport. Scottish Cycling prohibits any sexual contact between any coach, team manager, volunteer or adult in a position of authority or power. Any incidents or concerns relating to sexual contact between any coach, team manager or adult in a position of authority or power and an anyone under the age of 18 will be reported to Police Scotland immediately.

Criminal/Anti-Social Behaviour

Any inappropriate or illegal behaviour will lead to suspension and disciplinary action and will be referred to Police Scotland/Children’s Social Care for investigation.

No type of criminal activity will be tolerated at the event. Appropriate action (i.e. referral to Police Scotland) will be taken, which could result in criminal charges being made against the offender if criminal activity is observed or suspected.

Anti-Doping

Anybody competing at the event who is found to be competing using prohibited substances or methods may be disciplined under Scottish Cycling, British Cycling and UK Anti-Doping rules.
















9. Reporting Concerns Procedure

Concern Reporting Forms will be passed through to the Event Welfare Team to ensure they are dealt with by the most appropriate group or individual at the EVENT. Any child wellbeing and/or protection issues should be passed directly to a member of the welfare team.

Incident/concern reported to Welfare Team



Event Welfare Team discuss with appropriate others







HIGH LEVEL
More serious issues which can cause significant distress and may require additional interventions. This may include: 
· Abuse
· Accident during journey home
· E-coli outbreak
· Natural disaster
· Criminal activity

LOW LEVEL
An issue will be classed as low level where it is easily rectifiable and causes no significant distress to an individual. This may include:
· Homesickness
· Coaching poor practice
· Forgotten kit
· Illness
· Bullying
















Resolution 
Issue resolved at a reasonable time during the event
Resolution 
Issue dealt with as much as possible over course of weekend with additional action or referral to outside agencies







All concerns reported to the Event Welfare Team will be recorded, allowing for full consideration in the event review period.
· All reports will result in confirmation that the matter has been/is being dealt with
· Riders will have the right to appeal the decision as per Event Organising Group/Club procedures.
· The communication loop must be closed when any sanctions are applied to ensure that all relevant parties are kept informed.
· Any concern requiring the attention of Police Scotland or Children’s Social Care services must be reported as appropriate, with ongoing dialogue maintained with relevant parties. 
· If a child or adult has concerns about another child or adult being at risk of harm this must be passed directly to the Event Welfare Team.
· All concerns will be reported to Scottish Cycling’s Wellbeing and Protection Department following the event to ensure all steps have been taken or to investigate further.
10. What should be reported?
Concerns to be reported may include:

· General concerns about a child/children’s welfare


 or wellbeing.
· Any event or circumstance related to a child wellbeing and protection/welfare incident including bullying, poor practice and prejudicial behaviour.
· Suspicions or allegations of:
· Misconduct/breach of code of conduct made against any member of staff, volunteer or against the EVENT code of conduct.
· Abuse made against any member of staff or volunteer or other party on site.
· Misconduct/breach of code of conduct/abuse made against a rider or young official.
· Abuse within a child’s family or community abuse made against a rider or young official.

All accidents and incidents, no matter how trivial they might appear, should be reported. For example:

· Any injury to any part of a person’s body.
· Any case requiring medical or first aid treatment.
· Any event or circumstance, which is believed, could have resulted in bodily injury, illness, shock or other condition requiring immediate treatment.
· Any event or circumstance which resulted in, or in which it is believed could have resulted in, a person’s exposure to a substance hazardous to health.
· Any event or circumstance, which resulted in, or in which it is believed could have resulted in, damage to the site, equipment, vehicle or personal property.

Reporting Procedure 

All team managers/team staff must make a report if an injury, accident, incident or near miss occurs or if they have any concerns in line with the above. The Initial Issue/Concern Report Form (Appendix 1) must be used for this purpose.

All relevant forms are held by the Event Welfare Team.

Throughout the EVENT remember the 4 Rs:
Recognise, Respond, Refer, Record

	Recognise 
	You have a concern, notice a problem or receive a direct disclosure.

	Respond 
	Reassure the individual, tell them what you will need to do.

	Refer 
	Make contact with the Welfare Team.

	Record 
	Who, what, where, when – use the reporting form to record the information.



Refer if any of the following is reported to you by anyone at the competition:

· If a child/young person has been accidentally or otherwise hurt.
· If a child/young person seems distressed in any manner.
· If you receive a direct disclosure of alleged abuse from a child or young person.
· If you have any concerns at all even if they seem unclear.
· If a child/young person needs to be restrained.

Remember it is not your responsibility to decide if a child has been abused, it is however everyone's responsibility to report any concerns.


11. Responding to Concerns

If there is an allegation of abuse by a person in a position of trust within the EVENT and it meets the threshold for referral to the statutory agencies, this would be referred to and investigated by Police Scotland and the relevant Children’s Social Care Team. 

If, however, the allegation refers to an incident that has occurred outside of Scotland and prior to the EVENT, the statutory agencies in the locality to the incident will be informed including the National Governing Body of that race team, if applicable (e.g. an incident in England or Wales would be reported to British Cycling or Welsh Cycling). 

If a disclosure is made during the EVENT then the following actions should take place:

· Listen to the individual with the concern as detailed above.
· Record and refer the information received in accordance with the Welfare Plan.
· Sign and date the record then pass it to the Event Welfare Team.


12. Sharing Concerns with Team Managers, Parents, Guardians or Carers

Where it is not abuse

There is always a commitment to work in partnership with parents/guardians/carers where there are concerns about a child/young person. Therefore, in most situations, not involving the possibility of the abuse of a child/young person, it would be important to talk to parents/guardians/carers to help clarify any initial concerns. For example, if a child/young person seems withdrawn, they may have experienced an upset in the family, such as a parental separation, divorce, bereavement or simply homesickness. Common sense is advised in these situations; however, advice should be sought from the EVENT Event Welfare Team if there is any uncertainty about the appropriate course of action. 

Allegations or concerns about abuse

There are circumstances in which a child/young person might be placed at even greater risk if concerns are shared, e.g. where a coach, parent, guardian or carer may be responsible for the abuse or not able to respond to the situation appropriately.  


In all cases of suspected or alleged abuse, advice and guidance must first be sought from the Event Welfare Team who will deal with the matter appropriately.

Where concerns are of a significant nature and/or require follow up they will be formally reported to Scottish Cycling and where appropriate the relevant Local Social Care Team. 
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13. 	Missing Participant Procedure 
Absence of Team Participant Noted
Event Official/Commissaire
Event Steward/Official
Team Manager/Leader
Absence of Volunteer Participant Noted
Absence of Event Spectator Noted
Scottish Cycling Wellbeing and Protection Team
(Submit Concern Recording Form wpo@scottishcycling.org.uk) 
Event Welfare Officer
(Liaise with Scottish Cycling Wellbeing Team, if required)
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)











If immediate concern, contact the Police

If immediate concern, contact the Police






Steps to consider for the EVENT:

· If missing at the riders’ accommodation (22:00 – 07:00), ensure security of the site and inform the on-site wardens who do nightly walks around the accommodation campus and can review 24/7 CCTV if required.
· Decision on when to call Police Scotland will be taken by the Event Welfare Team who will liaise with the on-site warden.
· Identify likely venues or areas the child/young person could be or could have recently been and search them.
· If appropriate, a most recent description of the participant should be compiled and circulated. 
· If at the event itself, announcements should be made at the event to get the attention of the missing participant. 
· Identification of the missing participant may be possible through the rider’s race number.
· If possible, a recent 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 manager 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 (Appendix 1) and then must be submitted to the Event Welfare Team who, post event, will report it to Scottish Cycling’s Wellbeing and Protection Team. 

Times that may be of particular concern and can be seen as high risk for participants going missing are when teams are arriving and leaving. Event staff need to communicate with those participating in the event as to when they should arrive and depart the event.

Following an event where a participant does go missing, a review of the event should take place to understand what happened and what improves could be made.
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Initial Issue/Concern Reporting Form
Please complete this form if you have a concern or an issue relating to someone at the
Event.
	Name of rider/young person/adult:


	Region/Team

	Date of birth:

	Gender:

	Riders race number (if applicable):
	

	What is the concern?








	What actions have you (or someone else) taken? (Please provide Information of actions, and names and contact numbers of others that have taken action)





	Do you have any other comments or recommendations?







	Your name:

 
	Your region/team:

	Your role at the EVENT (e.g. Team Manager, Welfare):


	Best contact number to provide feedback (e.g. mobile phone number):



Please pass this form to the Event Welfare Team, 

	Date:                                                        


	Comments:



	Action:









[bookmark: Appendix2][image: ]APPENDIX 2

Guidelines for Communication with Young People

The use of texting, instant messaging and email are a key method of communication with riders and young people in society as well as at the EVENT. Many National Governing Bodies of Sport (NGB) have their own safeguarding guidelines for text, instant messaging, email and the use of social media to communicate with their riders; the following are provided as guidance for use at the EVENT.

Whilst the benefits of being able to communicate directly with the young person are obvious it is important to acknowledge the safeguarding risks associated for:

a. Children and young people - e.g. being sent inappropriate material (offensive or otherwise), unwanted contact with adults, bullying messages, being groomed for abuse.

b. Adults - e.g. misinterpretation of your communication with young people, messages with adult content being sent to a young person.

At the EVENT all adults that have contact with young people have been through a safe recruitment process that includes a PVG or a criminal background check declaring themselves fit to work with children.

Text and Email Messaging

1. Consent to communicate by email, text, instant messaging or social media must be obtained from both young people and parents/carers prior to the competition.
2. Information to young people and parents/carers should include details of how to report any concerns arising from this communication.
3. Young people’s mobile phone numbers/email addresses should not be shared with anyone and only used for communication appropriate to EVENT.
4. Email, message content and/or visual images should reflect the professional relationship between the adult and the young person.
5. Emails/messages should not contain any offensive, abusive or inappropriate language or images. Care should also be taken to ensure the language or images are not over familiar or open to misinterpretation.
6. Emails must identify to the young people that the email is sent by the adult as the Team Manager/coach i.e. a representative of the organisation. 
7. Where possible all email, text or instant messaging communication should be to a ’group’ of young people e.g. the team with their parents/carers copied.
8. Young people and parents should be given the option to withdraw from these methods of communication.
9. Any infringement of this protocol may lead to a breach of the EVENT and Scottish Cycling Code of Conduct and referral to Scottish Cycling for disciplinary action or if indications of illegal activity (e.g. grooming for abuse, use of inappropriate images or language etc) referral to statutory agencies.

If you are considering setting up a social networking page please read the CPSU Briefing - Social networking services, social media and sport: Guidelines for safeguarding children and young people http://www.nspcc.org.uk/Inform/cpsu/resources/briefings/social_networking_services_wdf69029.pdf .
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Transfer of Duty of Care

(For when a rider arrives or leaves the event/competition from another location separate from the race team.)

Arrival of independent travelling rider

	Name of rider

	


	Date of birth
	

	Sport
	
	Home country/team
	

	Date:
	
	Time of rider arrival at EVENT
	

	Signature of rider
	
	Signature of parent / carer /adult
	

	Duty of care transferred to the following representative of the sport

	Name
(please print)
	


	Signature
	


Rider departure
The following rider has left the EVENT early (or is travelling independently) and will not be at the agreed transport hub for the team/sport.
	Name of rider
	


	Date of birth
	

	Sport
	
	Home country/team
	

	Signature of rider
	

	Leaving with -
name of adult
	
	Relationship to rider
	

	Signature of adult
	

	Team manager

	
	Signature of team manager
	

	Accommodation key handed to
	



Where the adult taking the child is not the parent or guardian permission must be sought from the parent/guardian verbally by phone and the name and time noted below.

	Name of 
parent/guardian
	


	Time of 
call
	



The Duty of Care Transfer form will be retained by the Event Welfare Team (or their representative) for four weeks after the end of the EVENT and then destroyed.
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