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Advice Sheet No. 1  
Top Ten Tips - Protection Basics 
 
Introduction 
 

This advice sheet is designed to give guidance to SYFA 
member regions, leagues, clubs, officials, players and their 
parents. The guidance describes the essential elements that 
you should have in place regardless of the size and nature of 
any football event in which you are participating or planning. 
How you implement this guidance will differ according to 
your event but it is vital that you address the risks in all cases. 
 
It should be noted that this is merely guidance and that clubs 
must ensure that they carry out fully their legal 
responsibilities in relation to health and safety and all SYFA 
Protection obligations in respect of any trips or journeys in  
which they participate, attend or organise. 

 
This includes carrying out sufficiently well in advance full and detailed risk assessments in relation 
to places visited, travel and accommodation arrangements, playing venues and other matters. Part of 
that process should be taking decisions, including decisions about whether trips should proceed at 
all, based both on legal obligations and requirements of SYFA guidance.  
 
Legal obligations include only exposing players, whose safety is paramount, to situations where 
risks have been fully assessed and are at a level that are legally acceptable.  Independent advice 
should be sought where clubs do not have adequate knowledge of their responsibilities. A list of 
protection policies, procedures, advice sheets and checklists is available at the end of this advice 
sheet. 
 
This advice sheet introduces our top 10 tips for the safety and protection of all participants at any 
grassroots football event involving an SYFA member and gives basic guidance for protecting 
players or vulnerable adults at any football activity, weekly training sessions, competition or 
tournament whatever the event level.  
 
In accordance with SYFA Supplementary and Playing Rule No. 22 as follows: 
 “At least one member of the committee shall be appointed as the club protection officer in 

accordance with SYFA protection policies and procedures. The club protection officer must 
be present during all club activities. The club protection officer should attend relevant SYFA 
training.” 

This advice sheet covers: 
•  List of SYFA advice sheets; 
•  Event levels; 
•  Protection in the context of Scottish grassroots football; 
•  Our top 10 tips for protecting players and officials at any event. 
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List of SYFA advice sheets 
It is the responsibility of all SYFA registered officials to become conversant with all SYFA 
Protection Policies and Procedures and the following 7 SYFA advice sheets (see list at the end of 
this sheet): 
Advice Sheet No. 1 Top Ten Tips - Protection Basics; 
Advice Sheet No. 2 Creating a Safe Environment for SYFA Players; 
Advice Sheet No. 3 Protection Roles and Responsibilities; 
Advice Sheet No. 4 Responding to Protection Concerns; 
Advice Sheet No. 5 Specific Practice Guidance; 
Advice Sheet No. 6 Away Fixtures, Day Trips and Overnight Stays; 
Advice Sheet No. 7 Travel Abroad and Hosting. 
 

 
 
Event levels 
A description and examples of the five event levels are as follows: 
Level1 Organised but less formal events 
These are events, activities or competitions held at the informal event level which could include: 

•  Club training and/or coaching sessions; 
•  Club in the community weekend or holiday activities; 
•  Club trials, taster and/or drop-in sessions typically one off events; 
•  Club one-off or once-yearly charity events; 
•  Activities involving club fundraising; 

These events may be open to the general public rather than just for existing members or regular 
participants. 
 
Level 2 Single-club events 
These are activities or matches that do not involve competing against other teams beyond the club. 
These could include a club academy or registered soccer school. The events will involve the club’s 
existing players, trialists not yet members and registered officials rather than those from other clubs 
or the wider public. 
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Level 3 Local League Fixtures 
These are fixtures held under the jurisdiction of the local league on a club versus club basis. These 
matches could include small sided games festivals and friendly challenge matches. Typically they 
do not necessitate significant travel or overnight stays. 
 
Level 4 Regional or national events 
These are competitions and development activities that are held regionally or nationally. These 
could include regional or national cup competitions, development activities such as elite regional or 
national development squads, inter regional competitions and SYFA representative matches. These 
are likely to involve more than average travel and possible overnight stays. 
 
Level 5 International events 
These are activities or competitions that are held either home or abroad and may involve 
international tournaments or friendly challenge matches. These will involve more significant travel 
and are more likely to have overnight stays. 
 
Protection in the context of Scottish grassroots football 
All SYFA players have a right to enjoy taking part in Scottish grassroots football including events 
planned and provided by SYFA member regions, leagues, clubs and officials who put the players’ 
safety and wellbeing first. All SYFA members have a responsibility to take all reasonable steps to 
ensure that the activities provided take place in an environment that protects all players from abuse 
or harm. 
 
The welfare of children and young people is the paramount consideration and all players regardless 
of age, any disability they may have, gender, racial origin, religious belief or sexual identity have a 
right to be protected from abuse. For the procedures to work in practice to safeguard players 
everyone involved in the event (including young participants and parents) needs to be aware of 
them and to understand their protection responsibilities. Event organisers and their staff MUST 
make sure that the procedures for the event are passed to all participating clubs and officials. It shall 
be the responsibility of the club to ensure that all of their players and supporters are advise 
accordingly.   
 
Many things can negatively impact on a player’s experience at an event, from boredom and 
homesickness, to poor coaching practice and abuse. Although incidents of serious poor practice and 
abuse do arise during events, the majority of incidents are lower-level concerns and are often 
associated with more general practicalities e.g. arrangements for refreshments, meals and transport. 
Handover arrangements are a key risk at many events. Nevertheless, they can still have a significant 
impact on a player’s experience at an event.  
 
Therefore a full risk assessment needs to be carried out for all events. 
 
Low-level concerns can escalate if not addressed and resolved. Everyone involved in an event needs 
to be fully prepared to respond sensibly and appropriately if any such concern arises. 
 
Concerns about the welfare or safety of players can come to light in a variety of ways: 

•  You may directly observe worrying behaviour by a player, official and/or adult; 
•  A third party may report seeing or hearing something concerning; 
•  Information may be received (e.g. from the police) to indicate that an individual involved 

in the event may represent a risk to others; 
•  Worrying information may come to light during an event; or 
•  A player may choose to tell someone (disclose) at the event about something that is 

worrying them. 
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A well-run football event or coaching session with trustworthy and approachable officials in charge 
may provide just the opportunity or trigger for a child, young person or adult to tell about worries 
they may have, either in their football or in their family/community. 
 
The following guidance applies to all five event levels covered in this guide: 

   
All SYFA registered officials involved will: 

• be fully conversant with their Constitution and Rules and the SYFA Articles of 
Association and the SYFA Supplementary & Playing Rules; 

•  be fully conversant with the SYFA Player Protection and Adults at Risk Protection Policy; 
•  protect all players from all forms of abuse and report any suspected or alleged breaches of 

the SYFA Protection Policies & Guidelines to the relevant Protection Officer. It is not the 
official’s responsibility to decide whether or not a player has been abused; 

•  report any allegations or concerns about other adults/officials; 
•  display a high standard in respect of behaviour and appearance.  They should project an 

image of health, cleanliness and efficiency in respect of the function for which they have 
responsibility; 

•  along with the designated Protection officer with responsibility for the event, be conversant 
with Advice Sheet Nos. 4 and 5 which is relevant for the event level; 

•  have an ongoing commitment to the safety and protection of players. The welfare of 
players is everyone’s responsibility, particularly when it comes to protecting players from 
abuse; and 

•  be a member of the PVG scheme. 
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Our top 10 tips for protecting players and officials at any event 
Our top 10 tips describe the essential elements that you should have in place regardless of the size 
and nature of any sports event you are planning.  
 
How you implement these tips will differ according to your event but it is vital that you address 
them in all cases. 
 
The top 10 tips should be implemented in accordance with the SYFA Player Protection Policy and 
the Adults at Risk Protection Policy. 

 
SYFA Tip Number  Tick box 

if/when 
in place 

1. Protection Plan Outline of the Protection standards for your event and 
your plan for implementing them. 

 

   
2. Recruitment guidelines Safe recruitment process for all staff and volunteers 

involved in your event. 
 

   
3. Codes of Conduct Clear guidelines about the expected behaviour of adults, 

children and young people (see list at the end of this 
sheet). 

 

   
4. Registration and consent Process for registering participants and ensuring 

appropriate information and consents are provided. 
 

   
5. Event manager The registered official with overall responsibility for 

your event. 
 

   
6. Event Protection officer The registered official with responsibility for the 

Protection of all participants at your event. The 
Protection officer’s full contact details MUST be made 
known to all participants. 

 

   
7. Reporting procedures Clear process for responding to and reporting concerns 

arising at your event (see SYFA flowchart at the end of 
this sheet). 

 

   
8. Risk assessment To carry out a risk assessment in order to protect all 

participants, giving advice and guidance. 
 

   
9. Additional vulnerabilities A plan that recognises and addresses the needs of all 

participants, including those who have additional 
vulnerabilities. 

 

   
10. Travel and overnight 

stays 
A plan and guidance for travel and/or overnight stays  
(if required). 
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The information in this Advice Sheet should be used in conjunction with SYFA Protection Policies 
and Procedures, Advice Sheets, Checklists and Codes of Conduct as listed below. All are 
documents are available to download from the SYFA website www.scottishyouthfa.co.uk then click 
Information Downloads and then click Protection Information. 
 

Protection Policies, Procedures and Codes 
SYFA Player Protection Policy and Procedures 
SYFA Adult at Risk Protection Policy 
SYFA Protection Incident Record Form 
Code of Good Conduct for the Use of Photographs and Images 
SYFA Code of Conduct 
SYFA Confidentiality Policy 
Social Media Usage Policy – A Policy for SYFA Players, Officials, Clubs, Leagues and Regions 
 

Advice Sheets 
Advice Sheet No. 1 Top Ten Tips - Protection Basics 
Advice Sheet No. 2 Creating a Safe Environment for SYFA Players 
Advice Sheet No. 3 Protection Roles and Responsibilities 
Advice Sheet No. 4 Responding to Protection Concerns 
Advice Sheet No. 5 Specific Practice Guidance 
Advice Sheet No. 6 Away Fixtures, Day Trips and Overnight Stays 
Advice Sheet No. 7 Travel Abroad and Hosting 

Responding to Concerns Flowchart 
 

Checklists 
Actions Required Before Booking a Trip 
Actions Required Before Travelling/During a Trip 
Actions Required After Returning from a Trip 
Documentation and Equipment to be Taken on a Trip 
Before, During and After a Trip 
 

Risk Assessment 
SYFA Risk Strategy for Trips 
SYFA Risk Register for Trips 
 

Useful Contacts 
 
David Little, Chief Executive SYFA  
or  
Hazel Killen, SYFA National Protection Officer 
 
SYFA Limited Hampden Park, Glasgow, G42 9BF 
   Tel: 0141 620 4590 Fax: 0141 620 4591 

e-mail: syfaprotection@scottish-football.com 
Playing it Safe : playingitsafe@scottish-football.com   
Website: www.scottishyouthfa.co.uk  

 
NSPCC Child Protection in Sport Unit  www.thecpsu.org.uk 
 
Childline Scotland     0800 1111 (free) 
       www.childlinescotland.org.uk 



RESPONDING TO CONCERNS FLOWCHART

Disclosure by player 
to staff member/SYFA
Official

Observation
Information from 
another individual/
agency

Concern about child abuse

Report to SYFA PO
(if not available go to
next box)

Record

Take steps to ensure
player’s immediate 
safety, if required

Refer to police and/or
social work

Record advice given 
and action taken

Decide how to
support player

Follow advice from
police/social work as
to who informs 
parents



DON’T WAIT UNTIL 
YOU’RE CERTAIN

If you’re worried 
contact us
0808 800 5000

help@nspcc.org.uk
nspcc.org.uk/helpline

text 88858

Over half the people who contact us have been 
worried about a child for more than a month.

Registered charity numbers 216401 and SC03771.
NS2223. 0853/12.
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Advice Sheet No. 2  
Creating a Safe Environment for SYFA Players 
 
Introduction 
 

This advice sheet is designed to give guidance to SYFA 
member regions, leagues, clubs, officials, players and their 
parents. The guidance describes the essential elements that 
you should have in place regardless of the size and nature of 
any football event in which you are participating or 
planning. How you implement this guidance will differ 
according to your event but it is vital that you address the 
risks in all cases. 
 
It should be noted that this is merely guidance and that clubs 
must ensure that they carry out fully their legal 
responsibilities in relation to health and safety and all SYFA 
Protection obligations in respect of any trips or journeys in  

                                                                which they participate, attend or organise. 
 
This includes carrying out sufficiently well in advance full and detailed risk assessments in relation 
to places visited, travel and accommodation arrangements, playing venues and other matters. Part of 
that process should be taking decisions, including decisions about whether trips should proceed at 
all, based both on legal obligations and requirements of SYFA guidance.  
 
Legal obligations include only exposing players, whose safety is paramount, to situations where 
risks have been fully assessed and are at a level that are legally acceptable.  Independent advice 
should be sought where clubs do not have adequate knowledge of their responsibilities. A list of 
protection policies, procedures, advice sheets and checklists is available at the end of this advice 
sheet. 
 
This section describes the steps you should take when planning any festival or tournament to 
minimise the chances of concerns and incidents arising. The way you apply these steps may differ 
according to the size and nature of your event. 
 
For any event that involves more than one club it is vital to agree your approach to all protection 
requirements prior to, during and following the event. SYFA Advice sheets will help to plan and 
ensure that you identify and address all key protection elements when you are working together 
with other organisations to provide football activities. 
This section covers: 

•  Recruitment, employment and deployment of officials and volunteers; 
•  Codes of conduct and principles of participation; 
•  Pre-event risk assessment; 
•  Ratio of supervisors to players; 
•  Missing participants; 
•  Registration; 
•  Consents; 
•  Medical information; 
•  Information for participants, parents, officials and volunteers; 
•  Security at the event. 
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Recruitment, employment and deployment of officials and volunteers 
When recruiting and selecting officials and volunteers who will be entrusted with the care of 
players it is of paramount importance that you take care to ensure their suitability to work with 
players. 
 
Your recruitment process should include: 

•  Writing a clear job description (listing all the tasks involved) and a person specification 
(the skills and qualities required); 

•  Conducting an interview (or at least a face-to-face meeting); 
•  Consider employment history, including paid and voluntary roles; 
•  Checking appropriate technical qualifications; 
•  Undertaking criminal record checks (where posts are eligible for PVG); 
•  Obtaining and taking up references, both professional (ideally about the applicant’s 

experience of work with SYFA players) and a personal reference. 
 
All event organisers should consider these recruitment guidelines and assess how to apply them 
within their specific context. 
 
The motives of most people who apply to volunteer at football events in Scotland are genuine and 
positive. However, those whose motives are less genuine may target football events for children 
and/or vulnerable adults. You must take all reasonable steps to ensure that you prevent unsuitable 
people from working or volunteering with SYFA players. You should adopt the same procedures 
whether officials/volunteers are paid or unpaid, or full or part-time. 
Promoting safer recruitment practices for your event will deter some inappropriate individuals from 
applying for a post with you. 
Where event organisers or participating leagues, clubs or teams are using existing officials and 
volunteers, you should obtain assurances from SYFA or their employers that they have been subject 
to a robust recruitment process including PVG Scheme membership as identified in the event 
protection plan. 
 
Codes of conduct and principles of participation 
Codes of conduct should: 

•  Outline expected good practice at an event; 
•  Be written in language appropriate to the group to which they apply; 
•  Create an environment in which bullying, verbal abuse, racism or sexism are not tolerated; 
•  Give clear guidance about when behaviour might be considered to be inappropriate in a 

relationship between adults and young people; 
•  Also give specific guidance about arrangements for personal or intimate care tasks for very 

young or disabled players who are additionally vulnerable to abuse; 
•  Set out how any breaches to codes will be managed. 

 
SYFA and its members already require officials to sign up to SYFA standards of behaviour. Codes 
of conduct help individuals to understand the SYFA’s expectations of them and provide a 
benchmark for identifying inappropriate behaviour. 
 
When events involve more than one club, codes of conduct need to be developed and agreed by all 
parties and communicated to everyone in advance to ensure a consistent and common 
understanding of the standards of behaviour required at the event. All officials, volunteers and 
participants involved in the event should be required to sign up to the code of conduct relevant to 
them and understand the responses to any breach of the code. 
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We encourage you to read through the different elements of participation and behaviour detailed 
below and make sure that you consider them in your planning and preparation. Everyone involved 
whether players, officials, volunteers or parents/carers should be fully aware of the expectations 
upon them and agree to abide by and sign up to the code of conduct relevant to them. 
 
The following describes the principles of behaviour that should be expected of players, coaches, 
officials, volunteers, parents and carers at events. 
 
Principles of participation for players 
While these principles mainly apply to the players it is important that the club informs all 
parents/carers, officials and volunteers of the principles and ensure that they promote them at all 
times: 

•  Fun players have a right to enjoy participation in any football event. 
•  Fair play: 

1. Treat others with the same respect and fairness that you would like to be shown; 
2. Stick to the rules for the event and the SYFA supplementary and playing rules; 
3. Challenge or speak out about behaviour that falls below the expected standards of the 

event. 
•  Equity: 

1. Demonstrate fair play on and off the field; 
2. Respect differences in gender, disability, culture, race, ethnicity, and religious belief 

systems between yourself and others; 
3. Appreciate that all participants bring something valuable and different to the event; 
4. Show patience with others; 
5. Challenge any discrimination and prejudice. 

•  Do not engage in or condone bullying of any sort; 
•  Responsibility to look out for yourself and the welfare of others; 
•  Do not take part in any irresponsible, abusive, inappropriate or illegal behaviour; 
•  Be organised and be on time; 
•  Friendship. Take time to thank those who help you take part whether they are your family, 

a coach or your teammates. 
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Principles of participation for adults with any event role 
A code of conduct for officials and volunteers at any football event must include these four 
principles: 

Rights:  
Officials/volunteers participating or working at any football event under the jurisdiction of 
SYFA must respect the rights of players promoting their welfare and their individual needs. 
Relationships:  
Officials/volunteers should promote relationships with participants and others that are based 
on openness, honesty, trust and respect. They must not engage with participants in behaviour 
that is abusive or inappropriate. They must respond to any concerns about a player’s welfare, 
and work in partnership with other organisations in the player’s best interests. 
Responsibilities:  
Officials/volunteers must demonstrate proper personal/professional behaviour at all times, 
promoting positive role models for the players they are working with. Officials must ensure 
that players are provided with a safe environment which maximises benefits and minimises 
risks to them. 
Equity:  
All officials/volunteers must demonstrate commitment to respecting differences between 
officials, volunteers and participants in terms of gender, sexual orientation, race, ethnicity, 
disability, culture and religious belief systems. 

 
Codes of conduct: 
When developing codes of conduct you must consider: 

•  Behaviour (including bullying) and personal conduct; 
•  Personal appearance; 
•  Use of electronic devices for e-communication; 
•  Attendance; 
•  Consumption of alcohol; 
•  Smoking; 
•  Illegal and performance enhancing drugs and substances; 
•  Sexual activity between young people; 
•  Sexual activity between adults and young people (abuse of positions of trust); 
•  Breaches of codes of conduct, complaints and disciplinary procedures; 
•  Sanctions. 

 
Specific codes of conduct will depend on the nature of the event and should reflect the various 
groups of adults, children and young people involved. 
 
Sexual relationships/activity 
Sexual relationships can and do occur between young people and SYFA officials must be aware of 
the law relating to sexual behaviour and implement their respective code of conduct. SYFA strongly 
recommend that you include guidance on this in your event protection plan. The guidelines should 
address sexual activity between young people and between adults and young people. 
 
Sexual activity between young people must be prohibited at the event. Inappropriate or criminal 
sexual behaviour on the part of a young person may result in disciplinary action, as well as an 
investigation by statutory agencies under local procedures for children and young people who 
sexually harm others. 
 
Sexual relationships between adults and children under the age of 16 years are illegal as are sexual 
relationships between coaches/officials/volunteers with those under the age of 18 due to the power 
imbalance and the position of trust that the adult is in.  
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Inappropriate or illegal behaviour must be reported immediately to SYFA, the police and/or 
children’s social work services for investigation and may lead to suspension. 
 
Pre-event risk assessment 
Assessing the risks at any event, large or small, is absolutely essential even if the event has been 
successfully run before. The principles outlined in the following information apply to any event but 
you will need to assess the relevance for your particular activity in terms of scale, venue and 
locality, participants, officials, volunteers and so on.  
 
Establish whose responsibility it will be to undertake risk assessments of which elements of the 
event. Your club, SYFA, local authority or other organisation may well have its own risk 
assessment procedures but it is sensible to check these against this guidance. 
 
Some of the key issues to consider are: 

•  Venues, facilities and equipment, including accessibility; 
•  Ratio of supervisors to players; 
•  One-to-one contact; 
•  Changing room supervision; 
•  Transport; 
•  Health and safety; 
•  Communication; 
•  Manual handling; 
•  Photography. 
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Ratio of supervisors to players 
In planning and running events for children and young people it is important to consider the 
appropriate staffing/supervision ratio of adults to participants. This will minimise any risks to 
participants, enhance the benefits they draw from the activity, reassure parents, and provide some 
protection for those responsible for providing the activity in the event of concerns or incidents 
arising. You should consider supervision levels for all parts of the event, including travelling to and 
from it, non-competition periods and “down time”. 
 
Anyone undertaking the supervision role must be a member of the PVG Scheme and understand 
their role and responsibilities. The ratio of supervisors to players will depend on a number of 
factors: 

•  Age of participants; 
•  Gender; 
•  Behaviour; 
•  Abilities within your group; 
•  Nature and duration of activities; 
•  Competence and experience of officials involved; 
•  Requirements of location, accommodation or organisation; 
•  Any special medical needs; 
•  Specialist equipment needed. 

 
Regardless of the overall supervision ratio agreed a minimum of two adults should be supervising 
children/young people at all times. 
 
Supervising comfort breaks and toilet ratios 
Adults who haven’t previously volunteered and haven’t had the necessary vetting checks should not 
be left alone with players or take them to the toilet unaccompanied. It may therefore be a good idea 
in larger groups of players to encourage bigger groups to take a comfort break together. If the group 
has players of mixed genders there should be at least one responsible adult of each gender 
supervising visits to the toilet. 
 
Missing participants 
Despite organisers’ best efforts players do sometimes go missing during events. It is therefore 
essential that you have plans and procedures in place to provide clear guidance on how officials and 
volunteers should respond in these circumstances. 
 
When a player is reported missing you should generally allow a maximum of 20 minutes before 
calling the police. 
Times of particular concern are when players are arriving at/leaving the event or when they are 
transferring between venues and facilities. You should advise parents and players that they must 
notify the relevant member of your group of any changes they wish to make to arrival or leaving 
arrangements, e.g. collecting a player. 
 
Registration 
Event organisers should have a system in place to track the number and name of any players for 
whom they are responsible at any point during the event. This is vital if someone is injured or if 
there is a major incident, such as a fire, when you need to account for everyone. 
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How you manage registration will depend on the nature and size of your event. Even when it may 
be difficult to secure written parental consent (e.g. in activities aimed at hard-to-reach young people 
on the street), best practice is to list the names of all those involved. 
 
For organised but less formal events (event level 1) it is essential that organisers make their 
expectations clear at the outset, e.g. whether or not players under the age of 18 need to be 
accompanied and supervised by a parent or other suitable adult at any time. 
 
You should clearly state on posters at all entrances to the event that parents are responsible for 
leaving, registering and collecting their children and/or promote this in any pre-event publicity, 
posters or flyers. Responsibility for care of players must be clear at all times. 
 
The person with overall responsibility for the event (or a nominated representative) must undertake 
registration prior to the event. 
 
Your registration process should be clearly documented in the event protection plan and allow 
sufficient time (and personnel) to ensure it is undertaken efficiently and effectively. 
 
You must clarify and confirm with all parties the point at which responsibility for participation 
transfers from player’s parents/carers to the event organiser at the start of the event and when it 
returns to the parent/carer at the end. These transfer points are a significant time of risk for players. 
 
If applicable event coordinators at larger events should collect the details and photographs of 
participants and send these to the event coordinator at least four weeks prior to the event (see 
Advice Sheet Nos. 6 and 7). 
 
Consents 
Event organisers should ensure that codes of conduct and written consents from parents/carers of 
players under 18 have been obtained in advance of the event. 
Consents need to cover all relevant aspects of the particular event. In some circumstances you may 
simply need to ensure that existing SYFA parental consent forms cover all aspects relevant to the 
event and activity. However, for many events (particularly event levels 3, 4 and 5), you may need to 
produce specific consent forms. 
 
In some rare circumstances it may not be possible to obtain written parental consent, e.g. activities 
designed specifically to engage children in the wider community who are hard to reach where 
gaining written parental consent may be impossible and effectively jeopardise the very basis of the 
activity. In such circumstances organisers should record what steps they have taken to try to secure 
consent, their reasons for proceeding without it and what alternative protection procedures they 
have put in place, e.g. ensuring they register attendees and obtain core information from the young 
people. 
 
To ensure that consent by parents/carers is always informed you should link consent forms to clear 
information about relevant aspects of the event. 
 
Good practice would be to cover all consent issues on one form, including participation in football 
and non-football activities, emergency medical treatment, photography and the use of personal 
images. 
 
Use the forms to ascertain who has legal parental responsibility for the participant, which is 
particularly important where a player is looked after by someone other than their birth parents or is 
in local authority care. 
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Forms may incorporate registration information and refer to the club’s code of conduct. 
 
It is vital to obtain details of next of kin and emergency daytime/evening contact information. 
 
Medical information 

•  Ask parents/carers to provide information about any disability, medical condition or 
allergies their child may have or that may arise during the event; 

•  Parents/carers must provide sufficient medication for the duration of the event and agree 
how this will be held and administered, i.e. by the player or an identified official; 

•  Where medication will be held by a player sharing a room with others incorporate this into 
your overall risk assessment; 

•  Parents, club officials and/or event officials should fully discuss the implications for a 
player of any disability, medical condition or allergy, considering the needs of the player 
and anyone supervising or caring for them, and any relevant aspect of the football activity 
or its wider context, e.g. travelling arrangements and overnight stays; 

•  Develop a clear, written agreement that covers all these areas as appropriate to the 
individual player; 

•  Manage personal information sensitively and confidentially but ensure this information is 
available to any official with responsibility for the player before, during and after the 
competition or football activity. 

 
Ask parents to discuss any non-sport related issues that may affect their child’s participation at the 
event (e.g. a recent family bereavement) with the club protection officer or person with overall 
responsibility for the event. 
 
Information for participants, parents, officials and volunteers 
It is essential to provide everyone at an event with protection information appropriate to their role in 
a suitable format. You should integrate relevant information into the induction materials, training or 
pre-event briefings for all officials and volunteers at the event including those associated with the 
venue. 
You may also make information available online although you should take care to ensure that 
information provided for players is in a language and format appropriate to them. 
Everyone should be clear about: 

•  How they are expected to behave at the event; 
•  Their collective responsibility to protect players and report any concerns; 
•  The types of concerns that will require to be reported; 
•  To whom and how concerns should be reported (refer to flowchart at the end of this sheet) 

including use of the SYFA incident record form; 
•  Sources of support. 

 
Providing information for participants and parents at event level 1 may well be more challenging as 
organisers may not know some or all of those likely to attend. The most effective way of getting 
messages across in such cases may be to provide information leaflets at the event or use on-site 
signs and posters. 
 
Setting up and signposting a specific protection area, desk or tent, or identifying individuals with 
protection roles with a particular coloured shirt may be useful considerations. 
 
Participants and parents involved in event level 2 events may have received protection and other 
information from the club as part of the registration and consent process at the start of the playing 
season. In this case check that this information is appropriate and relevant to the specific event. 
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At event levels 3, 4 and 5, most participants and parents will receive a range of information about 
the specific event including registration and consent forms. You can include protection messages 
and codes of conduct with this. 
 
Security at the event 
Identification: 
You should provide all event officials (and, at larger events, all participants) with identification that 
includes their photograph (where practical). 
 
For events typically at event levels 3, 4 and 5 SYFA suggest that you zone areas and allow only 
suitably trained and vetted personnel access to areas where participants are unsupervised. 
 
Ideally, all specific official groups or teams (e.g. protection, coaching and transport staff, event 
organisers and volunteers) should wear colour-coded shirts or kit to aid identification. 
 
Communication: 
At larger events (typically event levels 3, 4 and 5), you should provide: 

•  Two-way radios for general communication purposes; 
•  Mobile phones for personnel with responsibility for receiving and responding to protection 

reports in line with your event protection plan. These should be used for all confidential 
issues/conversations. Officials should not use their personal mobile phones for this type of 
conversation. 

 
You must provide all personnel with a list of relevant contact numbers 
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The information in this Advice Sheet should be used in conjunction with SYFA Protection Policies 
and Procedures, Advice Sheets, Checklists and Codes of Conduct as listed below. All are 
documents are available to download from the SYFA website www.scottishyouthfa.co.uk then click 
Information Downloads and then click Protection Information. 
 

Protection Policies, Procedures and Codes 
SYFA Player Protection Policy and Procedures 
SYFA Adult at Risk Protection Policy 
SYFA Protection Incident Record Form 
Code of Good Conduct for the Use of Photographs and Images 
SYFA Code of Conduct 
SYFA Confidentiality Policy 
Social Media Usage Policy – A Policy for SYFA Players, Officials, Clubs, Leagues and Regions 
 

Advice Sheets 
Advice Sheet No. 1 Top Ten Tips - Protection Basics 
Advice Sheet No. 2 Creating a Safe Environment for SYFA Players 
Advice Sheet No. 3 Protection Roles and Responsibilities 
Advice Sheet No. 4 Responding to Protection Concerns 
Advice Sheet No. 5 Specific Practice Guidance 
Advice Sheet No. 6 Away Fixtures, Day Trips and Overnight Stays 
Advice Sheet No. 7 Travel Abroad and Hosting 

Responding to Concerns Flowchart 
 

Checklists 
Actions Required Before Booking a Trip 
Actions Required Before Travelling/During a Trip 
Actions Required After Returning from a Trip 
Documentation and Equipment to be Taken on a Trip 
Before, During and After a Trip 
 

Risk Assessment 
SYFA Risk Strategy for Trips 
SYFA Risk Register for Trips 
 

Useful Contacts 
 
David Little, Chief Executive SYFA  
or  
Hazel Killen, SYFA National Protection Officer 
 
SYFA Limited Hampden Park, Glasgow, G42 9BF 
   Tel: 0141 620 4590 Fax: 0141 620 4591 

e-mail: syfaprotection@scottish-football.com 
Playing it Safe : playingitsafe@scottish-football.com   
Website: www.scottishyouthfa.co.uk  

 
NSPCC Child Protection in Sport Unit  www.thecpsu.org.uk 
 
Childline Scotland     0800 1111 (free) 
       www.childlinescotland.org.uk 



RESPONDING TO CONCERNS FLOWCHART

Disclosure by player 
to staff member/SYFA
Official

Observation
Information from 
another individual/
agency

Concern about child abuse

Report to SYFA PO
(if not available go to
next box)

Record

Take steps to ensure
player’s immediate 
safety, if required

Refer to police and/or
social work

Record advice given 
and action taken

Decide how to
support player

Follow advice from
police/social work as
to who informs 
parents



DON’T WAIT UNTIL 
YOU’RE CERTAIN

If you’re worried 
contact us
0808 800 5000

help@nspcc.org.uk
nspcc.org.uk/helpline

text 88858

Over half the people who contact us have been 
worried about a child for more than a month.

Registered charity numbers 216401 and SC03771.
NS2223. 0853/12.



Protection Roles and 

Responsibilities

3

NSPCC registered charity numbers 216401 
and SC037717.

In partnership with:



nspcc.org.uk/underwear
2013526. Registered charity numbers 216401 and SC037717
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Advice Sheet No. 3 
Protection Roles and Responsibilities 
 
Introduction 
 

This advice sheet is designed to give guidance to SYFA 
member regions, leagues, clubs, officials, players and their 
parents. The guidance describes the essential elements that 
you should have in place regardless of the size and nature of 
any football event in which you are participating or 
planning. How you implement this guidance will differ 
according to your event but it is vital that you address the 
risks in all cases. 
 
It should be noted that this is merely guidance and that clubs 
must ensure that they carry out fully their legal 
responsibilities in relation to health and safety and all SYFA 
Protection obligations in respect of any trips or journeys in 

which they participate, attend or organise. 
 
This includes carrying out sufficiently well in advance full and detailed risk assessments in relation 
to places visited, travel and accommodation arrangements, playing venues and other matters. Part of 
that process should be taking decisions, including decisions about whether trips should proceed at 
all, based both on legal obligations and requirements of SYFA guidance.  
 
Legal obligations include only exposing players, whose safety is paramount, to situations where 
risks have been fully assessed and are at a level that are legally acceptable.  Independent advice 
should be sought where clubs do not have adequate knowledge of their responsibilities. A list of 
protection policies, procedures, advice sheets and checklists is available at the end of this advice 
sheet. 
 
This section defines the protection roles and responsibilities of individuals for each level of event 
under SYFA jurisdiction. 
For the most part, responsibilities of players, parents and carers are likely to be the same for any 
event whatever its level. 
 
However roles of officials and volunteers will vary widely depending on the type and size of the 
event. You need first to ascertain the level of the event from the five defined levels in Advice Sheet 
Number 1 Top Ten Tips - Protection Basics and then select the most appropriate pathway 
through this section. 
 
Some roles and responsibilities may be combined (especially at event levels 1 and 2), may not be 
required for all events, or be held only temporarily. 
 
This section covers: 

•  Responsibilities of players and parents/carers; 
•  Basic requirements of officials with protection responsibilities; and 
•  Responsibilities at each event level from level 1 to level 5: 

 
nspcc.org.uk/underwear
2013526. Registered charity numbers 216401 and SC037717
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Responsibilities of players and parents/carers 
These basic responsibilities should apply to players at any event but to differing degrees depending 
on the level of event. For example, for less formal but organised events (event level 1) where 
players and parents/carers may not already be known to the organisers, players should be informed 
about the principles of participation and the code of conduct. This might be provided verbally but 
preferably by a short handout or sign/poster outlining the basics, which should be age appropriate. 
At single-club events (event level 2), you should convey this information at the point of admission 
or induction. At more formal events (event levels 3–5) you should provide or make available 
information about these responsibilities in a hard copy format. 
Players participating at the event are responsible for: 

•  Reading and agreeing to abide by the specific code of conduct; 
•  Complying with the code of conduct for the event and/or club; 
•  Ensuring that they understand who they can share concerns with and how to contact them; 

and 
•  Understanding that their parents/carers will be contacted if they become involved in an 

accident, a breach of the code of conduct or any illegal activity. 
 
Core responsibilities of parents and carers before and during the event 
These basic responsibilities should apply to parents/carers of players at any event but to differing 
degrees and in some instances only where relevant to the type of event. 
In principle, you need to gain written consent from the parents/carers for all activities but there may 
be some rare circumstances where this may not be possible, e.g. activities designed to engage some 
socially excluded or hard-to-reach children in the wider community. 
Parents and carers of participants at the event are responsible for: 

•  Being familiar with information provided to them before or at the event; 
•  If not already provided, seeking assurance about event protection arrangements; 
•  Providing details as required, including emergency contacts, information about medical 

conditions or additional needs and consents; 
•  Complying with travel, drop-off and collection arrangements; 
•  Ensuring their child has appropriate football kit, clothing, drinks, food and money. For 

travel abroad this list includes passport, insurance and tickets; 
•  Complying with the code of conduct for the event, and discussing the participants’ code of 

conduct with their child. 
You should invite and strongly encourage parents to attend any briefings you will be providing for 
them and their children relating to the event. 
 
 
Basic requirements of officials with protection responsibilities 
Ideally, anyone with a protection role and responsibilities at events should be able to demonstrate: 

•  Commitment to promoting the interests, rights and protection of young people; 
•  Experience in a protection role (e.g. as a club protection officer or by virtue of a relevant 

background e.g. in social care, education or the police); 
•  Relevant protection training and an understanding of the core protection principles; 
•  Ability to relate well to others and in particular with children and young people. 
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Responsibilities at each event level from level 1 to level 5 
For all level of events the relevant protection officer MUST prepare and circulate an event 
protection plan. 
 
First, ascertain the level of your event and then follow the corresponding pathway for descriptions 
of the different protection roles and responsibilities of officials as well as examples: 
 
Level1 Organised but less formal events 
These are events, activities or competitions held at the informal event level which could include: 

•  Club training and/or coaching sessions; 
•  Club in the community weekend or holiday activities; 
•  Club trials, taster and/or drop-in sessions typically one off events; 
•  Club one-off or once-yearly charity events; 
•  Activities involving club fundraising; 
•  Street-based activities engaging hard-to-reach groups, such as Doorstep Club activities;  
•  Park or leisure centre, weekend or holiday activities;  
•  A one-day introduction event, such as a “have a go” football day;  
•  One-off or annual charity events.  

 
These events may be open to the general public rather than just for existing members or regular 
participants. 
 
Level 2 Single-club events 
These are activities or matches that do not involve competing against other teams beyond the club. 
These could include a club academy or registered soccer school. The events will involve the club’s 
existing players, trialists not yet members and registered officials rather than those from other clubs 
or the wider public. 
 
Level 3 Local League Fixtures 
These are fixtures held under the jurisdiction of the local league on a club versus club basis. These 
matches could include small sided games festivals and friendly challenge matches. Typically they 
do not necessitate significant travel or overnight stays. 
 
Level 4 Regional or national events 
These are competitions and development activities that are held regionally or nationally. These 
could include regional or national cup competitions, development activities such as elite regional or 
national development squads, inter regional competitions and SYFA representative matches. These 
are likely to involve more than average travel and possible overnight stays. 
 
Level 5 International events 
These are activities or competitions that are held either home or abroad and may involve 
international tournaments or friendly challenge matches. These will involve more significant travel 
and are more likely to have overnight stays. 
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Level 1: Organised but less formal events and Level 2: Single-club events 
These events are more likely to be open to the public rather than only to existing members or 
regular participants. 
These events will have a basic staffing structure with two key protection roles: 

•  An official with overall responsibility for the event; 
•  An official with responsibility for protection. 

These roles should be undertaken by different members of the event team but we recognise that at 
some smaller level 1 events they may need to be undertaken by the same person. 
The event protection plan does not need to be lengthy, for many events these could comprise a 
folder of relevant protection documents informed by the protection checklist rather than one single 
document.  
For level 2 events include the clubs, leagues, region and SYFA protection policies and procedures.  
However care should be taken to ensure that the event protection plan addresses all aspects of the 
particular event as noted within advice sheet no. 1 – Top 10 tips and developed and amended 
accordingly to ensure all aspects of the event. 
 
Example of a protection structure for level 1 and level 2 events: 
 
A. Club, League or Regional Secretary 
This is the person assigned responsibility for organising and overall running of the event. This 
person should have undertaken at least basic protection awareness training. 
Responsibilities include: 

•  Ensuring that all participants and attendees are protected; 
•  Being ultimately responsible for protection, health and safety matters, and for ensuring that 

the duty of care towards participants and officials is fulfilled; 
•  In partnership with the protection officer ensure that an event protection plan is developed, 

promoted and effectively implemented; 
•  Undertaking or delegating a pre-event risk assessment including facilities; 
•  Ensuring planning includes: 

1. Staffing levels, safe recruitment and training; 
2. Medical/first-aid provision; 
3. Details for local medical, police and children’s social care/social services; 
4. Registration and consents arrangements; 
5. Sign up to codes of conduct for participants and officials. 

 
B. Protection Officer 
This person will have responsibility for protection and should have undertaken at least basic 
protection awareness training. In some circumstances this role may be taken on by the official with 
overall responsibility for the event. 
Responsibilities include: 

•  Being responsible for protecting participants and other young people at the event; 
•  Developing, promoting and implementing the event protection plan; 
•  Undertaking a pre-event risk assessment including facilities; 
•  Receiving, responding to and managing any protection issues that arise at or following the 

event; 
•  Ensuring that all officials understand their protection responsibilities and know how to 

respond if concerns or allegations arise including through basic protection awareness, 
event training or briefings; and 

•  Ensuring that participants are registered at the event and wherever possible parental 
consents are obtained in line with the event protection plan. 

 
Level 2 should also include: 
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Ensuring that all parental registration, consents and medical information have been received 
before the event; 

•  If relevant, ensuring an appropriate event level of security at the venue to prevent both 
unauthorised persons gaining access and participants going missing; 

•  Ensure that all participants, officials and volunteers have signed up to the relevant codes of 
conduct and principles of participation linked to SYFA Policies and Procedures; and 

•  Having contact numbers for local statutory services including medical, social work, Police 
Scotland (101) numbers and the SYFA National Protection Officer. 

 
C. Other officials and volunteers 
Other officials and volunteers involved in the event should: 

•  Receive the appropriate level of protection training and event briefing; 
•  Understand their protection responsibilities and what to do in the event of a protection 

concern arising; 
•  Familiarise themselves with the event protection plan and appropriate lines of 

communication; and 
•  Read, sign up to and comply with the relevant event code of conduct. 

 
Level 3: Local league fixtures 
These are events and competitions held on a local or regional basis such as league matches or cup 
competitions. Typically they do not necessitate significant travel or overnight stays.  
 
Example of a protection structure for event level 3: 
 
A. League Management Committee 
These fixtures will be organised, planned and managed by the league management committee who 
are elected at the league annual general meeting. 
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B. Match Secretary 
This is the person appointed to have overall responsibility for organising and managing fixtures on 
behalf of the league. The match secretary should be working in partnership with the management 
committee and the league protection officer. 
The match secretary should not only aim to establish best practice in the recommended standards in 
the league constitution but also to ensure that minimum standards are met by players, officials and 
clubs. 
The match secretary is responsible for: 

•  Liaising with the league protection officer on all protection related matters arising before, 
during and after league fixtures; 

•  In partnership with the protection officer ensure that an event protection plan is developed, 
promoted and effectively implemented; 

•  Advising club officials about the need for facility risk assessments that should include the 
condition of the venue, changing accommodation and the playing surface; 

•  Ensuring the implementation and promotion of the league’s policies and procedures 
especially protection policies and procedures as determined by SYFA; 

•  Advising club officials about the need for adequate first-aid/medical cover for all league 
fixtures which comply with SYFA policies and procedures; 

•  In conjunction with the national protection officer making decisions on appropriate 
responses to any protection or disciplinary issues arising from league fixtures; and 

•  Ensuring that the SYFA complaints/disciplinary procedures are implemented for all 
players, officials and clubs. 

 
C. League Protection Officer 
Reporting to the league management committee, the league protection officer has overall 
responsibility for protection issues within the league. It is best practice that this is not the same 
person as the league secretary or match secretary which will give the protection officer a much 
clearer ability to focus on protection matters. 
The league protection officer will have undertaken at least basic child protection awareness training, 
and demonstrate experience of both protection and league management. 
The league protection officer is responsible for: 

•  Promoting and implementing SYFA protection policies and procedures including details of 
the reporting and referral process; 

•  Linking with the SYFA national protection officer to ensure the safety and protection of all 
involved in league fixtures; 

•  Ensuring that the protection plan cover all relevant aspects of league fixtures: 
1. Advise clubs of the safe recruitment process for all club officials including criminal 

record checks; 
2. Registration and consents process; 
3. Reporting and recording procedures; 
4. Advise all clubs, officials, players and parents/spectators of codes of conduct linked 

to SYFA disciplinary procedures and sanctions; 
5. Advise on basic protection training requirements and opportunities for officials; 
6. Advise on club roles and responsibilities; and 
7. How protection concerns will be reported, responded to and managed by the SYFA. 

•  Liaising with those with protection responsibilities in participating teams and clubs to 
ensure understanding of and compliance with protection requirements. 

 
D. Club Protection Officer 
Often this role will be undertaken by the official in overall charge of the participating club whose 
role will include responsibility for protection among other duties. Alternatively an individual will be 
appointed to undertake the protection role on behalf of the club. The individual should have 
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undertaken at least basic protection awareness training. This role could be undertaken by a manager, 
coach or first aider. 
The club protection officer is responsible for: 

•  Ensuring that there are identified officials with responsibility for protection of officials and 
players during any club activity; 

•  Complying with SYFA protection policies and procedures: 
1. There is an adequate recruitment process for officials; 
2. Understanding and compliance with the relevant codes of conduct; 
3. Supervision arrangements for players at club activities; 
4. How to report/refer concerns or issues. 

•  Making a list of all officials and players with details of their next of kin, emergency details, 
consents and medical information; 

•  Promoting pre-season briefings for officials, players and parents; 
•  Undertook the appropriate level of child protection training; 
•  Understanding what to do in the event of a protection concern arising; 
•  Familiarising themselves with SYFA protection policies and procedures and appropriate 

lines of communication; 
•  Reading and signing up to the relevant event code of conduct; and  
•  Ensuring any additional needs of players and officials are identified and addressed. 

 
E. All other registered officials including coaches, team managers or volunteers 
These individuals should: 

•  Receive the appropriate level of protection training; 
•  Understand their protection responsibilities and what to do in the event of a protection 

concern arising; 
•  Familiarise themselves with the SYFA protection policies and procedures and appropriate 

lines of communication; and  
•  Read and sign up to the relevant code of conduct. 
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Level 4: Regional or national events 
These could include regional or national training camps, inter regional competitions or national 
representative matches. Basically activities held regionally or nationally. They are likely to include 
talented players and may involve significant travel and/or overnight stays. 
 
An example of a protection structure for event level 4: 
 
A. SYFA Football Operations Working Group 
The working group has responsibility for managing all SYFA national development programmes 
including ensuring that adequate protection arrangements and minimum standards are put in place. 
 
B. SYFA Regional Committee 
The regional committee has responsibility for managing all regional development programmes 
including ensuring that adequate protection arrangements and minimum standards are put in place. 
 
C. SYFA Senior Administration Officer/SYFA Regional Secretary 
The senior administration officer/regional secretary will be appointed by the football operations 
working group or at the region’s AGM and will be responsible for the organisation and overall 
management of their respective development programmes including protection of all participants 
and attendees. The senior administration officer/regional secretary will have undertaken at least 
basic child protection training and demonstrate experience of both protection and the 
SYFA’s/region’s development programmes. 
 
The senior administration officer/regional secretary will work in partnership with the appointed 
development official/team manager and any other relevant age group development officials. 
 
The senior administration officer/regional secretary will not only aim to establish best practice in 
the recommended standards in the protection plan but also to ensure that minimum standards are 
met by any opponents. 
 
The senior administration officer/regional secretary is responsible for: 

•  Liaising with all development officials/team managers on all protection related matters 
before, during and after any activity; 

•  In partnership with the protection officer ensure that an event protection plan is developed, 
promoted and effectively implemented; 

•  Undertaking to prepare and implement, in conjunction with the relevant development 
official/team manager or any other age group manager, an event and facility risk 
assessment; 

•  Ensuring the development, implementation and promotion of the event protection plan that 
establishes minimum protection standards for the event that will be communicated to and 
agreed by all participants; 

•  Ensuring adequate first-aid/medical cover for the event which must comply with SYFA 
policies and procedures; 

•  Ensuring that all participants receive first-aid/medical treatment for any injuries either 
before participating or before departure. If a player receives an injury the club must be 
informed; 

•  Ensuring all officials are PVG checked in accordance with SYFA policies and procedures; 
•  Ensuring that all officials have undertaken basic child protection training; 
•  Identifying and supporting suitable individuals for the roles of protection officer, 

development official and/or team manager; 
•  In conjunction with the development official/ team manager make decisions on appropriate 

responses to any protection or disciplinary issues arising at any event; 
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•  Ensuring that the SYFA complaints and disciplinary procedures are in place and 
implemented for players and development officials/team managers at any event; 

•  Liaising with the SYFA national protection officer to ensure understanding of and 
compliance with protection requirements for the event, including: 
1. Establishing identified officials with responsibility for supervising young people at 

the event during competition time and outside it; 
2. Travel and handover arrangements before, during and after the event; 
3. Seeking compliance with the protection standards as identified in the SYFA’s 

protection policies and procedures; 
4. Ensuring there is a list of all participants and their next of kin, emergency details, 

consent, medical information, photography consent available at the event; 
5. Promoting pre-event briefings for players, parents and participating clubs; 
6. Communicating key information to players, officials and parents prior to any event; 
7. Receiving, responding to and managing protection issues as they arise at or after the 

event; 
8. Ensuring the additional needs of any participants are identified and addressed; 
9. Ensuring that protection issues regarding any participant accommodation have been 

considered and addressed; 
10. Ensuring that the required number of officials are in attendance at any event in 

accordance with the SYFA Player Protection Policy. There must be mixed gender 
official for groups with mixed gender players. 
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D. SYFA National/Regional Development Official/Team Manager 
This is the person appointed by the relevant working group or regional committee to coordinate and 
oversee either a regional/national development programme or an SYFA age group representative 
development squad including protection considerations. The development official/team manager 
must liaise with the protection officer to ensure the minimum standards detailed in the protection 
plan are adhered to using a suitable monitoring system. 
 
The official/manager should have demonstrable protection knowledge and experience and have 
undertaken at least basic level child protection training and an induction into SYFA or regional 
activities. 
In addition to responding to more serious protection concerns the official/manager will also need to 
respond to and address more general issues associated with home sickness, minor disputes or other 
personal concerns. 
 
Responsibilities of the development official/team manager include: 

•  Supporting the protection officer to ensure that all requirements of the protection plan are 
understood and implemented by all participants including: 
1. Safe recruitment of officials; 
2. Pre-event communication with officials, players and parents; 
3. Ensuring required consents, registration, medical and emergency contact information 

is obtained and available to those with responsibility for participants at all stages of 
the event; 

4. Planning for transport (to, from and during the event), accommodation and 
arrangements for food and drink; 

5. Establishing clarity about arrivals, departures and handovers of duty of care; 
6. Ensuring all officials and players sign up to the appropriate code of conduct 

(including the event-specific version) and understand the link to disciplinary 
processes in the event of breaches; 

7. Planning for required staffing and supervision levels for all stages of the event 
(competition, travelling, waiting and free time); 

8. During the pre-event meeting ensure that all participants are aware who they can 
speak to if they have any concerns during the event. 

•  Undertaking a risk assessment of the facilities prior to the event and report any deficiencies 
to the relevant authority; 

•  Ensuring that a full participant list with details of consent, registration and medical issues 
is available at and during all events; 

•  Ensuring that all officials and players have received an appropriate level of induction and 
protection training; 

•  Responding to any protection concerns during or after the event in line with the event 
protection plan, including communication with the event protection officer and the SYFA; 

•  Liaising closely with the event protection official and the protection team during the event 
 
E. National/Regional Development Protection Officer 
For any regional activity they will report to the relevant regional secretary and for any national 
activity they will report to the SYFA’s national protection officer. The protection officer has overall 
responsibility for protection at the relevant national or regional event. In best practice terms this 
should not be the same person as the senior administration officer/regional secretary due to the 
complexity of these events and the number of other responsibilities the senior administration 
officer/regional secretary will undoubtedly have, which will impact on their ability to focus on 
protection. 
The protection officer will have undertaken at least basic child protection awareness training and 
demonstrate experience of both protection and their development programme. 
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The protection officer is responsible for: 

•  Promoting and implementing the protection plan that provides minimum operating 
standards for all activities including details of reporting and referral processes; 

•  Linking where necessary with the SYFA national protection officer to ensure that the 
protection plan complies with relevant national guidance, policies and procedures; 

•  Ensuring that protection plans cover all relevant aspects of their events including: 
1. An agreed safe recruitment process for all relevant officials including criminal record 

checks where eligible; 
2. Registration and consents process; 
3. Reporting and recording procedures; 
4. Codes of conduct signed up to by officials, players, participants and parents. The 

event organiser will have responsibility for any spectators; 
5. Ensuring that the SYFA complaints and disciplinary procedures are in place and 

implemented for players and development officials at any of their events; 
6. Every official to have attended basic protection training; 
7. Procedures for missing participants; 
8. Have sufficient protection staffing levels for all participants and/or clubs; 
9. How protection concerns will be reported, responded to and managed at and after the 

event including communication with SYFA. 
•  Liaising with the SYFA national protection officer to ensure understanding of and 

compliance with protection requirements for the event, including: 
1. Establishing identified officials with responsibility for supervising young people at 

the event during competition time and outside it; 
2. Travel and handover arrangements before, during and after the event; 
3. Seeking compliance with the protection standards as identified in the protection plan; 
4. Ensuring there is a list of all participants and their next of kin, emergency details, 

consent, medical information, photography consent available at the event; 
5. Promoting pre-event briefings for players, parents and participating clubs; 
6. Communicating key information to players, officials and parent prior to any event; 
7. Receiving, responding to and managing protection issues as they arise at or after the 

event; 
8. Ensuring the additional needs of any participants are identified and addressed; 
9. Ensuring that protection issues regarding any participant accommodation have been 

considered and addressed; 
10. Ensuring that the required number of officials are in attendance at any event in 

accordance with the SYFA Player Protection Policy. There must be mixed gender 
official for groups with mixed gender players. 

•  Ensuring adequate first-aid/medical cover for the event which must comply with SYFA 
policies and procedures; 

•  Ensuring that all participants receive first-aid/medical treatment for any injuries either 
before participating or before departure. If a player receives an injury the club must be 
informed; 

•  In conjunction with the relevant development team manager make decisions on appropriate 
responses to any protection or disciplinary issues arising at the event; 

•  Ensuring that the SYFA complaints and disciplinary procedures are in place and 
implemented for players and development officials at any SYFA event. 

•  In conjunction with the senior administration officer or the regional secretary establish a 
system to make decisions on appropriate responses to any protection or disciplinary issues 
arising at any event.  

 For regions this may involve establishing a regional sub-committee; 
•  Agreeing event communication processes for all event participants. 
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F. Other SYFA Protection Officer(s) 
The protection officer will be recruited by the club and should have experience and knowledge of a 
protection role and working with children and young people. The person should have received at 
least basic protection awareness training and an induction to the particular event. 
 
Responsibilities of the SYFA protection officer include: 

•  Attending the pre event briefing to familiarise themselves with the venue site and event 
requirements; 

•  Attending the briefings to be arranged by the event for parents/carers and participants prior 
to the event; 

•  Supporting the relevant event protection officer to fulfil the team’s implementation of the 
event protection plan including the reporting of any concerns. 

 
SYFA supplementary and playing rules make it mandatory that all clubs have a protection officer. 
 
G. Club secretary and/or team manager 
The club secretary/team manager is the person nominated to supervise and be responsible for 
participants when they are not playing football at the event. There should be a minimum of two 
registered officials and supervision must be in accordance with the SYFA Player Protection Policy. 
The team manager will act in loco parentis and should have demonstrable experience of working 
with, supervising and supporting young people (possibly by virtue of their profession, e.g. teacher 
or social worker). They should have received at least basic protection awareness training and an 
induction to the requirements of the event protection plan. 
 
Responsibilities of the club secretary and/or team manager include: 

•  Acting in loco parentis for young people on behalf of the specific club; 
•  Being the first point of contact with the individual participants; 
•  Being aware of their responsibility as detailed in the event protection plan and the SYFA 

protection policies and procedures; 
•  Understanding what to do should any incident or concern be reported to them; 
•  Attending pre-event briefings and event training and familiarising themselves with the 

venue, accommodation and transport arrangements; and 
•  Ideally meeting the players and parents prior to the event. 

 
H. All other officials, coaches, or volunteers 
These individuals should: 

•  Have undertaken basic level of child protection training; 
•  Understand their protection responsibilities and what to do in the event of a protection 

concern arising; 
•  Familiarise themselves with the event protection plan and appropriate lines of 

communication; 
•  Read and signed up to the relevant event code of conduct. 
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Level 5: International events 
These are events, competitions or tournaments that are held internationally. These events will 
involve elite performing young players (from UK or abroad), travel (overseas) and accommodation 
requirements. Please read in conjunction with Advice Sheet Nos.6 and 7. 
 
Wherever young players take part in football organisers should ensure that an event protection plan 
is developed and implemented. This is particularly important at international level as there is 
growing evidence that young players at pre-elite and elite performance levels are more vulnerable to 
all forms of abuse and to poor practice than other participants. 
 
At some international events and tournaments particularly those not primarily targeted at age group 
clubs protection may not be directly addressed. There may be no event protection plan, officials 
responsible for protection or event-wide protection requirements and reporting routes. 
In such circumstances, participating teams that include young players should ensure that they 
develop and implement a process for ensuring minimum protection standards are met and for 
responding to any concerns that arise during or after the event. 
Due to limits on accreditation for individuals accompanying elite teams and players to international 
events, the event may often not be in a position to allocate dedicated protection roles as described 
below. Efforts should therefore be made to ensure that protection responsibilities are embedded 
within other roles within the participating team. The role titles outlined below may well vary 
between competitions. 
It is important that organisations do not compromise players’ right to protection directly or 
indirectly because they are taking part in football at the elite level. 
 
An example of a protection structure for level 5 event in Scotland: 
 
A. Overall management of the event/tournament including organising groups or committees 
There are international events where the event organisers will commission a specialist event 
management company to deliver the event. This will include appointing a tournament director 
and/or event manager to oversee the event. However, the management body still retains the overall 
responsibility for the event including ensuring that adequate protection arrangements are put in 
place. 

 
B. Overall responsibility for the event including event manager/organiser/coordinator 
The tournament director/event manager is the person appointed by the management group at A. 
overall management above. The director shall be responsible for the organisation and overall 
running of the event including protection all participants and attendees. The director should appoint 
and work in partnership with an appointed event protection manager and other key officials of the 
event. 
The director should not only aim to establish best practice in the recommended standards in the 
event protection plan but also to ensure that minimum standards are met by constituent 
organisations responsible for teams of young players and/or the delivery of specific football 
activities. 
 
The tournament director/event manager is responsible for: 

•  Appointing/recruiting a suitable person to the role of event protection manager and liaising 
with this person on all protection related matters before, during and after the event; 

•  In partnership with the protection officer ensure that an event protection plan is developed, 
promoted and effectively implemented; 

•  Undertaking or delegating an event and facility risk assessment and coordinating visits to 
the venue prior to the event to include the event protection manager. Ensuring the 
development, implementation and promotion of the event protection plan that establishes 



Issue	  1	  

	  

minimum protection standards for the event that are communicated to and agreed by 
SYFA, delegations and teams and to those responsible for the event infrastructure and 
support; 

•  Ensuring adequate first-aid/medical cover for the event which will comply with SYFA, if 
abroad national governing body or other requirements; 

•  In conjunction with the event protection manager making decisions on appropriate 
responses to any protection or disciplinary issues arising at the event; 

•  Ensuring that a complaints/disciplinary procedure is in place and implemented for 
participants and officials at the event. This must have clear links to the policies and 
procedures of the participating national governing bodies and the SYFA. 

 
C. Tournament or Event protection manager 
Reporting to the tournament director/event manager the protection manager has overall 
responsibility for protection at the tournament/event. In best practice terms this should not be the 
same person as the tournament director/event manager due to the complexity of these events and the 
number of other responsibilities the overall tournament director/event manager will undoubtedly 
have which will impact on their ability to focus on protection. 
The protection manager should have undertaken at least basic protection awareness training and 
demonstrate experience of both protection and sports event management. 
 
The tournament or event protection manager is responsible for: 

•  Developing, promoting and implementing the event protection plan that provides minimum 
operating standards for the event, including details of reporting and referral process; 

•  Linking with local statutory agencies to ensure that the event protection plan complies with 
relevant national and local guidance and that these agencies are aware of, and plan for, this 
event; 

•  Ensuring that plans cover all relevant aspects of the tournament or event: 
1. An agreed safe recruitment process for all event officials and volunteers including 

criminal record checks where eligible; 
2. Registration and consents process; 
3. Reporting and recording procedures; 
4. Codes of conduct signed up to by officials and volunteers, participants and 

parents/spectators with links to the disciplinary/sanctions process; 
5. Basic protection training requirements for officials and volunteers. This to include 

event specific aspects e.g. disability awareness for an inclusive event. 
6. Procedures for missing participants; 
7. Protection staffing/roles requirements for participating teams or clubs; 
8. How protection concerns will be reported, responded to and managed at and after the 

event including communication with statutory agencies, national governing bodies 
and/or local authorities; 

•  Liaising with those with lead protection responsibilities in participating international or 
national governing bodies, delegations and teams to ensure understanding of and 
compliance with protection requirements for the event including: 
1. Establishing identified persons with responsibility for supervising young players at 

the event during competition time and outside it; 
2. Seeking compliance with the protection standards as identified in the event 

protection plan; 
3. Ensuring there is a list of all participants and their next of kin, emergency details, 

consent, medical information and photography consent available at the event; 
4. Promote the coordination of pre-event briefings for parents/participants with their 

team prior to the event; 
5. Communicating key information to participating clubs and players prior to the event; 
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6. Receiving, responding to and managing protection issues as they arise at or after the 
event. 

•  Ensuring the additional needs of any participants e.g. of disabled players are identified and 
addressed; 

•  Ensuring that protection issues related to participant’s accommodation have been 
considered and addressed; 

•  Ensuring that a complaints/disciplinary procedure is in place and implemented for 
participants and officials or volunteers at the event. This must have clear links to the 
policies and procedures of the participating national governing bodies and the SYFA; 

•  In conjunction with the tournament director or event manager establishing a system to 
make decisions on appropriate responses to any protection or disciplinary issues arising at 
the event. This will involve establishing an event disciplinary management group; 

•  Agree event communication processes including consideration of translation services for 
overseas teams for all event protection officials. 

 
D. Tournament or Event protection officers or support volunteers 
These individuals should: 

•  Have undertaken basic level of child protection training; 
•  Understand their protection responsibilities and what to do in the event of a protection 

concern arising; 
•  Familiarise themselves with the event protection plan and appropriate lines of 

communication; 
•  Familiarise themselves with the venue, security, medics, accommodation and transport 

arrangements; 
•  Read and sign up to the relevant event code of conduct. 
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The information in this Advice Sheet should be used in conjunction with SYFA Protection Policies 
and Procedures, Advice Sheets, Checklists and Codes of Conduct as listed below. All are 
documents are available to download from the SYFA website www.scottishyouthfa.co.uk then click 
Information Downloads and then click Protection Information. 
 

Protection Policies, Procedures and Codes 
SYFA Player Protection Policy and Procedures 
SYFA Adult at Risk Protection Policy 
SYFA Protection Incident Record Form 
Code of Good Conduct for the Use of Photographs and Images 
SYFA Code of Conduct 
SYFA Confidentiality Policy 
Social Media Usage Policy – A Policy for SYFA Players, Officials, Clubs, Leagues and Regions 
 

Advice Sheets 
Advice Sheet No. 1 Top Ten Tips - Protection Basics 
Advice Sheet No. 2 Creating a Safe Environment for SYFA Players 
Advice Sheet No. 3 Protection Roles and Responsibilities 
Advice Sheet No. 4 Responding to Protection Concerns 
Advice Sheet No. 5 Specific Practice Guidance 
Advice Sheet No. 6 Away Fixtures, Day Trips and Overnight Stays 
Advice Sheet No. 7 Travel Abroad and Hosting 

Responding to Concerns Flowchart 
 

Checklists 
Actions Required Before Booking a Trip 
Actions Required Before Travelling/During a Trip 
Actions Required After Returning from a Trip 
Documentation and Equipment to be Taken on a Trip 
Before, During and After a Trip 
 

Risk Assessment 
SYFA Risk Strategy for Trips 
SYFA Risk Register for Trips 
 

Useful Contacts 
 
David Little, Chief Executive SYFA  
or  
Hazel Killen, SYFA National Protection Officer 
 
SYFA Limited Hampden Park, Glasgow, G42 9BF 
   Tel: 0141 620 4590 Fax: 0141 620 4591 

e-mail: syfaprotection@scottish-football.com 
Playing it Safe : playingitsafe@scottish-football.com   
Website: www.scottishyouthfa.co.uk  

 
NSPCC Child Protection in Sport Unit  www.thecpsu.org.uk 
 
Childline Scotland     0800 1111 (free) 
       www.childlinescotland.org.uk 



RESPONDING TO CONCERNS FLOWCHART

Disclosure by player 
to staff member/SYFA
Official

Observation
Information from 
another individual/
agency

Concern about child abuse

Report to SYFA PO
(if not available go to
next box)

Record

Take steps to ensure
player’s immediate 
safety, if required

Refer to police and/or
social work

Record advice given 
and action taken

Decide how to
support player

Follow advice from
police/social work as
to who informs 
parents



DON’T WAIT UNTIL 
YOU’RE CERTAIN

If you’re worried 
contact us
0808 800 5000

help@nspcc.org.uk
nspcc.org.uk/helpline

text 88858

Over half the people who contact us have been 
worried about a child for more than a month.

Registered charity numbers 216401 and SC03771.
NS2223. 0853/12.
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Advice Sheet No. 4 
Responding to Protection Concerns 
 
Introduction 
 

This advice sheet is designed to give guidance to SYFA 
member regions, leagues, clubs, officials, players and their 
parents. The guidance describes the essential elements that 
you should have in place regardless of the size and nature of 
any football event in which you are participating or 
planning. How you implement this guidance will differ 
according to your event but it is vital that you address the 
risks in all cases. 
 
It should be noted that this is merely guidance and that clubs 
must ensure that they carry out fully their legal 
responsibilities in relation to health and safety and all SYFA 
Protection obligations in respect of any trips or journeys in  

                                                               which they participate, attend or organise. 
 
This includes carrying out sufficiently well in advance full and detailed risk assessments in relation 
to places visited, travel and accommodation arrangements, playing venues and other matters. Part of 
that process should be taking decisions, including decisions about whether trips should proceed at 
all, based both on legal obligations and requirements of SYFA guidance.  
 
Legal obligations include only exposing players, whose safety is paramount, to situations where 
risks have been fully assessed and are at a level that are legally acceptable.  Independent advice 
should be sought where clubs do not have adequate knowledge of their responsibilities. A list of 
protection policies, procedures, advice sheets and checklists is available at the end of this advice 
sheet. 
 
Everyone involved in delivering any type or size of event should know what to do if a protection 
concern comes to their attention. This section should be read in accordance with SYFA protection 
policies and procedures. 
This section is about responding to concerns or worries about a child or young person or the 
behaviour of adults at risk of harm or young people which might occur during an event. 
Your responsibility and that of the event team is not to decide whether or not abuse or harm has 
occurred as that is the role of the statutory agencies. 
Your role is to respond appropriately to any concerns that arise by referring these concerns to the 
relevant agency in line with your event’s procedures. 
We describe structures, responsibilities and processes for reporting and responding to concerns 
against all five levels of event. 
 
This section covers: 
• Recognising and responding to concerns; 
• Whistleblowing; 
• Responding to concerns at each event level: 

Level 1: Organised but less formal events; 
Level 2: Single-club events; 
Level 3: Local league fixtures; 
Level 4: Regional or national events; 
Level 5: International events. nspcc.org.uk/underwear

2013526. Registered charity numbers 216401 and SC037717
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Recognising concerns 
Concerns about the protection, welfare or safety of players can come to light in various ways: 

•  We may directly observe worrying behaviour on the part of a player or adult; 
•  Someone e.g. another player, a spectator or a coach may report seeing or hearing 

something concerning; 
•  Worrying information may come to light during a recruitment process; 
•  Information may come to light e.g. from the police to indicate that someone involved in the 

event may represent a risk to others; 
•  A player may choose to tell someone (disclose) about something that is worrying them. A 

well-run event with trustworthy and approachable people in charge may provide just the 
opportunity or trigger for them to talk to someone they trust. 

 
Whistleblowing 
Officials or volunteers involved in your event must have the confidence to come forward to speak 
or act if they are unhappy with anything. 
Whistleblowing occurs when a person raises a concern about dangerous or illegal activity or any 
wrongdoing by officials or volunteers within their organisation. 
Whistleblowing can involve sharing potentially vital information about health and safety risks, 
environmental factors, fraud, harm of children or vulnerable adults, covering up for someone and 
more. 
In the context of events, the behaviour or attitude of someone towards a player may raise concerns. 
If this person is an official or coach it may be difficult for someone of perceived lower status e.g. a 
new volunteer to have the confidence to say anything. 
However it is essential that concerns are reported and acted upon as soon as possible. Every 
situation is different so it is advisable to contact your event designated person for advice before 
blowing the whistle. 
When pursuing a concern: 

•  Keep calm; 
•  Consider risks and next steps; 
•  Let the facts do the talking and don’t make up allegations; 
•  Don’t pursue the allegation yourself; 
•  Remember that you’re a witness. 

 
The SYFA have our own whistleblowing policies and your designated event person should be 
aware of this. A policy makes it clear that reports of dangerous or illegal activity will be taken 
seriously. A simple, effective policy should cover both the person whistleblowing and the 
organisation by showing a step-by-step process for raising and dealing with issues. 
For guidance on actions corresponding to the level of your event, select one of the following 
pathways: 

Level 1: Organised but less formal events; 
Level 2: Single-club events; 
Level 3: Local league fixtures; 
Level 4: Regional or national events; 
Level 5: International events. 

 
Level 1: Organised but less formal events 
Events, activities or competitions held at the informal event level which could include: 

•  Park or leisure centre, weekend or holiday activities; 
•  Introductory or trial football events typically one off or one day; 
•  One off or once-yearly charity events; 
•  Activities on youth work premises; 
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•  Street based activities engaging hard-to-reach groups such as Doorstep Sport Club 
activities. 

 
These events are more likely to be open to the general public rather than to existing members or 
regular participants. 
 
Level 2: Single-club events 
Single-club events or competitions are events that do not involve competing against opposition 
outside of the club. These could include intra-club activities, annual club competitions or school 
holiday activities. These events will involve existing players, officials or coaches rather than those 
from other clubs or the wider public. 
 
Level 3: Local League Fixtures 
These are events and competitions held on a local or regional basis such as league matches or cup 
competitions. Typically they do not necessitate significant travel or overnight stays. 
 
The main challenge for organisers of events of this type arises from the involvement of a number of 
clubs and the need to ensure that in protection terms everyone is clear about their responsibilities, 
particularly if concerns come to light. Although participating clubs may well have their own 
policies and procedures they should also comply with SYFA protection policies and procedures 
even though they may be required to initiate their own disciplinary procedures following the event. 
 
Level 4: Regional or National Events 
These could include regional or national training camps, inter regional competitions or national 
representative matches. Basically activities held regionally or nationally. They are likely to include 
talented players and may involve significant travel and/or overnight stays.  
 
The event owners have responsibility for the event as a whole even where they are not the event 
organiser and would be liable for any incidents and/or concerns that arise. SYFA have our own 
protection policies and procedures but the event protection plan will operate as the umbrella 
document for the event and reflect the minimum operating standards. It is therefore important that 
all concerns are routed through the event reporting/referral structure. 
 
Level 5: International Events 
These are events, competitions or tournaments that are held internationally. These events will 
involve elite performing young players (from UK or abroad), travel (overseas) and accommodation 
requirements. Please read in conjunction with Advice Sheet Nos.6 and 7. 
 
All Levels must adhere to the following procedures: 
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Responding to concerns of suspected abuse or poor practice 
If players are concerned at how someone is behaving towards them or worried that someone they 
know is being bullied or abused they need to talk to someone they can trust. 
This could be: 

•  A parent or official of the event team, club or SYFA 
•  ChildLine on 0800 1111 or at www.childline.org.uk (a free confidential 24 hour service) 

 
Event officials, volunteers, players, parents/carers or spectators should: 

•  Inform the official with overall responsibility for the event or the official responsible for 
protection; 

•  If you suspect this person may be involved contact the SYFA, local statutory agencies 
(Police Scotland, children’s social work or call the NSPCC on 0808 800 5000); 

•  Make a detailed note of what you have seen or heard but don’t delay in passing on the 
information using the SYFA Incident Record Form where available. 

 
The official with overall responsibility for the event should: 

•  Ensure the immediate safety of the player including making a decision and acting to 
immediately exclude a person from the event; 

•  In consultation with the official with responsibility for protection decide whether the 
concern could constitute abuse or in the case of concerns about the behaviour of event 
official or volunteers poor practice; 

•  Contact statutory agencies (Police Scotland or children’s social work) either to refer 
information if the concern appears to be abuse or to consult if unsure and follow local 
procedures or call the NSPCC on 0808 800 5000 for advice; 

•  If the concern relates to an official or volunteer take steps to initiate the SYFA’s 
disciplinary procedures; 

•  Make a detailed note of what you have seen or heard but don’t delay in passing on the 
information using the SYFA Incident Record Form where available. 

 
If a player tells you that they are being abused: 

•  React calmly so as not to worry, alarm or deter them; 
•  Reassure them that you are glad that they told you; 
•  Don’t promise to keep it to yourself; 
•  Explain that you need to make sure that they will be safe and may have to pass on the 

information to someone trusted to deal with it appropriately; 
•  Listen to what the child or young person says and take it seriously; 
•  Only ask questions if you need to clarify what the player is telling you. Don’t ask the 

player about explicit details; 
•  Don’t ask leading questions. A leading question is one that pre-supposes the answer e.g. 

“Sam hit you, didn’t he?” 
•  Make a detailed note of what you have seen or heard but don’t delay in passing on the 

information using the SYFA Incident Record Form where available. 
It is never easy to respond to a young person who tells you that they are being abused and you may 
feel upset and worried yourself. The event organiser should ensure that there is adequate support 
and an opportunity to debrief bearing in mind confidentiality. Ideally, the organiser should arrange 
to provide a quiet area to chill out and talk confidentially. 
 
Even though it is not your responsibility to decide whether a player is being abused you have a 
responsibility to act on your concerns. Make a detailed record of what you have seen or heard 
preferably using the SYFA Incident Record Form but don’t delay passing on the information to the 
appropriate person in line with your event protection plan. 
 
Your written information should include: 
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•  The name of the player about whom there are concerns noting any disability or special 
needs e.g. communication/language they may have; 

•  The nature of the concern, suspicion or allegation; 
•  A description of any visible injury or other physical or behavioural indicators taking care 

to be as accurate as you can e.g. is the bruise on the right or left-hand side of leg/arm?; 
•  The individual’s account of what has happened whether they are the person to whom it 

happened or the person reporting it; 
•  The distinction between fact, opinion or hearsay. 

 
Event organisers must ensure that they have made a clear policy statement about player or 
vulnerable adult concerns available to everyone concerned at all events and that there are clear 
reporting procedures. Event officials and volunteers should know what to do if a player protection 
or vulnerable adult concern arises. This procedure must be advised to officials and volunteers in 
advance of the event. Protection procedure training will be as advised on the SYFA website. 
 
Out of event concerns 
If, at an event concerns arise that a player or vulnerable adult may be being abused at home or in the 
community e.g. in school, this must be reported to the SYFA national protection officer who will 
then refer on to local statutory agencies where the player lives. The event organiser should have 
contact details for SYFA, Police Scotland on 101 and children’s social work (including “out of 
hours” services) for the local area which can be found by using the child’s postcode at 
http://withscotland.org/public .  
 
Allegations against staff or volunteers 
Any allegations/concerns about abuse of players by officials or volunteers must be reported to the 
event organiser who will refer the situation to the SYFA. The event organiser will have overall 
responsibility for deciding if the individual should remain at the event or be sent home. Children’s 
or adults’ social work or Police Scotland will offer advice on who should contact the child’s 
parents/carers. 
 
Allegations or concerns about poor practice rather than abuse by event officials or volunteers should 
also be reported to the event organiser or the official with lead protection responsibility who will 
take steps to initiate the SYFA’s complaints or disciplinary procedures. 
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Reporting of concerns flowchart 
A flowchart for all players, officials or volunteers is available at the back of this advice sheet. 
 
For any concerns reported the event protection office should decide if this is: 

•  Possible abuse; or  
•  Poor practice. 

 
The event protection officer must decide whether to immediately exclude any person so reported 
from the event and if the concern relates to an official agree if/when/how to initiate SYFA’s 
disciplinary process. 
 
The event protection officer must consult with/refer to the SYFA, Police Scotland or children’s 
social work. 
 
Consider informing the child’s parents immediately unless they are implicated or if to do so could 
cause further risk of harm to the child or affect any police investigation. However, you should not 
delay reporting concerns to or consulting statutory agencies. 
 
Reporting of other protection or welfare issues 
Event organisers need to ensure that there are clear reporting procedures in place and that 
information has been properly conveyed to all officials or volunteers who are participating in the 
event. 
This should include information about responding to the range of protection issues, which may 
affect players at the event or competition. This includes anxieties about participating, making 
friends and bullying. Everyone, officials and volunteers, working at the event should be given clear 
guidance so that they know to whom they should report their concerns. Players should also be given 
information in advance about whom to speak if they have worries and details of the protection 
officer. 
 
If you are a player, club member, official, the parent/carer or friend of a player you should: 

•  Tell the relevant protection officer of the club or SYFA unless of course you suspect they 
might be involved in which case speak to another event official. 

 
If you are an official, coach or volunteer, you should: 

•  Take necessary action to protect the player from any immediate harm; 
•  Immediately inform the relevant protection officer for your club or the SYFA; 
•  Make a detailed note of what you have seen or heard but don’t delay in passing on the 

information using the SYFA Incident Record Form where available. 
 
If you are the protection officer for a club you should: 

•  Inform the SYFA and agree next steps; 
•  Make a detailed note of what you have seen or heard but don’t delay in passing on the 

information using the SYFA Incident Record Form where available; 
•  Undertake actions agreed with the SYFA and/or the event organiser. 
 

If you are the event protection manager you should: 
•  Decide whether on the basis of available information the concern relates to poor practice or 

possible abuse; or 
•  Inform and advise the SYFA to agree on: 

1. Whether the matter should be reported to statutory agencies or whether they should 
be consulted and if so by whom; 

2. The immediate exclusion of an individual from the event; 
3. Informing the parents/carers of the player/players involved; 
4. Informing the local police. 
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•  If the concern relates to a club official or volunteer take steps to initiate the SYFA’s 
disciplinary procedures where appropriate; 

•  Make a detailed note of what you have seen or heard but don’t delay in passing on the 
information using the SYFA Incident Record Form where available. 

 
If you are the event manager you should: 

•  Decide on an appropriate response on advice from the protection officer and/or SYFA 
including: 
1. Whether on the basis of available information the concern relates to poor practice or 

possible abuse; 
2. Whether the matter should be reported to SYFA or statutory agencies or whether 

they should be consulted and if so by whom; 
3. The immediate exclusion of an individual from the event; 
4. Informing the parents/carers of the player/players involved; 
5. Informing the relevant club and SYFA. 

 
In most cases the issue will then be referred to the event’s initial response team (IRT) where a 
decision has been taken to establish one. Although in some extreme circumstances the event 
protection manager may identify the need for immediate medical attention or urgent referral to 
Police Scotland or children’s social work.  
 
Initial Response Team 
Some event organisers establish an initial response team (IRT) to consider and respond to concerns 
affecting young people. Many of these will not be protection issues, e.g. they may concern 
transport, catering or accommodation. 
 
The Initial Response Team will consist of the event protection manager, tournament director/event 
manager and other representatives as required, e.g. medical officer. 
Review all reported issues/concerns and agree most appropriate initial route for support or a 
solution covering protection concerns or broader welfare concerns. 
 
The IRT usually meets twice a day. Where the IRT decides that the concerns represent possible 
poor practice or abuse these will be referred to the event protection panel. In the absence of an IRT 
referrals should be made to the event protection panel or directly to the event protection manager. 
 
Event protection panel 
The event protection panel including the event protection manager is responsible for making 
decisions about the appropriate route any case will take e.g. referral to Police, children’s social 
work, child’s named person, to SYFA and/or expulsion from the event. The event protection 
manager will be responsible for consulting with or making referrals to SYFA or external statutory 
bodies for deciding who will contact the parents of the player concerned and for informing the event 
manager. 
 
The Event Protection Panel will consist of and be chaired by the event protection manager with 
three protection officers and where possible a representative from SYFA. 
The Event Protection Panel will consider all concerns about poor practice and abuse and decide on 
appropriate action for the alleged abuse or poor practice. 
Decide whether to immediately exclude, inform the SYFA or refer to statutory agencies. 
 
The panel will also deal with broader welfare issues, such as catering, transport, accommodation, 
facilities, venues and kit. 
 
Recording concerns 
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Make a detailed note of what you have seen or heard but don’t delay in passing on the information 
using the SYFA Incident Record Form where available. 
 
Responding to general welfare issues 
Protection officers at away events will most commonly have to deal with players concerned about 
such things as home-sickness, forgetting to bring things with them and anxiety about how they will 
get on with others. Although these are not concerns about abuse they may still be significant for the 
player. 
 
Most of these issues can be managed by the team manager. All protection issues should be reported 
to the team’s protection officer and recorded in the club logbook of incidents in line with the event 
protection plan, consideration should be given about notifying the child’s named person of these 
concerns. Regular briefing sessions should be held throughout the event at residential events. This 
will help to pick up any emerging themes such as bullying behaviour and provide support to the 
protection officers. 
 
Ideally at residential events there should be quiet time-out areas where players and officials can go 
if they are upset, homesick or need to talk to someone about anything concerning them. 
 
SYFA Protection Officer 
Inform relevant protection manager or SYFA about concern and make recommendations about 
sanctions, immediate exclusion or further disciplinary action. 
 
Consider informing the player’s parents immediately unless they are implicated or if to do so could 
cause further risk of harm to the player or affect any police investigation. However, you should not 
delay reporting concerns to or consulting statutory agencies. 
 
It must be recognised that in Level 5 events one of the challenges for international 
tournaments/events is the difference between Scottish/UK legislation and guidance and those of 
participating clubs from abroad or from the host country when the event is held overseas. It is 
essential to remember that wherever the tournament/event is being held the club officials still retain 
protection and duty of care responsibilities for all children and adults at risk of harm that are part of 
the club. 
 
All club members sign a club members’ agreement and this document should work in conjunction 
with good practice standards and adherence to the codes of conduct identified in the event 
protection plan. The understanding and implementation of the event protection plan should be 
viewed as a minimum requirement for all roles and participants at event level 5. 
 
Given the complexity of international events, there may well not be a centralised event protection 
structure or process. Therefore clubs and other groups need to ensure that they have robust 
arrangements to respond to concerns that may arise. 
 
This section should be read in conjunction with Away fixtures, day trips and overnight stays Advice 
Sheet No.6 and Travel abroad and hosting Advice Sheet No. 7 
  
Concerns arising at overseas events 
When tournaments or events take place overseas it is essential that the club protection officer obtain 
information and guidance about procedures to report any concerns about abuse or other illegal 
activity which may arise. These can be obtained from the British Consulate, High Commission or 
Consulate in the area to be visited and from football bodies in the country to be visited. In addition 
these matters should also be reported to SYFA and statutory authorities in the UK at the earliest 
opportunity. 
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The British Consulate, High Commission or Consulate 
The Foreign and Commonwealth Office offer advice and practical tips on staying safe secure and 
healthy while abroad. 
 
Their advice is to identify the nearest British Embassy, High Commission or Consulate in the area 
where you are going and to take the telephone number, address, open times and list of services 
offered, this number should also be left with your main contact in the UK. 
 
You are also advised to register your group on their LOCATE service at www.fco.gov.uk/locate  
 
This will be forwarded to the nearest British Embassy, High Commission or Consulate. This will 
help should you need any crisis staff support during your trip for such things as being admitted to 
hospital, being a victim of crime or losing your passport. 
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The information in this Advice Sheet should be used in conjunction with SYFA Protection Policies 
and Procedures, Advice Sheets, Checklists and Codes of Conduct as listed below. All are 
documents are available to download from the SYFA website www.scottishyouthfa.co.uk then click 
Information Downloads and then click Protection Information. 
 

Protection Policies, Procedures and Codes 
SYFA Player Protection Policy and Procedures 
SYFA Adult at Risk Protection Policy 
SYFA Protection Incident Record Form 
Code of Good Conduct for the Use of Photographs and Images 
SYFA Code of Conduct 
SYFA Confidentiality Policy 
Social Media Usage Policy – A Policy for SYFA Players, Officials, Clubs, Leagues and Regions 
 

Advice Sheets 
Advice Sheet No. 1 Top Ten Tips - Protection Basics 
Advice Sheet No. 2 Creating a Safe Environment for SYFA Players 
Advice Sheet No. 3 Protection Roles and Responsibilities 
Advice Sheet No. 4 Responding to Protection Concerns 
Advice Sheet No. 5 Specific Practice Guidance 
Advice Sheet No. 6 Away Fixtures, Day Trips and Overnight Stays 
Advice Sheet No. 7 Travel Abroad and Hosting 

Responding to Concerns Flowchart 
 

Checklists 
Actions Required Before Booking a Trip 
Actions Required Before Travelling/During a Trip 
Actions Required After Returning from a Trip 
Documentation and Equipment to be Taken on a Trip 
Before, During and After a Trip 
 

Risk Assessment 
SYFA Risk Strategy for Trips 
SYFA Risk Register for Trips 
 

Useful Contacts 
 
David Little, Chief Executive SYFA  
or  
Hazel Killen, SYFA National Protection Officer 
 
SYFA Limited Hampden Park, Glasgow, G42 9BF 
   Tel: 0141 620 4590 Fax: 0141 620 4591 

e-mail: syfaprotection@scottish-football.com 
Playing it Safe : playingitsafe@scottish-football.com   
Website: www.scottishyouthfa.co.uk  

 
NSPCC Child Protection in Sport Unit  www.thecpsu.org.uk 
 
Childline Scotland     0800 1111 (free) 
       www.childlinescotland.org.uk 
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If you’re worried 
contact us
0808 800 5000

help@nspcc.org.uk
nspcc.org.uk/helpline

text 88858
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worried about a child for more than a month.
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Advice Sheet No. 5 
Specific Practice Guidance 
 
Introduction 
 

This advice sheet is designed to give guidance to SYFA 
member regions, leagues, clubs, officials, players and their 
parents. The guidance describes the essential elements that 
you should have in place regardless of the size and nature of 
any football event in which you are participating or 
planning. How you implement this guidance will differ 
according to your event but it is vital that you address the 
risks in all cases. 
 
It should be noted that this is merely guidance and that clubs 
must ensure that they carry out fully their legal 
responsibilities in relation to health and safety and all SYFA 
Protection obligations in respect of any trips or journeys in  

                                                                which they participate, attend or organise. 
 
This includes carrying out sufficiently well in advance full and detailed risk assessments in relation 
to places visited, travel and accommodation arrangements, playing venues and other matters. Part of 
that process should be taking decisions, including decisions about whether trips should proceed at 
all, based both on legal obligations and requirements of SYFA guidance.  
 
Legal obligations include only exposing players, whose safety is paramount, to situations where 
risks have been fully assessed and are at a level that are legally acceptable.  Independent advice 
should be sought where clubs do not have adequate knowledge of their responsibilities. A list of 
protection policies, procedures, advice sheets and checklists is available at the end of this advice 
sheet. 
 
All players whatever their age, culture, disability, gender, language, racial origin, socio-economic 
status, religious belief and/or sexual identity have the right to protection from all forms of harms or 
abuse. 
 
Depending on your event and other circumstances, you may need to consider: 

•  Deaf or disabled participants; 
•  Adults at risk of harm; 
•  Elite young athletes; 
•  Players from minority ethnic groups; 
•  Interpreters; 
•  Chaperones; 
•  E-technology: social media, mobile phones and the internet. 

 
Deaf or disabled participants 
Terminology 
We use the term “deaf or disabled” because many deaf people do not define themselves as disabled. 
Those who were born deaf have never experienced “hearing” as a usual activity and for this reason 
many describe themselves as belonging to a specific cultural group with its own language British 
Sign Language often referred to as the Deaf community. 
 
Inclusion 
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Increasing numbers of deaf or disabled players enjoy taking part in football and physical activity. 
Despite some traditionally negative preconceptions the vast majority of deaf and disabled children 
and young people are ready, willing and able to participate when their additional needs have been 
understood, considered and addressed. These needs may include access to facilities, adapted or 
modified equipment, coaching practices or aspects of football and appropriately trained officials to 
support them. Some sports bodies cater specifically for disabled athletes while SYFA provides 
opportunities for both disabled and non-disabled participants. 
 
Vulnerability 
It is important to recognise that deaf or disabled players are more vulnerable, to all types of abuse, 
than other young players. Reasons for this include: 

•  Increased likelihood of social isolation; 
•  Fewer outside contacts than players without a disability; 
•  Dependency on others for practical assistance in daily living, including intimate care; 
•  Impaired capacity to resist, avoid or understand abuse; 
•  Speech and language communication needs may make it difficult to tell others what is 

happening; 
•  Limited access to someone to disclose to; 
•  Their particular vulnerability to bullying. 

 
Key steps to protect disabled young people 
Everyone who will be responsible for or in contact with disabled players should appreciate and 
understand their increased vulnerability and additional needs. 
In consultation with the players and their parent/carer(s) consider: 

•  Use of language and appropriate communication methods, including signers or interpreters 
when appropriate; 

•  Access to sports and non-sport facilities, transport and accommodation; 
•  Adaptations needed to coaching practices, equipment and activity; 
•  Increased supervision ratios during all parts of the event, including any specialist support 

required, e.g. chaperones; 
•  Relevant training, information or other learning opportunities and support for officials and 

volunteers; 
•  What information is required about the player’s impairment or disability or any medication 

they may be required; 
•  How the player will understand and be able to access means to express any protection 

concerns that arise including poor practice and bullying. 
 
Additional considerations include: 

•  Are changing and showering facilities at the venue appropriate for wheelchair users or 
others with physical impairments in terms of both physical access and privacy? 

•  Is information about all aspects of the event provided in an appropriate and accessible 
format for disabled participants? 

•  Are all forms of transport to be used, and all routes around, within and between the venue 
and accommodation, fully wheelchair accessible and reasonable for players with a range of 
mobility impairments? 

•  Have issues of privacy been addressed when parents/carers need to assist with a player’s 
personal care in a public changing area? 

•  Do venue changing facilities and toilets have all the required adaptations and equipment, 
e.g. for players with a spinal injury? 
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Adults at risk of harm 
The guidance in the SYFA Advice Sheets regarding activities and competitions is primarily to 
protect players involved in Scottish grassroots football. However many football events will also be 
open to adults some of whom may be regarded as vulnerable. An  adult at risk of harm is  a person 
aged 16 years or over who:  

• is unable to safeguard their own well-being, property, rights or other interests; 
• is are at risk of harm; and 
• because they are affected by disability, mental disorder, illness or physical or mental 

infirmity, are more vulnerable to being harmed than adults who are not so affected. 
 
Harm includes all harmful conduct and, in particular, includes: 

• conduct which causes physical harm; 
• conduct which causes psychological harm (e.g. by causing fear, alarm or distress); 
• unlawful conduct which appropriates or adversely affects property, rights  or interests (e.g. 

theft, fraud, embezzlement or extortion); 
• conduct which causes self-harm; 
• another person’s conduct is causing, or is likely to cause the adult to be harmed; or 
• the adult is engaging, or is likely to engage, in conduct which causes, or is likely to cause, 

self-harm. 
 
You can find guidance for protecting  adults at risk of harm in the SYFA document “Adults at Risk 
Protection Policy”.  
 
Funded sports programmes are increasingly focusing on engaging both children and young adults 
often those specifically consider vulnerable adults. Organisations therefore need to ensure that they 
have protection policies and procedures that address the needs of adults at risk of harm, as well as 
children and young people. 
 
 
The categories of abuse of  adults at risk of harm are wider than those of children. As well as 
physical abuse, sexual abuse, psychological (emotional) abuse and neglect, they also include 
financial, withholding information and discriminatory abuse. 
 
You can find the signs and indicators of these categories in the SYFA Adults at Risk Protection 
Policy.  
 
In essence, the values, principles and most of the best practice guidance and procedures that relate 
to protecting children will be relevant to protecting adults at risk of harm. The main practical 
differences relate to: 

• Issues of consent; 
• Referral of concerns to adult social work and not children’s social work. 

 

 



Issue 1 
	  

Elite young athletes 
There is increasing evidence that children and young people at the pre-peak and peak performance 
stages of their sporting career are particularly vulnerable to poor practice and abuse. 
Increased risk factors for elite young players include: 

•  High levels of dependency on their coach; 
•  Intensity of the training/competition schedule; 
•  Isolation from family and wider support network; 
•  Frequent travel and trips away. 

 
Those responsible for elite or pre-elite young players should be aware of and address the additional 
vulnerability of this group of participants within protection planning, training and practices. 
 
Players from minority ethnic groups 
When running or taking part in any event or competition it is important that you take account of the 
diversity of participants and avoid making assumptions about cultural or language differences. Your 
code of conduct should cover discrimination and the need to challenge any discriminatory remarks 
or behaviour but you need to bear other considerations in mind. 
 
Vulnerability 
Players from minority ethnic communities can be additionally vulnerable to abuse because of: 

•  Increased likelihood of social isolation due to language or cultural differences; 
•  Stereotypes and prejudicial assumptions can lead to abuse not being detected or being 

misinterpreted; 
•  Language/communication needs may make it difficult to tell others what is happening; 
•  Limited access to someone to disclose to; 
•  Particular vulnerability to bullying. 

 
Key steps to protect players coming from minority ethnic groups 

•  Take account of religious festivals or daily practices and depending on your participants 
avoid holding events that may clash with these. This may be particularly important at event 
level 1 where you may wish to attract the widest possible target group of participants 
within a particular locality; 

•  Check with your participants in advance and take account of any dietary requirements; 
•  Ensure communication about what to do in the event of concerns is made readily available 

in appropriate formats and language. 
 
Interpreters 
You may need to use interpreters either for communication with some deaf or disabled participants 
or for multicultural events when you may have participants for whom English is not their first 
language. It will be the club’s responsibility to obtain an interpreter if required. 
 
Chaperones 
Chaperones are identified adults with a legal responsibility and duty of care for the safety, welfare 
and supervision of a specific player or group of players. They are responsible for implementing the 
relevant aspects of the SYFA’s protection policy and procedures and the event protection plan 
including ensuring that those whom they are chaperoning understand their rights and 
responsibilities at the event. The event will have responsibility, if so requested, to appoint a 
chaperone from within the existing event protection officers. 
 
The chaperone will support the player or group of players to enable them to maximise their 
opportunity at the event, but can also help if any issues/concerns arise. Their immediate support 
may be required to enable some children with significant impairments to participate in the sport or 
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activity. Event organisers need to be assured of the suitability of chaperones for this role, 
particularly in protection terms.  
 
Chaperones therefore need to be subject to the same checks and vetting processes as other SYFA 
officials in roles that bring them into close contact with children or adults at risk of harm. 
 
E-technology: social networking; mobile phones and the internet 
Organisers are increasingly using e-technology and social media as an integral part of larger events 
to: 

•  Engage with officials, players and participants; 
•  Promote the event to the wider online community; 
•  Provide and receive live feedback; 
•  Publicise successes; 
•  Generally support the event. 

 
Many individuals accessing this information are young people so it is important that organisers 
recognise, consider and address the potential protection concerns associated with e-technology 
before systems go live. 
 
Potential risks to consider include: 

•  Cyberbullying; 
•  Sexting; 
•  Misuse of texting and social media to identify, contact or groom children and young people 

for abuse. 
 
Organisations and event organisers therefore need to ensure that these risks are addressed in their 
protection plans and should be in accordance with SYFA documents: 

•  Code of Good Conduct for the Use of Photographs and Images; 
•  Social Media Usage Policy; 
•  ITC, Email and Internet Policy. 
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The information in this Advice Sheet should be used in conjunction with SYFA Protection Policies 
and Procedures, Advice Sheets, Checklists and Codes of Conduct as listed below. All are 
documents are available to download from the SYFA website www.scottishyouthfa.co.uk then click 
Information Downloads and then click Protection Information. 
 

Protection Policies, Procedures and Codes 
SYFA Player Protection Policy and Procedures 
SYFA Adult at Risk Protection Policy 
SYFA Protection Incident Record Form 
Code of Good Conduct for the Use of Photographs and Images 
SYFA Code of Conduct 
SYFA Confidentiality Policy 
Social Media Usage Policy – A Policy for SYFA Players, Officials, Clubs, Leagues and Regions 
 

Advice Sheets 
Advice Sheet No. 1 Top Ten Tips - Protection Basics 
Advice Sheet No. 2 Creating a Safe Environment for SYFA Players 
Advice Sheet No. 3 Protection Roles and Responsibilities 
Advice Sheet No. 4 Responding to Protection Concerns 
Advice Sheet No. 5 Specific Practice Guidance 
Advice Sheet No. 6 Away Fixtures, Day Trips and Overnight Stays 
Advice Sheet No. 7 Travel Abroad and Hosting 

Responding to Concerns Flowchart 
 

Checklists 
Actions Required Before Booking a Trip 
Actions Required Before Travelling/During a Trip 
Actions Required After Returning from a Trip 
Documentation and Equipment to be Taken on a Trip 
Before, During and After a Trip 
 

Risk Assessment 
SYFA Risk Strategy for Trips 
SYFA Risk Register for Trips 
 

Useful Contacts 
 
David Little, Chief Executive SYFA  
or  
Hazel Killen, SYFA National Protection Officer 
 
SYFA Limited Hampden Park, Glasgow, G42 9BF 
   Tel: 0141 620 4590 Fax: 0141 620 4591 

e-mail: syfaprotection@scottish-football.com 
Playing it Safe : playingitsafe@scottish-football.com   
Website: www.scottishyouthfa.co.uk  

 
NSPCC Child Protection in Sport Unit  www.thecpsu.org.uk 
 
Childline Scotland     0800 1111 (free) 
       www.childlinescotland.org.uk 



RESPONDING TO CONCERNS FLOWCHART

Disclosure by player 
to staff member/SYFA
Official

Observation
Information from 
another individual/
agency

Concern about child abuse

Report to SYFA PO
(if not available go to
next box)

Record

Take steps to ensure
player’s immediate 
safety, if required

Refer to police and/or
social work

Record advice given 
and action taken

Decide how to
support player

Follow advice from
police/social work as
to who informs 
parents



DON’T WAIT UNTIL 
YOU’RE CERTAIN

If you’re worried 
contact us
0808 800 5000

help@nspcc.org.uk
nspcc.org.uk/helpline

text 88858

Over half the people who contact us have been 
worried about a child for more than a month.

Registered charity numbers 216401 and SC03771.
NS2223. 0853/12.



Away fixtures, day trips 

and overnight stays

6

NSPCC registered charity numbers 216401 
and SC037717.

In partnership with:



nspcc.org.uk/underwear
2013526. Registered charity numbers 216401 and SC037717



nspcc.org.uk/underwear
2013526. Registered charity numbers 216401 and SC037717

Issue	  1	  

Advice Sheet No. 6 
Away Fixtures, Day Trips and Overnight Stays 
 
Introduction 
 

This advice sheet is designed to give guidance to SYFA 
member regions, leagues, clubs, officials, players and their 
parents. The guidance describes the essential elements that 
you should have in place regardless of the size and nature of 
any football event in which you are participating or 
planning. How you implement this guidance will differ 
according to your event but it is vital that you address the 
risks in all cases. 
 
It should be noted that this is merely guidance and that clubs 
must ensure that they carry out fully their legal 
responsibilities in relation to health and safety and all SYFA 
Protection obligations in respect of any trips or journeys in  

                                                               which they participate, attend or organise. 
 
This includes carrying out sufficiently well in advance full and detailed risk assessments in relation 
to places visited, travel and accommodation arrangements, playing venues and other matters. Part of 
that process should be taking decisions, including decisions about whether trips should proceed at 
all, based both on legal obligations and requirements of SYFA guidance.  
 
Legal obligations include only exposing players, whose safety is paramount, to situations where 
risks have been fully assessed and are at a level that are legally acceptable.  Independent advice 
should be sought where clubs do not have adequate knowledge of their responsibilities. A list of 
protection policies, procedures, advice sheets and checklists is available at the end of this advice 
sheet. 
 
SYFA regions, leagues and clubs travelling to away fixtures, competitions or tournaments: 
Level 4 and 5 events almost inevitably involve significant travel and often overnight stays for many 
participants. 
 
These trips can offer many players exciting and positive experiences they also bring particular 
challenges for the officials charged with their care. They raise issues around player protection that 
need to be addressed to ensure that your events meet their aims. 
 
Players at elite clubs, regional and/or national levels are particularly vulnerable to abuse and poor 
practice and spend significant periods away from their home and family when training and 
competing. 
 
Trips abroad are covered separately in Travel Abroad and Hosting (Advice Sheet No. 7). 
 
Even the simplest shortest trip away with players requires some planning and this sheet gives 
guidance to regions’, leagues’ or clubs’ away fixtures or day trips, including overnight stays with 
accommodation where this applies. 
 
When planning a trip you should allow sufficient time to cover the various elements listed below. 
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You should adopt a pick-and-mix approach, choosing the appropriate level of detail according to 
your particular level of event. 

•  Planning; 
•  Communicating with parents and carers; 
•  Preparing the players; 
•  Assessing the risks; 
•  Transport; 
•  Emergency procedures; 
•  Insurance cover; 
•  Supervising children and young people; 
•  Accommodation; 
•  Catering; 
•  General advice; 
•  When you arrive; 
•  Briefing and de-briefing; 
•  What helps players away from home? 

 
Planning objectives/purpose 
What is the objective or purpose of the trip?  
Is it for competition, training, tournament or social purposes, or will the itinerary be a combination 
of these? 
 
When, where and for how long? 
Having decided on the purpose of the trip, you should consider: 

• The likely date:  
1. You should check competition calendar for league, regional and national fixtures, 

for school-age players the school calendar including examination periods; 
2. You should check the availability of officials and older player who may be 

working or in full time education; 
3. You should check religious festivals or holidays for all the major faiths (e.g. some 

young participants may be unavailable or may be fasting, which would have a 
significant impact on their ability to compete); 

4. You can get more information on religious festivals and holidays from the 
Citizens Advice service www.advice.guide.org.uk or local religious settings. 

•  The duration of the trip:  
1. You should take into account the purpose of the trip; 
2. The age and any particular needs of the players; and 
3. The distance to be travelled and the mode of transport. 

•  A suitable venue: 
1. You should take into account the sporting facilities; 
2. Accommodation and general location; 
3. Also consider access for participants with physical impairments. 

 
Who will be going? 
The objective of your trip will determine some issues regarding the profile of those who will be 
taking part. You should consider the following areas: 
 
Players in the group 

•  Is the group predominately of one age or is there a wide age range? 
•  Is it a mixed gender group? 
•  How large is the group? 
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•  How will specific needs relating to any disability, medical considerations or cultural or 
ethnic considerations be met?  

•  Do you need to plan for how you will access an interpreter? 
 
Your planning for the trip will depend on this profile e.g. there will be no unsupervised time for 
players under 18, the size of the group may limit activities and some activities may need to be 
shorter for younger players. 
 
Officials and volunteers 
The profile of the group will determine other issues such as: 

•  Ratio of adults to children 
•  Whether members of staff and volunteers are suitable for the role 
•  Requirements for any specialist staff, e.g. physiotherapists, carers or medical staff 
•  Ensuring adequate supervision during competition and activity and during free time. 

 
How much will it cost? 
The planning stage will include looking at the cost of the trip: 

•  How much is the travel and accommodation? 
•  How will the trip be funded? 
•  What will be included in the overall cost? 
•  What will be optional extras? 
•  Are there any contingency costs? 

 
For younger players you should try to include all the basic requirements in the overall cost as this 
ensures they will be able to have meals and take part in all the activities. With older groups the 
players may pay for some or all meals themselves and choose whether or not to participate in 
certain activities. 
 
While it is difficult to organise trips without first gauging the likely support it is important to ensure 
that parents have sufficient opportunity to organise their finances. For example, some players may 
be socially excluded if you need deposits within a short space of time or fill trips on a first come 
first served basis. Where possible, you should give parents the opportunity to agree a payment 
schedule so as not to disadvantage any players. 
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Spending money 
All players will need some money that they can spend themselves. This can be a problem with some 
players and many are vulnerable where money is concerned. You should advise parents how much 
money their child will need, as it can be difficult to manage situations where one player has barely 
enough to finance even small items when another has large amounts of money. 
  
Communicating with parents and carers 
For straightforward away fixtures, you may only need to cover: 

•  Method of transport, pick-up point and estimated time of return; 
•  Destination and venue; 
•  Competition details; 
•  Name of secretary, protection officer and first aider with full contact details; 
•  Emergency contact details; 
•  Costs (coach fare or money required for meals); 
•  Kit, clothing or other items needed by the player. 
•  Special kit required by players or officials with disabilities if appropriate. 

 
For overnight trips, it is good practice to meet with parents beforehand when you can explain: 

•  Competition arrangements including those for players with disabilities; 
•  Competition needs regarding a requirement for medical information; 
•  Confidentiality issues; and  
•  Consent forms. 

 
You should also provide information on: 

•  Discipline policies; 
•  The code of conduct; 
•  Pocket money; 
•  Phoning home; 
•  Homesickness; and 
•  Remote supervision. 

 
It may be appropriate to share information with the parents that has been obtained when assessing 
safety issues involved in the trip and the steps taken to reduce these risks to an acceptable level for 
the event. You can explain any accident and emergency procedures and provide information cards 
or leaflets if possible. 
 
Information for parents 
The paperwork you prepare for parents and players should give them as much information as 
possible. For trips where players are staying overnight this will need to be more comprehensive and 
include: 

•  Objectives and purpose of the trip; 
•  Name and contact number of the organiser; 
•  Names of all officials and any volunteers; 
•  Name and contact number of the person acting as the home-club contact; 
•  Details of transport to and from venue and during the trip; 
•  Details of accommodation with address and contact number; 
•  Itinerary, which should give as much information as possible, particularly the type of 

activities (competition, training, educational/social) and an indication of any unsupervised 
free time; 

•  Kit and equipment list; 
•  Emergency procedures and telephone contact; 
•  Code of conduct; 
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•  Protecting children procedures and/or vulnerable adult procedures; 
•  Estimated cost (final costs will depend on the number of players participating, so you may 

need to indicate that the cost could vary up or down); 
•  Date for paying a deposit to book a place and details of whether there are any 

circumstances under which the deposit is returnable; 
•  Schedule for settling the balance; 
•  Spending money; 
•  Expectations around the use of mobile phones or social networking sites; and 
•  Details of insurance cover. 

 
Information required from parents and carers 
For all players a parental consent form should be completed and should include the following 
information: 

•  Acceptance of the code of conduct; 
•  Emergency contact numbers (at least two); 
•  Any specific medical information or information relating to an impairment or disability; 

and 
•  Information about any other factors that may affect the player (e.g. family bereavement). 

 
Medical information  

•  You should identify any allergies e.g. to non-prescription medicines such as painkillers or 
to insect bites and stings;  

•  You should ask parents which type of painkillers or other medication the player usually 
takes, if at all; 

•  Medication should then only be administered according to this information; 
•  You should also clarify personal responsibility for asthma inhalers; and 
•  You should also cover contact with contagious or infectious diseases, which you may need 

to check again just before the departure date. 
 
Those players who indicate that they have a medical condition are likely to be required by the 
insurers to complete a more detailed information form: 

•  Special requirements e.g. dietary or special care needs arising from impairment, potential 
behavioural difficulties or the possibility of epilepsy; 

•  Specific cultural or religious needs; 
•  Consent for emergency medical treatment; and 
•  Agreement to pay any fees associated with this treatment. 

 
Preparing the players 
It is good to include the players in your meeting with parents and, if appropriate, carers but a 
separate meeting with the players gives them an opportunity to discuss and jointly adopt a code of 
behaviour. 
 
You can also give them advice on policies and procedures to help them keep safe while away. 
Players of different ages and/or abilities may have different needs or requirements. You can talk to 
them about telling someone they trust if they are being bullied, feel frightened or homesick, as well 
as identifying opportunities to do this and the named adult to whom they might speak in confidence. 
 
You can also use this meeting to discuss any shared chores or activities, including individual 
preferences and the ever-popular cooking, cleaning or job rotas. If it is not possible to meet before 
the trip you should cover these items at the briefing meeting on arrival. 
 
Assessing the risks 
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No amount of planning can guarantee that a visit or overnight trip will be totally incident free but 
good planning and attention to safety measures can reduce the likelihood or seriousness of any 
incidents. 
 
Formally assessing potential problem areas is central to ensuring that you have appropriate 
procedures in place for all activities and stages of a trip. For further information please go to 
www.scottishyouthfa.co.uk then downloads then Away Fixtures and Trips with Overnight 
Stays. 
 
Your assessment should aim to prevent the risks or reduce them. You must not place players or 
officials in situations that expose them to an unacceptable level of risk. Your prime consideration 
must always be safety. 
 
You should base your risk assessment on the following considerations: 

•  What are the hazards? 
•  Who might be affected by them? 
•  What safety measures need to be in place to reduce the risks to an acceptable level? 
•  Can the group put the safety measures in place? 
•  What steps will be taken in an emergency? 

 
Referring back to Creating a Safe Environment for Players (Advice Sheet No. 2) if necessary 
you should ask these questions in respect of the venue, transport, staffing, sleeping arrangements, 
food and catering arrangements as well as the various sporting activities in the programme. 
 
We strongly recommend a pre-trip visit to check many of the above points. Although good practice 
this may sometimes not be practical but you can always write to the sports venue and 
accommodation to ask for specific information for your risk assessment. You can also seek 
references from other clubs or groups that have used the same facilities. 
 
You should also establish how many registered officials you will need at all times to supervise the 
group adequately on your trip. 
 
Changes to the weather may adversely affect the environment and add to risks so it is important for 
the member’s official to be suitably experienced to assess the continued safety of the activity. 
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Transport 
You should examine transport in conjunction with the SYFA Player Protection Policy as this may 
bring a number of considerations including: 

•  Passenger safety; 
•  Suitability, competence and training of the driver to drive the vehicle and whether the 

driver holds the appropriate valid licence and insurance; 
•  Condition of transport including appropriate MOT, insurance and road tax; 
•  Number of driving hours for the journey and length of the driver’s day, including non-

driving hours; 
•  Arrangements to ensure that drivers take breaks and are aware of emergency procedures; 
•  Whether more than one driver is required and that the same checks are applied as for the 

main driver; 
•  Type of journey, traffic conditions, weather, appropriate insurance cover; 
•  Journey time, distance and stopping points; 
•  Supervision requirements; and 
•  Suitability of transport especially if the group includes players with a disability. 

 
Minibuses 
We recommend training in minibus driving and passenger management for anyone who may drive a 
group. Some larger driving schools provide minibus training and can take people through a specific 
test. 
 
Private cars 
You should avoid the use of private cars to transport players unless this involves parents carrying 
their own children and any other players by private agreement with another parent. This is rather 
than at the request or on behalf of the region, league or club. SYFA already has policies and 
guidelines around the use of private cars to transport players and you should check and comply with 
these. 
 
The driver is responsible for ensuring that all passengers have and use a seat belt. You should not 
use vehicles without seat belts or exceed the recommended number of passengers for the vehicle. 
 
If you want volunteers, parents or players to use their own cars to transport players on your 
region’s, league’s or club’s behalf (rather than as a private arrangement between parents), you must 
ensure that these drivers are aware of their legal responsibility for the passengers in their cars. You 
should assess drivers’ suitability to transport other players on behalf of your region, league or club 
as you would with any other responsibility for players. You should check their insurance and 
driving licences. You should seek agreement from parents for their children to be carried in other 
parents’ cars. 
 
Generally, adult drivers should not be alone with a young person in a car on journeys however 
short. If this is absolutely necessary you should get written permission, tell all relevant people the 
expected departure/arrival times and the player should travel in the back of the car. In the event of 
an emergency this should be recorded afterwards. 
 
The team manager should arrange a central dropping off point for all players rather than individual 
home drops. Those in charge of arrangements need to check that the players are collected. Clubs 
should refer to the SYFA Player Protection Policy regarding the use of private vehicles as drivers 
should be carefully vetted. 
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Supervision while travelling 
The event level of supervision necessary should be considered as part of the risk assessment and 
also as part of the supervision requirements outlined in your own event level in Protection Roles 
and Responsibilities (Advice Sheet No. 3). 

•  The team manager is responsible for the group at all times including maintaining good 
discipline; 

•  The driver should not normally be responsible for supervision but this may be the case 
with smaller groups of older players; 

•  All travel party members should be aware of the location of the emergency door, first-aid 
kit and fire extinguisher on the transport; and 

•  The team manager should be aware of alternative routes or means of travel in the event of 
delay or cancellation. 

 
When planning supervision on transport, the team manager should consider: 

•  Level of supervision necessary on double-decker buses and coaches. In normal 
circumstances one supervisor on each deck should be appropriate; 

•  Safety of the group when crossing roads; 
•  Safety on buses, trains or ferries. The team manager should make clear to travel party 

members how much or how little freedom they have to roam. Misbehaviour is a main 
cause of accidents to children when travelling so you should maintain appropriate 
supervision and discipline at all times. Ferry operators may demand that all youngsters are 
supervised if they are allowed on deck; 

•  Sufficient stops at suitable locations to ensure the safety and comfort of all travel party 
members including officials and the driver. 

 
Where possible when using public transport the team manager should book well in advance so that 
seats can be reserved and the party can travel together. 
 
In the event of a vehicle breakdown or accident the travel party should remain under the direct 
supervision of the team manager or other registered officials wherever possible. 
 
When getting on or off transport you MUST conduct a headcount and provide support for players 
who have mobility difficulties including wheelchair users. If anyone in the group uses a wheelchair 
the team manager should ensure that the vehicle has appropriate access and securing facilities. It 
may be appropriate to use portable ramps. 
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Emergency procedures 
First aid 
Your group’s registered first aider should know how to contact the emergency services and have 
access to first aid provision in a suitable first-aid box. 
When assessing minimum first-aid requirements, you should consider: 

•  Numbers in your group; 
•  Nature of activities; 
•  Possible injuries and how effective first aid would be. 

 
Medical conditions and medication 
Your registered first aider should be aware of any specific medical conditions of players and 
officials including any allergies. 
 
All officials have a duty of care to make sure that those young people in their charge during a trip 
remain safe and healthy. They also have a common law duty to act as would a reasonably prudent 
parent. Officials should not hesitate to act in an emergency and to take life-saving action in an 
extreme situation. 
 
On-site procedures 
If an emergency occurs on a region, league or club trip: 

•  Establish the nature of the emergency as quickly as possible; 
•  Ensure all travel party members are safe and looked after; 
•  Establish the names of any casualties and get them immediate medical attention; 
•  Ensure that those travel party members who need to know are aware of the incident and 

that they all follow the emergency procedures; 
•  Ensure that a registered official accompanies any casualties to hospital and that those 

members of the travel party remaining are adequately supervised and kept together at all 
times; 

•  Notify Police Scotland if necessary; 
•  Write down accurately and as soon as possible all relevant facts and witness details and 

preserve any vital evidence; 
•  Keep a written account of all events, times and contacts after the incident then date and 

sign your record with your full name; 
•  Complete an SYFA incident report form as soon as possible; 
•  Ensure that no one in the travel party speaks to the media. Names of those involved in the 

incident should not be given to the media as this could cause distress to the families. Media 
enquiries should be referred to a designated media contact within SYFA; 

•  Ensure that no one in the travel party discusses legal liability with other parties; and 
•  Ensure appropriate insurance cover is in place. 

 
Liaison between region/league/club and home 
If contacted about an emergency that has occurred on a trip the person acting as the home contact 
should: 

•  Ensure that the team manager is in control of the emergency and establish if any assistance 
is required from the SYFA; 

•  Contact parents and keep them as well informed as possible at all stages of the emergency; 
•  Liaise with the region/league/club and if necessary the SYFA; 
•  Liaise with the designated SYFA media contact if appropriate; and  
•  Report the incident to insurers using appropriate forms if necessary. 

 
Insurance cover 
Insurance for transport is briefly covered above. 
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Insurance cover will be provided through SYFA affiliation so you should first consult SYFA. 
Insurance cover is essential for all SYFA members’ activities whether at home or away. 
 
When arranging travel insurance cover you should be sure that insurers/travel agency are aware of 
the full itinerary for the trip. 
 
When travelling in motor vehicles in the UK, passengers are covered by law by insurances required 
under the Road Traffic Act (1988). You should consider accident, breakdown and recovery cover 
for self-drive vehicles through a reputable motoring service 
 
Supervising children and young people 
Checking suitability of Registered Officials 
Anyone acting for or on behalf of an SYFA region, league or club must be registered and fully 
compliant with the SYFA Articles of Association, Supplementary and Playing Rules and all 
protection policies and be PVG checked. 
 
If there is any doubt about the suitability of any person you should not appoint them. All officials 
should be someone familiar with protection policies and procedures and have undertaken at least 
basic level child protection training as they will be in a better position to make any judgements. 
 
Mixed gender groups should be accompanied by at least one male and one female official. The 
profile of your trip will determine how many officials you will need and their differing 
responsibilities. You should consider the individual requirements of disabled players, including 
their carers and/or interpreters if needed. 
 

 
 
 
 



Issue	  1	  

Supervisors’ roles and responsibilities 
Generally officials are expected to take the role of a responsible parent, i.e. to act in loco parentis. 
Parents expect their children to be cared for safely and sensibly. 
 
SYFA members must ensure that all officials have been properly inducted and have an 
understanding of protection procedures, ethical issues of equality and standards of behaviour. 
 
Where there is more than one official supervising you should appoint an official to act as travel 
party manager. It is usual for there to be a team manager and a head coach. Coaching staff deal with 
issues at competition or training and team managers provide the necessary support and supervision 
in other areas and at other times. 
 
You should provide all officials with a full itinerary including contact information and transport 
arrangements. 
 
Supervising groups of players can become difficult when their parents are present. You should 
make it clear beforehand that the players are under the supervision of officials and advise parents 
that they should seek not to compromise this relationship. 
 
You should always have a list of travel party members to hand so that you can conduct a simple 
headcount or take a register easily as well as access home contact numbers. 
 
Ratio of staff to players 
You should have a sufficient ratio of officials to players on any trip. Factors to consider are: 

•  Gender, age, ethnicity and ability of the group; 
•  Players with special educational, dietary or medical needs; 
•  Players who are deaf or disabled; 
•  Nature of the activities in the programme; 
•  Duration and nature of the journey; 
•  Competence and possible behaviour of the players; 
•  Number of registered officials and their positions; and 
•  Experience of the officials in supervising the type of programme. 

 
Staffing ratios are difficult to prescribe as they will vary according to the activity, age group, 
location and efficient use of resources. You must also consider ensuring that you have enough 
people to be able to deal with an emergency including official’s illness or any accidents. 
 
As a guide a ratio of 1:8 with at least three officials should be considered as a minimum 
requirement where the players are aged 11 and over. Ratios of officials to players are covered under 
Creating a Safe Environment for Players (Advice Sheet No. 2). 
 
For younger players and those people with disabilities, the ratio may be increased depending on the 
group’s requirements and the activity. It is essential to ensure that you have sufficient supervisory 
cover should someone be taken ill, have to leave the group or need to care for a sick player. 
 
Officials MUST meet to discuss their roles in advance of the trip particularly if away for a period of 
time so that everyone understands and supports each other. Officials often have the ultimate 
disciplinary sanction with players so they should agree with the team manager how to apply the 
code of conduct. 
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Additional support 
Some players may require individual physical or emotional support from an official who know 
them well. Some organisations or carers provide one-to-one support for children during sporting or 
other leisure activities either because of their behavioural or medical needs. (Advice Sheet No. 5) 
 
Events are more likely to be a success for everyone when roles are clear beforehand, involving the 
players where appropriate. For example you could draw up a written agreement with a player and 
officials that clarifies that the official is in overall charge and that any support worker provides 
support to enable the player and others to be safe. 
 
All officials MUST be fully compliant with the SYFA Articles of Association, Supplementary and 
Playing Rules and all protection policies and be able to respond appropriately should the need arise. 
Officials should have undertaken at least basic level child protection training. 
 
Home contact 
For trips involving overnight stays an official/player’s parent from your region, league or club who 
is based at home should have contact details of all those in the travel party and the address of the 
accommodation. 
 
You should consider the practicalities of supervising players including how subgroups will be 
supervised if or when the travel party needs to be split. For example while some players are 
competing others may need to be resting or may have finished their event. 
 
With younger players or those who require behavioural support you should not assume that bedtime 
curfews will mean they will be going straight to sleep or will stay in their room. 
 
You should consider the possibility of homesickness as some players may not have been away from 
home before. It helps to discuss this openly at your planning meeting identifying the official to 
whom players can talk about this if they need to. Allowing flexibility to phone home will help as 
well as enable parents to inform the home-based contact for the trip should their child become 
distressed or constantly ring home. 
 
Using mobile phones, email and social media 
Increasingly players, clubs and event organisers use e-technology and social media (e.g. 
Facebook, Twitter or blogs) to promote events, provide live comment and communicate with 
participants and officials. 
 
However, you should clarify your expectations of participants and adults involved in trips with 
regard to their use of these electronic media. Young people and adults in positions of trust have 
abused these media to cause offence, bully, groom or abuse young people. 
 
Unsupervised time 
There are often situations where players may not be directly supervised, such as returning to hotels 
or bases after events, shopping trips or during social visits. Unsupervised situations may arise at 
competitions or training camps with older players, or may be part of your planned programme. 
 
As a general rule do not allow youngsters under 18 unsupervised free time. You should always 
inform parents if there will be times when youngsters will be unsupervised. 
 
If using remote supervision the travel party leader must ensure that everyone understands the 
ground rules and is adequately equipped to be unsupervised. 
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Time limits should be clear to everyone and not too long. Youngsters should not be on their own, 
but in groups of at least three. 
 
They should know: 

•  Where and how to contact a member of staff; and 
•  Where they are staying, including the telephone number. 

 
They should have: 

•  Some money; 
•  Some form of identification; 
•  Maps, plans and any other information for them to act effectively and safely; 
•  An understanding of any areas that are out of bounds; and 
•  At least one mobile phone between members of each group. 

 
It may help for one or two officials to establish an informal group base such as in a central square, 
park or café so that they are easily available and young people can check in with them. 
 
Accommodation 
Trips may use different types of accommodation including hotels, guest houses, university 
accommodation, hostels, sports complexes or host families. 
 
Arrangements may vary from full board, timed to suit the activities, to self-catering.  
 
Accommodation may consist of single rooms, shared rooms, or en-suite or shared facilities. 
 
Each type of accommodation will place different demands on supervision requirements. 
 
Hostels and residential centres 
You should consider: 

•  What are the establishment’s policies and procedures? 
•  Are the facilities accessible? 
•  Are there any health, safety or other procedures to ensure that players are safe? 
•  Are there any smoking and alcohol restrictions? 
•  Will the group have any responsibilities such as for setting tables, cleaning up and washing 

dishes? 
 
If sleeping in dormitories check that you are not sharing with other unknown groups. 
 
Males and females, officials and players and possibly different age groups should have separate 
sleeping, washing and toilet areas. Always ensure that officials’ accommodation is close to the 
players. Where players are on different floors officials should be available on each floor. 
 
Make sure that disabled players can access the building, rooms and facilities. 
 
Hotels and guest houses 
This type of accommodation raises particular challenges for those responsible for groups of young 
players due mainly to the possible interaction with other paying guests and the availability of bars 
and other facilities. 
You should: 

•  Where possible visit the accommodation beforehand to assess risks, ask questions, 
negotiate with the hotel managers and gather information; 
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•  Seek exclusive use of the accommodation perhaps in cooperation with other teams or 
squads attending the same event; 

•  In the absence of exclusive use ensure participants are not spread across the hotel, e.g. by 
negotiating the use of all rooms on a particular floor; 

•  Separate sets of rooms used by male players from rooms used by female players; 
•  Ensure disabled players will have access to all parts of the hotel and all areas within the 

allotted bedrooms particularly wheelchair users for whom the height of the bed may be a 
factor; 

•  Establish whether rooms include internet access, access to adult films, mini-bars and 
depending on the player’s ages kettles; 

•  Assess the access to and use of facilities including bars, restaurants, pools, gymnasiums, 
TV/games rooms, the internet and so on; 

•  Consider any additional supervision levels required particularly during down time or free 
periods; 

•  Negotiate with hotel security about young players accessing the bar or leaving the 
premises; 

•  Set party members very clear guidelines on their expected behaviour at the accommodation 
including alcohol consumption, smoking and wearing of team kit; 

•  Maintain details of which players are using which rooms; 
•  Establish fire and other emergency arrangements including access to players’ rooms; 
•  Establish arrangements for meals, arrivals and departures. 

 
Catering 
You should thoroughly check that food requirements can be met. 
 
You should ensure players have sufficient quality and quantity of diet communicating any 
nutritional requirements to the establishment if you will be taking meals there. Mealtimes should be 
appropriate for the programme and special requirements may include vegetarian food, gluten or nut-
free foods, cultural preferences or food that complies with religious requirements. 
 
If you are self-catering, you should check the availability of the kitchen equipment you will need. 
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General advice 
Whatever the accommodation, here are some basic guidelines to good practice: 

•  Discuss your control and discipline policy with the staff of the centre; 
•  Ensure players cannot access inappropriate TV programmes if rooms are fitted with 

televisions; 
•  Check the policy for extras on bills e.g. breakages, lost keys or lost property; 
•  Ensure cleanliness and sufficient toilet/bathing facilities. Check if players have specific 

cultural requirements; 
•  Players should not share a bed, male and female players should not share a room and 

officials should not share a room with a player unless they are parent and child; 
•  To ensure players will be safe, check that rooms can be locked but arrange for access to a 

passkey if required; 
•  Check wheelchair accessibility if required; discuss providing a carer with the young person 

and their parents; 
•  Check accommodation for players who are visually or hearing impaired or have mobility 

difficulties; 
•  Brief everyone on fire procedures and exits and tell accommodation staff if any room is 

occupied by someone with difficulties responding to alarms; 
•  Tell players how to contact officials including which rooms they occupy and room 

telephone numbers particularly on trips abroad. See Travel Abroad and Hosting (Advice 
Sheet No. 7). 

 
When you arrive 
On arrival at the destination the officials should: 

•  Confirm room numbers with the venue, check these against any previously supplied 
rooming list, allocate rooms and then tell the players. Allowing free choice of rooms and 
sharing arrangements may not be appropriate but you may wish to consider particular 
requests from parents and players; 

•  Check arrangements such as mealtimes and facilities. Consider giving your itinerary to the 
venue for their information; 

•  Check on room phones, charges for calls, access to outside lines and calls between rooms; 
•  Clarify the use of mobile phones and re-charging, access to the internet and use of social 

media; 
•  Check the rooms are all suitable and in good order noting and reporting any damage or 

spills immediately will save any blame or costs for your group members; 
•  Check out the sporting facilities and venues. 

 
Decide how to ensure the safety of money, both the club’s or the travel party contingency fund and 
individuals’ cash or cards. 
 
With younger players, it may help to collect their money and organise a daily bank which also helps 
to ration the money over a number of days. One envelope per person is useful for this. 
 
You should provide for safekeeping of valuables and belongings while away from home such as 
making an official responsible for items and recording what is handed in for safe keeping. We 
advise using the hotel or hostel safe for this. 
 
To ensure that correct doses are administered and reduce the possibility of inappropriate drugs 
being given to or tried by players it is advisable for one official to collect all medications and hold 
these centrally. This official should be made known to all travel party members. A second official 
should also know how to access the medications in case of emergency. 
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If deemed responsible by their parent a young player may hold some medications such as asthma 
inhalers. 
 
Briefing and de-briefing 
Briefing on arrival 
On arrival the officials should hold a briefing meeting with the whole group. 
 
This briefing would provide an opportunity to clarify protection procedures and roles of different 
officials, to brief the group on any rules including curfews and emergency procedures and to 
reinforce the code of conduct. 
 
You can also distribute information cards with key information and contact details at this briefing. 
 
Daily briefing 
Daily briefings provide a focal check-in point for all group members. They allow for a discussion of 
the day’s events, planning for the next day and the opportunity to clarify or reinforce rules and 
procedures. 
 
Players should also have the opportunity at these briefings to speak one-to-one with officials should 
they wish or need to express any personal worries or concerns. 
 
Officials should also look out for and respond to any signs of homesickness or distress particularly 
among younger players. 
 
De-briefing after the trip 
After a trip it is useful for officials to meet to discuss how plans worked in practice and report 
verbally or in writing to the player’s parents and the committee. 
 
We recommend detailing any significant issues that may have arisen in writing e.g. in the minutes 
of a meeting and/or the trip log book. 
 
You should assess the pre-planning, the information provided about the programme, the players, the 
venue and the officials responsibilities. You should also consider the suitability of the programme 
and any health and safety, discipline, or protection issues. Your assessments may form the basis of 
brief written feedback to parents. 
 
It may help to de-brief parents and players. 
 
You may wish to produce a general evaluation form, which provides the opportunity for officials, 
players and parents to comment. You should seek feedback from all travel party members. 
 
From this feedback, you can determine any lessons to be learnt and what could be done differently 
in the future. 
 
What helps young people away from home? 
Young players of different ages were asked by NSPCC what they thought would help them while 
away from home on trips. This is what they said: 
 
“Be able to take a special personal belonging and it being OK” 
 
“Help in finding your way around a new place. In particular where are the toilets, dormitories, 
eating place, meeting place, sports area?” 
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“Grown-ups to select who is sharing rooms so that no one is left out” 
 
“Communal area for playing or meeting people” 
 
“Being able to phone home” 
 
“Access to my mobile” 
 
“Having someone to talk to – about anything – an identified adult” 
 
“Someone who understands the pressures of sport and competition and going away” 
 
“Not being left out on your own for long – it affects your confidence and then your performance” 
 
“A grown-up who has a sense of humour about it all – someone who jokes” 
 
“Being part of a team – feeling that you’re all in the same boat” 
 
“Something that helps teamwork ‘Getting to know you’ games or activities” 
 
One of the nine-year-olds wanted three-legged races; an 11-year-old wanted some shared warm-up 
games that were not too serious; a 14-year-old wanted more physical activity party games. 
 
Everyone wanted some way of knowing each other’s names, a meeting before they go away or 
having a photo of everyone with their name on it. 
 
Another popular suggestion was a meeting together before they went away either with or without 
parents. 
 

 
 
 



Issue 1 
	  

The information in this Advice Sheet should be used in conjunction with SYFA Protection Policies 
and Procedures, Advice Sheets, Checklists and Codes of Conduct as listed below. All are 
documents are available to download from the SYFA website www.scottishyouthfa.co.uk then click 
Information Downloads and then click Protection Information. 
 

Protection Policies, Procedures and Codes 
SYFA Player Protection Policy and Procedures 
SYFA Adult at Risk Protection Policy 
SYFA Protection Incident Record Form 
Code of Good Conduct for the Use of Photographs and Images 
SYFA Code of Conduct 
SYFA Confidentiality Policy 
Social Media Usage Policy – A Policy for SYFA Players, Officials, Clubs, Leagues and Regions 
 

Advice Sheets 
Advice Sheet No. 1 Top Ten Tips - Protection Basics 
Advice Sheet No. 2 Creating a Safe Environment for SYFA Players 
Advice Sheet No. 3 Protection Roles and Responsibilities 
Advice Sheet No. 4 Responding to Protection Concerns 
Advice Sheet No. 5 Specific Practice Guidance 
Advice Sheet No. 6 Away Fixtures, Day Trips and Overnight Stays 
Advice Sheet No. 7 Travel Abroad and Hosting 

Responding to Concerns Flowchart 
 

Checklists 
Actions Required Before Booking a Trip 
Actions Required Before Travelling/During a Trip 
Actions Required After Returning from a Trip 
Documentation and Equipment to be Taken on a Trip 
Before, During and After a Trip 
 

Risk Assessment 
SYFA Risk Strategy for Trips 
SYFA Risk Register for Trips 
 

Useful Contacts 
 
David Little, Chief Executive SYFA  
or  
Hazel Killen, SYFA National Protection Officer 
 
SYFA Limited Hampden Park, Glasgow, G42 9BF 
   Tel: 0141 620 4590 Fax: 0141 620 4591 

e-mail: syfaprotection@scottish-football.com 
Playing it Safe : playingitsafe@scottish-football.com   
Website: www.scottishyouthfa.co.uk  

 
NSPCC Child Protection in Sport Unit  www.thecpsu.org.uk 
 
Childline Scotland     0800 1111 (free) 
       www.childlinescotland.org.uk 



RESPONDING TO CONCERNS FLOWCHART

Disclosure by player 
to staff member/SYFA
Official

Observation
Information from 
another individual/
agency

Concern about child abuse

Report to SYFA PO
(if not available go to
next box)

Record

Take steps to ensure
player’s immediate 
safety, if required

Refer to police and/or
social work

Record advice given 
and action taken

Decide how to
support player

Follow advice from
police/social work as
to who informs 
parents



DON’T WAIT UNTIL 
YOU’RE CERTAIN

If you’re worried 
contact us
0808 800 5000

help@nspcc.org.uk
nspcc.org.uk/helpline

text 88858

Over half the people who contact us have been 
worried about a child for more than a month.

Registered charity numbers 216401 and SC03771.
NS2223. 0853/12.
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NSPCC registered charity numbers 216401 
and SC037717.

In partnership with:



nspcc.org.uk/underwear
2013526. Registered charity numbers 216401 and SC037717



nspcc.org.uk/underwear
2013526. Registered charity numbers 216401 and SC037717
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Advice Sheet No. 7  
Travel Abroad and Hosting 
 
Introduction 
 

This advice sheet is designed to give guidance to SYFA 
member regions, leagues, clubs, officials, players and their 
parents. The guidance describes the essential elements that 
you should have in place regardless of the size and nature of 
any football event in which you are participating or 
planning. How you implement this guidance will differ 
according to your event but it is vital that you address the 
risks in all cases. 
 
It should be noted that this is merely guidance and that clubs 
must ensure that they carry out fully their legal 
responsibilities in relation to health and safety and all SYFA 
Protection obligations in respect of any trips or journeys in  

                                                               which they participate, attend or organise. 
 
This includes carrying out sufficiently well in advance full and detailed risk assessments in relation 
to places visited, travel and accommodation arrangements, playing venues and other matters. Part of 
that process should be taking decisions, including decisions about whether trips should proceed at 
all, based both on legal obligations and requirements of SYFA guidance.  
 
Legal obligations include only exposing players, whose safety is paramount, to situations where 
risks have been fully assessed and are at a level that are legally acceptable.  Independent advice 
should be sought where clubs do not have adequate knowledge of their responsibilities. A list of 
protection policies, procedures, advice sheets and checklists is available at the end of this advice 
sheet. 
 
This advice sheet deals with international activities, tournaments or friendly challenge matches. It 
will be most relevant at event level 5 but could also be applicable to some overseas visits at event 
levels 2, 3 or 4. 
 
The relevant appointed protection officer must be in attendance during all SYFA club activities.  
Please read this section in conjunction with Protection Roles and Responsibilities (Advice Sheet 
No. 3).  
 
Examples include: 

•  International tournaments and friendly challenge matches; 
•  International representative events and challenge matches; 
•  Training camps and tours by individual groups taking place abroad; 
•  Planning and preparation; 
•  Additional insurance cover; 
•  Documentation; 
•  Travel abroad; 
•  Supervision abroad; 
•  Preparing your group to go abroad; 
•  Emergency procedures; 
•  Hosting with families. 
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Please read this section in conjunction with Away Fixtures, Day Trips and Overnight Stays 
(Advice Sheet No. 6), as it builds on this. 
 
Planning and preparation 
It is good practice for an exploratory visit to the location to be made but this is often not practical 
due to cost and distance. If this is not possible organisers should gather as much information as 
possible from: 

•  Other clubs or organisations that have been to the area; 
•  Football clubs or organisations in the area being visited; 
•  Relevant embassies and consulates; 
•  Travel agents and tour operators; 
•  Books, magazines and the internet. 

 
The information gathered at this stage should include any cultural issues, including attitudes to 
sexuality, ethnicity, disability and dress as well as types of food available and any laws and 
penalties relating to exposure to drugs and alcohol. 
 
There is a requirement to obtain a Permit from the SYFA in order to compete abroad. This is a 
prerequisite of the Passport Agency for most sports if a group is travelling on a group passport. 
 
If a player is subject to any supervision orders through the Children’s Hearing System or is looked 
after and accommodated (e.g. fostered) you must speak to the parents/carers and seek advice from 
the appropriate children’s social work service before taking them out of the country. 
 
Additional insurance cover 
In addition to any insurance cover that the group may already have you should also refer to Advice 
Sheet Nos. 2 and 6 for details of any additional insurance. SYFA recommend that groups travelling 
abroad have the following: 

•  Medical cover, including repatriation expenses; 
•  Compensation for loss of baggage, passports or money; 
•  Emergency expenses to cover accommodation and transport; 
•  Legal assistance in recovery of claims. 

 
Where a group member indicates that they have a medical condition the insurance company will 
most likely need further information about this. The information required may vary from insurer to 
insurer so check your current insurance procedures and guidance first before contacting the insurer. 
 
Organisers should check that the travel insurance company is aware of the activities that will be 
taking place as some general travel insurances exclude any sporting activities. Additionally if your 
group will be involved in any high-risk activities do not presume that these will be covered. Check 
with the company. 
 
Always obtain a full copy of the insurance policy and read carefully, noting any exclusions. 
 
Documentation 
The trip leader will need to decide whether to travel on a group passport or individual passports. 
This may be influenced by the fact that in many European countries if the group are staying in 
individual households personal ID is required by all foreign nationals. A group passport is available 
for players who are British nationals and under 18 years by the end of the trip. 
 
Paperwork to take (see also SYFA checklist Documentation and equipment to be taken on a trip)  
The trip leader should ensure that players and officials obtain and take with them: 

•  Travel tickets, passports and visas; 
•  Medical papers, e.g. their EHIC and any significant medical histories; 
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•  A copy of the contract or booking email with the hotel or other accommodation and the 
travel company; 

•  Parental consent forms; 
•  Contact phone number and address for home contact; 
•  Details of insurance arrangements; 
•  Location of local hospital or medical services; 
•  Contact details for the British embassy or consulate. 

 
Photocopies of travel tickets, passports, visas and medical papers should be taken for emergency 
use and copies also left behind with the designated home contact (see below). 
 
The trip leader may wish to ask parents for passport-sized photographs of the players as a reference 
in case of an emergency. 
 
Paperwork to leave with the designated home contact 
The designated home contact is an identified person in the UK whose role it is to act as a link 
between the travelling party abroad, parents and the SYFA during the trip. 
This person should have: 

•  Itinerary and contact number and address of the accommodation; 
•  List of all group members; 
•  Contact names and address for all group members; 
•  Copies of individual parental consent forms; and 
•  Photocopies of travel tickets, passports, visas and medical papers. 

 
Travel abroad 
Where possible the trip leader should book transport well in advance to reserve seats and ensure that 
the party can travel together. 
 
In addition to the issues covered in Away Fixtures, Day Trips and Overnight Stays (Advice 
Sheet No. 6), you should also address the following: 
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Ferries and boats 
The trip leader should make clear to all group members how much or how little freedom they have 
to roam. You should consider not allowing any player on deck unless an official is present. 
 
Misbehaviour on ferries and boats is a main cause of accidents to players so you should maintain 
appropriate supervision and discipline at all times. 
 
You should consider not allowing any member of the party (adult and/or player) to consume 
alcohol. 
 
Travel by air 
Taking groups on aircraft requires careful planning and preparation. Your airline/travel agent can 
advise on particular requirements. 
 
Trip leaders should ensure that players understand any legal requirements and behave appropriately 
both on aircraft and in airports. 
 
You should ensure you have an appropriate number of supervising officials. If your group includes 
members with disabilities you should check if the airline has a service for these players. 
 
Trip leaders should resist any attempt by the airline to split their group between different aircraft. 
 
Self-drive transport 
If you are organising your own transport you need to be aware that legislation and regulations 
regarding travel and transport may differ in different countries including special documentation 
required for minibuses. 
 
All group members should be aware of unfamiliar right-hand drive traffic and that UK minibuses 
and coaches may not open on the kerbside of the road. 
 
Crossing roads abroad 
You may need additional officials to address any lack of familiarity with right-hand drive traffic. 
 
Supervision abroad 
Staffing ratios for visits abroad will vary but you may feel it appropriate to take more officials, 
protection officers, first aiders of both genders who can speak the local language. 
 
You should carefully read Creating a Safe Environment for SYFA Players (Advice Sheet No. 2) 
and Away Fixtures, Day Trips and Overnight Stays (Advice Sheet No. 6), as all the issues 
covered apply. 
 
It is particularly important for officials to meet in advance of the trip to discuss and agree roles and 
responsibilities. You should identify who among the officials is familiar with the player protection 
and adults at risk of harm policies and procedures and ensure that all officials are clear on their 
responsibilities in these areas. A designated Protection Officer who has undertaken Child 
Protection/Adult protection training and is familiar with the policies and procedures MUST be 
identified for the trip. 
 
Preparing your group to go abroad 
You MUST consider: 

•  Information on the language, particularly common phrases; 
•  The culture of the country, including rules and regulations, body language, dress codes, 

local customs and attitudes to gender; 
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•  Exposure to drugs and alcohol and any consequences of their use (while the laws of other 
countries may set different age limits for alcohol consumption, parents generally expect 
codes of conduct to follow UK law); 

•  Providing simple maps of the area with key locations; 
•  Food and drink, the suitability or otherwise of drinking tap water and care in eating 

uncooked foods, information about local food and arrangements for accessing alternative 
types of food if required; 

•  Currency and the use of credit or debit cards; 
•  Telephones abroad and how to use them including the code for phoning home and advice 

on phone cards and mobile phones; 
•  Passports and visas if required; 
•  Check requirements for any non-EU nationals; 
•  Vaccinations if required; 
•  Code of conduct for participants signed by the players and their parents. 

 
Emergency procedures 
Medical facilities 
Some medical facilities are available to EU nationals through reciprocal healthcare arrangements in 
European Community Countries. 
 
EHIC cards entitle owners to free or reduced treatment in Europe. Applications must be completed 
by the parents of players under 16 years. 
 
Free EHIC applications are obtainable from www.ehic.org.uk/Internet/startApplication.do or call: 
0300 330 1350 or visit your local Post Office. The EHIC is not a substitute for travel insurance and 
does not cover any costs should the individual need to return home for medical reason.  
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On-site procedures 
If an emergency occurs on a trip the emergency factors covered in Away Fixtures, Day Trips and 
Overnight Stays (Advice Sheet No. 6) apply. You should also: 

•  Notify the British Embassy/Consulate (the group should take details with them) if an 
emergency occurs abroad; 

•  Inform the home contact (the home contact number should be accessible at all times during 
the trip); 

•  Pass on details to parents and should include: 
1. Nature, date and time of incident; 
2. Location of incident; 
3. Details of any injuries; 
4. Names of others involved; 
5. The action taken so far and action planned and by whom; and 
6. Contact details for hospitals where relevant. 

•  Notify insurers, especially if medical assistance is required; 
•  Notify the provider or tour operator if appropriate; 
•  Ascertain phone numbers for future calls (do not rely only on mobile phones); 
•  Complete an SYFA Incident Record Form. 

 
Procedures for the designated home contact 
If contacted about an emergency that has occurred on a trip the designated home contact should: 

•  Ensure that the trip leader is in control of the emergency and establish if any assistance is 
required from the club 

•  Contact parents and keep them as well informed as possible at all stages of the emergency; 
•  Liaise with the club and SYFA; 
•  Liaise with a designated media contact within SYFA if appropriate; 
•  Report the incident to SYFA insurers using appropriate forms. 

 
Hosting with families 
One of the greatest causes for concern can be accommodation supplied by host families. The 
success of an exchange visit largely depends on good relationships and communications between 
the organisations concerned. 
 
The organiser of the accommodation at the host club or school should be supplied with a copy of 
the SYFA Protection Policy as they are responsible for ensuring that the host families act in 
accordance with the policy. The host club should also carry out any required protection checks in 
accordance with their governing body policy and any local legislation. However checking becomes 
more difficult when groups are larger and hosting arrangements have to be organised more remotely 
across several clubs or schools. 
 
You must make parents aware that players living with host families will not always be under direct 
group official supervision. 
 
Being a host club or host school 
For guidance on being a host family the club should visit the Safe Families for Children website at 
http://www.safefamiliesforchildren.com/join-us/be-a-host-family/  
 
When you recruit hosts you should outline the requirements that they must meet. It is good practice 
for the organising club or school to put together a small group of two or three people to visit host 
families at their home to check suitability. 
Organisers MUST ensure that: 

•  All adult members of a host family must comply with the SYFA player protection or the 
adult at risk of harm procedures from their national governing body or school in respect of 
personal checks; 
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•  All adult members of a host family must sign the clubs code of conduct; 
•  Players are placed with families where there is a player of a similar age and where possible 

of the same sex. If players are of different sexes then there must be a family member of the 
same sex as the player in the household; 

•  Visiting players have their own bedroom although it is acceptable for them to share a 
bedroom with another person of similar age and of the same sex; 

•  Host families are informed of any special medical, dietary or cultural needs of their guest 
players; 

•  If the group includes people with disabilities host families must be made aware of any 
special requirements and arrangements such as size of room and access to bathroom 
facilities which must be appropriate for the player; 

•  Hosts are aware of the arrangements for collecting and transporting guest players 
throughout the trip; 

•  Guest players have easy access to group officials on the trip, usually by telephone; 
•  Information about all practical aspects of the hosting arrangements are agreed by both 

organisations and shared in advance with the parents of any players involved. 
 
All group officials should have a list of the visiting group with the names, addresses and telephone 
numbers of the families with whom they are staying. 
 
Being hosted 
Much again will depend on the relationship between the two organisations concerned. Although 
regular exchange visits between the same groups promote familiarity, organisers should not become 
complacent. 
 
Your list of requirements for host clubs should form the basis of any agreement and must include 
information from the SYFA protection policy regarding procedures for vetting. 
 
If the host club does not have appropriate measures for checking to ensure the health, safety and 
welfare of players staying in homes the trip leader should reconsider whether the trip should take 
place. 
 
The requirements for host clubs apply in reverse when players are being hosted. All officials and 
the home contact should have a list of all members of the group indicating the name, address and 
telephone number of the families with whom each member is staying. 
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The information in this Advice Sheet should be used in conjunction with SYFA Protection Policies 
and Procedures, Advice Sheets, Checklists and Codes of Conduct as listed below. All are 
documents are available to download from the SYFA website www.scottishyouthfa.co.uk then click 
Information Downloads and then click Protection Information. 
 

Protection Policies, Procedures and Codes 
SYFA Player Protection Policy and Procedures 
SYFA Adult at Risk Protection Policy 
SYFA Protection Incident Record Form 
Code of Good Conduct for the Use of Photographs and Images 
SYFA Code of Conduct 
SYFA Confidentiality Policy 
Social Media Usage Policy – A Policy for SYFA Players, Officials, Clubs, Leagues and Regions 
 

Advice Sheets 
Advice Sheet No. 1 Top Ten Tips - Protection Basics 
Advice Sheet No. 2 Creating a Safe Environment for SYFA Players 
Advice Sheet No. 3 Protection Roles and Responsibilities 
Advice Sheet No. 4 Responding to Protection Concerns 
Advice Sheet No. 5 Specific Practice Guidance 
Advice Sheet No. 6 Away Fixtures, Day Trips and Overnight Stays 
Advice Sheet No. 7 Travel Abroad and Hosting 

Responding to Concerns Flowchart 
 

Checklists 
Actions Required Before Booking a Trip 
Actions Required Before Travelling/During a Trip 
Actions Required After Returning from a Trip 
Documentation and Equipment to be Taken on a Trip 
Before, During and After a Trip 
 

Risk Assessment 
SYFA Risk Strategy for Trips 
SYFA Risk Register for Trips 
 

Useful Contacts 
 
David Little, Chief Executive SYFA  
or  
Hazel Killen, SYFA National Protection Officer 
 
SYFA Limited Hampden Park, Glasgow, G42 9BF 
   Tel: 0141 620 4590 Fax: 0141 620 4591 

e-mail: syfaprotection@scottish-football.com 
Playing it Safe : playingitsafe@scottish-football.com   
Website: www.scottishyouthfa.co.uk  

 
NSPCC Child Protection in Sport Unit  www.thecpsu.org.uk 
 
Childline Scotland     0800 1111 (free) 
       www.childlinescotland.org.uk 



RESPONDING TO CONCERNS FLOWCHART

Disclosure by player 
to staff member/SYFA
Official

Observation
Information from 
another individual/
agency

Concern about child abuse

Report to SYFA PO
(if not available go to
next box)

Record

Take steps to ensure
player’s immediate 
safety, if required

Refer to police and/or
social work

Record advice given 
and action taken

Decide how to
support player

Follow advice from
police/social work as
to who informs 
parents



DON’T WAIT UNTIL 
YOU’RE CERTAIN

If you’re worried 
contact us
0808 800 5000

help@nspcc.org.uk
nspcc.org.uk/helpline

text 88858

Over half the people who contact us have been 
worried about a child for more than a month.

Registered charity numbers 216401 and SC03771.
NS2223. 0853/12.


