
1. Event Co-ordinator

2. Activity Co-ordinator

3. Welfare Co-ordinator

4. Welfare Officers

5. Group Supervisors (Chaperones)

6. Group Co-ordinators

In this appendix the roles and responsibilities of adults connected with events and meets are outlined in detail. Everyone who has a role must be informed of their responsibilities.


The Event Co-ordinator has overall responsibility for:

· Drawing up aims for the Event. For BMC events this will be done in consultation with BMC Officers
· Completing all sections of the BMC Form for Approving Events

· Organising and running the Event ensuring correct procedures and best practice guidelines are followed and where necessary seeking guidance and advice from relevant BMC Officers

· Consulting with the BMC and agreeing the appointment of an Activity Co-ordinator 

· Appointing a suitably experienced Welfare Co-ordinator
· Ensuring that suitable safety management systems are in place to fulfil any duty of care towards the participants and all those involved with an event

· Developing and implementing an Event Welfare Plan when an event involves young people and / or vulnerable adults
· Where appropriate, ensuring that minimum standards are met in terms of recruitment selection and training of staff and volunteers

· Ensuring that risk assessments are undertaken and communicated to all concerned

· Ensuring everyone is aware of the responsibilities their role entails

· Promoting the event and arranging publicity for the Event. The BMC can often help with this
· Arranging a suitable application or booking procedure for the event. Again BMC can help with this.
· Co-ordinate site visits prior to an event for the Activity Co-ordinator and the Welfare Co-ordinator, where appropriate

· Consider the personal safety of all participants at all times during the Event

· Ensure there is a clear procedure for letting the Activity Co-ordinator and Event Co-ordinator know if there are any changes to agreed plans or anyone is likely to be late back and, importantly, the procedure is known to all adults and all youth participants

· Ensuring there is a clear procedure for quickly receiving information about any accidents, incidents, overdue groups or individuals, and near misses and ensure that correct procedures are followed (see Appendix XXX for details of procedures)
· At the start of the event, ensure everyone is checked in and briefed on safety proceures as well as introduced to relevant people.

.

For events involving under 18s or vulnerable adults the Event Coordinator should:
· Ensure the Event Welfare Plan includes details of how to contact the relevant statutory agencies for the area that the young people live in and for the areas where the events are held

· Ensure that all employed staff and volunteers who have unsupervised contact with young people at the event have been subject to safeguarding checks in advance, including DBS checks. Note it is important that staff and volunteers who have not undergone a DBS check must not have unsupervised contact with young people at an event

· Where appropriate collect written evidence that all staff and volunteers have completed appropriate child protection training 

· Provide ‘user friendly’ written information about the Event Welfare Plan to parents and participants

· Collate a list of all participants and their next of kin emergency details. This must be accessible by adults acting in loco parentis

· Ensure medical provision at all event venues and an on call doctor who can be contacted at other times

· Ensure an appropriate level of security to prevent unauthorised persons gaining access to young people at the event and that young participants cannot go missing

· Ensure that all participants staff and volunteers have signed up to the relevant code of conduct

· Ensure a complaints/discipline procedure is in place and implemented for participants, staff and volunteers at the event

The Event Co-ordinator should liaise with the Welfare Co-ordinator and any nominated Welfare Officers to

· ensure implementation of the Welfare Plan at the Event

· manage/co-ordinate welfare issues as they arise at the Event

· agree details of pre-Event and daily briefings

· ensure a female Welfare Officer is provided where there are female participants ensure there are always identified persons acting in loco parentis for participants at the Event
· ensure a minimum number of one staff (Group Supervisors) for 10 participants
· ensure mixed gender staff groups for mixed gender groups
The Event Co-ordinator should liaise with the Activity Co-ordinator to:

· ensure co-ordination of local briefings for parents/participants with their Group Supervisors/Welfare Officer(s) prior to the Event
· ensure that written consent has been obtained for all participants from parents/carers in advance of the Event
· ensure that any private cars used to transport young people during the Event are driven by adults who hold a full, current driving licence and are insured to drive the vehicle
· plan meal times
Residential Events

In addition to information already detailed under the Event Co-ordinator’s roles and responsibilities the following applies to events involving overnight stay for events involving under 18s or vulnerable adults.

For Residential Events Involving Overnight Stays The Event Co-ordinator must:

· Ensure that accommodation provided is safe and secure

· Ensure overnight on-call supervision is provided for all participants’ accommodation

· Ensure that unauthorised persons cannot gain access 

· Ensure that participants cannot go missing

· Ensure there is access to 24 hour on-call medical care

· In liaison with the Welfare Co-ordinator and the Activity Co-ordinator draw up clear house rules (lights out, socialising, etc.) consistent with Codes of Conduct

· Ensure clear guidelines are in place re. supervising responsibilities (who is responsible for whom and when; who takes over responsibilities and when)

· Ensure that fire alarm procedures are detailed and in place

· Have an up to date list of occupants of all rooms (provided by the Welfare Co-ordinator or Welfare Officer)

International Events

When planning international events, either as host or travelling, the same standards may not be in place in other countries. However, the minimum standards detailed in these guidelines should not be compromised for a team or an event involving young people. 

· For events abroad, there still needs to be a person from Britain who is responsible for organising and planning the visit of, and for, the young people travelling from this country This person will again be referred to as the Event Co-ordinator and will have the responsibilities set out in this guidance. 

· Check the Foreign Office advice for the country to be visited at www.fco.gov.uk, telephone 0870 606 0290.

· Check the country profile with The Information Centre at the British Council, www.britishcouncil.org, telephone 020 7930 8466.

· Clarify with the host country’s officials, and those responsible for planning and organising the Event, precisely what measures are in place in order to safeguard the well-being of participants.

· If the host organisation does not have appropriate measures in place for carrying out checks to ensure the health, safety and welfare of participants then the Event Coordinator, in consultation with the BMC, the Welfare Co-ordinator and other relevant authorities, needs to consider how the health, safety and welfare of participants can be safeguarded under these circumstances. If satisfactory ways cannot be found then the visit must not take place

If satisfied that appropriate measures are in place and the visit goes ahead:

· Ensure that the emergency service contact details are known for the country to be visited and there is an identified person on the trip who will be able to use these adequately in the event of an emergency.

· Ensure that access areas are clearly detailed, checked and policed.

· Accommodation should be checked on arrival. Check; fire exits, balconies, windows, electrical appliances, fires and cookers.

· Use of host families is not recommended where proper safeguards are not in place.

· For host families in this country – participants should be placed with families where there is a participant of similar age and same sex.

The Activity Co-ordinator will be appointed by the Event Co-ordinator after and in consultation with the BMC.  The Activity Co-ordinator will be suitably experienced at co-ordinating the activities that will take place on the event.  And where young people and / or vulnerable adults are involved they will have an excellent understanding of their safety needs when involved in these activities.

The Activity Co-ordinator is responsible for co-ordinating the activities of the event.  Most often this will be the climbing, hill walking and mountaineering specific activities of the event and for ensuring, as far as is reasonably practicable, the safety of participants when they are involved in these activities.

The Activity Co-ordinator is responsible for undertaking risk assessments (see Appendix  XXXX) for the activity specific venues and activities (including any that may be used in the event of contingency planning) and reporting any deficiencies to the Event Co-ordinator. 

The Activity Co-ordinator is responsible for ensuring that participants and volunteers are appropriately experienced, capable, and equipped for the proposed activities they will be engaged in and that all equipment is in good order.

The Activity Co-ordinator will liaise with the Event Co-ordinator, the Welfare Co-ordinator, any Welfare Officers, Group Supervisors, volunteers and participants as to the suitability of proposed activities, including any climbing and mountaineering objectives and activities to be engaged in.  
The Activity Co-ordinator has ultimate responsibility for deciding whether proposed objectives and activities are suitable or not given the known experience and capabilities of those involved.  If the Activity Co-ordinator decides that any particular objectives or activities are not suitable for particular staff, volunteers or participants then those objectives or activities must be changed to ones that the Activity Co-ordinator does decide are suitable.  Anyone who is not prepared to accept the Activity Co-ordinator’s decision in these matters must be asked to leave the event or meet. 

Safety Briefings

The Activity Co-ordinator is responsible for leading a daily morning safety briefing.  This will include: 
· the day’s weather forecast

· safety and issues from risk assessments

· potential hazards and how to avoid them 
· medical arrangements

· any maps needed

· clothing and equipment check

· food and fluids for the day

·  toileting and remind young people and / or vulnerable adults not to just walk off when they need the toilet but to tell the supervising adult where they are going

· travel arrangements

· climbing team arrangements

· the day’s climbing, hill walking and mountaineering itinerary (including objectives and activities) and timetable (including procedures to be followed in the event that climbing teams might be late back)

· agreed contingency plans and procedures to be followed if original plans need to be changed after leaving the hut or base

· contact arrangements

· emergency procedures in the event of an accident or person goes missing or fails to turn up at the time expected

· ensure that people using private cars leave their car registration details and proposed parking location

· discuss any concerns or worries that participants or volunteers might have about the day’s plans

· any environmental issues, rare plants, birds, litter, etc.

The Activity Co-ordinator must quickly report all accidents, overdue groups or individuals, and near misses to the Event Co-ordinator.

Note: for small meets and events involving less than 10 people the Event Co-ordinator could also be the Activity Co-ordinator


The role of the Welfare Co-ordinator is extremely important. For events involving less than 100 young people and / or vulnerable adults the role of the Welfare Co-ordinator also includes the role of the Welfare Officer detailed below.  However, when more than 100 young people are involved in an event the roles are split and the Welfare Co-ordinator holds a position of responsibility higher than that of the Welfare Officer(s).

Ideally the Welfare Co-ordinator should have a background in professional care of children and have appropriate child protection training and, where the event involves overnight stays, have previous experience of supervising residential stays for people under 18 and / or vulnerable adults.

The Welfare Co-ordinator must liaise with the Event Co-ordinator. The Welfare Co-ordinator is responsible to the Event Co-ordinator for the implementation of the Welfare Plan for the duration of The Event and ensuring that minimum standards are met as identified in the Welfare Plan; ie. regarding selection/vetting of all staff/volunteers and levels of child protection training for all staff/volunteers.

The Welfare Co-ordinator needs to familiarise them self with the venue site and accommodation layout where appropriate and undertake risk assessment of the facilities prior to the event and report any deficiencies to the Event Co-ordinator.

The Welfare Co-ordinator will liaise with Group Supervisors and other adults familiar with the group attending the event with reference to the allocation of rooms. The Welfare Co-ordinator must ensure he or she has an up to date list of occupants of all rooms and is responsible for ensuring that Welfare officers, Group Supervisors and the Event Organiser each have a copy of the list.

The Welfare Co-ordinator is responsible for ensuring that all staff/volunteers are familiar with the BMC Safeguarding Children & Vulnerable Adults  Policy and Guidelines and the Event Welfare Plan and know how to act and who to tell if concerns or allegations arise.  Where an allegation of abuse is made, the child protection policy and procedures of the investigating social services department and police will override the BMC Child Protection Policy and Guidelines, if there are any differences between the two.

The Welfare Co-ordinator is responsible for ensuring daily debriefing sessions are held for Welfare Officers and ensuring that Welfare Officers are not members of the team who already have high level responsibilities that would make them insufficiently accessible throughout the Event (eg. Team Managers, Coaches, etc.).

The Welfare Co-ordinator is responsible for ensuring that participants are informed that their parents/carers will be contacted if they become involved in an accident, a serious breach of safety or discipline or break their Code of Conduct agreement. Parents will be asked to discuss with the a Welfare Officer, and the appropriate Group Supervisor if necessary, any non-climbing issues that may affect their child’s participation at the Event that is not recorded on the Parental Consent Form.  This information must be handled sensitively and passed only to those with direct contact with the participant – and only on a need-to-know basis. 


There should be a minimum of one Welfare Officer for every 100 participants.

Ideally a Welfare Officer will have a background in professional care of children (eg. be a teacher, social care worker, police officer, hold a counselling qualification or hold similar professional qualifications) and have appropriate child protection training.

They will be available to attend a pre-event briefing to familiarise themselves with the venue site and accommodation layout. They should also be available for local briefings to be arranged by the Event Co-ordinator and Activity Co-ordinator for parents/carers and participants prior to the Event.

Welfare officers will deal with concerns about potential child abuse/allegations and will need to respond to concerns from participants away from home for the first time.  This may include home-sickness, bullying or other things happening in their lives.

At residential events Welfare Officers will be available 24 hours a day and be familiar with the contact details of the Welfare Co-ordinator and overnight medical supervision needs and arrangements. They will have knowledge of fire alarm procedures. Welfare Officers must ensure they have an up to date list of occupants of all rooms (provided by the Welfare Co-ordinator).

Note: for relatively small meets where the number of youth participants is substantially less than 100 the Welfare Co-ordinator may also be a Welfare Officer.


Group Supervisors are adults nominated to supervise and be responsible for young or vulnerable participants when they are not involved in climbing or mountaineering activities and will be the first point of contact with individual youth participants. They will therefore act in loco parentis during those times.

Group Supervisors need training involving basic level child protection awareness and how to respond to a child who discloses abuse.

There will be a minimum of one Group Supervisor for every ten participants and will be the same gender as the young people / vulnerable adults  in the group they are supervising.

Group Supervisors will be familiar with the Welfare Plan and will know the lines of communication should any incident or concern be reported to them.

They will attend pre-Event briefings wherever possible and familiarise themselves with the venue site and accommodation.

Group supervisors will attend local briefings with parents and participants prior to the Event unless the relevant Welfare Officer is able to attend.  Ideally, they should meet the participants in their care prior to the Event. 

Note: for small events the Welfare Co-ordinator and/or Welfare Officers may also be Group supervisors


Group Co-ordinators are the people who take a group of people, including young people and / or vulnerable adults, when engaged in climbing, hill walking or mountaineering. Belayers at climbing competitions are considered to be Group Co-ordinators as they are responsible for the young people they are belaying. Group Co-ordinators will be in loco parentis from the time they leave base – the time they take on responsibility for the young people - until the time they return the young people in their care back to the care of a Group Supervisor or to their parents/carers.

Group co-ordinators will be known to be experienced, competent, safe climbers, hill walkers or mountaineers, who have good judgement and suitable and sufficient experience for the activities to be undertaken.  They will be skilled at assessing hazards and risks, setting up secure belays for themselves and others, belaying, and considering the safety needs of everyone in the group.

A Group Co-ordinator is responsible for:

· Exercising the care of a reasonably prudent parent (in loco parentis) when there are young people or vulnerable adults in the group and following appropriate BMC guidance on dealing with young people, particularly with regard to Safeguarding and Child Protection issues 

· Ensuring, as far as is reasonable, the safety of everyone in the group they are supervising

· Ensuring she or he is aware of appropriate actions to take if emergency situations do occur

· Ensuring the climbing, hill walking and mountaineering objectives selected are within his or her own capability and the physical and mental capabilities of the group

· Keeping to the agreed Daily Plan and knowing and following agreed procedures in the event of a change of plan or an incident

· Checking that young people and / or vulnerable adults in the group have the necessary, and correctly fitting, clothing and equipment as well as adequate food and fluid for the activities they will be doing

· Making clear to those in the group the nature of any foreseeable hazards and where possible how to minimise foreseeable risks.

· Ensuring that young people and / or vulnerable adults in the group do not over-reach their level of knowledge, skill, judgement or experience and put themselves, or others in the group, in danger or into dangerous situations.

· Keeping the Event Co-ordinator, Welfare Co-ordinator/Officer(s), and Activity Co-ordinator informed of any concerns they may have with regard to the young people in their group


Careful selection of Group Co-ordinators is central to the success and safe running of a climbing event, especially involving young people and / or vulnerable adults. After all, these are the people who will be at the sharp end making dynamic risk assessments and safety decisions minute by minute.  Ocassionally these decisions will need to be made in demanding situations so their judgement and reliability needs to be exemplary.

Group Co-ordinators who will have unsupervised access to young people and / or vulnerable adults must be DBS checked.

Although not essential, experience of working with groups, young people and / or vulnerable adults if people from these groups are present would be an advantage.

If a Group Co-ordinator holds a qualification such as the Single Pitch Award or the Mountain Leader Award, then he or she will be deemed competent within the remit of that award.  However, it is not expected that Group Co-ordinators will hold formal climbing instructional qualifications. Moreover, it is not always the case that a good, or technically proficient, climber will make a good Group Co-ordinator. Consequently criteria are needed to assess whether a person is suitable for this role. These are as follows:

· Minimum three years relevant experience; eg climbing, hill walking, mountaineering.

· Be of known competence to the Event Co-ordinator and Activity Co-ordinator.  This may be assessed through (a) personal experience such as having climbed with the person under consideration or (b) through written references from those who have climbed with the person.

· Being checked out, and if considered necessary and appropriate by the BMC Training Officer: trained, by an appropriately qualified person. This will be the Activity Co-ordinator, a person holding a Mountain Instructor Award or a Mountain Instructor Certificate, or an IFMGA Mountain Guide. 

Note: for small meets and events involving less than ten young people the Event Co-ordinator and the Activity Co-ordinator could also be a Group Co-ordinator.
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