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The Role and Responsibilities of the Welfare and Compliance Manager

Responsible to:                              Head of Coaching and Welfare

Direct reports:                               Welfare Officer
                             Welfare Administrator

Responsible for:	The Welfare and Compliance Manager is responsible for leading the delivery of safe, inclusive environments across the whole sport by implementing key safeguarding and welfare policies, ensuring compliance with the Protection of Vulnerable Groups (Scotland) Act 2007 and Child Wellbeing and Protection in Sport standards. The role acts as the primary contact for safeguarding, welfare and licence related compliance concerns, overseeing investigations, interviews and case reporting in line with established procedures. The role also has responsibility for overseeing the development and delivery of relevant training, support and guidance.

Key tasks will include:
This job description is not to be regarded as exclusive or exhaustive. It is intended as an outline indication of the areas of activity and will be amended in the light of the changing needs of the organisation.

· Collaborating with the wider scottishathletics team to support member clubs and the broader sport in adopting and implementing key policies, procedures, regulations, and Codes of Conduct. 
· Working closely with National Club Managers to provide guidance that helps modernise and improve how scottishathletics affiliated clubs manage complaints, disciplinary processes and safeguarding matters. 
· Supporting the organisation, and the sport, in meeting the requirements of the PVG Scheme and associated scottishathletics procedures, acting as Lead Signatory, primary contact with Disclosure Scotland, and managing referrals and Consideration for Listing processes. 
· Leading welfare and safeguarding investigations, working with the scottishathletics Welfare Officer to conduct interviews, assess risk, prepare case reports and make informed recommendations. 
· Acting as the main liaison with UK Athletics Safeguarding Team, as the sport’s lead body, establishing clear roles, responsibilities, and effective working practices. 
· Serving as a key point of contact for potential welfare, safeguarding, disciplinary and complaints matters, engaging with Police Scotland and other statutory agencies as and when required. 
· Working with the Welfare Officer to prepare and present evidence and implement recommendations relating to the Standards for Child Wellbeing and Protection in Sport. 
· Providing day‑to‑day support, guidance, and responses to club Welfare Officers’ queries and communications. 
· Ensuring safeguarding training provision meets the needs of club Welfare Officers, identifying gaps and opportunities for continuous improvement. 
· Overseeing the design and delivery of training and ongoing development opportunities for a range of stakeholders, including club Welfare Officers, governing body staff, participants, and parents. 
· Maintaining up‑to‑date knowledge of child and adult protection by attending relevant training, representing scottishathletics at key meetings, and strengthening relationships with partners such as UK Athletics and Children First. 
· Collaborating with the Communications Team to enhance the use of digital and social media channels to promote safeguarding and welfare awareness across the sport. 
· Contributing to the innovation and modernisation of processes and communication methods, utilising digital platforms such as the CRM system to maximise efficiency.
· Ensuring effective management and secure handling of confidential data related to PVG disclosures, complaints, and welfare or safeguarding concerns. 
· Supporting the Head of Coaching and Welfare with preparing reports and relevant information related to welfare and safeguarding.
This job description is not to be regarded as exclusive or exhaustive. It is intended as an outline indication of the areas of activity and will be amended in the light of the changing needs of the organisation.
Candidate Specification

	FACTORS
	ESSENTIAL
	DESIRABLE

	Qualifications and attainments
	
  Sufficient educational qualification and/or   
  experience that demonstrates the ability to carry   
  out the role to the required standard. 

Relevant Child and Adult Wellbeing and Protection Training

	Evidence of continuous professional development
Holder of a current, full UK driving license and use of a vehicle

	Work and other experience
	[bookmark: _Hlk65241130]Experience working in a management or coordination role in welfare / safeguarding or compliance.

 Experience in developing strategies, policies and    
 procedures relating to welfare or compliance  
 matters

 Experience of managing a team and 
 undertaking the associated human resources 
 processes.

Case management experience including conducting interviews, assessing information and preparing case reports.

 Experience of managing challenging     
and highly confidential situations 

 Working knowledge of the PVG   
 legislation and its application in the 
 voluntary sector 
Experience of successfully developing and maintaining effective relationships with partners.
Competent in the use of IT Tools such as MS Excel, MS Outlook, MS Word, MS Teams and CRM systems
	Knowledge of the wider Safeguarding structure in athletics in the UK.
  Experienced with the use of  
  Digital/ Social Media platforms 
  as a communications tool




	Skills/Knowledge
	Demonstrable applied knowledge of sport and club governance.
Understanding of volunteer led organisations.
A team player with ability to influence and guide others
Skilled at interviewing, the use of questioning and effective note taking 
Well organised with a proven track record of delivering under pressure
Ability to prioritise, manage and deliver multiple projects successfully
Excellent verbal and written communications skills
	 An understanding of athletics 
 and running or the role of  
 National Governing Bodies

	Disposition and personal qualities
	  Professional and impartial in 
  approach to work
Empathetic and approachable
Self-disciplined with ability to work effectively remotely
Innovative and forward-thinking with a positive attitude
Respectful, trustworthy, enthusiastic and hard-working with a proven track record of achievement
Commitment to personal development and a willingness to learn from others
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