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Title:  Complaint Reporting Form
Date: March 2023
This form should be used by players, coaches, parents, and others to voluntarily report behavior and conduct issues due to inappropriate behavior by SCAYBA participants.  Further information is accessible in the Behavior and Conduct Reporting Policy located on the SCAYBA website, https://www.scayba.com/page/show/602364-policies and below.
In the event of an emergency or severe occurrence, alert appropriate law enforcement and event personnel immediately and/or call 911.  When the situation is secure or when feasible, contact the appropriate SCAYBA representative.
Provide the following information about the person(s) whose behavior is being reported (please enter as much information as possible):
Name: ________________________________________________________________________
Contact Information (i.e. Phone): ___________________________________________________
Other relevant information: _______________________________________________________
Incident Information:
Date of Incident: ___________			Date Form Completed: ____________________
Location of Incident: ____________________	Time of Incident: ________________
Name of Person reporting incident: _________________________________________________
Phone: ___________________	Email Address: ________________________________________
Relationship to SCAYBA (e.g. player, parent): __________________________________________
Name(s) of others involved: ________________________________________________________
Please provide a detailed description of the incident.  Concrete, specific observations are most useful.  
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Conduct Reporting:
SCAYBA relies on the timely, accurate reporting of misconduct from all participants.  The misconduct does not need to be severe; it is important to notify SCAYBA of any conduct that may alter the environment and reduce the enjoyment of the activity for any or all participants.  
If, at any time, a participant observes unacceptable conduct, the process for reporting is as follows:
· Document and submit the report in writing – Participant (i.e. parent, coach, player):
· Download the report form from the policies section of the SCAYBA website.  https://www.scayba.com/page/show/602364-policies
· Other formats are acceptable (e.g. email) if the information is thorough and complete.
· Complete all sections of the form including the contact information.
· If preferred, the participant may indicate they wish to remain anonymous to others, but must be known to the Director/Board Member.
· Submit completed form or written report to the appropriate board member or Director.
· Director and board member’s email addresses and phone numbers are available on the SCAYBA website.  https://www.scayba.com/page/show/354234-scayba-board
· Report review and follow up – travel director, president and SCAYBA board
· Review the report and communicate appropriately with the rest of the board.
· Conduct further investigation, which may include additional interviews of witnesses and participants.
· Collaborate with the board on next steps and gain agreement (quorum).
· Notify affected participants in writing of the results, disciplinary actions, and appeal rights, where applicable.
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