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PROCEDURE FOR REPORTING CONCERNS ABOUT CHILDREN
A Step-by-Step Guide for All J&J Sports Staff
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This procedure ensures that any concerns about the welfare or safety of a child are reported promptly, appropriately, and in line with UK safeguarding legislation and statutory guidance including the Children Act 1989 & 2004, Working Together to Safeguard Children, Keeping Children Safe in Education, and Local Safeguarding Children Partnership procedures.

  1.  Scope

This procedure applies to all staff, coaches, volunteers, contractors, and anyone working on behalf of J&J Sports. A child is defined as anyone under the age of 18.

  2.  Designated Safeguarding Lead (DSL)

The DSL (Joshua Warren) is responsible for receiving, assessing, and acting upon safeguarding concerns in accordance with UK statutory guidance. The DSL liaises with Children's Social Care, the Police, and the Local Safeguarding Children Partnership (LSCP). If the DSL is unavailable, concerns must be reported to the Deputy DSL (Jack Henchcliffe) or, in an emergency, directly to statutory authorities.

  3.  What Should Be Reported

Concerns must be reported if you:
1. Witness or suspect abuse or neglect — physical, emotional, sexual, or neglect
1. Receive a disclosure from a child
1. Observe concerning changes in behaviour, appearance, or attendance
1. Have concerns about inappropriate behaviour by an adult or another child
1. Become aware of online safety or exploitation concerns

You do not need proof. Concerns should be reported based on reasonable suspicion or worry.

  4.  Immediate Danger


	! IMMEDIATE DANGER — ACTION REQUIRED
1. Call 999 immediately — request Police and/or Ambulance as appropriate
1. Ensure the child is safe if possible
1. Inform the Named Safeguarding Lead as soon as practicable



  5.  How to Report a Concern

Step 1 — Respond Appropriately
If a child discloses information to you:
1. Stay calm and listen carefully
1. Reassure the child that they have done the right thing
1. Do NOT promise confidentiality
1. Do NOT ask leading questions
1. Do NOT investigate
Step 2 — Record the Concern
As soon as possible, and within the same day:
1. Write a factual account using the child's own words where possible
1. Include dates, times, locations, and names of those involved
1. Record your observations — facts, not opinions
1. Sign and date the record
Step 3 — Report to the DSL
1. Submit the written record to Nancy Flook immediately
1. If reporting verbally, follow up with a written report as soon as possible

Reports should be made no later than 24 hours after the concern arises.

  6.  Confidentiality

1. Information must be shared only with those who need to know
1. Records will be stored securely and in line with data protection legislation
1. Concerns should never be discussed with parents, carers, or others unless directed by the DSL

  7.  Action by the DSL

The DSL will:
1. Review the concern promptly and assess risk
1. Decide whether the concern meets the threshold for referral to Children's Social Care
1. Seek advice from the LADO where concerns involve adults working with children
1. Make referrals to Children's Social Care, the Police, or other agencies as required
1. Ensure the child's welfare remains the central focus at all times
1. Keep clear, accurate, and secure records of concerns, decisions, and actions taken

  8.  Whistleblowing

All staff and volunteers have a duty to report concerns. If the concern involves the DSL, or you believe your concern has not been taken seriously, you must report directly to senior management, the LADO, Children's Social Care, or the Police.

  9.  Training & Awareness

1. All staff and volunteers must receive safeguarding training appropriate to their role
1. Staff must understand the signs and indicators of abuse and neglect
1. Staff must be familiar with this procedure and local safeguarding arrangements
1. All staff must know who the DSL (Joshua Warren) and Deputy DSL (Jack Henchcliffe) are and how to contact them

Safeguarding training will be refreshed at least every 3 years, or more frequently where required.

  10.  Review

This procedure will be reviewed annually or sooner if legislation or guidance changes.
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