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PROCEDURE FOR REPORTING SAFEGUARDING CONCERNS ABOUT STAFF
Handling Allegations Against Staff Fairly & Promptly
J&J Sports  •  Confidential Safeguarding Procedure
	Approved By
	J&J Sports Management

	Review Date
	7 August 2027

	DSL
	Joshua Warren — jwarren-jandjsports@hotmail.com

	Deputy DSL
	Jack Henchcliffe — jhenchcliffe-jandjsports@hotmail.com

	Statutory Framework
	Children Act 1989 & 2004; Working Together to Safeguard Children; LADO procedures



  1.  Purpose

This procedure sets out how concerns or allegations about the conduct of staff or volunteers towards children must be reported and managed. It ensures that concerns are handled promptly, fairly, and in line with UK safeguarding requirements.

  2.  Scope

This procedure applies to concerns that a member of staff or volunteer has:
1. Behaved in a way that has harmed, or may have harmed, a child
1. Possibly committed a criminal offence against or related to a child
1. Behaved towards a child in a way that indicates they may pose a risk of harm
1. Behaved in a way that indicates they may be unsuitable to work with children, including behaviour outside of work

  3.  Immediate Risk


	! IMMEDIATE DANGER — ACTION REQUIRED
1. Call 999 immediately
1. Ensure the child is safe where possible
1. Inform the Named Safeguarding Lead (Nancy Flook) as soon as practicable



  4.  How to Report a Concern

4.1 Who to Report To
1. Concerns about staff must be reported immediately to the Designated Safeguarding Lead (Joshua Warren)
1. If the concern involves the DSL, report directly to senior management and/or the Local Authority Designated Officer (LADO)

Concerns must NEVER be investigated by staff at this stage. Contact the DSL or LADO first.
4.2 What to Do When a Concern Arises
Anyone receiving or witnessing a concern must:
1. Stay calm and act promptly
1. Record factual information only — what was seen or heard
1. Avoid asking leading questions
1. Not discuss the matter with the member of staff concerned
1. Maintain confidentiality and share information on a need-to-know basis only

  5.  Recording the Concern

A written record must be completed as soon as possible and must include:
1. Name of the member of staff concerned
1. Name and details of the child or children involved
1. Date, time and location of the incident or concern
1. A clear factual account of what happened or was alleged
1. Names of any witnesses
1. Actions taken so far

All records must be signed, dated and stored securely. They must be kept separately from personnel files.

  6.  Role of the Named Safeguarding Lead

Upon receiving a concern, the DSL will:
1. Review the information immediately
1. Assess whether the concern meets the threshold for a LADO referral
1. Contact the Local Authority Designated Officer (LADO) within 1 working day if criteria are met
1. Follow LADO advice regarding next steps
1. Ensure the welfare of the child remains the priority at all times

The NSL must NOT begin an internal investigation without LADO guidance.

  7.  Referral to the LADO

The LADO must be informed when allegations meet the criteria outlined in Section 2. The LADO will:
1. Provide advice and guidance to the NSL and organisation
1. Coordinate with Police and Children's Social Care if required
1. Agree next steps, including any internal or disciplinary processes

  8.  Confidentiality & Information Sharing

1. Information will be shared only with those who need to know
1. The member of staff involved must not be informed of the concern until advised by the LADO
1. All records will be handled in accordance with data protection legislation

  9.  Support for Those Involved

1. Appropriate support will be offered to the child or children involved
1. Support and guidance will also be provided to the member of staff concerned, without compromising safeguarding processes

  10.  Whistleblowing

All staff have a duty to report concerns. If a person believes a concern has not been acted upon appropriately, or that senior management is implicated, they may report directly to the LADO, Children's Social Care, or the Police.

No member of staff will face detriment for raising a safeguarding concern in good faith.

  11.  Record Keeping

1. All records will be kept confidentially and securely
1. Safeguarding records relating to staff concerns will be kept separately from personnel files
1. Outcomes will be recorded in line with statutory guidance

  12.  Review

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