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SECTION ONE 

Introduction 

*What is Child Abuse? 

Abuse is a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm or by failing 

to act to prevent harm. Children may be abused in a family or in an institutional or community setting by those 

known to them or, more rarely, by others. Abuse can take place wholly online, or technology may be used to 

facilitate offline abuse. Children may be abused by an adult or adults or by another child or children. 

What staff members/volunteers should look out for – EARLY HELP 

Any child may benefit from early help, but all staff/volunteers should be particularly alert to the potential need for 

early help for a child who:  

• is disabled and has specific additional needs. 

• has special educational needs (whether or not they have a statutory Education, Health and Care Plan)  

• is a young carer. 

• is showing signs of being drawn in to anti-social or criminal behaviour, including gang involvement and 

association with organised crime groups.  

• is frequently missing/goes missing from care or from home.  

• is at risk of modern slavery, trafficking, or exploitation.  

• is at risk of being radicalised or exploited.  

• is in a family circumstance presenting challenges for the child, such as drug and alcohol misuse, adult 

mental health issues and domestic abuse.  

• is misusing drugs or alcohol themselves. 

• has returned home to their family from care; and 

• is a privately fostered child.                                                         

 

This list provides examples of issues and circumstances which increase risks for individuals but is not intended to 
be exhaustive.                                                                                                     *Updated September 2020 KCSIE 
 

Abuse, neglect, and safeguarding issues are rarely standalone events that can be covered by one definition or 

label. In most cases, multiple issues will overlap with one another. Knowing what to look for is vital to the early 

identification of abuse and neglect. All staff/volunteers should be aware of indicators of abuse and neglect so that 

they are able to identify cases of children who may be in need of help or protection. If staff/volunteers are unsure, 

they should always speak to the senior safeguarding managers, designated safeguarding managers or 

designated safeguarding officers or deputies.  

*Working Together to Safeguarding Children 2018 last updated Feb.2019 (HM Gov) and Keeping Children Safe in 

Education (DfE 2020) refer to four categories of abuse: 

*Types of Abuse Definition 

NEGLECT: the persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in the 
serious impairment of the child’s health or development. Neglect may occur during pregnancy, for example, as a 
result of maternal substance abuse. Once a child is born, neglect may involve a parent or carer failing to; provide 
adequate food, clothing and shelter (including exclusion from home or abandonment); protect a child from 
physical and emotional harm or danger; ensure adequate supervision (including the use of inadequate 
caregivers) or ensure access to appropriate medical care or treatment. It may also include neglect of, or 
unresponsiveness to, a child’s basic emotional needs. 

 

PHYSICAL ABUSE: a form of abuse which may involve hitting, shaking, throwing, poisoning, burning or 
scalding, drowning, suffocating or otherwise causing physical harm to a child. Physical harm may also be caused 
when a parent or carer fabricates the symptoms of, or deliberately induces, illness in a child.  
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SEXUAL ABUSE: involves forcing or enticing a child or young person to take part in sexual activities, not 
necessarily involving a high level of violence, whether, or not, the child is aware of what is happening. The 
activities may involve physical contact including assault by penetration or non-penetrative acts such as 
masturbation, kissing, rubbing, and touching outside of clothing. 
They may also include non-contact activities, such as involving children in looking at, or in the production of, 
sexual images, watching sexual activities, encouraging children to behave in sexually inappropriate ways, or 
grooming a child in preparation for abuse. Sexual abuse can take place online, and technology can be used to 
facilitate offline abuse. Sexual abuse is not solely perpetrated by adult males. Women can also commit acts of 
abuse, as can other children. (Grooming is defined as developing the trust of an individual and/or their family for 
the purposes of sexual abuse, sexual exploitation, or trafficking. Grooming can happen both online and in 
person).  

 

EMOTIONAL ABUSE is the persistent emotional maltreatment of a child such as to cause severe and adverse 
effects on the child’s emotional development. It may involve conveying to a child that they are worthless or 
unloved, inadequate, or valued only insofar as they meet the needs of another person. It may include not giving 
the child opportunities to express their views, deliberately silencing them or ‘making fun’ of what they say or how 
they communicate. It may feature age or developmentally inappropriate expectations being imposed on children. 
These may include interactions that are beyond a child’s developmental capability as well as overprotection and 
limitation of exploration and learning or preventing the child from participating in normal social interaction. It may 
involve seeing or hearing the ill-treatment of another. It may involve serious bullying (including cyberbullying), 
causing children frequently to feel frightened or in danger, or the exploitation or corruption of children. Some level 
of emotional abuse is involved in all types of maltreatment of a child, although it may occur alone. 

 

Whilst bullying between children is not a separate category of abuse and neglect, it is a serious issue 

that can cause anxiety and distress.  

The FA have defined it as follows: 

**BULLYING although anyone can be the target of bullying, children and young people who are perceived as 
‘different’ from the majority maybe at greater risk of bullying. This includes children and young people from 
minority cultures or children and young people with disabilities. Bullying can be defined as: Physical: hitting, 
kicking and theft. Verbal: name calling, constant teasing, sarcasm, racist or homophobic taunts, threats, and 
gestures. Emotional: tormenting, mobile text messaging, ridiculing, humiliating, and ignoring. Sexual: unwanted 
physical contact or sexually abusive comments.  Bullying can take place on-line where it is known as ‘Cyber 
Bullying’ Texts, messages, emails, and photos can all be used to bully children. Bullying can take place 
anywhere, but it is more likely to take place where there is inadequate supervision. In football it is more likely to 
take place in the changing rooms, or on the way to and from the pitch-but can also take place at a training 
session or in a competition. Footballs competitive nature can create and even support an environment for the 
bully if individuals and clubs are unaware.    * *FA Policy & Procedure Guidance Oct 18   *Updated September 2019 

  

Contextual Safeguarding  

 

All staff/volunteers should be aware that safeguarding incidents and/or behaviours can be associated with factors 
outside the Trust and/or can occur between children outside of these environments.  
All staff/volunteers but especially the senior safeguarding manager, designated safeguarding officers (and/or 
deputies) should consider whether children are at risk of abuse or exploitation in situations outside of their 
families. Extra-familial harms take a variety of different forms and children can be vulnerable to multiple harms 
including (but not limited to) sexual exploitation, criminal exploitation, serious youth violence, bullying, 
radicalisation, teenage relationships. 
Additional information regarding contextual safeguarding is available here: 
 

https://csnetwork.org.uk/ 
 

 https://contextualsafeguarding.org.uk/about/what-is-contextual-safeguarding  

 

 
Read the relevant information in Section Two of this document relating to the above multiple harms and 
the Behaviour Management in Section three- page 46 *Updated September 2020 Source KCSIE 

https://csnetwork.org.uk/
https://contextualsafeguarding.org.uk/about/what-is-contextual-safeguarding
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Safeguarding Children Policy Statement 

Southend United Community & Educational Trust (SUCET) is committed to working to provide a safe working 
environment for all members and volunteers and recognises its responsibility to safeguard the welfare of every 
child and young person who has been entrusted to its care and expects all staff members and volunteers to 
share this commitment. This is paramount to the Board.  
 
Policy Principles 
 
The key principles of this Policy are that:  
 

• the child’s welfare is, and must always be, the paramount consideration.  

• all children and young people have the right to safety and protection from abuse and harm regardless of 
their age, gender, culture, language, disability, racial origin, religious faith, belief and/or sexual identity. 

• all suspicions and allegations of abuse will be taken seriously and responded to swiftly and 
appropriately.  

• working in partnership with other organisations, children and young people and their parents/carers is 
essential. 

 
SUCET recognises its duty of care to safeguard all children and young people involved in activities organised by 
the Trust from harm. SUCET acknowledges that all children and young people have the right to protection and 
the needs of those children and young people who may have additional vulnerabilities must be considered and 
addressed, these may be: Physical disabilities, Mental Health Needs, Special Education Needs, being a 
Displaced or Looked After Child. 
 
SUCET will do their upmost to ensure the safety and protection of all children and young people involved in its 
activities through adherence to; the Safeguarding Policies and Procedures and guidelines adopted by the Trust 
and the EFL Safeguarding, Strategy Standards and Guidance. These policies apply to everyone involved with 
SUCET as safeguarding and promoting the welfare of vulnerable children and young people is everyone’s 
responsibility. This means any person who is employed or deployed to work with or on behalf of SUCET in a paid 
or voluntary capacity. 
 
Definition: A child or young person is anyone under the age of 18 (The Children Act 1989)    
                                                                                                                                           *Updated September 2020                        

Policy Aims 

The Aim of SUCET Safeguarding Policy is to create a culture of vigilance, promote best practice and to enable 
staff/volunteers to ensure that we: 

• Value and respect all children and young people. 

• Listen carefully to children and young people about their needs, wishes, ideas and concerns and take 
what they say seriously. Feedback will be gained verbally & via Compliment & Feedback Forms, the use 
of online forms/surveys. 

• Provide children and young people with appropriate safety and protection whilst in the care of SUCET. 

• Provide education and awareness raising to children and young people and parents to understand their 
role in safeguarding. 

• Provide relevant safeguarding guidance and training, delivered by appropriate training providers, as 
appropriate to their role, for staff, players, and volunteers.  

• Ensure all staff/volunteers are alert to signs of behavioural change/abuse and that all suspicions and 
allegations of abuse are taken seriously, and they are aware of how to make informed and confident 
responses to specific safeguarding children’s issues.   

• Work in partnership with other organisations, parents/carers to safeguard and promote the welfare of 
children and young people. 

• Ensure all parents are made aware of SUCET Safeguarding Children Policy and the fact that cases may 
be referred to the external Statutory Agencies or to The FA if necessary. 

• Endorse and adopt the FA Responsible Recruitment guidelines for recruiting staff and volunteers and as 
a requirement stipulate that staff and volunteers must read the guidance supplied in ‘KEEPING 
CHILDREN SAFE IN EDUCATION 2020’ (KCSIE 2020) (as a minimum part one) 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/8283
12/Keeping_children_safe_in_education.pdf 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/828312/Keeping_children_safe_in_education.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/828312/Keeping_children_safe_in_education.pdf
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*Southend United Community & Educational Trust is committed to working in partnership with the Police, Social 
Care Departments, and Local Safeguarding Children’s Boards (LSCB) in accordance with their procedures. This 
is essential to enable these organisations to carry out their statutory duties to investigate concerns and protect all 
children and young people. PLEASE NOTE: The LSCB in Southend has now been replaced by The Southend 
Safeguarding Partnership (SSP) These SC P&P are available to SSP as and when requested. 

Scope 

This policy covers all SUCET activities at Roots Hall, Boots & Laces Training Ground, and any external SUCET 
managed activities.                                                                                                                  *Updated September 2020 

NB. All current Southend United Community & Educational Trust members (and volunteers) working in eligible 
roles, with children and young people such as managers and coaches are required to hold an in-date FA 
accepted Enhanced CRC with Barring List check as part of responsible recruitment practice. See page 49 
Recruitment & Training Policy (& Appendix 9 for further information relating to the DBS CRC process) 

SUCET is committed to reviewing its Safeguarding Policy and Procedures annually or within 

six weeks of the outcome of any serious incident.  

Listening Culture & Child Wishes 

SUCET believes that children and young people have the right to be heard and involved in decisions that affect 
them. SUCET will always act in the best interests of children and young people and we will seek their views and 
the views of their parents/guardians where appropriate as far as is feasible taking their age, understanding and 
capacity into account when responding to disclosures and safeguarding concerns.  

In the absence of consent from an individual making a disclosure or to whom the information relates, we will take 
proportionate action that does not increase the risk of harm. This may include taking action and/or sharing 
information where there is an overriding duty to do so for legitimate purposes. We are committed to ensuring that 
safeguarding is person-led and outcome-focused. We will engage children and young people about how best to 
respond to their safeguarding situation in a way that enhances involvement, choice and control as well as 
improving wellbeing and safety.                      *Updated September 2019 Source EFL Managing Safeguarding Concerns 

(EFLMSC) 

KCSIE 2020 states: The child’s wishes - Where there is a safeguarding concern, organisations should 

ensure the child’s wishes and feelings are taken into account when determining what action to take and what 
services to provide. Systems should be in place for children to express their views and give feedback. Ultimately, 
all systems and processes should operate with the best interests of the child at heart.  *Updated September 2020 

*Whistle Blowing Policy 

 
Whistle blowing can be used as an early warning system or when it is recognised that appropriate actions have 
not been taken. It is about revealing & raising concerns over misconduct or malpractice within an organisation or 
within an independent structure associated with it. Unless SUCET is informed of any concern we cannot do 
something about it.  
Any adult, child or young person with concerns can “whistle blow” by contacting the SSM, DSM or the DSO. (For 
all Useful Contact Numbers see page 23).  Or in writing; For the Private Attention of: The SSM, DSM or DSO, 
Southend United Community & Educational Trust, Roots Hall Stadium, Victoria Avenue, Southend on Sea, Essex 
SS2 6NQ  
 
If you feel your concern has not been dealt with appropriately refer the matter directly to The FA Safeguarding 
Team Tel: 0800 169 1863 (ask for the FA Safeguarding Team) or Email:  safeguarding@thefa.com Alternatively 
you can go direct the Police, the LADO or MASH and report your concerns there, or to the Child Protection in 
Sport Unit via cpsu@nspcc.org.uk or the free 24 hour NSPCC Helpline Tel: 0808 800 5000 
Email:  help@nspcc.org.uk    

mailto:safeguarding@thefa.com
mailto:cpsu@nspcc.org.uk
mailto:help@nspcc.org.uk
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Please Note: The NSPCC whistleblowing Advice Line offers free advice & support to professionals with 
concerns about how child protection issues are being handled in their own or another organisation. Call 

0800 028 0285 or email: help@nspcc.org.uk                                              *Updated October 2020 Source the 

FA & NSPC  

SUCET encourages everyone to know about this policy and utilise it if necessary. 

Safeguarding Children Policy and Procedures 

Southend United Community & Educational Trust’s Designated Contacts  

At Southend United Community & Educational Trust the first points of contact for all Trust members including 
volunteers regarding concerns about the welfare of any child or young person are the Trust’s Senior 
Safeguarding Manager (SSM) the Designated Safeguarding Manager (DSM) or the Designated Safeguarding 
Officer/s (DSO). (See Useful Contact Numbers Section page 23) The ultimate lead responsibility for safeguarding 
& child protection lies with the SSM. See Appendix One for SSM/DSM/DSO Descriptions. The SSM, DSM or 
DSO will liaise directly with the relevant authorities and will be familiar with the procedures for referring any 
concerns and once contacted will help ensure that any concern is dealt with appropriately. It should be noted that 
confidentiality cannot always be guaranteed if the concern is serious and requires disclosure to the Police or 
children’s social care.  The SSM, DSM or DSO will also play a proactive role in increasing awareness of best 
practice, Low Level concerns (formally known as poor practice) and possible abuse. *Updated September 2020                                 

*Positions of Trust  
 
Every child or young person has a right to be treated with dignity and respect. If you work or volunteer with 

individuals who are under the age of 18 you are responsible and accountable for the way in which you behave 

towards them. It is expected that all adult-child relationships maintain clear and appropriate boundaries at all 

times, are supportive, positive, and aimed at improving the young person’s skills, development and progress and 

should all focus on the respective activity/event.  

The sexual offences legislation in the UK already provides that any sexual activity between adults and with 

children under 16 is illegal and constitutes abuse. The primary motivation for legislation which addresses the 

abuse of positions of trust is the need to protect young people aged 16 and 17 who, despite reaching the age of 

consent for sexual activity, are considered to be vulnerable to sexual abuse and exploitation, in defined 

circumstances. The Sexual Offences Act 2003 states that it is unlawful for someone in a Position of Trust to 

engage in sexual activity with a child in their care, including where a child is over the age of consent (16 or over). 

Under this act this is currently limited to certain regulated settings and positions and whilst sport, including 

football, is not currently captured under the Sexual Offences Act 2003 , Affiliated English Football applies the 

principle of this Act. (Underpinned by safeguarding regulations, rules, and policies). As such the expression 

“Position of Trust” shall mean any position where an individual is in a relationship of trust with any person with 

responsibility and / or authority in relation to that person, and shall include without limitation those who care for, 

advise, supervise, train, coach, teach, manage, tutor, mentor, assess, develop, guide, treat or provide therapy to 

children and young people within Affiliated English Football. 

No intimate or sexual relationship should take place while the member of staff or volunteer is in a position of trust 

with a child. In addition, inappropriate, intimate, or sexual relationships between an adult and a child aged 16 and 

17 may be unlawful, irrespective of gender and sexual orientation. Therefore, if you engage in an intimate or 

sexual relationship with a young player it is a breach of The Football Association Regulations and may result in 

disciplinary action and where appropriate a referral will be made to the statutory agencies, including the Police, 

and applicable Local Authorities bodies, for example, the LADO & Disclosure and Barring Service (DBS).  

Where a position of trust exists, it does not make any difference whether, or not, the relationship is consensual. 
The imbalance of power makes it an abuse of the position of trust.  

Taking positive action: 

 

• Maintain a relationship with all participants that are appropriate to your role & reflects positively on the Trust. 

• As someone in a position of authority you should not seek or engage in sexual activity or sexualised 

communication with any under-18s via social media including 16/17-year-olds for whom you are responsible. 

mailto:help@nspcc.org.uk
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• If you think a young person’s behaviour indicates they are seeking to develop or engage in an 

inappropriate relationship with you, immediately bring this to the attention of your SSM, DSM or DSO. Be 

careful not to respond to the young person in any way that could be interpreted as encouraging them. 

• If you suspect an individual with a specified role in football is abusing a position of trust, or may abuse, you 

should report this to the SSM, DSM or DSO. Contact either the Police or the LADO first if a crime has been 

committed or if child is in immediate danger.   *Updated October 2020 Source FA Guidance Note 1.7 version 1.2 Oct. 

2020.  

Safeguarding Children Policy and Procedures 

   *Southend United Community & Educational Trust Procedures on Dealing 
with Allegations and Disclosures 

If you are concerned about the behaviour of someone involved in football towards a child: 

• Stay calm,  

• If the child/young person is present, reassure them they are not to blame. 

• Take what they say seriously. 

• Do not promise to keep confidentiality or promise a possible outcome. 

• Keep questions to a minimum and only use them to clarify what you have been told. 

• Make a full written record of what was said, seen and heard as soon as you can. (See page 19 Record 
Keeping) You may find it useful to make some notes ASAP and then complete the Trust’s Child 
Protection Incident Report Form. Or you can send in your report immediately via the Trust ‘MyConcern’ 
Reporting App/Software System. *Please read the section in bold below. 

It is the responsibility of all staff/volunteers working at SUCET to report any behaviour by someone involved in 
football, or any other person, that raises concerns or any worries about a child to the SSM, DSM or DSO.  

*Please Note: If the SSM, DSM or DSO are involved in the allegation then this information must go via the 

SSM, DSM or DSO who is NOT involved and the Trust CEO/ EFLTSM will be informed. If this is the case, 

please also seek advice from the SSM, DSM or DSO who is NOT involved before putting/recording any 

information on the MyConcern App/Software System. 

**FYI The first point of contact for organisations such as SUCET is the Local Authority Designated Officer (LADO) 
who is responsible for the management and oversight of all Child protection allegations made against staff and 
volunteers who work with Children. The LADO must be contacted within 1 working day of any situation arising, 
and prior to any further investigation taking place, if the allegation or concerns appear to meet the criteria that 
there is a concern or allegation that someone working, or volunteering, with children has: 

• behaved in a way that has harmed a child or may have harmed a child.  

• possibly committed a criminal offence against or related to a child; or  

• behaved towards a child or children in a way that indicates they may pose a risk of harm to children.      
(Working Together 2019) 

Concerns may not be solely in connection with what happens in the working environment. The actions of an 
individual in their personal life may indicate that their behaviour could be a risk of harm to children they work with, 
for example, domestic violence where the person is a perpetrator, child protection concerns regarding their own 
children, police involvement relating to violent or internet offences. 

Full information relating to the LADO role and allegations can be found at: 

https://safeguardingsouthend.co.uk/professionals-policy-guidance-children/allegations 

**Source Southend Borough Council – LADO Guidance for Employees August 2019 

https://safeguardingsouthend.co.uk/professionals-policy-guidance-children/allegations
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Further details of this & the early help process & referrals can be found in Chapter one of Working Together 

to Safeguard Children: https://www.gov.uk/government/publications/working-together-to-safeguard-children-

-2              *Updated September 2020 

PLEASE REMEMBER, IT IS NOT YOUR RESPONSIBILITY TO DECIDE WHETHER ABUSE IS 
TAKING PLACE, BUT IT IS YOUR RESPONSIBILITY TO SHARE ANY CONCERNS YOU HAVE 

 Please see the following Defined Reporting Procedures  

Safeguarding Children Policy and Procedures 

Low Level Concerns (also known as Poor Practice) 

A low-level concern is any concern about an adult’s behaviour towards a child that does not meet the allegation 

threshold set out above or is not otherwise serious enough to consider a referral to the LADO. A low-level 

concern is any concern – no matter how small, and even if no more than a ‘nagging doubt’ – that an adult may 

have acted in a manner which:  

• is not consistent with an organisation’s Code of Conduct and/or  

• relates to their conduct outside of work which, even if not linked to a particular act or omission, has caused a 

sense of unease about that adult’s suitability to work with children. 

Staff/Volunteers do not need to be able to determine in each case whether their concern is a low-level concern, 

or if it is in fact serious enough to consider a referral to the LADO, or meets the threshold of an allegation.  

Examples of this in football (as defined by the FA) maybe as follows:  
 
• When insufficient care is taken to avoid injuries (e.g., by excessive training or inappropriate training for the age, 
maturity, experience and ability of players).  
• Allowing abusive or concerning practices to go unreported (e.g., a coach who ridicules and criticizes players 
who make a mistake during a match). 
• Allowing hazing practices to go unreported.  
• Placing children or young people in potentially compromising and uncomfortable situations with adults (e.g., 
inappropriate use by a coach of social media with a young player(s).  
• Ignoring health and safety guidelines (e.g., allowing young players to set up goal posts unsupervised by adults).  
• Failing to adhere to the Trust’s codes of practice (e.g., openly verbally abusing the referee).  
• Giving continued and unnecessary preferential treatment to individuals.  
(Please note – this list is not exhaustive)                              

Once staff/volunteers share what they believe to be a low-level concern, that determination should be made by 

the Safeguarding Lead. 

If you have any concern (or if you are at all unsure) please seek guidance by referring the 

concern to the Trust’s SSM, DSM or DSO directly. Or via the ‘MyConcern’ App/software 

system. 

*Please Note: If the SSM, DSM or DSO are involved then this information must go via the SSM, DSM or 

DSO who is NOT involved and the Trust CEO/ EFLTSIM will be informed. If this is the case, please also 

seek advice from the SSM, DSM or DSO who is NOT involved before putting/recording any information 

on the MyConcern App/Software System. 

The judgement about whether an incident is one of child abuse or a Low-Level concern may not be able to be 
made at the point of referral, but only after the collation of relevant information. If it is a Low-Level concern the 
SSM, DSM or DSO will either: 

- Follow the Trusts procedures for a first report of a Low-Level concern also known as poor practice.    
- Seek advice from the English Football League Trust Safeguarding & Incident Manager (EFLTSIM) 

or the FA Safeguarding Team (FAST) 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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The majority of Low-Level concerns can be dealt with by SUCET or alternatively with support and guidance 
from the EFLT & FA as appropriate. PLEASE NOTE: Where repeated Low Level (also known as Poor 
Practice) incidents occur SUCET will send a referral to The FA Safeguarding Team. To avoid doubt a 
referral needs to be made where there are three incidents of Low-Level concerns by the same individual.  
This is whether these incidents are for the same type of Low-Level concern, or for different forms. So 
that there is some FA support for County FA’s and Clubs/Trusts, and oversight of the thresholds for Low 
Level cases being managed locally. See also page 12 – Threshold for Referrals to Football Authorities.    
*Updated September 2020                                                                                                                                                                    

REMEMBER - you can contact the NSPCC 24-hour Helpline on 0808 800 5000 or Deaf users text 
phone 0800 056 0566, at any time, for immediate advice and guidance. 

Safeguarding Children Policy and Procedures 

Possible Abuse 

If your concern is more serious and/or you feel the child or young person is at risk – possible child abuse:  

• Immediately contact the Trust’s SSM, DSM or DSO and follow their guidance, they will inform as 
appropriate either: The Police, the LADO, the EFLTSIM, FAST NB. If the concern involves either the 
Trusts SSM, DSM or DSO or you are unable to contact them, as appropriate, then contact the Trust 
CEO or the EFLTSIM immediately for advice or the NSPCC Helpline and follow their guidance. (See 
useful contact’s page 23) 

 

• If you have been unable to contact any of the above then immediately contact either: the LADO, the 
Police, FAST or the NSPCC 24 hour Helpline and follow their advice and then inform the Trust’s 
SSM/DSM/DSO/CEO (or EFLTSIM) as appropriate of your actions ASAP.  

 

• If the child or young person needs immediate medical treatment, then telephone for an ambulance or 
take them to hospital. You need to inform the parents you are doing this. * If the parents are allegedly 
involved in the abuse, only inform them that you are taking the child or young person to hospital. Do not 
share any other information. Inform the doctor of your concerns in relation to child protection issues (the 
doctor will take the appropriate action).  Inform the Trust’s SSM/DSM/DSO/CEO (or EFLTSIM) as 
appropriate of the action you have taken ASAP. 

 
Please Note: Contact either the Police or the LADO first if a crime has been committed against a Child 
and/or if a Child is in immediate danger. 

If you become aware of a Low-Level Concern (also known as Poor Practice) or a Possible Abuse situation 

outside of a football setting involving a child or young person who participates in football activities: 

• If the child or young person informs you directly ensure you follow the guidance as above. 

• If your concerns are via a third person or through observation, report your concerns directly to the SSM, 
DSM or DSO. NB. If the concern involves either the Trusts SSM, DSM or DSO or you are unable to 
contact them, as appropriate, then contact the Trust CEO/EFLTSIM immediately. 

The Trust’s SSM, DSM, DSO, CEO or the EFLTSIM will either: 

• Seek advice from the LADO and/or Police or NSPCC Helpline (0800 800 5000) 

• Take action as advised by these agencies, including advice on contacting parents. 

• Make a factual record of events including any action taken as directed by the LADO or the Police and 
share this information as necessary with the FA Safeguarding Team. 

If you are unable to contact the Trust’s SSM, DSM, DSO or the Trust CEO/EFLTSIM then refer your concerns 
directly to the LADO, the Police or the NSPCC 24 hours Helpline.   

Again, Please Note: Contact either the Police or the LADO first if a crime has been committed against a 
Child and/or if a Child is in immediate danger.  

In all cases:  
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You should make a written factual record of the incident/events, including any action taken as directed, as 
soon as possible. Indicate clearly whether or not the allegation refers to someone involved in football in any 
capacity. Notes made after the incident may be written on any paper available. Forward your completed 
record to SUCET SSM/DSM/DSO using SUCET Referral Form. If possible utilise the MyConcern 
App/Software System to do this as this will go directly to them. *Please Note: If the SSM, DSM or DSO are 
involved then this information must go via the SSM, DSM or DSO who is NOT involved and the Trust 
CEO/ EFLTSIM will be informed. If this is the case, please also seek advice from the SSM, DSM or DSO 
who is NOT involved before putting/recording any information on the MyConcern App/Software System. 

**Read Page 12 – Confidentiality,  Page 13 - Information Sharing,  Page 19 - Record Keeping 
and refer to the Flow Chart – ‘When and How to Share Information’ on page 18                  

*Updated September 2020 

Safeguarding Children Policy and Procedures 

 

Thresholds for referral to Football Authorities  

Clubs and CCOs must make a referral within 24 hours (or as soon thereafter as practicable) where any of the 
following thresholds are met by duly completing and submitting an Affiliated Football Referral Form: 

 
•  Any allegation of abuse of a Child or Adult by any person who has previously, does currently or is seeking to 
work in a Club or Club Community Organisation (CCO) whether in a paid, voluntary, consultancy or third-party 
capacity.  
•  Any referral to or from any external authority or regulatory body (including, without limitation; the Police, Local 
Authority, DBS or Charity Commission) about abuse a Child or Adult at Risk by any person who has previously,  
does  currently or  is seeking  to  work  in a Club  or CCO whether in a paid, voluntary, consultancy or third-party 
capacity.  
•  A third or subsequent allegation of a Low-Level concern (poor safeguarding practice) by any person who has 
previously, does currently or is seeking to work in a Club or CCO whether in a paid, voluntary, consultancy or 
third-party capacity.  
•  Any allegation or information about abuse of a Child or Adult by an Academy Player or CCO participant. 
 
****The following is due to be rolled out for Trusts – not currently in use until SUCET notified by the FA**** 

Please Note: EFL Clubs are no longer required to email referral forms to The FA and EFL. This 
has now been replaced by an online referral process. When making a referral the 
SSM/DSM/DSO should use the following link: 
  
https://app.smartsheet.com/b/form/8381a936dd8c4eed987ab4338e1c2b49 
  
Once this form has been completed with all the relevant information, by the SSM/DSM/DSO it 
will be automatically submitted to The FA Safeguarding Case Management Team and only 
relevant information will be automatically shared with the EFL e.g. victim information will be 
omitted. 
 
 
Where a concern arising in EFL/EFL Trust activities involves Premier League commissioned projects a referral 
should also be made to: safeguarding@premierleague.com                    *Updated September 2020 Source EFLMSC 

 
 
*Please Note: Referral to the Disclosure & Barring Service (DBS)  
Organisations have a legal duty to refer to the DBS anyone who has harmed, or poses a risk of harm, 
to a child or vulnerable adult where:  
• the harm test is satisfied in respect of that individual.  
• the individual has received a caution or conviction for a relevant offence, or if there is reason to 
believe that the individual has committed a listed relevant offence; and  
• the individual has been removed from working (paid or unpaid) in regulated activity or would have 
been removed had they not left. DBS will consider whether to bar the person.  
Detailed guidance on when to refer to the DBS, and what information must be provided, can be 
found at: https://www.gov.uk/government/collections/dbs-referrals-guidance   
For further information please see page 52 & Appendix 9. 

https://scanmail.trustwave.com/?c=13415&d=vaH7370xOU0TusB2qHGypWchscsV-Fh588gRjBhIfw&u=https%3a%2f%2fapp%2esmartsheet%2ecom%2fb%2fform%2f8381a936dd8c4eed987ab4338e1c2b49
mailto:safeguarding@premierleague.com
https://www.gov.uk/government/collections/dbs-referrals-guidance
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                                                                                                                                      * Section added Sept. 

2020. 

*Confidentiality 

It is extremely important that when an allegation is made, the Trust makes every effort to maintain confidentiality 
and guard against unwanted publicity while an allegation is being investigated or considered. Staff/volunteers, 
Parents and carers must be made aware of the requirement to maintain confidentiality about any allegations made 
whilst investigations are ongoing. The SSM must take advice from the police and children’s social care services 

and FA Safeguarding Case Management Team to agree the following:    

• who needs to know and, importantly, exactly what information can be shared    

• how to manage speculation, leaks, and gossip.   

Safeguarding Children Policy and Procedures 

• what, if any, information can be reasonably given to the wider community to reduce speculation; and    

• how to manage press interest if, and when, it should arise.   

Members of staff or volunteers may also have access to confidential information about children and young people 
in order to undertake their responsibilities. In some circumstances, staff or volunteers may be given highly sensitive 
or private information. Staff or volunteers must never use confidential or personal information about a child or 
his/her family for their own or others advantage (including that of their partners, friends, relatives, or other 
organisations). Confidential information about a child must never be used casually in conversation or shared with 
any person other than on a need to know basis and must never be used to intimidate, humiliate, or embarrass 
children. 

           *Updated September 2020 Source KCSIE 

 

Information Sharing 

Sharing information is an intrinsic aspect of working with children and young people. The decisions about how 

much information to share, with whom and when, can have a profound impact on individuals’ lives. It could ensure 

that an individual receives the right services at the right time and prevent a need from becoming more acute and 

difficult to meet. At the other end of the spectrum it could be the difference between life and death. Poor or non-

existent information sharing is a factor repeatedly flagged up as an issue in Serious Case Reviews carried out 

following the death of, or serious injury to, a child and Safeguarding Adult Reviews.  

There are some circumstances in which a member of staff or volunteer may be expected to share information about 
a child, for example, when abuse is alleged or suspected. In such cases, individuals have a duty to pass information 

on without delay, but only to those with designated safeguarding responsibilities. 

 SUCET procedure is based on the seven golden rules for information sharing as set out in Information Sharing: 
Guidance for practitioners providing safeguarding services to children, young people, parents and carers (DFE 
2018). 

  
1. Remember that the General Data Protection Regulation (GDPR), Data Protection Act 2018 and 

human rights law are not barriers to justified information sharing but provide a framework to ensure 
that personal information about living individuals is shared appropriately. 

2. Be open and honest with the individual (and/or their family where appropriate) from the outset about 
why, what, how and with whom information will, or could be shared, and see their agreement, 
unless it is unsafe or inappropriate to do so. 

3. Seek advice from other practitioners, or your information governance lead, if you are in any doubt 
about sharing the information concerned, without disclosing the identity of the individual where 
possible. 

4. Where possible, share information with consent, and where possible, respect the wishes of those 
who do not consent to having their information shared. Under the GDPR and Data Protection Act 
2018 you may share information without consent if, in your judgement, there is a lawful basis to do 
so, such as where safety may be at risk. You will need to base your judgement on the facts of the 
case. When you are sharing or requesting personal information from someone, be clear of the basis 
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upon which you are doing so. Where you do not have consent, be mindful that an individual 
might not expect information to be shared. 

5. Consider safety and well-being: base your information sharing decisions on considerations of 
the safety and well-being of the individual and others who may be affected by their actions. 

6. Necessary, proportionate, relevant, adequate, accurate, timely and secure: ensure that the 
information you share is necessary for the purpose for which you are sharing it, is shared only with 
those individuals who need to have it, is accurate and up-to-date, is shared in a timely fashion, and 
is shared securely. 

7. Keep a record of your decision and the reasons for it – whether it is to share information or not. If 
you decide to share, then record what you have shared, with whom and for what purpose. 
 

 

 

Safeguarding Children Policy and Procedures 

The General Data Protection Regulation (GDPR) and Data Protection Act 2018: 

The General Data Protection Regulation (GDPR) and the Data Protection Act 2018 place greater significance on 
organisations being transparent and accountable in relation to their use of data. The GDPR and Data Protection 
Act 2018 do not prevent, or limit, the sharing of information for the purposes of keeping children, young 
people and adults safe. 

To effectively share information: 

• All practitioners should be confident of the processing conditions, which allow them to store, and share, 
the information that they need to carry out their safeguarding role. Information which is relevant to 
safeguarding will often be data which is considered ‘special category personal data’ meaning it is 
sensitive and personal 

• Where practitioners need to share special category personal data, they should be aware that the Data 
Protection Act 2018 includes ‘safeguarding of children and individuals at risk’ as a condition that allows 
practitioners to share information without consent 

• Information can be shared legally without consent, if a practitioner is unable to, cannot be reasonably 
expected to gain consent from the individual, or if to gain consent could place a child at risk 

 

• Relevant personal information can be shared lawfully if it is to keep a child or individual at risk safe from 
neglect or physical, emotional or mental harm, or if it is protecting their physical, mental, or emotional 
well-being. 

 

Principles of data sharing: 

The principles listed below are to help employees, children, young people, parents and carers share information 
with other organisations. 

• Necessary and proportionate 
When taking decisions about what information to share, you should consider how much information you need to 
release. Not sharing more data than is necessary to be of use is a key element of the GDPR and Data Protection 
Act 2018, and you should consider the impact of disclosing information on the information subject and any third 
parties. Information must be proportionate to the need and level of risk. 

• Relevant 
Only information that is relevant to the purposes should be shared with those who need it. This allows others to 
do their job effectively and make informed decisions. 

• Adequate 
Information should be adequate for its purpose. Information should be of the right quality to ensure that it can be 
understood and relied upon. 

• Accurate 
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Information should be accurate and up to date and should clearly distinguish between fact and opinion. If 
the information is historical then this should be explained. 

• Timely 
Information should be shared in a timely fashion to reduce the risk of missed opportunities to offer support and 
protection to a child. Timeliness is key in emergency situations and it may not be appropriate to seek consent for 
information sharing if it could cause delays and therefore place a child or young person at increased risk of harm. 
Practitioners should ensure that sufficient information is shared, as well as consider the urgency with which to 
share it.   

• Secure 
Wherever possible, information should be shared in an appropriate, secure way. Practitioners must always follow 
their organisation’s policy on security for handling personal information. 

 

Safeguarding Children Policy and Procedures 

• Record 
Information sharing decisions should be recorded, whether or not the decision is taken to share. If the decision is 
to share, reasons should be cited including what information has been shared and with whom, in line with 
organisational procedures. If the decision is not to share, it is good practice to record the reasons for this decision 
and discuss them with the requester. In line with each organisation’s own retention policy, the information should 
not be kept any longer than is necessary. In some rare circumstances, this may be indefinitely, but if this is the 
case, there should be a review process scheduled at regular intervals to ensure data is not retained where it is 
unnecessary to do so.    

(See Appendix 1A for When and how to share information) 

Children and Young People: 

Fears about sharing information cannot be allowed to stand in the way of the need to safeguard and promote the 
welfare of children at risk of abuse or neglect. Every practitioner must take responsibility for sharing the information 
they hold and cannot assume that someone else will pass on information, which may be critical to keeping a child 
safe.  

Staff and volunteers should understand the circumstances in which they may lawfully share information, and that 
it is in the public interest to prioritise the safety and welfare of children.  They must be alert to signs of abuse and 
neglect and taking action. Children may disclose abuse in which case the decision to share information is clear, as 
actions must be taken to respond to the disclosure. In other cases, for example, neglect, the indicators may be 
more subtle and appear over time. In these cases, decisions about what information to share, and when, will be 
more difficult to judge. Everyone should be aware of the potential for children to be sexually exploited for money, 
power, or status, and individuals should adopt an open and inquiring mind to what could be underlying reasons for 
behaviour changes in children of all ages. 

If a practitioner has concerns about a child’s safety or welfare, they should share the information with the local 
authority children’s social care, NSPCC and/or the police, in line with local procedures. Security of information 
sharing must always be considered and should be proportionate to the sensitivity of the information and the 
circumstances. In circumstances where the child’s identity does not need to be disclosed the information should 
be used anonymously. If it is thought that a crime has been committed and/or a child is at immediate risk, the police 
should be notified immediately.  

We are obliged to share information without authorisation from the person who provided it, or to whom it relates, if 
it is in the public interest. That is when: 

• It is to prevent a crime from being committed or to intervene where one may have been, or to prevent 
harm to a child or adult; or 

• Not sharing it could be worse that the outcome of having shared it. 
The decision should never be made as an individual, but with the backup of the management team. The three 
critical criteria are: 
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• Where there is evidence that the child is suffering or is at risk of suffering significant harm. 

• Where there is reasonable cause to believe that a child may be suffering, or is at risk of suffering, 
significant harm. 

• To prevent significant harm arising to children and young people or adults, including the prevention, 
detection and prosecution of serious crime. 

  
 Adults: 
   
 Adults have a general right to independence, choice and self-determination including control over information 

about themselves. In the context of adult safeguarding these rights can be overridden in certain circumstances. 
Emergency or life-threatening situations may warrant the sharing of relevant information with the relevant 
emergency services without consent. 

  
 The law does not prevent the sharing of sensitive, personal information within organisations. If the information is 

confidential, but there is a safeguarding concern, sharing it may be justified. The law does not prevent the sharing  
  
  

 Safeguarding Children Policy and Procedures 

  
 of sensitive, personal information between organisations where the public interest served outweighs the public 

interest served by protecting confidentiality – for example, where a serious crime may be prevented. 

  
 Information can be shared lawfully within the parameters of the Data Protection Act 2018 and 

the General Data Protection Regulation (GDPR). 
  
 Frontline staff and volunteers should always report safeguarding concerns in line with the Trusts safeguarding 

policy – this is usually to the Trust’s Senior Safeguarding Manager, Designated Safeguarding Manager or 
Designated Safeguarding Officer/s in the first instance except in emergency situations. An individual employee 
cannot give a personal assurance of confidentiality. 

  
 It is good practice to try to gain the person’s consent to share information. As long as it does not increase risk, 

practitioners should inform the person if they need to share their information without consent. 

As an organisation we need to share information to: 

• prevent death or serious harm 

• coordinate effective and efficient responses  

• enable early interventions to prevent the escalation of risk 

• prevent abuse and harm that may increase the need for care and support 

• maintain and improve good practice in safeguarding adults 

• reveal patterns of abuse that were previously undetected and that could identify others at risk of abuse 

• identify low-level concerns that may reveal people at risk of abuse 

• help people to access the right kind of support to reduce risk and promote wellbeing 

• help identify people who may pose a risk to others and, where possible, work to reduce offending 
behaviour 

• reduce organisational risk and protect reputation. 
 
The Care Act 2014 emphasises the need to empower people, to balance choice and control for individuals 
against preventing harm and reducing risk, and to respond proportionately to safeguarding concerns. The Act 
deals with the role of the safeguarding adults board (SAB) in sharing strategic information to improve local 
safeguarding practice. Section 45 ‘the supply of information’ covers the responsibility of others to comply with any 
request for information from the safeguarding adults board for the purposes of progressing an enquiry.  
 
Sharing information between organisations as part of day-to-day safeguarding practice is not covered in the Care 
Act 2014 because it is already covered in the common law duty of confidentiality, the Data Protection Act 2018, 
the General Data Protection Regulation (GDPR), the Human Rights Act and the Crime and Disorder Act. The 
Mental Capacity Act is also relevant as all those coming into contact with adults with care and support needs 
should be able to assess whether someone has the mental capacity to make a decision concerning risk, safety or 
sharing information.  
 
If a member of staff or volunteer is in any doubt about whether to share information or keep it confidential, they 

should seek guidance from the Senior Safeguarding Manager, Designated Safeguarding Manager or Designated 

Safeguarding Officer/s. Any media or legal enquiries should be referred to the CEO or, in their absence, to their 

deputy. 

http://www.scie.org.uk/care-act-2014/safeguarding-adults/sharing-information/does-not-want-to-share.asp
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 Trust staff/volunteers are reminded of the whistleblowing policy if an individual does not believe that 
information is not being responded to. 

 
 
  
Formulated & Supplied by K.Halls Date of issue: 24/06/2019    Date of Review: 24/06/2021 
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Please remember: The Data Protection Act 2018 and GDPR do not prevent, or limit, the sharing 
of information for the purposes of keeping children safe. Fears about sharing information 
must not be allowed to stand in the way of the need to promote the welfare and protect the 
safety of children. 

Further details on information sharing can be found: 

In Chapter One of ‘Working Together to Safeguard Children’ which includes a myth-busting 
guide to information sharing See Page 19 
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2 

At: Information Sharing: Advice for Practitioners Providing Safeguarding Services to Children, 
Young People, Parents and Carers. The Seven Golden Rules for sharing information will be 
especially useful. 

https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-
advice 

At: The Information Commissioners Office (ICO) which includes ICO GDPR FAQ and guidance 
from the department.  

https://ico.org.uk/for-organisations/in-your-sector/education                                                                      

*Updated September 2020 Source KCSIE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.scie.org.uk/publications/guides/guide15/whistleblowing/index.asp
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://ico.org.uk/for-organisations/in-your-sector/education
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Appendix 1A  
 
When and how to share information 
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*Record Keeping 
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Southend United Community & Educational Trust utilises MyConcern Safeguarding Software. MyConcern 
is simple to use, safe and secure software for recording and managing safeguarding concerns. All staff/volunteers 
have access to the MyConcern App and should use this to report any concerns directly to SUCET Designated 

Leads unless otherwise instructed as below: 

Please Note: If the SSM, DSM or DSO are involved then this information must go via the SSM, DSM or DSO 
who is NOT involved and the Trust CEO/ EFLTSIM will be informed. If this is the case, please also seek 
advice from the SSM, DSM or DSO who is NOT involved before putting/recording any information on the 
MyConcern App/Software System. 

 

SUCET acknowledges that accurate record keeping is essential as there may be legal proceedings at a later date 
and that information should be stored in a secure place (such as MyConcern) with limited access to designated 

people, in line with data protection laws. 

Detailed records should be kept in line with the Data Protection Act 1998 and the national guidance produced by 
the NSPCC (updated July 2020) which can be found here: 

https://learning.nspcc.org.uk/research-resources/briefings/child-protection-records-retention-
storage-guidance 

 
If anyone has concerns about a child or young person’s welfare or safety, it’s vital all relevant details are 
recorded. This must be done regardless of whether the concerns are shared with the police or children’s social 
care. Keep an accurate /factual record of: Who, What, Where, When: 

• the date and time of the incident/disclosure  

• the date and time of the report and to whom the information was referred. 

• what you have observed or have been told. 

• the name and role of the person to whom the concern was originally reported and their contact details.  

• the name and role of the person making the report (if this is different to the above) and their contact 
details.  

• the names of all parties who were involved in the incident, including any witnesses, alleged perpetrator.  

• the name, age and any other relevant information about the child who is the subject of the concern 
(including information about their parents or carers and any siblings)  

• what was said or done and by whom?   

• any action taken to look into the matter and the rationale for taking these actions.  

• any further action taken (such as a referral being made) 

• the reasons why the organisation decided not to refer those concerns to a statutory agency (if relevant). 
 

Staff/volunteers are expected to: • Provide clear, concise, and relevant information. • Record information in an 

objective and professional manner. • Record factual information rather than assumption of what you have 

witnessed or been told. • Record actual words and language. Do not rephrase what you have been told or leave 

things like insults or intimate vocabulary out. • Record observations, for example, a description of visible bruising 

or injuries. Never ask someone to remove or adjust their clothing to observe any bruises, marks, or injuries. If 

more information is recalled at a later date, this should be added as an addendum. The original record must not 

be changed. 

 

**Please also see: ‘Dealing with Allegations, Internal Enquires, Suspension’ section on page 28 

for further information relating to Record Keeping and Information Sharing** 

*Update September 2020 Source EFL Guidance P&P 
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Responsibility regarding these P&P  

https://learning.nspcc.org.uk/research-resources/briefings/child-protection-records-retention-storage-guidance
https://learning.nspcc.org.uk/research-resources/briefings/child-protection-records-retention-storage-guidance
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Once approved and accepted by the Trustees, responsibility for the adoption & implementation of these policies 
and procedures and best practice guidance, at the Trust, rests with the Trust SSM, however, all Heads of 
Department and their appointed senior staff members must read these policy and procedures and best practice 
guidance and disseminate them as appropriate and apply the relevant parts of these policy and procedures and 
guidance to all programmes and activities in their department where children or young people are involved. 

Head of Departments must regularly remind members of staff/volunteers in their department who work with children 
and young people of these policy and procedures and best practice guidance to ensure they are adhered to 
effectively and ensure a copy of these are given to all new staff member/s/volunteers during the Induction Process 
and are resent to all current staff members, volunteers, players and parents on a yearly basis after they have been 
updated and approved and accepted by the Trustees.  

In dealing with suspicions and allegations all staff/volunteers should follow clear procedures as laid out in the 
Trust’s policy and procedures.                                                                                                      *Updated September 2020 

 
 
 
Risk Assessment 
 

All members of staff/volunteers who intend to work with children and young people should ensure that they 
understand the implications of this policy and code of practice before commencing any programme, event, visit or 
other activity.  

A designated member of staff should be appointed to complete a risk assessment before any new or changed 
programme, event, visit or any other activity involving children or young people.  

The risk assessment is not only a way to mitigate or remove any potential risks, but it may also be a prompt to 
consider alternative working practices. 

The risk assessment should: 

• Incorporate the standard health and safety risk assessment.  

• Identify the nature, length and frequency of the contact.  

• Consider children and young people who are particularly at risk.  

• Consider whether any children and young people have allergies, are on medication or have any disabilities 
(physical or mental) or behavioural difficulties. 

• Identify any potential areas for harm and detail actions to prevent harm occurring, which might include 
consideration of alternative working practices.  
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What to do if you are worried that a child or young person is being abused 

                                                                        ↓ 

Stay calm. If the child or young person is present reassure them that they are not to 
blame. Don’t promise to keep confidentiality or promise a possible outcome. Keep 

questions to a minimum. 

↓ 

Are they in need of any medical attention 

                                    Yes                                                              No 
                                      ↓                                                                  ↓ 

If the child or young person is in need 
of medical attention call an ambulance 
or take them to hospital. You need to 
inform the parents you are doing this 
* If the parents are allegedly involved 
in the abuse only inform them you are 
taking them to hospital. Do Not share 
any other information. Inform the 
Doctor of your concerns in relation to 
child protection issues; the Doctor will 
take the appropriate action.  
Make a written record and inform the 
Trust’s SSM/DSO ASAP, detailed as 
below. 

Contact the Trusts Senior Safeguarding Manager 
(CEO) Dale Spiby on: 07961 071987 (Mobile) or 
01702 341351 or the Designated Safeguarding 
Manager Kylie Halls on: 01702 341351 or the 
Designated Safeguarding Officer Elaine Hume 
on: 07730 529471 immediately and follow their 
guidance.  
If the allegation involves the Trust’s SSM (CEO) 
DSM or DSO or if you are unable to contact them, 
as appropriate, then contact the EFL Trust 
Safeguarding & Incident Manager Tara Lawson 
on : 07583 669227 (Mobile) 01772 325954 (Office) 
or the *EFL Safeguarding Manager Alexandra 
Richards on: 07792 284740 (Mobile) 01772 
325940 (Office) and follow their guidance. *Updated 
June 2018 

↓ 

If you have concerns about the child or young person’s immediate safety. If for any 
reason, you have been unable to contact the Trust’s SSM (CEO), DSM or DSO or the 
EFLTSIM/EFLSM and you feel the child or young person is in danger or at risk then 
immediately contact the Police on: 999 or 112 or the LADO T. 01702 534539 or 
Southend-0n-Sea – Multi-Agency Safeguarding Team (MASH team) on: 01702 
215007 or, if out of hours the Emergency Duty Team on: 0345 606 1212.  

*Contact either the Police, LADO, or MASH first if you are worried about the 
child or young person’s immediate safety* 
Alternatively contact the NSPCC Free 24-hour Helpline T: 0808 800 5000 for advice 
and guidance. 
As soon as you can make a written record of what was said, seen or heard i.e.  Exactly 
what the person said or precisely what you saw (what, who, where, when?) Include any 
action taken as directed by the Police, LADO or MASH. You will need to inform the 
Trust’s SSM (CEO)/DSM/DSO ASAP and give them the written facts, they in turn will 
pass them on to The FA Safeguarding Case Management team.  *Updated October 2020 
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*Useful Contact Numbers & Websites 
 

Dale Spiby Southend United Community & Educational Trust’s Senior Safeguarding Manager (SSM) 

T. 07961 071987 (Mobile) or 01702 341351  E. dale@southendunited-cet.co.uk 

 

Kylie Halls Southend United Community & Educational Trust’s Designated Safeguarding Manager (DSM) 

& Lead DBS verifier 

T: 01702 341351xE: k.halls@southendunited-cet.co.uk 

 

Elaine Hume Southend United Community & Educational Trust’s Designated Safeguarding Officer  

(SUFC DSO) T: 07730 529471xE: e.hume@southendunited-cet.co.uk 

 

Tara Lawson English Football League Trust Safeguarding & Incident Manager (EFLTSIM) 

Tel: 07583 669227 (Mobile) 01772 325954 (Office) E: tlawson@efltrust.com 

EFL Trust Safeguarding Team Email: safeguarding@efltrust.com 

 

Alexandra Richards English Football Safeguarding Manager (EFLSM)  

T: 07792 284740 (Mobile)  01772 325940 (Office E. arichards@efl.com  

EFL Safeguarding Team Email: safeguarding@efl.com 

 

The FA Safeguarding Children Enquiry Line T. 0845 210 8080 E. footballsafe@thefa.com 
For CRC enquiries E. FAchecks@thefa.com  
 
David Gregson The FA Safeguarding Investigations Manager  
T: 0800 169 1863 ext: 6838 E:david.gregson@TheFA.com 
  
The FA’s Case Management Team Direct Line: T. 0800 0835 902 (Mon-Fri 9-5pm for urgent matters) 
T. 0800 169 1863 EXT 6300 (Office hrs. Mon-Fri Excl Bank Hol) E:  safeguarding@thefa.com 
 

Southend Local Authority Designated Officer (LADO)– Allison Francis T. 01702 534539 

Email: allisonfrancis@southend.gov.uk 

Safeguarding Advisor – Sharon Langston T. 01702 534591 

Email: safeguardingforchildren@southend.gov.uk 

 

Southend on Sea Multi-Agency Safeguarding Team (MASH +team) T.01702 215007 Emergency Duty Team 

(Out of hours) T. 0345 606 1212 Email: mash@southend.gov.uk. 

 

NSPCC Free 24-hour Helpline T. 0808 800 5000 Deaf User Text phone T. 0800 056 0566 

Or Text: 88858 E: help@nspcc.org.uk 

NSPCC Free Helpline T. 0800 023 2642 for footballers who've been sexually abused. 

 

Helen Hever County Football Association’s Welfare Officer (FA CWO) 

T: 01245 393093  E: CountyWO@essexfa.com  

 

Child Protection in Sport Unit T: 0116 366 5590 E: cpsu@nspcc.org.uk Website: https://thecpsu.org.uk 

 

Keeping Children Safe in Education 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2     

 

Southend Safeguarding Partnership formally known as Local Safeguarding Children’s Board (LSCB)  

W:  https://www.safeguardingsouthend.co.uk                 Updated Sept. 2020 

 

CEOP Child Exploitation & Online Protection - keeping children safe online for more information or to 
report a concern go to https://www.ceop.police.uk/safety-centre for resources go to: www.thinkuknow.co.uk 

*Contacts: Advice and Support for Adults, Children & Young People 

mailto:dale@southendunited-cet.co.uk
mailto:k.halls@southendunited-cet.co.uk
mailto:e.hume@southendunited-cet.co.uk
mailto:tlawson@efltrust.com
mailto:safeguarding@efltrust.com
mailto:arichards@efl.com
mailto:safeguarding@efl.com
mailto:footballsafe@thefa.com
mailto:FAchecks@thefa.com
mailto:david.gregson@TheFA.com
mailto:safeguarding@thefa.com
mailto:allisonfrancis@southend.gov.uk
mailto:safeguardingforchildren@southend.gov.uk
mailto:mash@southend.gov.uk
mailto:help@nspcc.org.uk
mailto:CountyWO@essexfa.com
mailto:cpsu@nspcc.org.uk
https://thecpsu.org.uk/
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.safeguardingsouthend.co.uk/
https://www.ceop.police.uk/safety-centre
http://www.thinkuknow.co.uk/
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 StopHateUK www.stophateuk.org challenging all forms of hate crime 24hr Helpline 0800 1381625 

Safeguarding Children Policy and Procedures 

Sporting Chance Helpline T. 0870 220 0714 Email: info@sportingchanceclinic.comSupports 

individuals & organisations across professional sport to address emotional welfare & addictive disorders. 
Website: http://sportingchanceclinic.com 
 

Samaritans Free Helpline T. 116 123 24-hour confidential listening and support for anyone who needs it, 

including information & support for mental health issues (Adults & children/young people included.)           
Website: https://www.samaritans.org   Email: jo@samaritans.org     
 

Childline Free Helpline T. 0800 1111 Comforts, advises and protects children 24 hours a day and offers free 

confidential counselling.  Chat 1-2-1 with a counsellor online      Website: https://www.childline.org.uk 
 

The Mix Free Helpline T. 0808 808 4994 Phone lines and Webchats are free, open 7 days a week from 3pm 

until 12am (you may not be connected after 11.15pm) A support service for under-25s to help with any challenge. 
Or text: THEMIX to 85258 for 24hr Crisis support  Website: http://www.themix.org.uk 
 
If you feel that you want to end your life, please seek immediate help from the emergency services on 999. You 

can also contact HopeLine UK on 0800 068 41 41 Text: 07860039967 Email: pat@papyrus-uk.org 

 

Youth Access Get connected with the right support services and organisations in your area. For anyone aged 

11-25. Visit their website to find your local service.   Website: http://www.youthaccess.org.uk 

 
Headmeds Straight talk on mental health medication for young people. Read about others' experiences and get 

answers to those 'awkward' questions. Website: https://youngminds.org.uk/youngminds-professionals/our-

projects/headmeds/ 

Beat Adult Helpline T. 0808 801 0677 Youthline T. 0808 801 0711 Studentline 0808 801 
0811Helplines are open 365 days a year from 9am – 8pm during the week, and 4pm – 8pm on weekends and 

bank holidays. The UK's eating disorder charity. Adult Email:help@beateatingdisorders.org.uk  
Student Email: studentline@beateatingdisorders.org.uk  Youth Email: fyp@beateatingdisorders.org.uk (for U18s) 
Website: https://www.beateatingdisorders.org.uk/ (One to One web chat available) 
 

Frank -T.0300 123 6600 Text 82111 Confidential information and advice about drugs and substance abuse, 

whether it's for you or someone else. 24-hours 365 days a year. Website: http://www.talktofrank.com 

Children's Legal Centre Legal advice and representation for children and young people, plus information about 

your legal rights as a child. Website: https://lawstuff.org.uk/ 

 
Stonewall The UK charity for gay, lesbian, bisexual & transgender people & their allies. Information, advice & 

where to get local support. Call their information service on 08000 50 20 20 9.30-4.30pm Monday to Friday. 

 Website: https://www.stonewall.org.uk/help-advice/coming-out/coming-out-young-person 
 

PRIDE in Football, the alliance of LGBT Fan Groups; helps sharing of good practice & help new groups form.  

Website: https://www.prideinfootball.co.uk  Email: info@prideinfootball.co.uk 

No Panic offering support for sufferers of panic attacks, phobias/OCD. Helpline. Tel: 0300 772 9844 

charges apply (daily 10am-10pm) Youth Helpline Tel: 0330 606 1174 landline rates apply for 13-20yr olds 

open Mon,Tues, Wed, Fri: 3pm to 6pm Thurs: 3pm to 8pm Sat: 6pm to 8pm Website https://www.nopanic.org.uk   
       

EFL Mental Health Guidance provides information on types of Mental Health conditions and where to go for 

support. Visit https://www.efl.com/-more/inclusion--anti-discrimination/mental-health/  to access the 

guides.         
 

Disrespect NOBODY Abuse in relationships can happen to anyone and is never ok. It can be physical, sexual 

& emotional abuse. If your relationship leaves you feeling scared, intimidated or controlled, it’s possible you’re in 
an abusive relationship. For more info go to:  
https://www.disrespectnobody.co.uk/relationship-abuse/what-is-relationship-abuse  
For details of further helplines:  https://www.disrespectnobody.co.uk/need-help 

http://www.stophateuk.org/
http://www.stophateuk.org/
mailto:info@sportingchanceclinic.com
http://sportingchanceclinic.com/
http://www.samaritans.org/how-we-can-help-you/contact-us
https://www.samaritans.org/
mailto:jo@samaritans.org
https://www.childline.org.uk/
https://www.childline.org.uk/get-support/1-2-1-counsellor-chat/
https://www.childline.org.uk/
http://www.themix.org.uk/
http://www.themix.org.uk/
mailto:pat@papyrus-uk.org
http://www.youthaccess.org.uk/
http://www.youthaccess.org.uk/services/find-your-local-service
http://www.youthaccess.org.uk/
http://www.headmeds.org.uk/
https://youngminds.org.uk/youngminds-professionals/our-projects/headmeds/
https://youngminds.org.uk/youngminds-professionals/our-projects/headmeds/
https://www.b-eat.co.uk/
mailto:help@beateatingdisorders.org.uk
mailto:studentline@beateatingdisorders.org.uk
mailto:fyp@beateatingdisorders.org.uk
https://www.beateatingdisorders.org.uk/
http://www.talktofrank.co.uk/
http://www.talktofrank.com/
http://lawstuff.org.uk/
https://lawstuff.org.uk/
https://www.stonewall.org.uk/help-advice
https://www.stonewall.org.uk/help-advice/coming-out/coming-out-young-person
http://prideinfootball.co.uk/
https://www.prideinfootball.co.uk/
mailto:info@prideinfootball.co.uk
https://www.nopanic.org.uk/
https://www.efl.com/-more/inclusion--anti-discrimination/mental-health/
https://www.disrespectnobody.co.uk/relationship-abuse/what-is-relationship-abuse
https://www.disrespectnobody.co.uk/need-help
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Ann Craft Trust Call  0115 951 5400 if you are worried/need advice about safeguarding  

Email: www.anncrafttrust.org                                                                          *Updated September 2020 
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*Advice and Support for Individuals receiving a Disclosure 
 
It is never easy to respond to a child or young person who tells you that they are being abused. You may well be 
feeling upset and worried yourself. If you have personally received a disclosure you may wish to speak with 
someone confidentially to help you to deal with what you have heard. You may also feel the need to be reassured 
that the issues are being dealt with in the best possible way with the interests of the child or young person being 
paramount. Clearly confidentiality is essential and therefore when seeking support or guidance from a 
recommended source as detailed below you will be expected to keep the personal details (names of individuals 
concerned) confidential. Apart from accessing support through the Trust, the following contact details provide a 
variety of potential support mechanisms for you to approach. 
 
 
Family Lives Website: https://www.familylives.org.uk/ 
Family Lives offers a confidential and free* helpline service (previously known as Parent line).  

Please call on: 0808 800 2222 for information, advice, guidance and support on any aspect of parenting and 

family life, including bullying. Their helpline service is open 9am – 9pm, Monday to Friday and 10am – 3pm 
Saturday and Sunday.  * Free from landlines and most mobiles 
 

The NSPCC Helpline:  Tel: 0808 800 5000 Email help@nspcc.org.uk. 

24 hour and confidential telephone Helpline that provides counselling, information and advice to anyone 
concerned about a child at risk of ill treatment or abuse. Calls are free from Landlines & some Mobile Networks. 
 
NSPCC Helpline for footballers who've been sexually abused 
The NSPCC free helpline offers advice and support to anyone who experienced sexual abuse as a young 

footballer. Tel: 0800 023 2642 

 
If you're deaf or hard of hearing, you can use British Sign Language when contacting the NSPCC. You'll need a 
webcam and SignVideo – it's available on PC, Mac, iOS (iPhone/iPad) and Android smartphone (4.2 or above). 
 
Sporting Chance Helpline T. 0870 220 0714 Email: info@sportingchanceclinic.com 
Supports individuals & organisations across professional sport to address emotional welfare & addictive 
disorders. Website: http://sportingchanceclinic.com 
 
The Samaritans 

Tel: 116 123   Email: jo@samaritans.org Website: https://www.samaritans.org  

24-hour helpline 365 days of the year whatever you're going through, call free any time. If you need a response 
immediately it is best to phone. You don’t have to be suicidal to call. The Samaritans are a non-religious 
organisation providing 24-hour confidential support 

Victim Support Website: https://www.victimsupport.org.uk  (Online self-referral is available here) Victim 
Support is a charity that provides support and information to people affected by crime, including rape and sexual 
abuse, as a victim or a witness. The website provides details of local support branches. 

Supportline Tel: 0808 1689 111 its free and operates 24/7 This service is independent of the Police and 

anyone can contact them for support, regardless of whether the crime has been reported or how long ago it took 
place. Please note they can only offer support to people in England and Wales. If you can’t get through contact the 
Victims’ Information Service open 24 hours a day, seven days a week (except bank holidays), and fully trained 
staff can offer you information about Victim Support services and useful information about the criminal justice 

system. You can call the Victims’ Information Service for free on 0808 168 9293.      
Email: supportline@victimsupport.org.uk  

If you are deaf or hard of hearing, you use Next Generation Text 18001 08 08 16 89 111. Support line also 

has an interpretation service for people who do not speak English as a first language.   * Updated Sept.2020 

http://www.anncrafttrust.org/
https://www.familylives.org.uk/
mailto:help@nspcc.org.uk
tel:08000232642
http://nspcc.signvideo.net/
mailto:info@sportingchanceclinic.com
http://sportingchanceclinic.com/
mailto:jo@samaritans.org
https://www.samaritans.org/
https://www.victimsupport.org.uk/
mailto:supportline@victimsupport.org.uk
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Charity Commission  

The Charity Commission is the statutory regulator of charities in England and Wales. CCOs which are charities 
will be required to report serious incidents, which could include safeguarding issues, to the Charity Commission. 
A serious incident is defined as an adverse event, whether actual or alleged, which results in or risks significant 
loss of a charity’s money or assets, damage to a charity’s property, or harm to a charity’s work, beneficiaries or 
reputation. The most common type of incidents are fraud, thefts, significant financial losses, criminal breaches, 
terrorism or extremism allegations, and safeguarding issues. Government guidance states that if a serious 
incident takes place, a charity needs to report what happened and explain how they are dealing with it, even if 
they have reported it to the police, donors or another regulator.  

Further information about Serious Incident Reporting to the Charity Commission can be accessed here: 

https://www.gov.uk/guidance/how-to-report-a-serious-incident-in-your-charity 

Thresholds for serious safeguarding incident reports to the Charity Commission.  

The following thresholds are likely to constitute a ‘serious incident’ and should therefore be reported to the 
Charity Commission:  

•  A Child or Adult at Risk engaged in a CCO Activity has been, or is alleged to have been, abused or mistreated 
while under the care of the CCO, or by someone connected with the CCO, for example: a trustee, employee or 
volunteer.  

•  There has been an incident where someone has been abused or mistreated (alleged or actual) and this is 
connected with the Activities of the CCO.  

•  There has been a breach of procedures or policies at the CCO which has put beneficiaries at risk, including 
failure to carry out checks which would have identified that a person is disqualified in law, under safeguarding 
legislation, from working with Children or Adults at Risk.  

Reporting a Serious Incident to the Charity Commission 

Responsibility for reporting serious incidents rests with a charity’s Trustees but in practice this may be delegated 

to someone else within the charity, such as an employee e.g., Head of Scheme / Chief Executive. When 

reporting the incident as a trustee, authority to report on behalf of the trustee body must be sought. If anyone 

other than a trustee reports a serious incident, they should declare who they are, their relationship with the CCO 

and confirm that they have the authority of their trustees to make the report.  

Where the threshold for referral to the Charity Commission is met, a report should be made by using the following 

link:  https://ccforms.charitycommission.gov.uk/report-a-serious-incident 

Form: https://ccforms.charitycommission.gov.uk/reporting-or-updating-a-serious 

                                                                                                                                     Updated September 2020 

The report should be encrypted and be submitted securely. When making a serious incident report, the following 

details should be included:  

•  Details of the individual making the report and their connection to the CCO.  

•  Confirmation that the individual making the report has the authority to do so. 

•  Details of who in the trustee body is aware of the incident, for example, all or only the Chair.  

•  Details of the incident or allegation and when the CCO first became aware of the issue.  

•  Details of what action has and/or is being taken to deal with the incident or allegation.  

•  Details of what measures have and/or will be implemented to mitigate risk of recurrence. 

•  Details of whether and when the incident or allegation has been reported to statutory authorities and/or the 
   Football Authorities or any other specialist/regulatory bodies. You should not include personal details of who is 

https://www.gov.uk/guidance/how-to-report-a-serious-incident-in-your-charity
https://ccforms.charitycommission.gov.uk/report-a-serious-incident
https://ccforms.charitycommission.gov.uk/reporting-or-updating-a-serious
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   involved at the initial point of reporting e.g., names, DOB etc.  
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The Charity Commission is not responsible for dealing with incidents of actual abuse or mistreatment of Children 
and Adults at Risk and it does not administer safeguarding legislation. It cannot prosecute or bring criminal 
proceedings, although it may refer concerns on to statutory authorities, as well as to specialist bodies responsible 
for designated areas, such as education or health and social care.  

The Charity Commission’s priority is to ensure that trustees meet their legal requirements and obligations. Where 
there has been abuse or non-compliance, the Charity Commission’s may require corrective action to be taken by 
the trustees, including directing them to take action or certain actions.  
The Charity Commission takes enforcement action against charities in a variety of ways. This includes regulatory 
action taken during investigations and its other regulatory work into individual charities.  
When the Charity Commission has opened an investigation, it may use its temporary and/or permanent powers 
of protection. The Charity Commission’s powers include (amongst others):  
 
• Requiring corrective action be taken by trustees.  
• Agreeing an action plan for the CCO.  
•  Undertaking checks to monitor action taken by the CCO.  
•  Referring concerns to statutory authorities and/or to specialist bodies responsible for designated areas, such as 
education or health and social care.  
•  Restricting the transactions that a charity may enter into. 
• Appointing additional trustees.  
• Freezing a charity’s bank account. 
• Suspending or removing a trustee.  
• Appointing an interim manager.  
 
When to report  

The serious safeguarding incident must be reported promptly. This means as soon as is reasonable possible 
after it happens, or immediately after the charity becomes aware of it.  

Support and advice can be sought at any time from EFL Trust where a CCO may be unsure as to whether the 

threshold for reporting to the Charity Commission is met.  

The English Football League Trust Safeguarding & Incident Manager (EFLTSIM) is Tara Lawson 

Tel: 07583 669227 (Mobile) 01772 325954 (Office) E: tlawson@efltrust.com 

EFL Trust Safeguarding Team Email: safeguarding@efltrust.com 

Further information about all reportable incidents and how to report a serious incident can be found via the 

following webpage:  

https://www.gov.uk/guidance/how-to-report-a-serious-incident-in-your-charity 
Further guidance on safeguarding issues in charities can be found via the following webpage: 
https://www.gov.uk/government/publications/strategy-for-dealing-with-safeguarding-issues-in-charities 
 
Reporting Safeguarding Concerns/Incidents from EFL Trust Commissioned 

National Citizen Service (NCS) Delivery Partners  

Premier League and EFL CCO’s and our other non-football Delivery Partners who deliver the National Citizen 

Service under contract to EFL Trust, should in all circumstances follow their own internal safeguarding and 

emergency procedures in conjunction with reporting to:  

• EFL Trust  
• any other Managing Partner in the supply chain  
•  NCS Trust (via their incident management partner Pharos).  
 
In order to support the handling of safeguarding concerns the NCS Trust utilises a categorisation system of 

concerns. This process requires Delivery Partners to report concerns in a prompt fashion (above the usual 

mailto:tlawson@efltrust.com
mailto:safeguarding@efltrust.com
https://www.gov.uk/guidance/how-to-report-a-serious-incident-in-your-charity
https://www.gov.uk/government/publications/strategy-for-dealing-with-safeguarding-issues-in-charities
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reporting timescales outlined elsewhere within this document for football authorities). The timescales for 

reporting are dependent on the level of criticality of the safeguarding concern as detailed in Appendix 

Five of these SC P&P.  This guidance should be read in conjunction with the NCS Trust Crisis and Incident 

Reporting Guide also found in Appendix Five.                         *Updated September 2019 Source EFLMSC 
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Dealing with Allegations, Internal Enquiries and Suspension 

SUCET will assure all members of SUCET that it will fully support and protect anyone, who in good faith reports 
his or her concern that a staff member/volunteer is, or may be, abusing a child. Where it is alleged that anyone 
working/volunteering with children under 18 years of age has:  

• behaved in a way that has harmed a child or may have harmed a child or young person.  
• possibly committed a criminal offence against or related to a child or young person.  
• behaved towards a child or children in a way that indicates he or she may pose a risk of harm to children; or 
behaved or may have behaved in a way that indicates they may not be suitable to work with children.  
 
NB. Allegations against someone who is no longer with the Trust should be referred to the police. Historical 
allegations of abuse should also be referred to the police. 
 
The procedures for dealing with allegations need to be applied with common sense and judgement. Many cases 
may well either not meet the criteria set out above or may do so without warranting consideration of either a police 
investigation or enquiries by local authority children’s social care services. In these cases, local arrangements 
should be followed to resolve cases without delay. Some rare allegations will be so serious they require immediate 
intervention by children’s social care services and/or police.  

The SSM should be informed of all allegations that are made and appear to meet the criteria so they can consult 
police and children’s social care services as appropriate. The following definitions should be used when 
determining the outcome of allegation investigations:  

• Substantiated: there is sufficient evidence to prove the allegation.  
• Malicious: there is sufficient evidence to disprove the allegation and there has been a deliberate act to deceive; 
• False: there is sufficient evidence to disprove the allegation.  
• Unsubstantiated: there is insufficient evidence to either prove or disprove the allegation. The term, therefore, 
  does not imply guilt or innocence. 
• Unfounded: to reflect cases where there is no evidence or proper basis which supports the allegation being 
  made. 
 
The SSM has overall responsibility for oversight of the procedures for dealing with allegations, for resolving any 
inter-agency issues, and for liaison with the three safeguarding partners. SSM should discuss the allegation 
immediately with the DSM or DSO to consider the nature, content and context of the allegation and agree a course 
of action. There may be situations where the SSM will want to involve the LADO or police immediately, for example 
if the person is deemed to be an immediate risk to children or there is evidence of a possible criminal offence. (At 
this stage FA Case Management should also be informed) The initial sharing of information and evaluation may 
lead to a decision that no further action is to be taken in regard to the individual facing the allegation or concern, in 
which case this decision and a justification for it should be recorded by the SSM and agreement reached on what 
information should be put in writing to the individual concerned. The SSM should then consider what action should 
follow both in respect of the individual and those who made the initial allegation. The SSM should inform the 
accused person about the allegation as soon as possible after consulting the DSM or DSO. It is extremely important 
that the SSM provides them with as much information as possible at that time. 

 
However, where a strategy discussion is needed, or police or children’s social care services need to be 
involved, the SSM should NOT do that until these agencies, along with the FASCMT have been consulted 
and have agreed what information can be disclosed to the accused.  

If there is cause to suspect a child is suffering or is likely to suffer significant harm, a strategy discussion should be 
convened in accordance with the statutory guidance Working Together to Safeguard Children. If the allegation is 
about physical contact, the strategy discussion or initial evaluation with the police should take into account that 
staff are entitled to use reasonable force to control or restrain children in certain circumstances, including dealing 
with disruptive behaviour. 
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Where it is clear that an investigation by the police or children’s social care services is unnecessary, or the 
strategy discussion or initial evaluation decides that is the case, the SSM should discuss the next steps with 
FA Case Management and their HR adviser. This will range from taking no further action to dismissal or a 

decision.  

Safeguarding Children Policy and Procedures 

not to use the person’s services in future. Suspension should not be the default position: an individual should be 

suspended only if there is no reasonable alternative.   

In some cases, further enquiries will be needed to enable a decision about how to proceed. If so, the SSM should 

discuss with the FA Case Management and HR how and by whom the investigation will be undertaken.  

Supporting those involved 

SUCET understands that they have a duty of care to their staff members and should act to manage and minimise 
the stress inherent in the allegations process. Support for the individual is vital to fulfilling this duty. The SSM should 
inform the individual of any concerns or allegations as soon as possible and explain the likely course of action 
unless there is an objection by Children’s Social Care or the Police. They should also be advised to contact their 
trade union representative, if they have one, or a colleague for support and should also be given access to welfare 
counselling or medical advice where this provided by the employer. It is essential that any allegation of abuse made 
against a member of staff or volunteer is dealt with very quickly, in a fair and consistent way that provides effective 
protection for the child and, at the same time supports the person who is the subject of the allegation. 

Parents or carers of the child or children involved should be told about the allegation as soon as possible if they do 
not already know of it. However, the above statement in bold also applies before informing parents/carers. 

The SSM should keep the person who is the subject of the allegation informed of the progress of the case and 
consider what other support is appropriate for the individual. The parents or carers should also be kept informed 
about the progress and told the outcome, in confidence, where there is not a criminal prosecution, including the 
outcome of any disciplinary process. Parents and carers should also be made aware of the requirement to maintain 
confidentiality about any allegations made against anyone whilst investigations are ongoing. 

Confidentiality 

It is extremely important that when an allegation is made, the Trust make every effort to maintain confidentiality 
and guard against unwanted publicity while an allegation is being investigated or considered.  
 
The SSM should take advice from FASCMT, police and children’s social care services to agree the following: • 
who needs to know and, importantly, exactly what information can be shared; • how to manage speculation, leaks 
and gossip; what, if any, information can be reasonably given to the wider community to reduce speculation; and 
• how to manage press interest if, and when, it should arise. 
 

Resignations & Settlements 
If the accused person resigns, or ceases to provide their services, this should not prevent an allegation being 
followed up in accordance with this guidance. There is a legal requirement for employers to make a referral to the 
DBS where they think that an individual has engaged in conduct that harmed (or is likely to harm) a child; or if a 

person otherwise poses a risk of harm to a child. Please see page 52 for full details.  

It is important that every effort is made to reach a conclusion in all cases of allegations bearing on the safety or 
welfare of children, including any in which the person concerned refuses to cooperate with the process. Wherever 
possible, the accused should be given a full opportunity to answer the allegation and make representations about 
it. But the process of recording the allegation and any supporting evidence and reaching a judgement about whether 
it can be substantiated on the basis of all the information available, should continue even if that cannot be done or 
the accused does not cooperate. It may be difficult to reach a conclusion in those circumstances, and it may not 
be possible to apply any disciplinary sanctions if a person’s period of notice expires before the process is complete, 
but it is important to reach and record a conclusion wherever possible.  

Settlement agreements’ (sometimes referred to as compromise agreements), by which a person agrees to resign 
if the employer agrees not to pursue disciplinary action, and both parties agree a form of words to be used in any 
future reference, should not be used in cases of refusal to cooperate or resignation before the person’s notice 
period expires. Such an agreement will not prevent a thorough police investigation where that is appropriate. 

Record keeping 
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Details of allegations that are found to have been malicious should be removed from personnel records. 
However, for all other allegations, it is important that a clear and comprehensive summary of the allegation, 
details of how the allegation was followed up and resolved, and a note of any action taken and decisions 
reached, is kept on the confidential personnel file of the accused, and a copy provided to the person concerned.  

 

Safeguarding Children Policy and Procedures 

The purpose of the record is to enable accurate information to be given in response to any future request for a 
reference, where appropriate. It will provide clarification in cases where future DBS checks reveal information from 
the police about an allegation that did not result in a criminal conviction and it will help to prevent unnecessary re-
investigation if, as sometimes happens, an allegation re-surfaces after a period of time.  
The Trust has an obligation to preserve records which contain information about allegations of sexual abuse for 
the Independent Inquiry into Child Sexual Abuse (IICSA), for the term of the inquiry (further information can be 
found on the IICSA website). All other records should be retained at least until the accused has reached normal 
pension age or for a period of 10 years from the date of the allegation if that is longer. The Information 
Commissioner has published guidance on employment records in its Employment Practices Code and 

supplementary guidance, which provides some practical advice on record retention. 

References 
Cases in which an allegation was proven to be false, unsubstantiated, or malicious should be removed from 
personnel records and not be included in employer references. A history of repeated concerns or allegations which 
have all been found to be false, unsubstantiated, or malicious should also not be included in any reference. 
 

Timescales  
It is in everyone’s interest to resolve cases as quickly as possible and is consistent with a fair and thorough 
investigation. All allegations should be investigated as a priority to avoid any delay. The time taken to investigate 
and resolve individual cases depends on a variety of factors including the nature, seriousness and complexity of 
the allegation. It is expected that 80 per cent of cases should be resolved within one month, 90 per cent within 
three months, and all but the most exceptional cases should be completed within 12 months.  
Cases where it is clear immediately that the allegation is unsubstantiated or malicious should be resolved within 
one week., If the nature of the allegation does not require formal disciplinary action, the employer should instigate 
appropriate action within three working days. If a disciplinary hearing is required and can be held without further 
investigation, the hearing should be held within 15 working days.   

Suspension 

Suspension should be considered only in a case where there is cause to suspect a child or other children is/are at 
risk of harm or the case is so serious that it might be grounds for dismissal. The SSM must consider carefully 
whether the circumstances warrant suspension from contact with children or until the allegation is resolved and 
should seek advice from FASCMT and their HR adviser. If any person working or volunteering for SUCET is 
suspended the Trust will notify the EFLSIM and FASCMT as soon as the suspension is confirmed. 

In many cases an investigation can be resolved quickly and without the need for suspension. If the police and 
children’s social care services and FASCMT have no objections to the member of staff continuing to work during 
the investigation, the SSM should be as inventive as possible to avoid suspension. The SSM should consider the 
potential permanent professional reputational damage to staff members that can result from suspension where an 
allegation is later found to be unsubstantiated or maliciously intended.    

If immediate suspension is considered necessary, the rationale and justification for such a course of action should 
be agreed and recorded by the SSM. This should also include what alternatives to suspension have been 
considered and why they were rejected. Written confirmation should be dispatched within one working day, giving 
as much detail as appropriate for the reasons for the suspension. They should also be informed who their named 

contact is within the organisation and provided with their contact details.  

Children’s social care services or the police cannot require the Trust to suspend a member of staff or a volunteer, 
although they should give appropriate weight to their advice. However, the SSM should canvass police and 
children’s social care services for views about whether the accused member of staff needs to be suspended from 
contact with children. Police involvement does not make it mandatory to suspend a member of staff; this decision 
should be taken on a case-by-case basis having undertaken a risk assessment.    

Information sharing 
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 In a strategy discussion or the initial evaluation of the case, the agencies involved should share all relevant 
information they have about the person who is the subject of the allegation, and about the alleged victim. 

Where the police are involved, wherever possible the Trust should ask the police to obtain consent from the 
individuals involved to share their statements and evidence for use in the employer disciplinary process. This should 
be done as their investigation proceeds and will enable the police to share relevant information without delay at the 

conclusion of their investigation or any court case.    
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Children’s social care services should adopt a similar procedure when making enquiries to determine whether the 
child or children named in the allegation are in need of protection or services, so that any information obtained in 
the course of those enquiries which is relevant to a disciplinary case can be passed to the employer without delay.      

Following a criminal investigation or a prosecution 
The police should inform the Trust/the SSM immediately when a criminal investigation and any subsequent trial is 
complete, or if it is decided to close an investigation without charge, or not to continue to prosecute the case after 
the person has been charged. In those circumstances, the SSM should discuss with the case manager whether 
any further action, including disciplinary action, is appropriate and, if so, how to proceed. The information provided 
by the police and/or children’s social care services should inform that decision. The options will depend on the 
circumstances of the case and the consideration will need to take into account the result of the police investigation 
or the trial, as well as the different standard of proof required in disciplinary and criminal proceedings.  
  

 Conclusion 
Where it is decided on the conclusion of a case that a person who has been suspended can return to work, the 
SSM should consider how best to facilitate that. Most people will benefit from some help and support to return to 
work after a stressful experience. Depending on the individual’s circumstances, a phased return and/or the 
provision of a mentor to provide assistance and support in the short term may be appropriate.                                             

 
Untrue Allegations 
If an individual makes an allegation in good faith, but it is not confirmed by the investigation, no action will be taken 
against them. However, if an allegation is determined to be unsubstantiated or malicious, the SSM should refer the 
matter to the children’s social care services to determine whether the child concerned is in need of services, or 
may have been abused by someone else?  
If an allegation is shown to be deliberately invented or malicious the SSM should consider whether any disciplinary 
action is appropriate against the person who made it or whether the police should be asked to consider if action 
might also be appropriate against the person responsible, even, if he or she were not a member of the Trust.   

Learning lessons 
At the conclusion of a case in which an allegation is substantiated, the SSM should review the circumstances to 
determine whether there are any improvements to be made to the SC P&P to help prevent similar events in the 
future. This should include issues arising from the decision to suspend the member of staff, the duration of the 
suspension and whether or not suspension was justified. Lessons should also be learnt from the use of suspension 
when the individual is subsequently reinstated. The SSM should also consider how future investigations of a similar 
nature could be carried out without suspending the individual.    

 

                                                                                                                                                  *Updated September 2020 Source KCSIE 

 

Allegations of Previous Abuse (Historical) 

Allegations of abuse may be made some time after the event (e.g., by an adult who was abused as a child or about 
a member of staff or volunteer who is still currently working with children). 

Where such an allegation is made, Trust staff and volunteers should follow the reporting procedures as detailed in 
this policy document and report the matter directly to Children’s Services or the Police. This is because other 
children, either within or outside sport, may be at risk from this person. Criminal prosecutions can still take place, 
despite the fact that the allegations are non-recent in nature and may have taken place many years ago. Anyone 
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who has a previous criminal conviction for offences related to abuse is automatically excluded from working 
with children. This is reinforced by the details of the Protection of Children Act 1999. 

 

NSPCC Free Helpline T. 0800 023 2642 for footballers who've been sexually abused. 

This helpline offers advice and support to anyone who experienced sexual abuse as a young footballer 

 

Safeguarding Children Policy and Procedures 

SECTION TWO - Other Types of Abuse   

*Peer on Peer/Child on Child Abuse 
 
All staff/Volunteers should be aware that children can abuse other children generally referred to as Peer on Peer 
abuse and can take many forms. 

 
 This can include, but is not limited to:  
 
 

• Abuse within Intimate Partner Relationships 
• BULLYING (Including Cyberbullying) 
• PHYSICAL ABUSE such as hitting, kicking, shaking, biting, hair pulling, or otherwise causing 

physical harm.  
• SEXUAL VIOLENCE 
• SEXUAL HARRASSMENT:  
• SEXTING (also known as youth produced sexual imagery)  

• INITIATION/HAZING type violence and rituals (Hazing: Any rituals, initiation activities, action or 

situation, with or without consent, which recklessly, intentionally or unintentionally endangers 
the physical or emotional well-being of Vulnerable Groups). 

• UPSKIRTING which typically involves taking a picture under a person’s clothing without them 
knowing, with the intention of viewing their genitals or buttocks to obtain sexual gratification, or 
cause the victim humiliation, distress or alarm.  

 
Sexual Violence & Sexual Harassment can occur between two children of any age and sex. It can also occur 
through a group of children sexually assaulting or sexually harassing a single child or group of children. Children 
who are victims of sexual violence and sexual harassment will likely find the experience stressful and distressing.  
This will in all likelihood adversely affect their educational attainment.  
Sexual violence and sexual harassment exist on a continuum and may overlap, they can occur online and offline 
(both physical and verbal) and are never acceptable. It is important that all victims are taken seriously and offered 
appropriate support.  Staff/volunteers should be aware that some groups are potentially more at risk, Evidence 
shows girls and children with SEND and LGBT children are at greater risk. 
 
 
It is important that all staff/volunteers understand ‘Consent’ more information can be found here: 
https://www.disrespectnobody.co.uk/consent/what-is-consent 

 
It is important that all staff/volunteers are aware of sexual violence and the fact that children can, and sometimes 
do, abuse their peers in this way. When referring to sexual violence we are referring to sexual violence offences 
under the Sexual Offences Act 2003 as described in: https://www.legislation.gov.uk/ukpga/2003/42/contents 
 
When referring to sexual harassment we mean ‘unwanted conduct of a sexual nature’ that can occur online and 
offline. When we reverence sexual harassment, we do so in the context of child on child sexual harassment. 
Sexual harassment is likely to; violate a child’s dignity, and/or make them feel intimidated, degraded, or 
humiliated and/or create a hostile, offensive or sexualised environment,  
 
 Whilst not intended to be an exhaustive list - Sexual Harassment can include: 
 

• sexual comments, such as: telling sexual stories, making lewd comments, making sexual remarks about 
clothes and appearance, and calling someone sexualised names.   

• Sexual “jokes” or taunting.   

https://www.disrespectnobody.co.uk/consent/what-is-consent
https://www.legislation.gov.uk/ukpga/2003/42/contents
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• physical behaviour, such as: deliberately brushing against someone, interfering with someone’s 
clothes (SUFC should be considering when any of this crosses a line into sexual violence - it is 
important to talk to and consider the experience of the victim) and displaying pictures, photos or 
drawings of a sexual nature; and 

• online sexual harassment. This may be standalone, or part of a wider pattern of sexual harassment 
and/or sexual violence It may include:  

• non-consensual sharing of sexual images and videos.   
• sexualised online bullying.    
• unwanted sexual comments and messages, including, on social media. 
• sexual exploitation; coercion and threats and up skirting 

 Safeguarding Children Policy and Procedures 

 
Upskirting 
 
The Voyeurism (Offences) Act, which is commonly known as the Upskirting Act, came into force on 12 April 
2019. ‘Upskirting’ is where someone takes a picture under a person’s clothing (not necessarily a skirt) without 
their permission and or knowledge, with the intention of viewing their genitals or buttocks (with or without 
underwear) to obtain sexual gratification, or cause the victim humiliation, distress or alarm. It is a criminal offence. 
Anyone of any gender, can be a victim. Additional advice can be found at:  
https://www.gov.uk/government/news/upskirting-law-comes-into-force 

https://www.gov.uk/government/news/upskirting-know-your-rights 

 
Staff/volunteers should be aware of the importance of:  
  
• making clear that sexual violence and sexual harassment is not acceptable, will never be tolerated and is not an 
  inevitable part of growing up.  
• not tolerating or dismissing sexual violence or sexual harassment as “banter”, “part of growing up”, “just having 
  a laugh” or “boys being boys”; and 
 • challenging behaviours (potentially criminal in nature), such as grabbing bottoms, breasts and genitalia, flicking 
  bras and lifting up skirts. Dismissing or tolerating such behaviours risks normalising them.    
  
 
At SUCET we will seek to minimise or prevent the risk of peer on peer abuse by: 
 

• Promoting an open and honest environment where children and young people feel confident, at ease, 
and safe to share information about anything that is upsetting or worrying them. 

• Using induction processes to provide a moral framework outlining codes of conduct, acceptable 
behaviour and highlighting the effects of bullying.  

• Ensuring that Trust activities are well supervised by the appropriate and qualified staff and volunteers. 
(Minimum of two adults, more dependent on the activity and child/young person to adult ratio). 

All allegations of peer on peer abuse should be passed to the SSM, DSM or DSO immediately.  Once notified the 
SSM/DSM/DSO will: 
 

• Reassure the child that they are being taken seriously and that they will be supported and kept safe. (A 
victim should never be given the impression that they are creating a problem by reporting sexual 
violence or sexual harassment. Nor should a victim ever be made to feel ashamed for making a report). 

• Speak to the child/children, young person/young people staff/volunteers and any witnesses as soon as 
possible to gather any relevant information quickly in order to understand the situation and assess the 
impact and whether there was intent to cause harm.  

• Decide on the best course of action; if it is believed that any child or young person is at risk of 
significant harm, a referral will be made to children’s social care. (LADO) The SSM/DSM/DSO will then 
work along with children’s social care (the LADO) to decide on the next steps, which may include 
contacting the Police.  

• Inform the parents; as with other concerns of abuse, the Trust will normally seek to discuss this with the 
child or young person’s parents. The Trust’s focus will always be the safety and wellbeing of the child or 
young person and so if the Trust believes that notifying parents could increase the risk to the 
child/young person or exacerbate the problem, advice will first be sought from Children’s Social Care 
and/or the Police before parents are contacted.  
 

If you are unable to contact the SSM/DSM/DSO (and have concerns about the child or young person’s immediate 
safety) follow the guidance in the flow chart on page 22. 
 
Supporting those involved 

https://www.gov.uk/government/news/upskirting-law-comes-into-force
https://www.gov.uk/government/news/upskirting-know-your-rights
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Any support required for the child or young person who has been harmed will depend on their circumstance 
and the nature of the abuse. Support could include counselling, mentoring, the support of their family and 
friends and/or support with improving peer relationships or some restorative justice work.  Support may also 
be required for the child or young person that exhibited harmful behaviour. The Trust will seek to understand why 
they acted in this way and consider what support may be required to help them change their behaviour. Once 
those needs have been met, the consequences of the harm caused or intended will be addressed with them in 
partnership with parents and external agencies, as appropriate.  
                                                                                                                                                               
 
Further advice can be found at : https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-
children-in-schools-and-colleges                                                                                    *Updated September 2020 Source KCSIE 
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Sexting   

The UK Council for Internet Safety (UKCIS) (formally the UK Council for Child Internet Safety UKCCIS) Defining 

Sexting states that: there is no clear definition of ‘sexting’. Many professionals consider sexting to be ‘sending or 

posting sexually suggestive images, including nude or semi-nude photographs, via mobiles or over the Internet. 

(adolescents and self-taken sexual images) Yet when young people (anyone under the age of 18) are asked 

‘What does sexting mean to you?’ they are more likely to interpret sexting as ‘writing and sharing explicit 

messages with people they know’. Similarly, many parents think of sexting as flirty or sexual text messages 

rather than images. 

The following is UKCIS advice covering the sharing of sexual imagery by young people. Creating and sharing 

sexual photos and videos of under-18s is illegal and therefore causes the greatest complexity when responding. 

It also presents a range of risks which need careful management.   

On this basis UKCIS has introduced the phrase ‘youth produced sexual imagery’ (Youth refers to anyone under 

the age of 18) to be used instead of sexting to ensure clarity about the issues this advice addresses. ‘Youth 

produced sexual imagery’ best describes the practice because:  

• ‘Youth produced’ includes young people sharing images that they, or another young person, have created of 
themselves.  
• ‘Sexual’ is clearer than ‘indecent.’ A judgement of whether something is ‘decent’ is both a value judgement and 
dependent on context.  
• ‘Imagery’ covers both still photos and moving videos  
 
The types of incidents this covers are:  

• A person under the age of 18 creates and shares sexual imagery of themselves with a peer under the age of 18 
• A person under the age of 18 shares sexual imagery created by another person under the age of 18 with a peer 
  under the age of 18 or an adult 
• A person under the age of 18 is in possession of sexual imagery created by another person under the age of 18  
 
It does not cover:  

• The sharing of sexual imagery of people under 18 by adults as this constitutes child sexual abuse and the 

police should always be informed.  

• Young people under the age of 18 sharing adult pornography or exchanging sexual texts which do not contain 

imagery.   

Much of the complexity in responding to youth produced sexual imagery is due to its legal status. Making, 

possessing, and distributing any imagery of someone under 18 which is ‘indecent’ is illegal. This includes 

imagery of yourself if you are under 18. 

The relevant legislation is contained in the Protection of Children Act 1978 (England and Wales) as amended in 

the Sexual Offences Act 2003 (England and Wales). Specifically:  

• It is an offence to possess, distribute, show, and make indecent images of children.  

https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
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• The Sexual Offences Act 2003 (England and Wales) defines a child, for the purposes of indecent images, 

as anyone under the age of 18.  

‘Indecent’ is not defined in legislation. When cases are prosecuted, the question of whether any photograph of a 

child is indecent is for a jury, magistrate or District Judge to decide based on what is the recognised standard of 

propriety.13 For most purposes, if imagery contains a naked young person, a topless girl, and/ or displays 

genitals or sex acts, including masturbation, then it will be considered indecent. Indecent images may also 

include overtly sexual images of young people in their underwear. 
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Guidance for staff and volunteers dealing with a sexting incident/disclosure is as follows:   

• Any incident should be referred to the SSM, DSM or the DSO immediately and the SSM, DSM or DSO 

will clarify the concerns with any staff involved in reporting and ensure concerns are accurately 

recorded.  

• Never view, download or share the imagery yourself, or ask a young person to share or download – this 

is illegal. 

•  If you have already viewed the imagery by accident (e.g., if a young person has shown it to you before 

you could ask them not to), report this to the SSM/DSM/DSO.  

• Do not delete the imagery or ask the young person to delete it.  

• Do not ask the young person(s) who are involved in the incident to disclose information regarding the 

imagery. This is the responsibility of the SSM/DSM/DSO  

• Do not share information about the incident with any other members of staff, the young person(s) it 

involves or their, or other, parents and/or carers.  

• Do not say or do anything to blame or shame any young people involved.  

• Do explain to them that you need to report it and reassure them that they will receive support and help 

from the SSM/DSM/DSO.  

• In all cases advice must be sought from the Police, LADO, or NSPCC Helpline. If there is a concern that 

a young person has been caused distress, harmed or is at risk of harm a referral will be made to the 

Police immediately. The Police do not seek to criminalise young people but take sexting very seriously 

and will take appropriate action which may include the seizure of devices and speaking to the young 

people involved.  

 

On-line abuse through sexting can have very serious consequences and undertaking an investigation at 

Trust level can lead to images and evidence being deleted which prevents appropriate action being taken to 

support and/or educate those involved or who are impacted by these issues. Parents will be informed at an 

early stage and involved in the process unless the Police advise against this or there is good reason to 

believe that involving parents would put the young person at risk of harm. 

Further Guidance can be found at:    

https://www.disrespectnobody.co.uk/sexting/what-is-sexting 

https://www.gov.uk/government/publications/sexting-in-schools-and-colleges 

https://www.gov.uk/government/organisations/uk-council-for-internet-safety 

                                                                   *Updated September 2019 Source UKCIS 

*Child Criminal Exploitation  

 
Child Criminal Exploitation is a form of abuse and occurs where an individual or group takes advantage of an 
imbalance of power to coerce, control, manipulate or deceive a child into any criminal activity (a) in exchange for 
something the victim needs or wants, and/or (b) for the financial or other advantage of the perpetrator or facilitator 
and/or (c) through violence or the threat of violence. The victim may have been criminally exploited even if the 

https://www.disrespectnobody.co.uk/sexting/what-is-sexting
https://www.gov.uk/government/publications/sexting-in-schools-and-colleges
https://www.gov.uk/government/organisations/uk-council-for-internet-safety
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activity appears consensual.  Child Criminal Exploitation does not always involve physical contact; it can 
also occur through the use of technology.  

 
Child Criminal Exploitation can include children being forced to work in cannabis factories, being coerced into 
moving drugs or money across the country (See the County Lines Section), forced to shoplift or 
pickpocket, or to threaten other young people. 

 

 Some of the following can be indicators of Child Criminal Exploitation: 

  

• children who appear with unexplained gifts or new possessions.  

• children who associate with other young people involved in exploitation.  

• children who suffer from changes in emotional well-being.  
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• children who misuse drugs and alcohol.  

• children who go missing for periods of time or regularly come home late; and  

• children who regularly miss school or education or do not take part in education. 

 

If you become aware of a potential child criminal exploitation situation report your concerns immediately to the 
SSM/DSM or the DSO. If you are unable to contact the SSM/DSM/DSO and/or have concerns about the child or 
young person’s immediate safety, follow the guidance in the flow chart on page 22       *Updated September 2020 
source KCSIE. 

                                                                           

*Child Sexual Exploitation 

 
Child Sexual Exploitation is a form of abuse and occurs where an individual or group takes advantage of an 
imbalance of power to coerce, manipulate or deceive a child into sexual activity (a) in exchange for something the 
victim needs or wants, and/or (b) for the financial advantage or increased status of the perpetrator or facilitator.  
The victim may have been sexually exploited even if the sexual activity appears consensual. Child Sexual 
Exploitation does not always involve physical contact; it can also occur through the use of technology. 
Child Sexual Exploitation can affect any child or young person (male or female) under the age of 18 
 years, including 16 and 17-year olds who can legally consent to have sex. It can include both contact 
(penetrative and non-penetrative acts) and non-contact sexual activity and may occur without the 
child or young person’s immediate knowledge (e.g., through others copying videos or images they have 
created and posted on social media).  

 
The Child Criminal Exploitation indicators (in the previous section) can also be indicators of Child 
Sexual Exploitation, as can: children who have older boyfriends or girlfriends and children who suffer from sexually 
transmitted infections or become pregnant.  
 

If you become aware of a potential child sexual exploitation situation report your concerns immediately to the SSM, 
DSM or the DSO. If you are unable to contact the SSM/DSM/DSO and/or have concerns about the child or young 
person’s immediate safety, follow the guidance in the flow chart on page 22       *Updated September 2020 source 
KCSIE 

Further guidance can be found at: 

https://www.gov.uk/government/publications/child-sexual-exploitation-definition-and-guide-for-practitioners  

                                                                                                                             *Updated September 2020 source KCSIE                                                                                                   

*County Lines 
 
County lines is a term used to describe gangs and organised criminal networks involved in exporting illegal drugs 
(primarily crack cocaine and heroin) into one or more importing areas [within the UK], using dedicated mobile 
phone lines or other form of “deal line”. Exploitation is an integral part of the county lines offending model with 
children and vulnerable adults exploited to move [and store] drugs and money. Offenders will often use coercion, 
intimidation, violence (including sexual violence) and weapons to ensure compliance of victims. Children can be 
targeted and recruited into county lines in a number of locations including schools, further and higher educational 
institutions, pupil referral units, special educational needs schools, children’s homes, and care homes. Children are 
often recruited to move drugs and money between locations and are known to be exposed to techniques such as 
‘plugging’, where drugs are concealed internally to avoid detection. Children can easily become trapped by this 

https://www.gov.uk/government/publications/child-sexual-exploitation-definition-and-guide-for-practitioners
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type of exploitation as county lines gangs create drug debts and can threaten serious violence and kidnap 
towards victims (and their families) if they attempt to leave the county lines network.  
One of the ways of identifying potential involvement in county lines are missing episodes (both from home 
and school), when the victim may have been trafficked for the purpose of transporting drugs and a referral to the 
National Referral Mechanism should be considered.  
If a child is suspected to be at risk of or involved in county lines, a safeguarding referral should be considered 
alongside consideration of availability of local services/third sector providers who offer support to victims of county 
lines exploitation.   

If you become aware of a potential county lines situation report your concerns immediately to the SSM, DSM or the 
DSO. If you are unable to contact the SSM/DSM/DSO and/or have concerns about the child or young person’s 
immediate safety, follow the guidance in the flow chart on page 22   *Updated September 2020 source KCSIE 

Further information on the signs if a child’s involvement in county lines is available from the home office: 

https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines 

 *Updated September 2020 Source KCSIE 
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Domestic Abuse  

 

The cross-government definition of domestic violence and abuse is:  

Any incident or pattern of incidents of controlling, coercive, threatening behaviour, violence or abuse between those 
aged 16 or over who are, or have been, intimate partners or family members regardless of gender or sexuality. The 
abuse can encompass, but is not limited to: • psychological; • physical; • sexual; • financial; and • emotional.  

 All children can witness and be adversely affected by domestic abuse in the context of their home life where 
domestic abuse occurs between family members. Exposure to domestic abuse and/or violence can have a serious, 
long lasting emotional and psychological impact on children. In some cases, a child may blame themselves for the 
abuse or may have had to leave the family home as a result.  Domestic abuse affecting young people can also 
occur within their personal relationships, as well as in the context of their home life.  

 

If you become aware of a potential domestic abuse situation report your concerns immediately to the SSM, DSM or 
the DSO. If you are unable to contact the SSM/DSM/DSO and/or have concerns about the child or young person’s 
immediate safety, follow the guidance in the flow chart on page 22       *Updated September 2020 source KCSIE 
Please see further guidance as below: 

 

Operation Encompass operates in the majority of police forces across England. It helps police and schools work 
together to provide emotional and practical help to children. The system ensures that when police are called to an 
incident of domestic abuse, where there are children in the household who have experienced the domestic 
incident, the police will inform the key adult (usually the designated safeguarding lead) in a school before the child 
or children arrive at school the following day. This ensures that the school has up to date relevant information about 
the child’s circumstances and can enable support to be given to the child according to their needs. Police forces 
not signed up to operation encompass will have their own arrangements in place. 

 

Clare’s Law, or the Domestic Violence Disclosure Scheme (DVDS) allows any member of the public the right to 

ask the police if their partner may pose a risk to them. Under Clare’s Law, a member of the public can also make 

enquiries into the partner of a close friend or family member. The scheme is for anyone who wants to find out if 

someone they are in a relationship with poses a risk to them. 

If police checks show the person has a record of abusive offences, or suggest a risk of violence or abuse, the 
police will consider sharing this information. If the police decide to share the information it will usually be to the 
person at risk. This is unless someone else is better placed to use the information to protect the person at risk from 
abuse (e.g. if the person at risk is a young person or a vulnerable adult). 

 
How to contact Essex Police about domestic abuse: 

• 999 – if there is immediate risk to life Silent calls to the police will work if it’s not safe to speak – use 
the Silent Solution system and call 999 and then press 55 when prompted. Emergency Text 
Service: If a phone can’t be used register with the police text service - text REGISTER to 999. A 
text will be sent confirming what to do next. Do this when it is safe so you  can text when in 
danger.  

• Police stations – Go into any police station in Essex and you will be able to talk to someone 

• 101 – the non-emergency phone number. Call this to ask for advice and begin the application for a 
disclosure 

• Officers or PCSOs on the street – each knows what advice to give you and how to start the application 
process for disclosure  

https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
https://www.policeconduct.gov.uk/sites/default/files/Documents/research-learning/Silent_solution_guide.pdf
https://www.essex.police.uk/contact-us/police-stations/
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Refuge runs the National Domestic Abuse Helpline, which can be called free of charge and in 

confidence, 24 hours a day on 0808 2000 247. Its website provides guidance and support for potential victims, as 

well as those who are worried about friends and loved ones. It also has a form through which a safe time from the 

team for a call can be booked. https://www.nationaldahelpline.org.uk/ 

Refuge what is domestic violence/effects of domestic violence on children:  

http://www.refuge.org.uk/get-help-now/support-for-women/what-about-my-children 

NSPCC- UK domestic-abuse Signs Symptoms Effects: 

https://www.nspcc.org.uk/what-is-child-abuse/types-of-abuse/domestic-abuse 

Safe Lives Charity dedicated to ending Domestic Violence: https://safelives.org.uk/ 

Government Guidance: https://www.gov.uk/guidance/domestic-abuse-how-to-get-help   

 *Updated September 2020 Source KCSIE 
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Fabricated or induced illness  
 

Fabricated or Induced Illness is easiest understood as illness in a child which is fabricated by a parent or person 

in loco parentis. The child is often presented for medical assessment and care, usually persistently, often 

resulting in multiple medical procedures. Acute symptoms and signs of illness cease when the child is separated 

from the perpetrator. 

If you become aware of a potential fabricated or induced illness situation report your concerns immediately to the 
SSM, DSM or the DSO. If you are unable to contact the SSM/DSM/DSO and/or have concerns about the child or 
young person’s immediate safety, follow the guidance in the flow chart on page 22. Updated October 2020      
Further guidance can be found at:  

https://www.gov.uk/government/publications/safeguarding-children-in-whom-illness-is-fabricated-or-induced 

*Updated September 2019 Source KCSIE 

Children and the Court System  

 

Children are sometimes required to give evidence in criminal courts, either for crimes committed against them or 
for crimes they have witnessed. There are two age appropriate guides to support children: 

 5-11-year olds:  https://www.gov.uk/government/publications/young-witness-booklet-for-5-to-11-year-olds 

12-17 year olds: https://www.gov.uk/government/publications/young-witness-booklet-for-12-to-17-year-olds 

 

The guides explain each step of the process and support and special measures that are available. There are 
diagrams illustrating the courtroom structure and the use of video links is explained.   

 

Making child arrangements via the family courts following separation can be stressful and entrench conflict in 
families. This can be stressful for children. The Ministry of Justice has launched an ‘Online child arrangements 
information tool’ : https://helpwithchildarrangements.service.justice.gov.uk with clear and concise information on the 
dispute resolution service. This may be useful for some parents and carers.       *Updated September 2019 Source 
KCSIE  

Children with Family Members in Prison  

Approximately 200,000 children in England and Wales have a parent sent to prison each year. These children are 
at risk of poor outcomes including poverty, stigma, isolation, and poor mental health. NICCO:  
https://www.nicco.org.uk provides information designed to support professionals working with offenders and their 
children, to help mitigate negative consequences for those children.   

 

Homelessness  

 

Being homeless or being at risk of becoming homeless presents a real risk to a child’s welfare. The designated 
safeguarding lead (and any deputies) should be aware of contact details and referral routes into the Local Housing 
Authority so they can raise/progress concerns at the earliest opportunity. Indicators that a family may be at risk of 
homelessness include household debt, rent arrears, domestic abuse, and anti-social behaviour, as well as the 
family being asked to leave a property. Whilst referrals and or discussion with the Local Housing Authority should 
be progressed as appropriate, and in accordance with local procedures, this does not, and should not, replace a 
referral into children’s social care where a child has been harmed or is at risk of harm.   

https://www.nationaldahelpline.org.uk/
http://www.refuge.org.uk/get-help-now/support-for-women/what-about-my-children
https://www.nspcc.org.uk/what-is-child-abuse/types-of-abuse/domestic-abuse
https://safelives.org.uk/
https://www.gov.uk/guidance/domestic-abuse-how-to-get-help
https://www.gov.uk/government/publications/safeguarding-children-in-whom-illness-is-fabricated-or-induced
https://www.gov.uk/government/publications/young-witness-booklet-for-5-to-11-year-olds
https://www.gov.uk/government/publications/young-witness-booklet-for-12-to-17-year-olds
https://helpwithchildarrangements.service.justice.gov.uk/
https://www.nicco.org.uk/
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The Homelessness Reduction Act 2017 places a new legal duty on English councils so that everyone who 
is homeless or at risk of homelessness will have access to meaningful help including an assessment of their 
needs and circumstances, the development of a personalised housing plan, and work to help them retain their 
accommodation or find a new place to live. The new duties shift focus to early intervention and encourage those at 
risk to seek support as soon as possible before they are facing a homelessness crisis.   

The following Homeless Reduction Act factsheets usefully summarise the new duties:   
https://www.gov.uk/government/publications/homelessness-reduction-bill-policy-factsheets 

 

In most cases staff will be considering homelessness in the context of children who live with their families, and 
intervention will be on that basis. However, it should also be recognised in some cases 16 and 17-year olds could 
be living independently from their parents or guardians, for example through their exclusion from the family home, 
and will require a different level of intervention. 
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and support. Children’s services will be the lead agency for these young people and the SSM (or a deputy) should 
ensure appropriate referrals are made based on the child’s circumstances. The department and the Ministry of 
Housing, Communities and Local Government have published joint statutory guidance on the provision of 
accommodation for 16 and 17 year olds who may be homeless and/ or require accommodation: * 
https://www.gov.uk/government/publications/provision-of-accommodation-for-16-and-17-year-olds-who-may-be-
homeless-and-or-require-accommodation    

*Updated September 2020 Source Government Guidance 

If you become aware of a potential homelessness situation report your concerns immediately to the SSM, DSM or 
the DSO. If you are unable to contact the SSM/DSM/DSO and/or have concerns about the child or young person’s 
immediate safety, follow the guidance in the flow chart on page 22       *Updated September 2020 source KCSIE 

 
Modern Slavery* 

Modern Slavery is the term used within the UK and is defined within the Modern Slavery Act 2015. The Act 
categories offences of Slavery, Servitude and Forced or Compulsory Labour and Human Trafficking (the of which 
comes from the Palermo Protocol). These crimes include holding a person in a position of slavery, servitude or 
forced compulsory labour, or facilitating their travel with the intention of exploiting them soon after. Although human 
trafficking often involves an international cross-border element, it is also possible to be a victim on modern slavery 
within your own country. 

 

It is possible to be a victim even if consent has been given to be moved. Children cannot give consent to being 
exploited therefore the element of coercion or deception does not need to be resent to prove an offence.              
Modern Slavery Human Trafficking Unit (MSHTU) plays a central role in leading the NCA's fight against serious and 
organised crime. Website: https://www.nwgnetwork.org/services/modern-slavery-human-trafficking-unit-mshtu/# 

Types of Human trafficking 
There are several broad categories of exploitation linked to human trafficking, including: 

• Sexual Exploitation 

• Forced Labour 

• Domestic Servitude 

• Organ Harvesting 

• Child related crimes such as Child Sexual Exploitation, Forced Begging, Illegal Drug Cultivation, 

Organised Theft, Related Benefit Frauds etc. 

• Forced marriage and illegal adoption (if other constituent elements are present) 

 

Report crimes of Modern Slavery 
 
Slavery may be closer to you than you think.  
There could be victims of exploitation working in domestic servitude or forced labour 
on your street.  

https://www.gov.uk/government/publications/homelessness-reduction-bill-policy-factsheets
https://www.gov.uk/government/publications/provision-of-accommodation-for-16-and-17-year-olds-who-may-be-homeless-and-or-require-accommodation
https://www.gov.uk/government/publications/provision-of-accommodation-for-16-and-17-year-olds-who-may-be-homeless-and-or-require-accommodation
http://www.nationalcrimeagency.gov.uk/about-us/what-we-do/specialist-capabilities/uk-human-trafficking-centre
https://www.nwgnetwork.org/services/modern-slavery-human-trafficking-unit-mshtu/
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If you suspect modern slavery, report it to the Modern Slavery Helpline on 08000 
121 700 or the police on 101. In an emergency always call 999.  
Don't leave it to someone else. Your information could save a life. 
 
For more information visit www.unseenuk.org 

Alternatively, you can make calls anonymously to Crimestoppers on 0800 555 111. 

 

 

National Referral Mechanism 

The National Referral Mechanism is a framework for identifying victims of human trafficking or 
modern slavery and ensuring they receive the appropriate support. 
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On 29 April 2019 the Home Office assumed responsibility for all areas of the NRM, including 
referrals, decision making and data collection. 
 
Prior to that date the NCA was responsible for collecting data on the NRM, and that data can 
still be found here. For statistics prior to 2017, please visit the National Archive. 

 

 

Guidance :  https://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-
guidance 

 

https://www.nationalcrimeagency.gov.uk/what-we-do/crime-threats/modern-slavery-and-human-trafficking 

 

                                                                                              *Updated September 2020 Source National Crime Agency  

 
*So called Honour-based’ Abuse (HBA) 
 

So-called ‘honour-based’ abuse (HBA) encompasses incidents or crimes which have been committed to protect or 
defend the honour of the family and/or the community, including female genital mutilation (FGM), forced marriage, 
and practices such as breast ironing. Abuse committed in the context of preserving “honour” often involves a wider 
network of family or community pressure and can include multiple perpetrators.  

 

It is important to be aware of this dynamic and additional risk factors when deciding what form of safeguarding 
action to take. All forms of HBA are abuse (regardless of the motivation) and should be handled and escalated as 
such. Professionals in all agencies, and individuals and groups in relevant communities, need to be alert to the 
possibility of a child being at risk of HBA, or already having suffered HBA.  

 

 

If staff/volunteers have a concern regarding a child that might be at risk of HBA or who has suffered from HBA, they 
should speak to the SSM, DSM or DSO. As appropriate, they will activate local safeguarding procedures, using 
existing national and local protocols for multi-agency liaison with police and children’s social care.  

 

FGM comprises all procedures involving partial or total removal of the external female genitalia or other injury to 
the female genital organs. It is illegal in the UK and a form of child abuse with long-lasting harmful consequences. 

.  

Information on when and how to make a report can be found at: 
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-
information 

    
The following is a useful summary of the FGM mandatory reporting duty: FGM Fact Sheet:  

 

https://www.modernslaveryhelpline.org/
http://www.unseenuk.org/
https://nationalcrimeagency.gov.uk/who-we-are/publications?search=&category%5B%5D=3&limit=15&tag=&tag=
https://webarchive.nationalarchives.gov.uk/20170404150655/http:/www.nationalcrimeagency.gov.uk/publications/national-referral-mechanism-statistics
https://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance
https://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance
https://www.nationalcrimeagency.gov.uk/what-we-do/crime-threats/modern-slavery-and-human-trafficking
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
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https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/496415/6_1639_
HO_SP_FGM_mandatory_reporting_Fact_sheet_Web.pdf 

 

Government guidance: https://www.gov.uk/government/collections/female-genital-mutilation 

 

Forced marriage: Forcing a person into a marriage is a crime in England and Wales. A forced marriage is one 
entered into without the full and free consent of one or both parties and where violence, threats or any other form of 
coercion is used to cause a person to enter into a marriage. Threats can be physical or emotional and 
psychological. A lack of full and free consent can be where a person does not consent or where they cannot 
consent (if they have learning disabilities, for example). Nevertheless, some perpetrators use perceived cultural.  
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practices as a way to coerce a person into marriage. SUCET can play an important role in safeguarding children 
from forced marriage.   

 

The Forced Marriage Unit can be contacted for advice and guidance: Contact: 020 7008 0151 or email 
fmu@fco.gov.uk 

 

They have also has published statutory guidance and Multi-agency guidelines, (with pages 35-36 of which focus on 
the role of schools and colleges): 

 

Government guidance: https://www.gov.uk/guidance/forced-marriage 

 

Multi-Agency Guidelines: 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/322307/HMG_M
ULTI_AGENCY_PRACTICE_GUIDELINES_v1_180614_FINAL.pdf 

                                                                                                                   *Updated September 2020 Source KCSIE   

 

*Preventing Radicalisation  

 
Children are vulnerable to extremist ideology and radicalisation. Similar to protecting children from other forms of 
harms and abuse, protecting children from this risk should be a part of a safeguarding approach.  

 

Extremism, as defined in the Government’s Counter Extremism Strategy: 

https://www.gov.uk/government/publications/counter-extremism-strategy 

Is the vocal or active opposition to our fundamental values, including democracy, the rule of law, individual liberty 
and the mutual respect and tolerance of different faiths and beliefs. This also includes calling for the death of 
members of the armed forces.  

 
Radicalisation, as defined in the Revised Prevent Duty Guidance for England and Wales : 

https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-forengland-
and-wales 

refers to the process by which a person comes to support terrorism and extremist ideologies associated with 
terrorist groups.   

 

Terrorism, as defined in the Terrorism Act 2000 (TACT 2000): 
http://www.legislation.gov.uk/ukpga/2000/11/contents 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/496415/6_1639_HO_SP_FGM_mandatory_reporting_Fact_sheet_Web.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/496415/6_1639_HO_SP_FGM_mandatory_reporting_Fact_sheet_Web.pdf
https://www.gov.uk/government/collections/female-genital-mutilation
mailto:fmu@fco.gov.uk
https://www.gov.uk/guidance/forced-marriage
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/322307/HMG_MULTI_AGENCY_PRACTICE_GUIDELINES_v1_180614_FINAL.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/322307/HMG_MULTI_AGENCY_PRACTICE_GUIDELINES_v1_180614_FINAL.pdf
https://www.gov.uk/government/publications/counter-extremism-strategy
https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-forengland-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-forengland-and-wales
http://www.legislation.gov.uk/ukpga/2000/11/contents
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is an action that endangers or causes serious violence to a person/people; causes serious 
damage to property; or seriously interferes or disrupts an electronic system. The use or threat 
must be designed to influence the government or to intimidate the public and is made for the 
purpose of advancing a political, religious, or ideological cause. 

 
 

There is no single way of identifying whether a child is likely to be susceptible to an extremist ideology. 
Background factors combined with specific influences such as family and friends may contribute to a child’s 
vulnerability. Similarly, radicalisation can occur through many different methods (such as social media or the 
internet) and settings (such as within the home).   

 

However, it is possible to protect vulnerable people from extremist ideology and intervene to prevent those at risk 
of radicalisation being radicalised. As with other safeguarding risks, staff/volunteers should be alert to changes in 
children’s behaviour which could indicate that they may be in need of help or protection and should use their 
judgement in identifying children who might be at risk of radicalisation and act proportionately and report their 
concerns, to the SSM, DSM or the DSO. This may include the SSM, DSM or DSO making a Prevent referral. The 
SSM, DSM, DSO and any deputies should be aware of local procedures for making a Prevent referral. 
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‘Prevent’ is a cross-Government policy that forms one of the four strands of the UK’s strategy for 
counter terrorism which includes the prevention of radicalisation of vulnerable adults and children and 
young people.  Those who are targeted with a view to radicalise them are often the most vulnerable in 
society including those with poor networks of support or who are experiencing socially isolated, 
mental health issues and/or learning and communication issues.  
 
Keeping children and young people safe from these risks is a safeguarding matter and should be 
approached in the same way as safeguarding children and young people from other risks. 
 
REMEMBER : If the behaviour of anybody involved in SUCET activities indicates that they or those 
around them are at risk of harm, staff and volunteers should report these concerns immediately to the 
SSM, DSM or the DSO. If you are unable to contact the SSM/DSM/DSO and/or have concerns about the child 

or young person’s immediate safety, follow the guidance in the flow chart on page 22.       
 
Further information about ‘Prevent’ the cross-Government Policy can be found at: 
https://www.gov.uk/government/publications/prevent-duty-guidance 
NB paragraphs 57-76, which are specifically concerned with schools (and also covers childcare). The guidance is 
set out in terms of four general themes: risk assessment, working in partnership, staff training, and IT policies. 

Additional guidance for further education institutions that applies to colleges can be found at : 
https://www.gov.uk/government/publications/prevent-duty-guidance/prevent-duty-guidance-for-further-education-
institutions-in-england-and-wales 

 

The Prevent duty  - Please Note: All schools and colleges are subject to a duty under section 26 of the Counter 
Terrorism and Security Act 2015 (the CTSA 2015), in the exercise of their functions, to have “due regard109 to 
the need to prevent people from being drawn into terrorism”.110 This duty is known as the Prevent duty. 
According to the Prevent duty guidance ‘having due regard’ means that the authorities should place an 
appropriate amount of weight on the need to prevent people being drawn into terrorism when they consider all 
the other factors relevant to how they carry out their usual functions. 

 

Additional support  

The government has published advice on the Prevent duty : 
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty 

The advice is intended to complement the Prevent guidance and signposts other sources of advice and support.     
 

Educate Against Hate: https://educateagainsthate.com  

https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/prevent-duty-guidance/prevent-duty-guidance-for-further-education-institutions-in-england-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/prevent-duty-guidance-for-further-education-institutions-in-england-and-wales
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
https://educateagainsthate.com/
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Is a Government  website designed to support schoolteachers, and leaders to help them safeguarding their 
students from radicalisation and extremism. The platform provides free information and resources to help 
school staff identify and address the risks, as well as build resilience to radicalisation. 

 

 

Channel is a voluntary, confidential support programme which focuses on providing support at an early stage to 
people who are identified as being vulnerable to being drawn into terrorism. Prevent referrals may be passed to a  

multi-agency Channel panel, which will discuss the individual referred to determine whether they are vulnerable 
to being drawn into terrorism and consider the appropriate support required. A representative from their school or 
college may be asked to attend the Channel panel to help with this assessment. An individual’s engagement with 
the programme is entirely voluntary at all stages. 

Guidance on Channel can be found at: https://www.gov.uk/government/publications/channel-guidance 

 

The Home Office has developed three e-learning modules: 

Prevent Awareness: http://www.elearning.prevent.homeoffice.gov.uk  offers an introduction to the Prevent duty. 

Prevent Referrals : https://www.elearning.prevent.homeoffice.gov.uk/preventreferrals  supports staff to make 
Prevent referrals that are robust, informed and with good intention. 
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Channel Awareness : https://www.elearning.prevent.homeoffice.gov.uk/channelawareness is aimed at staff who 
may be asked to contribute to or sit on a multi-agency Channel panel.  

 

For advice specific to further education, the Education and Training Foundation (ETF) hosts the Prevent for FE 
and Training: https://preventforfeandtraining.org.uk/ 

This hosts a range of free, sector specific resources to support further education settings comply with the Prevent 
duty. This includes the Prevent Awareness e-learning, which offers an introduction to the duty, and the Prevent 
Referral e-learning, which is designed to support staff to make robust, informed and proportionate referrals. The 
ETF Online Learning environment provides online training modules for practitioners, leaders and managers, 
support staff and governors/Board members outlining their roles and responsibilities under the duty. 

 
 
The Governments Helpline details are as follows: 

 
Helpline - Preventing extremism in schools and children's services 

Email counter.extremism@education.gov.uk  

Telephone 020 7340 7264  

If you are concerned about extremism in a school or organisation that works with children, or if you 

think a child might be at risk of extremism, contact our helpline. 

Open Monday to Friday from 9am to 6pm (excluding bank holidays). 

                                                                                                                                     *Updated September 2020 Source KCSIE 

 

Serious Violence 

All staff/volunteers should be aware of indicators, which may signal that children are at risk from, or are involved 

with serious violent crime. These may include increased absence from School, a change in friendships or 

relationships with older individuals or groups, a significant decline in performance, signs of self-harm or a 

significant change in well-being or signs of assault or unexplained injuries. 

https://www.gov.uk/government/publications/channel-guidance
http://www.elearning.prevent.homeoffice.gov.uk/
https://www.elearning.prevent.homeoffice.gov.uk/preventreferrals
https://www.elearning.prevent.homeoffice.gov.uk/channelawareness
https://preventforfeandtraining.org.uk/
mailto:counter.extremism@education.gov.uk
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. Unexplained gifts or new possessions could also indicate that children have been approached by, or are 
involved with, individuals associated with criminal networks or gangs. All staff/volunteers should be aware of 
the associated risks and understand any measures in place to manage these. If you become aware of a 
potential serious violence situation report your concerns immediately to the SSM, DSM or the DSO. If you are 
unable to contact the SSM/DSM/DSO and/or have concerns about the child or young person’s immediate safety, 
follow the guidance in the flow chart on page 22. 
 

Further advice is provided in the Home Office’s Preventing youth violence and gang involvement: 

https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence 

And in their Criminal exploitation of children and vulnerable adults; County Lines guidance: 

https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines 

Government Serious Violence Strategy: https://www.gov.uk/government/publications/serious-violence-strategy                                  

*Updated September 2020 
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Possession of Weapons  

Knives-It is illegal to sell a knife of any kind to anyone under 18 years old, carry a knife in public without good 

reason, carry, buy, or sell any type of banned knife (Police can advise if a knife or weapon is illegal) and use any 

knife in a threatening way.  

Guns and Firearms-You need a firearms certificate issued by the police to possess, buy, or acquire a firearm or 
shotgun and must also have a certificate to buy ammunition. 
It is illegal for anyone aged under 18 to purchase an imitation firearm and for anyone to sell an imitation firearm to 
someone aged under 18. Certain firearms are completely prohibited. It is an offence to be in possession of a 
firearm, a shotgun or dangerous air-weapon and certain ammunition without a certificate or to be in possession of 
a prohibited weapon. 
 
Carrying a weapon 
If anyone is caught illegally carrying a knife or a gun, even an imitation one, they will be arrested and prosecuted. 
It is no excuse to say it was for their own protection or they were carrying it for someone else. 
The law is clear - if anyone chooses to carry a weapon, they put their future in danger. 
 

If you have any concerns speak to the SSM, DSM or DSO immediately. If you are unable to contact the 
SSM/DSM/DSO and/or have concerns about the child or young person’s immediate safety, follow the guidance in 
the flow chart on page 22. 

 
You can also play your part in reducing knife and gun crime by reporting people you know, or suspect may be 

carrying a weapon illegally.  

Call your local police on 101, or dial 999 if a crime is in progress or a life is in danger. 

If you can't talk to police, contact the independent charity Crimestoppers by calling 0800 555 111 or using 

their online reporting form and give information about crime anonymously. 

For more information go to:  

https://www.police.uk/pu/advice-crime-prevention/possession-of-weapons 

https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
https://www.gov.uk/government/publications/serious-violence-strategy
tel://101/
tel://999/
tel://0800555111/
https://crimestoppers-uk.org/give-information
https://www.police.uk/pu/advice-crime-prevention/possession-of-weapons
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Information & advice for young people can be found on the Home Office site: https://www.knifefree.co.uk/                                                                        

** Source Police.UK Sept. 2020 

*Private Fostering Local Authority Notification when identified 

Private fostering (part of the Children Act 1989) occurs when a child under the age of 16 (under 18, if disabled) is 

provided with care and accommodation by a person who is not a parent, person with parental responsibility for 

them or a relative in their own home. A child is not privately fostered if the person caring for and accommodating 

them has done so for less than 28 days and does not intend to do so for longer. Such arrangements may come to 

the attention of staff through the normal course of their interaction, and promotion of learning activities, with 

children.  

When a member of staff/volunteer becomes aware of this, they should raise this with the SSM/DSM/DSO who 

should then notify the Local Authority to allow the Local Authority to check the arrangement is suitable and safe 

for the child.  

Please note: the Trust has a mandatory duty to inform the Local Authority and must also do so if a child is placed 

within a (Club) Host Family setting.  

 

See the DFE Statutory guidance for further information:  

https://www.gov.uk/government/publications/children-act-1989-private-fostering 

  *Updated September 2020 Source KCSIE 
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*Looked After Children and previously Looked After Children 

A child who is looked after by a local authority (referred to as a looked-after-child) as defined in section 22 
Children Act 1989, means a child who is subject to a care order (interim or full care order) or who is voluntarily 

accommodated by the local authority.                                                                       *Source KCSIE Sept. 2020 

**A child who has been in the care of their local authority for more than 24 hours is known as a looked after child. 
Looked after children are also often referred to as children in care, a term which many children and young people 

prefer. 

Each UK nation has a slightly different definition of a looked after child and follows its own legislation, policy, and 
guidance. But in general, looked after children are: 

• living with foster parents 

• living in a residential children's home or 

• living in residential settings like schools or secure units. 
 
Scotland’s definition also includes children under a supervision requirement order. This means that many of the 
looked after children in Scotland are still living at home, but with regular contact from social services. 
 
There are a variety of reasons why children and young people enter care. 
 

• The child’s parents might have agreed to this – for example, if they are too unwell to look after their child 
or if their child has a disability and needs respite care. 

• The child could be an unaccompanied asylum seeker, with no responsible adult to care for them. 

• Children's services may have intervened because they felt the child was at significant risk of harm. If this 
is the case the child is usually the subject of a court-made legal order. 
 

A child stops being looked after when they are adopted, return home, or turn 18. However local authorities in all 
the nations of the UK are required to support children leaving care at 18 until they are at least 21. This may 
involve them continuing to live with their foster family.                 ** Source NSPCC 2020 
 
The most common reason for children becoming looked after is as a result of abuse and/or neglect. SUCET 

should ensure that staff have the skills, knowledge and understanding to keep looked after children safe. In 

particular, they should ensure that appropriate staff have the information they need in relation to a child’s looked 

https://www.knifefree.co.uk/
https://www.gov.uk/government/publications/children-act-1989-private-fostering
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after legal status (whether they are looked after under voluntary arrangements with consent of parents, or 

on an interim or full care order) and the child’s contact arrangements with birth parents or those with 

parental responsibility. They should also have information about the child’s care arrangements and the 

levels of authority delegated to the carer by the authority looking after him/her. The SSM should have details of 

the child’s social worker and the name of the virtual school head in the authority that looks after the child.  

A previously looked after child potentially remains vulnerable and all staff should have the skills, knowledge and 
understanding to keep previously looked after children safe.  When dealing with looked after children and 
previously looked after children, it is important that all agencies work together, and prompt action is taken when 
necessary to safeguard these children, who are a particularly vulnerable group. Any indicators or signs that a 
looked after child may require additional support or protection must be reported without delay to the SSM, DSM or 
DSO who will share these concerns with the Local Authority without delay. . If you are unable to contact the 
SSM/DSM/DSO and/or have concerns about the child or young person’s immediate safety, follow the guidance in 
the flow chart on page 22       *Source KCSIE Sept. 2020 
 

  NB. All these other types of abuse and additional  information pages 32 to 45 have been 

sourced from the link below. Further information and helplines relating to all of these pages 

can be found in Annex A of: The Department of Educations; Keeping Children Safe in 

Education 2020 – Statutory Guidance for Schools & Colleges: 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2                    
*Updated September 2020 
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SECTION THREE – OTHER POLICIES 

 
Behaviour Management: - including: Use of Reasonable Force, Children in 

Distress, Infatuations, Personal Care, Toilet Procedures & Supervision 

All children have a right to be treated with respect and dignity. Corporal punishment is unlawful.  

Where children display difficult or challenging behaviour, adults must use strategies appropriate to the 

circumstances and situation. Reasonable force can only be justified when it matches the criteria outlined in the 

Clubs Policy.  

Staff/volunteers should not use any form of degrading treatment to punish a child. Criticism should always be 

constructive. The use of ridicule, sarcasm, demeaning, or insensitive comments towards children is not 

acceptable in any situation. Nicknames may seem harmless, but they often cause offence and distress. Any 

sanctions or rewards used should be part of a behaviour management policy which is widely publicised and 

regularly reviewed.  

Use of Reasonable Force 

There are circumstances when it is appropriate for staff/volunteers to use reasonable force to safeguard children 

and young people. The term ‘reasonable force’ covers the broad range of actions used by staff/volunteers that 

involve a degree of physical contact to control or restrain children. This can range from guiding a child to safety 

by the arm, to more extreme circumstances such as breaking up a fight or where a young person needs to be 

restrained to prevent violence or injury. ‘Reasonable’ in these circumstances means ‘using no more force than is 

needed’. The use of force may involve either passive physical contact, such as standing between young people 

or blocking a young person’s path, or active physical contact such as leading a young person by the arm out of 

the situation i.e., classroom.  

Further advice and guidance can be found in the DFE booklet: Use of reasonable force in schools: 

https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools 

FYI The DFE believes that the adoption of a ‘no contact’ policy at organisations can leave staff/volunteers unable 

to fully support and protect children and young people. It encourages Headteachers, Principals, Governing 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools
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Bodies and Proprietors to adopt sensible policies, which allow and support their staff to make appropriate 

physical contact. The decision on whether or not to use reasonable force to control or restrain a child is 

down to the professional judgement of the staff concerned and should always depend on individual 

circumstances. When using reasonable force in response to risks presented by incidents involving children with 

SEN or disabilities or with medical conditions, organisations should, in considering the risks, carefully recognise 

the additional vulnerability of these groups. They should also consider their duties under the Equality Act 2010 in 

relation to making reasonable adjustments, non-discrimination, and their Public Sector Equality Duty. 

(Compliance with the Public Sector Equality Duty (PSED) is a legal requirement for schools and colleges that are 

public bodies).  

By planning positive and proactive behaviour support, for instance through drawing up individual behaviour plans 

for more vulnerable children, and agreeing them with parents and carers, organisations can reduce the 

occurrence of challenging behaviour and the need to use reasonable force. 

Further advice can be found at: 

https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools 

https://www.equalityhumanrights.com/en/publication-download/what-equality-law-means-you-

education-provider-%E2%80%93-further-and-higher-education 
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In using any degree of reasonable force, the member of staff/volunteer involved should speak calmly to reassure 

the young person, repeatedly telling them that the need for this would be no longer be necessary if the young 

person applies self-control. 

When the nature of a young person’s aggressive behaviour is such that active physical contact is needed to 

ensure their safety, or that of other children, any active physical contact, reasonable in these circumstances, 

means ‘using no more force than is needed’ to restrain the young person. 

The following actions would be deemed as unreasonable and unsafe and must NEVER be used. 

• Any hold that restricts a person’s breathing, e.g., where a young person’s arms are held tightly 
across their chest or a seated restraint with the young person’s chest pushed forward towards their 
knees 

• Exerting excessive pressure on any part of a child’s body 

• Forcing a child’s arm up his back 

• Sitting on a child 

• Lifting a child off the floor in order to intimidate. 

In all cases where active physical contact is employed the incident and subsequent actions should be 

documented and reported to the SSM/DSM/DSO and parents/carers should be informed.  

In all cases of active physical contact with children, it might ultimately be for the court to decide whether an adult 

acted reasonably. The consequences of an error of judgment in administering physical contact could be serious.  

To maintain best practice principles, at all times, all staff/volunteers should: 

• Never use force as a form of punishment. Always seek to defuse situations before they escalate. 

• Always use reasonable force using no more force than is necessary. 

• Record and report to the SSM, DSM or DSO as soon as possible after the event, any incident where 
active physical intervention has been used.  

• Inform parents of any behaviour management used. 

https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools
https://www.equalityhumanrights.com/en/publication-download/what-equality-law-means-you-education-provider-%E2%80%93-further-and-higher-education
https://www.equalityhumanrights.com/en/publication-download/what-equality-law-means-you-education-provider-%E2%80%93-further-and-higher-education
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•  Always adhere to Trust Policy and Guidelines. 

• Be aware of factors which may impact upon a child’s behaviour e.g., bullying, abuse and where 
necessary take appropriate action.                                                         *Updated September 2020 Source KCSIE 

 
Children in Distress  

For all staff/volunteers working with children, there will be occasions when a distressed child needs comfort and 

reassurance, and this may involve physical contact.  

Young children, in particular, may need immediate physical comfort, for example after a fall, separation from 

parents etc. Adults should use their professional judgment to comfort or reassure a child in an age-appropriate 

way, whilst maintaining clear professional boundaries. And should seek advice from the SSM, DSM or DSO if 

concerned. 

To maintain best practice principles, at all times, all staff/volunteers should: 

 

• Consider the way in which they offer comfort and reassurance to a distressed child and do it in an age 
appropriate way. 

• Be circumspect in offering reassurance in one to one situation, but always record such actions in these 
circumstances. 
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• Never touch a child in a way which may be considered indecent or inappropriate. 

• Record or report situations to the SSM or DSO which may give rise to concern from either party. 

• Not assume that all children seek physical comfort if they are distressed.  

 
Infatuations  

All staff and volunteers must be aware that occasionally children may develop an infatuation with a member of 

staff who works with them. Such situations should be responded to sensitively to maintain the dignity and safety 

of all concerned. Staff/volunteers should remain aware that such circumstances always carry a high risk of words 

or actions being misinterpreted and for allegations to be made against staff/volunteers and should therefore 

ensure that their own behaviour is above reproach.  

A member of staff or volunteer who becomes aware that a child or young person may be infatuated with him/her 

or with a work colleague, should discuss this at the earliest opportunity with the Trust SSM, DSM or DSO so that 

appropriate action can be taken. In this way, steps can be taken to avoid hurt and distress for all concerned.  

To maintain best practice principles, at all times, all staff/volunteers should: 

• Report and record any incidents or indications (verbal, written or physical) that suggest a child may be 

infatuated with a member of Staff or a volunteer to the Trust SSM, DSM or DSO. 

Always acknowledge and maintain professional boundaries. 

 
Personal Care  
Children are entitled to respect and privacy at all times and especially when in a state of undress, changing 

clothes, bathing/showering or undertaking any form of personal care. There are occasions where there will need 

to be an appropriate level of supervision in order to safeguard children and/or satisfy health and safety 

considerations. This supervision should be appropriate to the needs and age of the young people concerned and 

sensitive to the potential for embarrassment.  

All staff/volunteers need to be vigilant about their own behaviour and be mindful of the needs of the children with 

whom they work.   
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To maintain best practice principles, at all times, all staff/volunteers should: 

• Avoid any physical contact when children are in a state of undress. 

• Avoid any visually intrusive behaviour.  

• Where there are changing rooms, announce their intention of entering.  
 

Staff/volunteers should: 

• Never work alone in a dressing room, always have another adult present. 

• Not change in the same place as children. 

•  Not shower with children. 

•  Not assist with any personal task which a child can undertake by themselves. 
  

Toilet Procedures and Supervision 

Children should be encouraged to use the toilet before or during natural breaks in the course. This may mean 
building into the programme a toilet break. A group toilet break will be necessary for any child unable to wait for a 
natural toilet break. 

Young people must seek permission from a member of staff or volunteer to leave a session in order to go to the 
toilet. In younger children a member of staff or volunteer will ensure children are accompanied to the toilet area, 
the toilets checked to ensure they are safe. The children will then enter; the adult will wait outside until all the 
children are ready to return to the coaching area. 

Children should not be allowed to leave the practice area alone or unsupervised. 
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*Recruitment and Training of Staff and Volunteers 

 

Southend United Community & Educational Trust will endeavour to ensure that all reasonable steps are taken to 

prevent unsuitable people from working with children and young people by ensuring sound recruitment and 

selection procedures and appropriate pre-employment checks are completed. 

Southend United Community & Educational Trust endorses and adopts the FA Responsible Recruitment 

Guidelines and will: 

• Specify what the role is and what tasks are involved in any advertisements. All advertisements will 

contain a statement of the Trusts commitment to safeguarding. All Job Descriptions will state that 

safeguarding is everyone’s responsibility.  

• Ask all candidates to complete an application form to ascertain whether their skills, qualifications and 

experience are appropriate for the position for which they have applied. As part of Southend United 

Community & Educational Trust application process, all candidates applying for a position whether paid or 

unpaid which involves working with children or vulnerable adults will also be required to complete a Criminal 

Conviction Self Declaration Form for any criminal convictions, cautions, reprimands or warnings whether 

spent or unspent under the Rehabilitation of Offenders Act 1974 (ROA).   

• As a minimum meet and chat with the applicants and interview them before appointing them and include 

safeguarding questions, relevant to the role, during this process. 

• Ask for and follow up with two written references before appointing anyone. (one of which must include a 

current or most recent employer or school/college as appropriate). 

Other pre-employment checks: Upon offer of employment for positions involved with regularly caring for, 
supervising, training or being in sole charge of children and young people successful candidates will be required 
to complete an enhanced DBS CRC, with barred list check, depending on the role, via The FA CRB Unit.  (roles 
defined as regulated activity by Gov.UK) Or, if the position does not involve regulated activity, candidates may be 
required to complete a Basic Check, role dependent. At this time candidates will also be asked to sign up to the 
DBS Update Service and will be asked to provide their FAN (or will be asked to register for one with the FA and 
supply) so that they can be added to the Trust Whole Game System (WGS) to confirm that they are not currently 
suspended from working within football by the FA. (All necessary information/forms, to do this, will be supplied by 
SUCET) 
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Any offer of employment, made to a successful candidate, including one who has lived or worked abroad 
must be conditional on satisfactory completion of ALL the necessary pre-employment checks.  

This may include verifying a candidate’s identity and their right to work in the UK. Identification checking 
guidelines can be found at: https://www.gov.uk/government/publications/dbs-identity-checking-guidelines 

Information & advice regarding verifying a person’s right to work in the UK can be found at: 
https://www.gov.uk/check-job-applicant-right-to-work                  *Updated September 2019 Source KCSIE  

If there are concerns regarding the appropriateness of an individual who is already involved or who has 
approached us to become part of Southend United Community & Educational Trust guidance will be sought from 
the Football Association. It is noted and accepted that the Football Association will consider the relevance and 
significance of the information obtained via the CRC process and that all suitability decisions will be made in 
accordance with legislation and in the best interest of children and young people. It is accepted that the FA aims 
to prevent people with a history of relevant and significant offending from having contact with children or young 
people and the opportunity to influence policies or practice with children or young people. This is to prevent direct 
sexual or physical harm to children and to minimise the risk of ‘grooming’ in football. 

If a member of staff (or volunteer) whose position involves working with children receives a criminal conviction, 
cautions, reprimands or warnings during the course of employment, it must be reported immediately to either the 
CEO or the Senior Safeguarding Manager.  The suitability of employees with a criminal record will vary, depending 
upon the nature of the job and the details and circumstances of any convictions.  If after careful consideration 
involving a thorough risk assessment of all the circumstances of the offence, we cannot continue employment, then 
the employment will be terminated.  
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Any decision to withdraw an offer of employment or terminate employment must be reached with the agreement of 
the CEO, Senior Safeguarding Manager, and the appropriate Head of Department.   

*Induction 

All staff whether paid or unpaid will receive an induction during which: 

• The job requirements and responsibilities will be clarified. 

• The practical application of the child protection policies and procedures (including Codes of Conduct) will 
be explained in more detail via the appropriate line manager. 

• A copy of SUCET Employee Handbook will be made available to all staff members via the ’BrightHR’ App. 
Their access to this will explained in full and they will be informed that this is accessible for their perusal 
at all times.   

• A copy of each staff member’s Code of Conduct and Safeguarding Children Policy & Procedures 
acceptance form should be signed and retained on their personal file. 

• They will be informed hard copies of all relevant documents are kept in the office for their referral. 

• Once the induction process is complete staff will sign their Induction Checklist to confirm completion and 
will be retained on their personal file.                                                                              *Updated June 2018 

• Training will be given on the ‘MyConcern’ Safeguarding Reporting App/System 

• They will be asked to complete online training modules specific to safeguarding to include the EFL 
Safeguarding Module, Basic Introduction to Safeguarding and Basic Introduction to Online Safety. And 
any given appropriate Government or Educare modules, as available.                Updated September 2020 

 

Training/CPD 

In addition to pre-employment checks, the safeguarding process includes training & CPD after recruitment to help 
staff and volunteers to: 

• Analyse their own practice against established best practice, and to ensure their practice is not likely to 
result in allegations being made.  

• Recognise their responsibilities and report any concerns about suspected poor practice or possible abuse 
to the appropriate person.  

• Respond to concerns expressed by a child or young person.  

• Work safely and effectively with children and young people. 

 

https://www.gov.uk/government/publications/dbs-identity-checking-guidelines
https://www.gov.uk/check-job-applicant-right-to-work
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Single Central Record  

A single central record of pre-appointment checks must be maintained and must indicate whether the 
following checks have been carried out or certificates obtained, and the date on which each check was 
completed/certificate obtained:   

• an identity check; Identification checking guidelines can be found on the GOV.UK website; 
https://www.gov.uk/government/publications/dbs-identity-checking-guidelines   

• a barred list check.   

• an enhanced DBS check/certificate.   

• a suspension from football    

• further checks on people who have lived or worked outside the UK this would include recording checks for those 
European Economic Area (EEA) 

• a check of professional qualifications, where required; and   

• a check to establish the person’s right to work in the United Kingdom. 

NB. SUCET understands that they do not have to keep copies of DBS certificates in order to fulfil the duty of 
maintaining the single central record. To help comply with the requirements of the Data Protection Act 2018 SUCET 
understands that if it chooses to retain a copy, it should not be retained for longer than six months. A copy of the 
other documents used to verify the successful candidate’s identity, right to work and required qualifications should 
be kept for the personnel file.  Further information on handling DBS certificate information can be found at:  

https://www.gov.uk/guidance/dbs-check-requests-guidance-for-employers   *Updated September 2019 Source KCSIE 
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*To Uphold Best Practice Southend United Community & Educational Trust requires: 

 

• All Staff members and Volunteers that will or may be working with children to attend The FA Safeguarding 
Children Workshop, to ensure their practice is exemplary and to facilitate the development of a positive 
culture towards best practice and child protection. The Certificate gained must be kept in date and 
renewed every three years. Staff members and Volunteers are responsible for maintaining this. 

• All relevant personnel to gain the appropriate first aid training (where necessary).  Relevant 
Staff/volunteers must keep their FA First Aid Certificate in date and ensure it is renewed every three years. 
Staff members and Volunteers are responsible for maintaining this. 

• Relevant Staff/Volunteers to attend all re-training and CPD events when arranged/ requested to do so. 

• All Staff Members & Volunteers to attend In-House Safeguarding Workshops & Sessions when required 
to do so and must complete any online Safeguarding Courses SUCET arranges with in the time frame 
given. These may include EFL, Government & Educare Online Safeguarding Courses. 

• The Recruitment Officer and or the named DBS Verifier Officer to be responsible for; ensuring that all new 
relevant staff members (and volunteers) have completed a FA Enhanced DBS CRC, with barred check 
list, or a Basic Check, depending on the role and for asking them to sign up to the DBS Update Service. 

• The named (Assistant) DSM or DSO or the named staff member who is responsible for updating the 
Whole Game System (WGS) to keep the WGS current; i.e. staff members/volunteers must be removed 
when they leave and new staff member/volunteers must be added before their employment commences 
so that SUCET can ensure they are not suspended from working in football by the F.A. 

• Pre-season; the SUCET SSM to meet with/or email the named (Assistant) DSM or DSO or the named 
staff members who are responsible for keeping the Whole Game System (WHS) and the Single Central 
Record (SCR) up to date to request confirmation that all relevant staff members (and volunteers) have a 
valid FA Enhanced DBS CRC, with barred list check or a Basic Check, depending on the role, in place for 
the coming season/year and that the WGS/SCR is completely up to date. Updates should also be provided 
to the SSM during the season thereafter. 

                                 *Updated September 2020 Source in part KCSIE 

 

Safeguarding Children Policy Statement Recruitment and Retention of Ex-Offenders 
 
 

https://www.gov.uk/government/publications/dbs-identity-checking-guidelines
https://www.gov.uk/guidance/dbs-check-requests-guidance-for-employers
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Southend United Community & Educational Trust endorses the use of The FA Criminal Records Checks 
(FACRC) through the Disclosure and Barring Service (DBS) to ensure appropriate assessment for clearance 
for work in football for those working with children, young people or vulnerable groups. 
 
GBG PLC is the umbrella disclosure service which is used by The FA to assess applicants’ suitability for positions 
of trust.  This includes those roles which are defined by law as a Regulated Activity, or those roles for which the 
National Governing Body (NGB), that is The FA, has identified to require Enhanced Disclosures in football.  These 
are defined as unsupervised roles in football which involve teaching, training and instruction or caring for and 
supervising. 
 
Southend United Community & Educational Trust complies with the DBS and The FA Criminal Records Body (FA 
CRB) Code of Practice and seeks to treat all applicants for positions fairly.  The club undertakes not to discriminate 
unfairly against any subject of a disclosure on the basis of a conviction or other information revealed. 
 
Southend United Community & Educational Trust is committed to safeguarding children and to the fair treatment 
of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, age, 
physical/mental disability or offending background.   
 
This is Southend United Community & Educational Trusts written policy on the recruitment of ex-offenders, which 
should/will be made available to all disclosure applicants at the outset of the recruitment process.  

 

 

Safeguarding Children Policy and Procedures 

 
We actively promote equality of opportunity for all.  We select candidates for interview based on their skills, 
qualifications and experience. 
 
A disclosure is requested only after consideration has been given to the roles and responsibilities included in the 
Job Description.  Any decision to request a disclosure will be relevant to the position concerned.  For those positions 
where an enhanced disclosure is required, the recruitment documents used should/will contain a statement that a 
disclosure will be requested in the event of the individual being offered the position.  
 

“This post requires Enhanced Criminal Records Checks and checks against the Barred Lists and is 
exempt from Rehabilitation of Offenders Act (1974).  Therefore, all convictions including spent convictions 
that have not been subject to filtering by the DBS should be declared”. 

 
Where a disclosure is to form part of the recruitment process, we encourage all applicants called for interview to 
provide details of their criminal record, if any, at an early stage in the application process.   
 
We request that this information is sent under separate, confidential cover, to a designated person at the club who 
will be named in the recruitment process.  We recognise the importance of confidentiality and therefore this 
information will only be seen by those who need to see it as part of the recruitment process.   
Unless the nature of the position allows the recruitment officer / disclosure body to ask questions about an 
applicant’s entire criminal record, we only ask about unspent convictions as defined in the Rehabilitation of 
Offenders Act 1974 and as filtered by the Disclosure and Barring Service. 
 
Having a criminal record will not necessarily bar you from working with Southend United Community & Educational 
Trust. This will depend on the nature of the position and the circumstances and background of your offence(s). 
 
More information on the recruitment of offenders through GBG PLC is available at: 

https://gbg.onlinedisclosures.co.uk                                                                                                     July 2016 
 
 

 

Referrals to the Disclosure and Barring Service (DBS)                                         

https://gbg.onlinedisclosures.co.uk/
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Southend United Community & Educational Trust recognises that as an ‘Employer’ of staff and volunteers in 
roles defined as ‘Regulated Activity’(working with Children and Adults at Risk) the legal duty to refer an 
individual to the Disclosure & Barring Service (DBS) is met when SUCET has: 

Dismissed or removed a person from working in regulated activity (or would have permanently through dismissal 

or permanent transfer, or may have if the person had not left, resigned, retired, been made redundant or moved 

to another position) because the person has:  

▪ Been cautioned or convicted for a ‘relevant offence.’ A ‘relevant offence’ for the purposes of 

referrals to the DBS is an offence that would result in the individual’s automatic inclusion in the 

Children’s or adults’ barred list. (a list of these offences is available on the DBS website). 

 

▪ Engaged in ‘relevant conduct.’ ‘Relevant conduct’ is that which endangers or is likely to endanger 

Children and Adults at Risk.  

 

▪ Satisfied the ‘harm test.’ The ‘harm test’ is met when an employer believes that an individual may 

harm, may cause to be harmed, may put at risk of harm, may attempt to harm or may incite another 

person to harm a Child or Adult at Risk. (i.e. no action or inaction occurred, but the present risk that 

it could was significant) 

 

 

Safeguarding Children Policy and Procedures 

SUCET acknowledges that: 

• Referrals should be made as soon as possible, and ordinarily on conclusion of an investigation, when an 

individual is removed from regulated activity. This could include when an individual is suspended, 

redeployed to work that is not regulated activity, dismissed or when they have resigned. When an 

allegation is made, an investigation should be carried out to gather enough evidence to establish if it has 

foundation, and employers should ensure they have sufficient information to meet the referral duty 

criteria explained in the DBS referral guidance. (even if the person has left employment). 

 

• Referrals must be made even if a significant period has passed between the allegation and the 

gathering of evidence to support a decision to make a referral.  

 

Where these circumstances and/or thresholds are met, Southend United Community & 

Educational Trust CEO/SSM will undertake responsibility for making a referral to The DBS.  

They will refer in accordance with DBS Referral Guidance which can be accessed here:  

https://www.gov.uk/guidance/making-barring-referrals-to-the-dbs 

 In order to compile a full and complete referral they may seek advice and relevant information 
from;  

• SUCET Head of HR  

• SUCET Designated Safeguarding Manager  

• SUCET Designated Safeguarding Officer (s) 

• The EFL Trust Designated Safeguarding Officer 

• And additionally, where appropriate from; 

• Other staff or volunteers, 

• The relevant LADO  

• The EFL Safeguarding Manager 

https://www.gov.uk/guidance/making-barring-referrals-to-the-dbs
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• The FA Safeguarding Case Management Team 

• Other appropriate Statutory Agencies                                 *Updated October 2019 Source 

EFLMSC 

 

*Photo I.D Card Policy    

Security has become increasingly important in recent years, affecting children and young people, parents/carers 

and members of staff/volunteers alike. Southend United Community & Educational Trust acknowledges the need 

to ensure a safer and more secure environment for all when working with children and young people. 

Therefore, SUCET requires all such members of staff whether full time, part time or casual (volunteers) to be 

issued with a photographic identification badge, which they must wear, clearly displayed, at all times whilst on 

Southend United’s premises or whilst carrying out activities on behalf of SUCET, unless there are Health & 

Safety issues in doing so, in which case, the badge should still be carried at all times.  

Visitors to the Trust, including contractors, are asked to sign in and are given a badge, which confirms they have 

permission to be on site. All visitors are expected to observe the Trust’s Safeguarding P&P and Health and 

Safety regulations. 

*Updated June 2018 

 

Safeguarding Children Policy and Procedures 

Anti-Bullying Policy 

Statement of Intent 

Southend United Community & Educational Trust acknowledges and endorses the FA’s identification of bullying 

as a category of abuse. SUCET is committed to providing a caring, friendly and safe environment for everyone so 

they can participate in football in a relaxed and secure atmosphere.  Bullying of any kind is not acceptable at our 

trust.  If bullying does occur, all Trust members, volunteers or parents/carers should be able to tell and know that 

incidents will be dealt with promptly and effectively.  We are a TELLING Trust.  This means that anyone who 

knows that bullying is happening is expected to tell the Designated Safeguarding Officer. This Trust is committed 

to playing its part to teach players to treat each other with respect. 

What Is Bullying? 

Bullying is the use of aggression with the intention of hurting another person.  Bullying results in pain and distress 

to the victim. 

Bullying can be: 

• Emotional - being unfriendly, excluding (emotionally & physically) sending hurtful text 
messages, tormenting (e.g., hiding football boots/shin guards, threatening gestures). 

• Physical - pushing, kicking, hitting, punching or any use of violence. 

• Sexual - unwanted physical contact or sexually abusive comments. 

• Discrimination   -   racial taunts, graffiti, gestures, homophobic comments, jokes 
about disabled people, sexist comments. 

• Verbal - name-calling, sarcasm, spreading rumours, teasing. 

• Cyberbullying    -   This is when a person uses technology i.e., mobile phones or the 
internet (social networking sites, chat rooms, instant messenger, and tweets) to 
deliberately upset someone. Bullies often feel anonymous and distanced from the 
incident when it takes place online and ‘bystanders can easily become bullies 
themselves by forwarding the information on. There is a growing trend for bullying to 
occur online or via texts – bullies no longer rely on being physically near to the young 
person. 



October2020 E. Hume                                                                                                       

56 

 

• Trolling   - this is the name given to posting deliberately offensive comments on 
people's social media pages aimed at causing upset and distress. This type of 
behaviour could result in legal action. 
  

 
SUCET commits to ensure our website, websites and/or social networking pages are being used appropriately 
and any online bullying will be dealt with swiftly and appropriately in line with procedures detailed in this policy. 
 
Why is it Important to Respond to Bullying? 

Bullying hurts.  No one deserves to be a victim of bullying.  Everybody has the right to be treated with respect.  

Individuals who are bullying need to learn different ways of behaving. This Trust has a responsibility to respond 

promptly and effectively to issues of bullying. 

Objectives of this policy: 

• All Trust members, coaches, officials, volunteers, and parents/carers should have an understanding of 
what bullying is. 

• All Trust members, officials, volunteers and coaching staff should know what the Trust policy is on 
bullying and follow it when bullying is reported. 

• All players and parents/carers should know what the Trust policy is on bullying, and what they should do 
if bullying arises. 

• As a Trust we take bullying seriously. Players and parents/carers should be assured that they would be 
supported when bullying is reported. 

 

Bullying will not be tolerated. 

Safeguarding Children Policy and Procedures 

Signs and Indicators: 

A child may indicate by signs or behaviour that he or she is being bullied.  Adults should be aware of these 

possible signs and they should investigate if a child: 

• Says he or she is being bullied. 

• Is unwilling to go to Trust sessions. 

• Becomes withdrawn, anxious, or lacking in confidence. 

• Feels ill before training sessions. 

• Comes home with clothes torn or training equipment damaged. 

• Has possessions go “missing”. 

• Asks for money or starts stealing money (to pay the bully) 

• Has unexplained cuts or bruises. 

• Is frightened to say what’s wrong. 

• Gives improbable excuses for any of the above 
 
In more extreme cases: 
 

• Starts stammering. 

• Cries themselves to sleep at night or has nightmares. 

• Becomes aggressive, disruptive or unreasonable. 

• Is bullying other children or siblings. 

• Stops eating. 

• Attempts or threatens suicide or runs away. 
 

These signs and behaviours may indicate other problems, but bullying should be considered a 

possibility and should be investigated. 

Bullying as a result of any form of Discrimination  

Bullying as a result of discrimination occurs when bullying is motivated by a prejudice against certain groups of 

people. This may be because of their gender, age, race, nationality, ethnic origin, religion or belief, sexual 

orientation, gender reassignment, disability or ability.  Generally, these forms of bullying look like other sorts of 

bullying, but in particular can include:  
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•  Verbal abuse – using derogatory remarks about gender, age, nationality, ethnic origin, religion or belief, 

sexual orientation, gender reassignment, disability, or ability. For example, ridiculing someone because of a 

disability or mental health related issue, or because they have a physical, mental or emotional 

developmental delay. Referring to someone by the colour of their skin, rather than their name; using nicknames 

that have racial connotations; isolating someone because they come from another country or social background 

etc.  

•  Physical abuse – including hitting, punching, kicking, sexual assault, and threatening behaviour.  

•  Cyberbullying – using online spaces to spread rumours about someone or exclude them. It can also include 

text messaging, including video and picture messaging. 

Discrimination is often driven by a lack of understanding which only serves to strengthen stereotypes and can 

potentially lead to actions that may cause women, ethnic minorities, disabled people, lesbian, gay, bisexual or 

transgender people, or people who follow specific religions or beliefs, to feel excluded, isolated or undervalued.   

Discriminatory language and behaviour will not be tolerated by this Trust. 

If an incident occurs, the person concerned will be informed that discriminatory language is offensive, and it will 

not be tolerated. If they continue to make discriminatory remarks, it will be explained in detail the effects that 

discrimination and bullying has on people.  

 

 

Safeguarding Children Policy and Procedures 

If it is a young person making the remarks their parents will be informed.  If a person makes persistent remarks, 

they will be removed from the training setting in line with managing challenging behaviour and the DSO, DSM or 

SSM or designated person will talk to them in more detail about why their comments are unacceptable.  If the 

problem persists, they will be made to understand that sanctions will apply if they continue to use discriminatory 

language or behaviour. The Trust will consider inviting the parents/carers to the Trust to discuss the attitudes of 

the young person in line with the procedures detailed in this policy. 

What is the difference between Bullying and Banter?    

Affiliated Football describes bullying as persistent or repeated hostile and intimidating behaviour towards a child 
or young person. The use of ‘banter’ or the term ‘it’s just banter’ has become increasingly common within the 
football environment.  

As it can sometimes be difficult to define the difference between bullying and banter it is important to differentiate 
between what may be considered harmless or inoffensive banter by one person and yet perceived as bullying by 
another. Often that will be the person/s on the receiving end.    

All players, parents, carers, staff and volunteers involved with SUCET should be aware that reports of 
unacceptable ‘banter’ will not be tolerated and will be dealt with swiftly and appropriately in line with procedures 
detailed in this policy. SUCET definition of unacceptable banter is as follows:    

If one or more of the following apply then it becomes bullying rather than harmless or inoffensive banter:  

•         If the intention of the banter is to cause distress.  

•         If the banter does cause distress or is perceived to be distressing.  

•         If the banter is persistently or repeatedly directed at the same person, or group of people.  

(* Banter section updated July 2015) 
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Procedures on dealing with bullying 

• If a child tells you: reassure the child that their allegation will be taken seriously, and that action will 
be taken as appropriate. 

• Encourage all children to speak and share their concerns and if they have witnessed bullying, not to join 
in, but, to tell their coach. 

• Ensure records of what was said (what happened, by whom, when) are written down ASAP after the 
event or after the allegation has been made. This should be done by players who have witnessed the 
alleged incident and by the member of staff receiving the allegation. 

• Report bullying incidents to the Trust SSM, DSM or DSO or to any member of staff who, in turn will 
report it to the SSM/DSM/DSO accordingly.  Or direct to the EFL Safeguarding Officer or the EFL 
Safeguarding Manager if you are unable to contact the Trust’s designated people immediately. (Inform 
the Trust’s SSM/DSM/DSO ASAP of the action you have taken). 

 
Action taken may be: 
 

• In cases of serious bullying, the incidents will be referred to the EFLTSO/EFLSM for advice and possibly 
to the FA Case Management System. 

• Parents/carers will be informed and will be asked to come in for a meeting to discuss the problem. 

• If necessary and appropriate, the Police will be consulted. 

• The bullying behaviour or threats of bullying must be investigated, and the bullying stopped quickly. An 
attempt will be made to help the bully (bullies) to change their behaviour. 

• If mediation fails and the bullying is seen to continue the Trust will initiate an investigation and possible 
disciplinary action. 
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Recommended trust action: 
 

If the Trust decides it is appropriate for them to deal with the situation, they will follow the procedure below: 
 

• The Trust may attempt reconciliation by getting the parties together. It may be that a genuine apology 
solves the problem. 

• If this fails or it is not appropriate the lead coach and the DSO, DSM or SSM will meet with the 
parents/carer and the child alleging bullying to get details of the allegation. Minutes will be taken and 
agreed by all as a true account. 

• The same members of staff should then meet with the alleged bully and their parents/carer and put the 
incident raised to them to answer and give their view of the allegation. Minutes should again be taken 
and agreed. 

• If bullying has in their view taken place the individual should be warned and put on notice of further 
action i.e., temporary or permanent suspension if the bullying continues. Consideration should be given 
as to whether a reconciliation meeting between parties is appropriate at this time.  

• In some cases the parent/carers of the bully or bullied player can be asked to attend football sessions, if 
they are able to do so and if appropriate. The Trust will monitor the situation for a given period to ensure 
the bullying is not being repeated. 

• All coaches involved with both individuals should be made aware of the concerns and outcomes of the 
process, i.e., the warning. 

 
In the case of adults reported to be bullying anyone within the Trust under 18 

 
• The Trust’s SSM, DSM or DSO should always be informed or report direct to the EFLTSO/EFLSM if you 

are unable to contact the Trust’s designated people immediately. (Inform the Trust’s SSM/DSM or DSO 
ASAP of the action you have taken). They will advise on action to be taken where appropriate. This may 
include initiating an investigation and possible disciplinary action. 

• It is anticipated that in most poor practice cases where the allegation is made regarding a team 
manager, official, coach or volunteer The FA’s Safeguarding Children Education Programme may be 
recommended. 
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• More serious cases may be referred to the Police and/or Children’s Social Care and the adult 
concerned will/may face disciplinary proceedings. 

Prevention 

The Trust has an Anti-Bullying Policy in place. All staff members, volunteers, players receive a copy of this when 
they join the Trust and at the start of each new season, whilst they remain with the Trust. Each time they receive 
this they are asked to sign to say they have received, read, understood and agree to abide by the policy. A copy 
of this is kept in their individual files. Parents/carers are either given a copy or have access to a copy online via the 
Trust’s website. 

The SSM, DSM and DSO will help raise awareness about bullying and why it matters, and if issues of bullying arise 
in the Trust, will consider meeting with members to discuss the issue openly and constructively. 

This policy is based on guidance provided to schools by KIDSCAPE. KIDSCAPE is a voluntary organisation 
committed to help prevent child bullying. KIDSCAPE can be contacted on 0207 730 3300/ www.kidscape.org.uk  

*Other useful sites  

Guidance for parents 

https://www.gov.uk/government/publications/preventing-and-tackling-bullying  *Updated July 2019 

https://www.kidscape.org.uk/advice       

https://www.anti-bullyingalliance.org.uk/tools-information/advice-parents 

https://www.stonewall.org.uk/help-and-advice         https://www.bullying.co.uk 

Guidance for young people (Please also see page 23 of this P&P for details of further Contacts) 

https://www.youngstonewall.org.uk 

https://www.childline.org.uk 

https://youngminds.org.uk/find-help/feelings-and-symptoms/bullying\ 

https://www.bullying.co.uk/advice-for-young-people  

 https://www.thinkuknow.co.uk/11_13/Need-advice/Cyberbullying                 *Updated October 2020 
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Equality, Diversity & Inclusion Policy (PP04)                                                           

 

 

Southend United Community & Educational Trust (SUCET) is committed to encouraging equality, diversity and 
inclusion among our workforce, and eliminating unlawful discrimination. To be used in conjunction with Employee 
Handbook (PP03) and Equality Action Plan. 

 

The aim is for our workforce to be truly representative of all sections of society and our participants, and for each 
employee to feel respected and able to give their best. 

 

The organisation – in providing services and/or facilities – is also committed against unlawful discrimination of 
participants, clients, or the general public. 

 

The policy’s purpose is to: 

 

• Provide equality, fairness and respect for all in our employment, whether temporary, part-time or full time 

• Not unlawfully discriminate because of the Equality Act 2010 protected characteristics: 

 

-Age 

-Disability 

-Race (including colour, nationality, and ethnic or national origin) 

-Sex 

-Sexual Orientation 

-Gender Reassignment 

-Religion or Belief 

-Marriage and Civil Partnership 

http://www.kidscape.org.uk/
https://www.gov.uk/government/publications/preventing-and-tackling-bullying
https://www.kidscape.org.uk/advice
https://www.anti-bullyingalliance.org.uk/tools-information/advice-parents
https://www.stonewall.org.uk/help-and-advice
https://www.bullying.co.uk/
https://www.youngstonewall.org.uk/
https://www.childline.org.uk/
https://youngminds.org.uk/find-help/feelings-and-symptoms/bullying/
https://www.bullying.co.uk/advice-for-young-people
https://www.thinkuknow.co.uk/11_13/Need-advice/Cyberbullying
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-Pregnancy, Maternity and Paternity 

 

• Oppose and avoid all forms of unlawful discrimination. This includes in pay and benefits, terms and 
conditions of employment, dealing with grievances and discipline, dismissal, redundancy, leave for parents, 
requests for flexible working, and selection for employment, promotion, training or other developmental 
opportunities. 

 

The organisation commits to: 

 

• Encourage equality, diversity and inclusion in the workplace as they are good practice and make business 
sense. 

• Create a working environment free of bullying, harassment, victimisation and unlawful discrimination, 
promoting dignity and respect for all, and where individual differences and the contributions of all staff are 
recognised and valued. 
This commitment includes training managers and all other employees about their rights and responsibilities 
under the equality, diversity and inclusion policy. Responsibilities include staff conducting themselves to 
help the organisation provide equal opportunities in employment, and prevent bullying, harassment. 
Victimisation and unlawful discrimination. 
 
All staff should understand they, as well as their employer, can be held liable for acts of bullying, harassment, 
victimisation and unlawful discrimination, in the course of their employment, against fellow employees, 
customers, suppliers and the public. 
 

• Take seriously complaints of bullying, harassment, victimisation and unlawful discrimination by fellow 
employees, participants, suppliers, visitors, the public and any others in the course of the organisation’s 
work activities. 
Such acts will be dealt with as misconduct under the organisation’s grievance and/or disciplinary 
procedures, and appropriate action will be taken. Particularly serious complaints could amount to gross 
misconduct and lead to dismissal without notice. 
Further, sexual harassment may amount to both an employment rights matter and a criminal matter, such 
as in sexual assault allegations. In addition, harassment under the Protection from Harassment Act 1997 –  
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which is not limited to circumstances where harassment relates to a protected characteristic – is a criminal 
offence. 
 

• Make opportunities for training, development and progress available to all staff, who will be helped and 
encouraged to develop their full potential, so their talents and resources can be fully utilised to maximise 
the efficiency of the organisation. 

• Decisions concerning staff being based on merit (apart from in any necessary and limited exemptions and 
exceptions allowed under the Equality Act 2010) 

• Review employment practices and procedures when necessary to ensure fairness, and also update them 
and the policy to take account of changes in the law. 

• Monitor the make-up of the workforce regarding information such as age, sex, ethnic background, sexual 
orientation, religion or belief, and disability in encouraging equality, diversity and inclusion, and in meeting 
the aims and commitments set out in the equality, diversity and inclusion policy. 
Monitoring will also include assessing how the equality, diversity, and inclusion policy, and any supporting 
action plan, are working in practice, reviewing them annually, and considering and taking action to address 
any issues. 

  

 

SUCET commits itself to the immediate investigation of any claims, when it is brought to their attention, of 
discrimination on the above grounds and where such is found to be the case, a requirement that the practice stop, 
and sanctions imposed as appropriate. 

 

SUCET will do all they can to achieve and maintain the statements in this policy and will review it annually and in the 
event of any changes to Equality legislation, the FA’s Equality Policy or the Trusts Equality, Diversity & Inclusion 
Policy. 
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This policy is fully supported by the Southend United Community & Educational Trust’s senior management 
team who are responsible for the implementation of this policy. 
 
Details of the organisation’s grievance and disciplinary procedures can be found in the Employee Handbook 
(PP03). Use of the organisation’s grievance and/or disciplinary procedures does not affect an employee’s right to 
make a claim to an employment tribunal within three months of the alleged discrimination. 
. 
To report an incident of discrimination please contact our General Enquiries number on 01702 341351 or email: 
info@southendunited-cet.co.uk Match day incidents should be reported to the nearest coach or reported 
anonymously via the Kick It Out app.  
 
Reporting Hate Crime: 
 
Crimes committed against someone because of their disability, transgender-identity, race, religion or belief, or 
sexual orientation are hate crimes and should be reported to the police. 
 
Hate crimes can include: 
 

• threatening behaviour 

• assault 

• robbery 

• damage to property 

• inciting others to commit hate crimes 

• harassment 
Call 999 if you’re reporting a crime that’s in progress or if someone is in immediate danger. 
 
If the crime isn’t an emergency, call 101 or contact your local police. 
 
 

Recruitment & Selection: 
 
 
SUCET will ensure that recruitment practices fulfil the requirement of the equality and diversity policy. Vacancies 
should generally be advertised to a diverse section of the labour market. Advertisements should avoid stereotyping.  

Safeguarding Children Policy and Procedures 

 
 
or using wording that may discourage particular groups from applying. All posts will have a job description and 
person specification, which will contain essential and desirable skills, qualifications and experience. Person 
specifications will only contain details which are required. All recruitment adverts will carry the statement “Southend 
United Community & Educational Trust is an Equal Opportunities Employer. A copy of our Equality, Diversity & 
Inclusion Policy will be available on request”. (Please also see Recruitment & Selection Policy (PP10) 

 
All staff and trustees involved in recruitment and selection will be aware of this policy and adhere to it at all times. 
All applicants for posts will be treated strictly on merit, against objective criteria that avoid discrimination. As an 
exception, posts targeted at specific groups of people will be exempted, as allowed by legislation.  
 
All application forms will include an optional and detachable section for equality and diversity monitoring, which 
will not be used as part of the selection process. The information will be individually confidential and used for 
assessing recruitment and advertising practices periodically.  
 
An appointed person will be responsible for vetting, in confidence, applicants for sensitive posts; this may include 
Disclosure and Barring Service (DBS) checks. Reasons for the decision to appoint, or not, will be noted and kept 
for at least six months. 
 

 
Training and Development: 
 
The Board of Trustees, staff and volunteers need to recognise and fulfil their personal role in making SUCET a 
genuinely inviting and inclusive organisation. SUCET will ensure that all staff and volunteers know about the 
Equality, Diversity & Inclusion policy and their responsibilities within it, by including it within Induction Training, 

mailto:info@southendunited-cet.co.uk
http://www.kickitout.org/get-involved/report-it/the-kick-it-out-app/
http://www.kickitout.org/get-involved/report-it/the-kick-it-out-app/
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and ensuring it has a high profile within our internal communications and practices. Additional role specific 
training will be undertaken to ensure understanding of and commitment to Equality, Diversity & Inclusion 
policies and procedures as appropriate. 
 
Responsibilities: 
 
The Board of Trustees has the ultimate responsibility to provide, implement and review the policy. It is the 
responsibility of trustees, staff and volunteers to support the policy by ensuring that SUCET’s activities promote 
equality, diversity & inclusion. The Chief Executive or appointed representative holds the day to day responsibility 
for ensuring that the policy is implemented and, in the first instance, for dealing with or taking action on 
disciplinary offences. 

 

*Equality Act 2010 
 

The Equality Act came into force in April 2010 providing a modern, single legal framework with clear, streamlined 
law to more effectively tackle disadvantage and discrimination.  The Equality Act was introduced to strengthen 
protection, advance equality and simplify the law. Its purpose is to eliminate discrimination, harassment and 
victimisation, advance equality of opportunity between people who share a characteristic and those who do not 
and foster good relations between people who share a characteristic and those who do not.   
These characteristics, known as ‘Protected Characteristics’ are age, disability, gender reassignment, marriage and 
civil partnership, pregnancy and maternity, race, religion or belief, sex (man or woman) and sexual orientation. 
 
 
It is essential that all staff at Southend United Community & Educational Trust have a clear understanding of the 
following terms (as contained on the Equality and Human Rights glossary list): 
 
 
Associate discrimination: Where a victim of discrimination does not have a protected characteristic, but, is 
discriminated against because of their association with someone who does, e.g. The parent of a disabled child.  

 

Direct discrimination: Less favourable treatment of a person compared with another person because of a 
protected characteristic. 

 

Indirect discrimination: The use of an apparently neutral practice, provision or criterion which puts people with a 

particular protected characteristic at a disadvantage compared with others who do not share that characteristic. 

Safeguarding Children Policy and Procedures 

Harassment:  Unwanted behaviour that has the purpose or the effect of violating a person’s dignity or creates a 

degrading, humiliating, hostile, intimidating or offensive environment. 

 

Perceptive discrimination: The belief that someone has a protected characteristic, whether or not they do have 
it. 

 

Positive action: Refers to a range of lawful actions that seek to overcome or minimise disadvantages (e.g. in 
employment opportunities) that people who share a protected characteristic have experienced, or to meet their 
different needs. 

 

Positive discrimination: Treating someone with a protected characteristic more favourably to counteract the 
effects of past discrimination. It is generally not lawful although the duty to make reasonable adjustments is an 
exception where treating a disabled person more favourably may be required by law. 

 

Victimisation: Subjecting a person to detriment because they have done a protected act or there is a believe that 
they have done a protected act i.e. bringing proceedings under the Act; giving evidence or information in connection 
with proceedings under the Act; doing any other thing for the purposes or in connection with the Act; making an 
allegation that a person has contravened the Act. 
 
Disability discrimination: this includes direct and indirect discrimination, any unjustified less favourable treatment 
because of the effects of a disability, and failure to make reasonable adjustments to alleviate disadvantages caused 
by a disability. 
 
Useful Contacts: 
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Further information and guidance on the Equality Act 2010 can be found at: 

https://www.gov.uk/equality-act-2010-guidance  

 

Further support can be accessed via the Equality Advisory Support Service (EASS) 

 

EASS helpline: 

Telephone: 0808 800 0082 

Textphone: 0808 800 0084 

Monday to Friday, 9am to 7pm 

Saturday, 10am to 2pm 

 

Freepost 

EASS Helpline 

FPN6521 

 

The EASS provides information about discrimination and your rights. It has replaced the helpline service previously 
provided by the Equality and Human Rights Commission.  

 

National Council for Voluntary Organisations (NCVO):      https://knowhow.ncvo.org.uk/your-team/hr/equality-and-
diversity                

 
Document Number: PP04  
Document Title: Equality, Diversity & Inclusion Policy  
Date of issue: October 2020 
Date of Review: October 2021 

Please also see the new Corona Virus 2020 Equality Impact Assessment that refers to the Equality Act 2010, link as below: 

https://www.gov.uk/government/publications/coronavirus-act-2020-equality-impact-
assessment/coronavirus-act-2020-the-public-sector-equalities-duty-impact-
assessment           *Updated September 2020 – Information supplied by AS                                                                         
SUPPLIED BY K. HALLS OCTOBER 2020 
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*Working with Children & Young People who have Mental Health Needs  

Who does this policy apply to?  

 All staff and volunteers working with children & young people. 

Why we have this policy  

This policy outlines Southend United Community & Educational Trust approach to supporting children & young 

people with mental health problems who are participating in our programmes.  A child or young person with a 

mental health need is protected under the 2010 Equalities Act and we have an obligation to ensure that, where 

possible, reasonable adjustments are made to enable participation in our programmes.   

One in four people are likely to experience a mental health problem and many of the children and young people 

we work with have experienced challenges in their lives that further increase the likelihood of them presenting 

mental health needs.  Furthermore, adolescence is a critical time of social and emotional development where 

children and young people explore who they are. Underlying mental health needs may emerge for the first time 

although children and young people may not recognise that they need support and may be fearful of 

acknowledging any issues they may have, as societal stigma still exists around mental health problems.   

Supporting children and young people to maintain good mental health is a crucial area of wellbeing and will 

enable them to move into positive outcomes.   

https://www.gov.uk/equality-act-2010-guidance
https://knowhow.ncvo.org.uk/your-team/hr/equality-and-diversity
https://knowhow.ncvo.org.uk/your-team/hr/equality-and-diversity
https://www.gov.uk/government/publications/coronavirus-act-2020-equality-impact-assessment/coronavirus-act-2020-the-public-sector-equalities-duty-impact-assessment
https://www.gov.uk/government/publications/coronavirus-act-2020-equality-impact-assessment/coronavirus-act-2020-the-public-sector-equalities-duty-impact-assessment
https://www.gov.uk/government/publications/coronavirus-act-2020-equality-impact-assessment/coronavirus-act-2020-the-public-sector-equalities-duty-impact-assessment
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Definitions Mental Health Issues 

Mental health issues are defined as disturbances in the way in which people think feel and behave.  Other 

terms used to describe mental health issues include mental disorder, mental illness and mental ill health.  

Common types of mental health issues are depression and anxiety disorders.  Psychotic disorders including 

schizophrenia and bipolar disorders are less common. 

Mental Health is an individual’s cognitive behavioural and emotional wellbeing (Mind, 2020) 

Who is at risk? 

Any child or young person can develop mental health issues but there are some factors that are associated with 

long-term mental health. 

Abuse and neglect – Impacts of abuse and neglect can increase the likelihood of children developing long term 

mental health issues such as anxiety, depression, eating disorders and post-traumatic stress disorder (PTSD). 

Abuse and neglect can also make children more vulnerable to developing more than one mental health issue at a 

time. 

Additional Needs and Disabilities – children and young people may face a range of challenges including 

reduced mobility, prejudice, discrimination and bullying. These challenges may lead to lower self confidence, 

difficulty forming peer networks and social exclusion. 

Black and Minority Ethnic (BAME) - Children from black and minority ethnic groups may experience: racism, 

discrimination and prejudice – this can be direct, indirect or institutional as well as an increased stigma around 

mental health issues in the community. 

Life events - Stressful or traumatic situations and experiences, such as bereavement or sudden changes in 

environment, can trigger mental health issues.  

Living in care - Children in care are more likely than their peers to have a mental health difficulty. This can be 

due to isolation and loneliness. Children in care may also have experienced abuse or neglect, which increases 

the likelihood of developing mental health issues. 

Safeguarding Children Policy and Procedures 

LGBTQ+ children and young people – May experience prejudice, discrimination and bullying. A fear of or an 

actual rejection from family and/or friends and feeling excluded or like an outsider. They may also experience 

gender dysphoria: the distress when someone's assigned gender does not match their identity. 

Signs of mental health issues in children and young people: 

There are ways you can identify if a child needs support with their mental health. By being attentive to a child or 

young person's mood and behaviour, you can recognise patterns that suggest they need support. 

Common warning signs of mental health issues include: 

• sudden mood and behaviour changes 

• self-harming 

• unexplained physical changes, such as weight loss or gain 

• sudden poor academic behaviour or performance 

• sleeping problems 

• changes in social habits, such as withdrawal or avoidance of friends and family. 

 

*Updated from NSPCC guidance September 2020 by KH 

Responsibility 
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It is the responsibility of all staff members and volunteers working at SUCET to pass on their concerns if 
they are worried about a child’s or young person’s mental health or behaviour, whilst participating in our 
programmes. 

Safeguarding Senior Manager (SSM) Designated Safeguarding Manager (DSM) Designated Safeguarding 
Officer (DSO) 

 

• Any concerns should be passed onto the SSM, DSM or DSO who will take the appropriate action, both 

in line with SUCET Safeguarding Children guidance and advice received from the appropriate 

internal/external agencies, in order, to ensure children and young people are supported.  

• Once any issues have been identified the SSM should also ensure appropriate support is available for 

staff dealing directly with young people with mental health needs. This should include providing regular 

line manager supervision and the contact details of other referral agencies. 

Staff  

• Direct Delivery staff should take appropriate action to support children and young people during 

programme delivery (See Appendix 1A for tips on having conversations with children and young 

people) 

• Direct Delivery staff are not expected to identify, advise or provide support on mental health issues. 

However, they must take appropriate action, as above, if there are any concerns about a child’s or 

young person’s mental health.  Actions can also include taking further internal/external advice and 

signposting to other agencies.    

• Direct Delivery staff should be aware of the contact details of appropriate referral agencies where they 

can signpost children or young people for additional support where required.   

 

Volunteers    

• Volunteers should inform staff if they have any particular concerns around a child’s or young person’s 

mental health.   

• Volunteers are not expected to identify, advise or provide support on mental health issues. However, 

they must take appropriate action if there are any concerns about a child’s or young person’s mental 

health.  Actions can include taking further internal/external advice and signposting to other agencies.   
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Supporting children or young people during programmes where a mental health need has been identified   

• Talk to the child or young person about support they need (See Appendix 1A for tips on having 

conversations with children and young people)  

•  If appropriate, consider consulting the parents/guardians/support agencies of those involved (in line 

with Confidentiality Policy)  

 

Action to take if a child or young person is experiencing a mental health episode and/or is threatening 

violence    

• Ensure the personal safety of staff and other children and young people.   

• If possible move the child or young person away from the group into an open, safe and calm 

environment. Consider your own safety and take reasonable precautions e.g.  alert a colleague, stay in 

an open environment.   

• Consideration should be made to calling the Police if the child or young person has the potential to 

cause harm to themselves or others. It may also be appropriate to call an ambulance. Tell them that the 

child or young person has a mental health problem and needs to get medical help. Ask them to send a 

plain-clothes police officer if available, so they will feel less threatened.  Do not reason with someone 

experiencing a severe mental episode. Speak slowly, calmly and quietly. Remember that they may be 

acting in this way because of delusions or voices that are very real and very frightening to them  

• Express empathy for their emotional distress. However, it is important that you do not pretend that the 

delusions or voices are real for you.  
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• Comply with reasonable requests. This will provide them with a feeling that they are somewhat in 

control  

•  Inform the SSM as soon as possible in line with SUCET safeguarding and incident reporting 

procedures.  

• Where relevant, staff will need to comply with Delivery Partner or local authority reporting procedures. 

 

Action to take if a child or young person is having a panic attack   

• If you are at all unsure whether the child or young person is having a panic attack, heart attack or an 

asthma attack, and/or they are in distress, call an ambulance straight away.  

•  If you are sure that they are having a panic attack, move them to an open quiet safe place if possible.   

• Help to calm them by encouraging slow, relaxed breathing in unison with your own. Encourage them to 

breathe in and hold for 3 seconds and then breathe out for 3 seconds.   

• Be a good listener, without judging.  

•  Explain to them that they are experiencing a panic attack and not something life threatening such as a 

heart attack.  

• Explain that the attack will soon stop and they will recover fully.  

•  Assure them that someone will stay with them and will keep them safe until the attack stops. 

 

Immediate action to take if a child or young person is self-harming 

• Provide or ensure access to first aid assistance if required.    

• Take any immediate action to ensure their safety.   

• Allow them to talk about their problems and reassure them.  

• Once the individual is ready to address their issues, encourage them to talk to someone who can help, 

about the issues that have led them to self-harm.   

• Be a good listener, without judging; being uncritical will help them feel accepted and cared for.  

 

Action to take if a child or young person is suicidal   

• Ensure your own personal safety.  Personal intervention should not be used if they are distressed and 

aggressive.  

•  Call 999, particularly if someone is threatening to jump. Observe from a safe position until help arrives.  

• Ensure they are not left alone.  
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• Seek immediate help either: Phone their GP and ask for an emergency visit or Call 999 or take them to 

a hospital accident and emergency department or to a GP. Call the NHS Direct or the Samaritans for 

advice and guidance. 

• If they are consuming alcohol or drugs, try to discourage them from taking any more.  

• Try to ensure that they don’t have ready access to some means to take their life e.g., knives or ligatures 

• Encourage them to talk, listen without judgement, be polite and respectful, do not deny their feelings, do 

not try to give advice or say that you know how they feel  

• Give them reassurance that help is available and that their future may have other options.  

 

What not to do:  

• Try not to act shocked as this creates distance.  

• Don’t minimise or brush off the intensity of their feelings.  

• Don’t analyse their motives.  

• Don’t argue or lecture.  

• Don’t ridicule or use guilt to prevent suicide.  

• Don’t be sworn to secrecy – confidentially never applies to suicide.  
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Supporting children or young people following a serious incident (e.g., suicide or attempted suicide 

or a mental health episode)  

 

• The SSM needs to decide whether it is appropriate to suspend the residential, activity or programme 

after taking advice from the relevant Health and Safety Advisor or nominated point of contact.  

• Staff should run a debriefing session with other children or young people to help those who witnessed 

the incident process what they have experienced.  

• Staff should be mindful that it may take children or young people (and themselves) time to process the 

incident. Staff should liaise with parents/carers to ensure they are aware of the situation and so they can 

provide support and gain further help if need be. (If necessary, children and young people should be 

signposted or referred to a counselling service or relevant support agencies).  

• The child or young person with mental health needs should be supported to return to the group if 

appropriate. (If apt, this can be carried out in connection with their parents/carers) 

• Staff should be aware that a serious incident may make others in the group with mental health needs 

particularly vulnerable to experiencing their own mental health crisis.  Staff should therefore review any 

risk assessments for these children and young people and pay particular attention to any sudden 

changes in behaviour.  

• A debriefing session, run by the SSM, should also be held for staff (and volunteers) to discuss the 

incident.                                                *Updated June 2018 K. Halls (Adapted from Princes Trust Guidance) 

 

Government guidance can be found at: https://www.gov.uk/government/publications/mental-health-and-

behaviour-in-schools--2 

                                                                                                                                     *Updated July 2019 

Training 

 

Southend United Community & Educational Trust is committed to upskilling its workforce and ensuring staff and volunteers 

have access to wide range of training including mental health. At the Trust we have our own Mental Health first aider who has 

undergone specific training and regularly keeps abreast of new legislation and training. 

 

Mental Heath First Aider – Faye Lambert (f.lambert@southendunited-cet.co.uk) or call 01702 341351. 

 

Charity helpline services  

You can talk to someone confidentially who is trained to listen and support you, over the phone, by text 

or by webchat.  
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Childline (0800 11 11) – Run a free 24-hour helpline, email service and online and phone counselling service for 

children and young people in the UK. They can also provide Welsh speaking counsellors.  

Samaritans (116 123) - Emotional support for anyone feeling down, experiencing distress or struggling to cope. 

HopeLineUK (0800 068 4141, or text 07786 209697) - Advisors trained to help you focus on staying safe from 

suicide. They can provide advice and support that may help you to stay safe.  

The Mix (0800 808 4994) – Offer a helpline, email, live chat, telephone counselling service and crisis text line for 

anyone under 25 years old wanting support.  

Switchboard (0300 330 0630) – the LGBT+ helpline, webchat, and nationwide database of LGBTQ+ services 

Stonewall Youth (08000 50 20 20) - information on coming out, health, and LGBTQ community groups near you 

Muslim Youth Helpline (0808 808 2008) – helpline and webchat support and signposting for all issues.  

 

South East & Central Essex Mind:  

112a Southchurch Road  

Southend-on-sea, Essex, SS1 2LX  

Phone: 01702 60 11 23 Email: office@SEandCEssexMind.org.uk Website: http://www.SEandCEssexMind.org.uk  

Opening hours: Monday to Friday: 9am-5pm  

Services available:  

· Information, advice and signposting  

· Drop ins  

https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
mailto:f.lambert@southendunited-cet.co.uk
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· Supported housing  

· Counselling  

· Trauma counselling  

· Talking therapies  

· PTSD counselling services  

· Stress and mood management  

· Youth counselling  

· Mental health training 

 

Young Minds Parent Helpline:  0808 802 5544  

Young person looking for help and support: Text the YoungMinds Crisis Messenger, for free 24/7 support across 

the UK if you are experiencing a mental health crisis.  

 

If you need urgent help text YM to 85258  

 

Barnardo’s – See, Hear, Respond support hub https://www.barnardos.org.uk/see-hear-respond   

 
Child protection in sport unit  https://thecpsu.org.uk/help-advice/topics/mental-health-and-wellbeing/  

 
*Updated by KH September 2020                                                   

 

EFL Guidance 

 
Approximately 1 in 4 people in the UK will experience a mental health problem each year. EFL have produced 
some self-help guides that have been designed to offer support and advice to people in need of support. Working 
with the NHS, these self-help guides provide information on types of Mental Health conditions and where to go 
for support. 

You can access the self-help guides HERE  or visit the EFL website – Inclusion & Anti-Discrimination page: 

https://www.efl.com/-more/inclusion--anti-discrimination/mental-health/ 
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Appendix 1A 

How to have difficult conversations with children and young people 

A child or young person may raise a sensitive issue with you, or an event could trigger the need to 

talk to the children you work with. This might be something on a global or national scale such as 

coronavirus or a terrorist attack, or something more personal such as bereavement or serious illness. 

https://learning.nspcc.org.uk/safeguarding-child-protection/how-to-have-difficult-conversations-

with-children 

Having a conversation 

Whether you’re talking to a group or an individual, there are some general principles that will help 

you discuss sensitive subjects with children and young people. 

Help them feel comfortable: 

https://www.barnardos.org.uk/see-hear-respond
https://thecpsu.org.uk/help-advice/topics/mental-health-and-wellbeing/
http://www.selfhelpguides.ntw.nhs.uk/efl/
https://www.efl.com/-more/inclusion--anti-discrimination/mental-health/
https://learning.nspcc.org.uk/safeguarding-child-protection/how-to-have-difficult-conversations-with-children
https://learning.nspcc.org.uk/safeguarding-child-protection/how-to-have-difficult-conversations-with-children
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Acknowledge that the topic isn’t easy to talk about but explain why it’s important to talk about 

it. 

 

Show you’re listening: 

Encourage children to talk openly and make it clear that you value their opinions. You could set 

ground rules, such as not interrupting and respecting other people’s points of view. 

Give them time: 

Allow children to set their own pace - don’t push them to say more than they want to. They may 

need time to process certain topics – so make sure they know they can come back to you another 

time if they need to. 

Stay neutral: 

Avoid displaying strong emotions such as shock or embarrassment in response to something a child 

or young person says. This might discourage them from sharing their experiences with you. 

Be open and honest: 

Encourage children and young people to ask questions. Answer them as honestly as possible, whilst 

taking into consideration their age and emotional maturity. 

Get your facts straight: 

If you don’t know the answer to a question, say so – don’t provide young people with information 

that’s incorrect. You could look for the answer together, recommend where they can find 

information or research and share what you have found next time you meet. 
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If you’re talking about something like coronavirus where the situation may change quickly, explain 

this and let children know how to stay updated as things progress. 

Use the right language: 

Make sure children understand the terminology associated with the topic and that it is age 

appropriate. Avoid using euphemisms. Look at the language used on resources developed by and for 

children such as the Childline website. 

Be clear about confidentiality: 

It’s important that children feel able to share their experiences with you. But if you have any 

concerns about their wellbeing you must make a report following your child protection procedures. 



October2020 E. Hume                                                                                                       

70 

 

Never promise to keep things a secret and explain that you have a responsibility to tell people 

who can help. 

Put support in place: 

Following your conversation, children may have further questions or want to talk more about the 

issue. Make sure they know who they can talk to. 

Think about how to let parents know what you’ve been talking about, so that they can provide 

further support at home. Children and young people can also contact Childline if they need support 

afterwards.  

Consider setting some time aside as a follow-up session to give children the opportunity to discuss 

their thoughts and feelings. 

Recognise the signs: 

Talking about difficult or upsetting topics might make some children think about other things that 

are happening in their lives.  

Make sure you are equipped to recognise the signs that a child you are talking to may have 

experienced abuse and know how to respond. 

*Updated from NSPCC Guidance September 2020 by KH 
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Image Policy - Celebrating Football through Photography and Video 
 
 
There has been much talk about who is allowed to take pictures of children (under 18s) playing sport and in 
particular what parents/carers are permitted to do. Southend United Community & Educational Trust would like to 
assure parents, carers, coaches, spectators, players and local media that we encourage the taking of appropriate 
images of children in football. 
 
This guidance has been developed by the FA to help avoid the following: 
 

• The inappropriate use, adaption or copying of images for use on child abuse websites on the internet. 
(Often incorrectly referred to as pornography sites). 

• The identification of children when a photograph is accompanied by significant personal information that 
will assist a third party in identifying the child. This can lead, and has led, to children being ‘groomed’. 

• The identification and locating of children in inappropriate circumstances which include: (i) where a child 
has been removed from his/her family for their own safety; (ii) where restrictions on contact with one 
parent following a parental separation exists, e.g. in domestic voilence cases; (iii) in situations where a 
child may be a witness in crimnial proceedings; or (iv) other safeguarding concerns. 
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Policy Aim 

 
To ensure that any images taken of any child or young person (under 18) in our Trust are appropriate and taken 
in good faith. 

 

Southend United Community & Educational Trust will: 

 

 

• Abide by the Football Association guidance on taking images and will ensure all parents, carers and 
members are aware what this constitutes when they join the Trust. 

 
 

• Obtain parents/carer’s consent to use a players image if it is to be used in the public domain e.g. Trust 
website or newspaper article. 

 

• Ensure that any player in our Trust who is under care proceedings, is protected by ensuring that their 
image is not placed in the public domain. Parents/carers must identify if this applies to children/young 
people in their care and advise the Trust accordingly when completing the consent form. 

 

• Ensure images focus on the activity rather than the individual. 
 

• Ensure all players featured in any images are appropriately dressed (a minimum of vest or shirt and 
shorts). 

 

• Where appropriate aim to take pictures which represent the broad range of youngsters participating 
safely in football e.g. boys and girls, disabled people, ethnic minority communities. 

 
 
Southend United Community & Educational Trust will not: 
 
Publish photographs with the full name(s) of the individual(s) featured unless we have written consent to do so 
and we have informed the parents as to how the image will be used. 
 
Use player profiles with pictures and detailed personal information on websites without the written permission of 
parents/carers. 
 
 
Use an image for something other than that which it was initially agreed. 
 
Allow images of children/young people to be recorded in changing rooms, showers or toilets – this includes the 
use of mobile phones that record images. 
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Filming as a coaching aid 

 
If videoing is to be used as a legitimate coaching aid Southend United Community & Educational Trust will inform 
all parents, carers and players that this will be part of the coaching programme. This will not be put into practice 
unless we have written consent from the relevant parents/carer’s to do so. All such videos will be stored securely. 
 
 
Commissioning professional photographers and the local media 
 
 
Should Southend United Community & Educational Trust commision professional photgraphers or invite the 
press to cover a football activity, we will: 
 

• Provide a clear brief about what is considered appropriate in terms of content and behaviour. 
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• Inform them of the Trust’s commitment to safeguarding children and young people.  
 

• Establish who will hold the recorded images and what they intend to do with them e.g. place on a 
website for sale, distribute thumb nails to the trust to co-ordinate sales. 

 

• Issue the professional photographer with identification which must be worn at all times. 
 

• Inform parents or carers prior to the event that a professional photographer will be in attendance and 
ensure we have established no under 18s will be compromised due to safeguarding concerns if their  

• image is taken. 

 

 

 

If there is a concern 
 
Pass your concern on to Southend United Community & Educational Trusts Senior Safeguarding Manager,  the 
Designated Safeguarding Manager or the Designated Safeguarding Officer who will report any instances of 
inappropriate images in football to The FA Case Manager. Email. safeguarding@thefa.com  Telephone 0800 169 
1863  
 
Or to The Internet Watch Foundation Email report@iwf.org.uk Telephone 01223 237700  
Fax the Hotline: 01223 235921 Website www.iwf.org.uk   
 
PLEASE REMEMBER 
 

• Its not an offence to take appropriate photographs in a public place even if asked not to do so. 
 

• No one has the right to decide who can and cannot take images on public land. 
 

• If you have serious concerns about a possible child protection issue relating to the recording of images 
then call the police. This action should only be taken where you believe that someone may be acting 
unlawfully or putting a child at risk. 

 

• The land or facility owner can decide whether or not photography and/ or videoing at football activities 
will be permitted when carried out on private land. However, you will need to make this known before 
allowing individuals access to the private property. If they do not comply then you may request that they 
leave. 

 

• Do not to use any image that include individuals wearing jewellery, as wearing jewellery whilst playing  
is contary to the Laws of the Game as well as being a health and safety issue. All players and staff 
members should be aware of this and comply accordingly. 
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*Social Media Policy 

Southend United Community & Educational Trust recognise that many children and young people today are fully 

engaged in a fast moving and ever-changing world of technological advances. Most children have access to 

computers and Smartphone’s either in school and/or at home. In addition, the increasing use of Smartphone 

technology with access to the mobile internet means that there are few restrictions on when and where children 

have access to social media sites.  

SUCET aims to provide a service to the Club’s existing and future fans and as a result chooses to use a range of 

social media sites to engage with young fans. SUCET is committed to safeguarding the welfare of children; 

young people and vulnerable adults who engage with the Trust on any social media sites used by the Trust and 

as a result has developed a policy to support the Trust’s work on any such sites.  The Trust recognises that any 

initial policy could very quickly develop into a more interactive involvement with young fans and therefore this 

mailto:safeguarding@thefa.com
mailto:report@iwf.org.uk
http://www.iwf.org.uk/
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policy will be reviewed on an annual basis or after the outcome of any serious issue or incident as a result 

of the use of social media sites by the Trust, by staff/volunteers or fans. 

 

The Aims of this Policy are: 

• To engage young fans of the future. 

• To provide a young fans page which will allow children to participate in a range of activities including 

educational opportunities, Trust, player and other news items, games and online access to registration 

for the Trust soccer school registration. 

• To ensure the Trust site has direct links to e-safety safeguarding information incorporated including 

access to Child Exploitation and Online Protection (CEOP) link ‘click to report button’. 

•  Provide links to www.TheFA.com <http://www.thefa.com/> ‘Staying Safe Online’ pages. 

• To provide access to the Trust social network site(s) directly through the company main website (to 

reduce the risk of people finding fake profiles). 

• To regularly review the processes involved in the use of Trust social media sites by children under 18 

years of age. 

• To ensure that appropriate reporting procedures are followed if any abusive or illegal content or activity 

is identified. 

*Delivery   

Southend United Community & Educational Trust will be active on third party social networking sites which are 
known to engage with children, details as follows: 

  
These social media handles can be accessed via the Trust’s website www.sufccommunity.co.uk 
  

https://twitter.com/SUFCCommunity 
   
https://en-gb.facebook.com/sufccommunity/ 
  
https://www.instagram.com/sufccommunity/ 
                                                                                                                            *Updated September 2020 
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. 
Management  

Nathan Carr, email: n.carr@southendunited-cet.co.uk Tel 01702 341351 / 07377368699 

Will be responsible for: - 

• The internal management of any Trust social media systems commissioned or operated by the Trust. 

Where appropriate as in 2 above negotiate the establishment of any custom built or legally owned Trust 

social media sites which may be commissioned by the Trust.   

• Establishing with any commissioning (EFL Group) or commissioned service provider, acceptable 

standards for the privacy and moderation of the service and establish any other safeguards required. 

• Ensuring that any partner agency abide by the rules and regulations of The English Football League 

Guidance and The FA in that any comments posted are or may not be conceived as: offensive, insulting, 

http://www.thefa.com/
http://www.thefa.com/
http://www.thefa.com/
http://www.sufccommunity.co.uk/
https://twitter.com/SUFCCommunity
https://en-gb.facebook.com/sufccommunity/
https://www.instagram.com/sufccommunity/
mailto:n.carr@southendunited-cet.co.uk
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abusive, threatening, racist, discriminatory or may cause offence or harm to others, including 

match or club officials, members of the Trust workforce, opposition teams or any person(s) 

associated with the activities of the Trust/club. 

• Deciding which links will appear on any trust site & the acceptability of access to other sites. 

• Establishing acceptable use policy and sanctions for misuse.  In addition, Trusts must cooperate with 

law enforcement agencies or The EFL Group if required. 

• Manage any other key staff or volunteers who may be involved in the monitoring of any internal or third 

party sites used by the Trust. 

• Acting as the designated person who has contact with the English Football League Group including EFL 

in addition being the point of telephone contact. 

• Ensuring that the safeguarding expectations of the Trust are included in any third party contracts. 

Agreeing, in advance with contractor(s), privacy and safety tools including acceptable and unacceptable 

behaviour.  

Monitoring: 

Nathan Carr, email: n.carr@southendunited-cet.co.uk Tel 01702 341351 / 07377368699 

Will be responsible for: - 

• Monitoring legally approved use of Trust content of any third party websites used by the Trust, including 

Twitter, YouTube and similar sites. 

• Monitoring the acceptable use policy and clarify unacceptable behaviour including harassment, 

defamation, obscene or abusive language, the uploading of libellous material, defamatory, obscene, 

illegal or violent, or depicting nudity. This list is not exhaustive and the Trust may wish to add additional 

issues. 

• Administering any sanctions for misuse which may include deletion of an account and / or cooperation 

with law enforcement or the EFL Group including EFLi. 

• If appropriate, will be the Webmaster or key monitoring staff who has contact with children and young 

people who interact with the Trusts webpage or profile. 
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Training and development: 

 

Southend United Community & Educational Trust will support Nathan Carr and other key monitoring staff or 

volunteers in understanding the responsibilities of the role by ensuring those staff/volunteers have: 

• Been cleared for work in football through the FA DBS process.  

• Completed the FA Safeguarding Children Workshop and have the opportunity to attend annual Football 

League safeguarding workshops. 

• The opportunity to access recognised safeguarding training which addresses online safety issues, 

available at https://www.thinkuknow.co.uk/professionals/training/ 

mailto:n.carr@southendunited-cet.co.uk
https://www.thinkuknow.co.uk/professionals/training/
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The English Football League Safeguarding Officer or Child Protection Advisor will assist in facilitating the 

training and development opportunities for this aspect of the Trust/Club policy.  

Target Age: 

Southend United Community & Educational Trust has identified that: - 

• The minimum age requirement for registration on Trust site(s) should be 13 years. 

•  Any child under 13 years who wishes to register with SUCET sites will be required to provide a parent 

or guardian’s email address in order that the Trust may gain parental consent.  

• Any commercial advertising which appears on parts of SUCET website that is targeting children under 

18 years of age will adhere to the relevant guidelines and codes of conduct for advertising to minors, 

guidance can be found at: 

 https://www.gov.uk/marketing-advertising-law/advertising-codes-of-practice 

https://www.asa.org.uk/codes-and-rulings/advertising-codes.html  

• All personal information held or stored must be in line with The Data Protection Act 1998 & GDPR 2018 

 

Terms and Conditions 

Terms of service will set out the legal conditions concerning the use of the service.  These will be found by 

clicking through the tab at the bottom of the homepage, clicking to accept the terms and conditions will be a 

requirement of any user and will include: - 

Minimum age for registration and the registration process,  

Privacy and safety tools, Acceptable use policy  

Data Protection  

Safety warning and information 

Moderation 

Information on code of conduct and the ‘accept comment’. 

For further information about staying safe online please refer to: 

 
Child Exploitation and Online Protection Centre (CEOP)  

 www.ceop.police.uk   Tel: 0870 000 3344 or 0370 496 7622    www.thinkuknow.co.uk  
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CEOP provides a 24/7 single point of contact for law enforcement, industry, non-government organisations and 
the public for reporting instances of child abuse or potential abuse in the UK   
 
Government advice : https://www.gov.uk/government/publications/education-for-a-connected-world 
 
Be Internet Legends : https://beinternetlegends.withgoogle.com/en_uk 
 
https://www.saferinternet.org.uk/advice-centre/teachers-and-school-staff/appropriate-filtering-and-monitoring 
 
 
Information for parents to keep their children safe online : 
https://www.internetmatters.org/?gclid=EAIaIQobChMIktuA5LWK2wIVRYXVCh2afg2aEAAYASAAEgIJ5vD_BwE 
 

https://www.gov.uk/marketing-advertising-law/advertising-codes-of-practice
https://www.asa.org.uk/codes-and-rulings/advertising-codes.html
http://www.thinkuknow.co.uk/
https://www.gov.uk/government/publications/education-for-a-connected-world
https://beinternetlegends.withgoogle.com/en_uk
https://www.saferinternet.org.uk/advice-centre/teachers-and-school-staff/appropriate-filtering-and-monitoring
https://www.internetmatters.org/?gclid=EAIaIQobChMIktuA5LWK2wIVRYXVCh2afg2aEAAYASAAEgIJ5vD_BwE
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https://parentzone.org.uk/ 
 
https://www.net-aware.org.uk/ 
                                                                                                                        *Updated September 2020 
 

 
Please Note: Both the Image Policy & Social Media Policy reviewed and updated by 
Nathan Carr  SUCET Media & Marketing Manager September 2020 
 
 
 

 
 

 

 

Safeguarding Children Policy and Procedures 

Guidance for Trust Officials - Managing Social Media Sites 

Southend United Community & Educational Trust is committed to safeguarding children. If any 

member of SUCET creates/operates a Social Media site they are advised to adhere to the following 

guidance provided by the Football Association to ensure their responsible use of the Trusts Web 

Pages and Social Networking Sites. This also includes the use of Texts and Emails.  

https://parentzone.org.uk/
https://www.net-aware.org.uk/
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Guidance for Parents & Carers - Social Media Sites 

The Following is SUCET Code of Conduct for Parents and Carers in relation to the 

responsible use of Trust Web pages, Social Networking Sites, Texts and Emails. 

Southend United Community & Educational Trust is committed to safeguarding children and 

acknowledges that whilst the internet brings many benefits and opportunities it also opens up 

Do 
Place the CEOP, ‘Report Abuse’ app on your web site and links to the 

www.ThinkUKnow.co.uk website  Explore CEOP which 

gives highly effective and age appropriate advice to children, parents/ carers 

Do Not 

Consider what benefits you feel hosting message boards, forums or blogs will bring to 

the running and organisation of your trust when compared to the potential risks.  If you 

decide to use these methods of communication ensure that they are password protected 

and only allow comments to be posted by individuals known and permitted access by 

the Trust.  

Develop a social media policy and provide all users with The English Football League’s 

best practice guidance on using social networking sites. 

 

Appoint an appropriate adult(s) to manage and frequently monitor the content of the 

website and any social network site(s)  

Make sure everyone within your Trust knows who is responsible for monitoring the 

content of the Trust website and social networking areas and how to contact them.   

SUCET contact is Nathan Carr,  

email: n.carr@southendunited-cet.co.uk Tel 01702 341351 / 07377368699 

Adopt and apply the guidance within The EFL policy, ‘Celebrating Football Thorough 

Photographic Images and other Media’.  

Remember that the Trust is responsible for all content contained within websites, 

forums, blogs, tweets or social networking areas maintained by the Trust. 

Seek written consent annually, or for the period of the contract, from the parent / 

guardian of all players under 18 for information and images to be placed on any EFL or 

Trust media site.  

Ensure Article 24 and 25 of The Football League’s Ground Regulations are visible on 

your Trust webpage and displayed appropriately at the stadium. 

Frequently monitor the content of the above and use the Codes of Conduct, the 

guidance provided by The EFL and The FA’s Rules and Regulations, as a guide to 

acceptable behaviour including behaviour online.  

 

REMEMBER - Place the CEOP, ‘Report Abuse’ app on your web site and links to 

the www.ThinkUKnow.co.uk website   

Host any player 

profiles or personal 

details of young 

players on Trust sites 

without the written 

consent of their 

parental/carer. 

Place pictures of 

individuals on EFL 

Club Web Pages 

without the express 

permission of 

parents/carers.  (In 

relation to match day 

attendance see Article 

24 and 25 of Football 

League Ground 

Regulations for further 

clarification) 

Post or host items 

which may be 

considered to be 

hurtful, insulting, 

offensive, abusive, 

threatening, racist or 

discriminatory or which 

may otherwise cause 

offence or harm to 

another or might incite 

such behaviour in 

others 

http://www.thinkuknow.co.uk/
mailto:n.carr@southendunited-cet.co.uk
mailto:n.carr@southendunited-cet.co.uk
http://www.thinkuknow.co.uk/
http://www.ceop.police.uk/report-abuse/


October2020 E. Hume                                                                                                       

78 

 

some new risks and challenges; that’s why The English Football League and The FA have 

teamed up with the Child Exploitation and Online Protection (CEOP) Centre to promote online 

safety and vigilance.  Guidance is offered for parents/carers on how to help children stay safe 

online. This can be found at http://www.thinkuknow.co.uk/parents  and 

http://www.ceop.police.uk   

SUCET would ask you as a parent/carer to be aware of the following best practice promoted 

within football. If you need further advice or guidance please contact the Trust Senior 

Safeguarding Manager or the Designated Safeguarding Officer. 

Do abide by the Trusts guidance on the use of Social Media Networking sites by: - 

Knowing who the Trust’s Senior Safeguarding Manager (SSM) Designated Safeguarding 

Manager (DSM) and Designated Safeguarding Officer (DSO) are and how to contact them if 

you have any concerns about the content of Trust web pages or in relation to the welfare of 

your child. 

Ensuring you are aware of how coaches, managers and other members of the Trust should 

communicate with your child. 

Showing an interest in communications between the Trust, your child and yourself. Open 

communication about Trust activities/issues often means that concerns are picked up early 

and issues can be resolved more easily. 

Familiarising yourself with The English Football League’s guidance for Clubs/Trust’s in 

relation to websites, text messaging and social networking sites.  

Familiarising yourself with the Social Networking sites your child is using. Did you know 

children U13 are not supposed to use Facebook? 13-17 year olds are given different ‘set up’ 

security features within Facebook so please ensure that they are set up correctly using their 

real DOB and haven’t bypassed this. 

Understanding the Trust’s communication practices.  If the Trust uses text messages or 

emails as a source of communication and you are not being copied in request to be copied 

into anything sent to your child immediately. 

Ensuring your child understands that they should tell someone that they trust about 

communications that make them feel uncomfortable or when they’ve been asked not to tell 

their parent/carer or coach about the communication. 

Remembering as a parent/carer of a child at the Trust you and your child are responsible for 

and need to abide by the Trusts Policy (and Codes of Conduct) The EFL Policy Guidance and 

The FA Rules and Regulations regarding comments that you place online about the Trust or 

Club Officials, The Football League, players, managers, match officials, opposing team’s 

players or family members of any of those groups. 
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Inform the Trust Senior Safeguarding Manager, Designated Safeguarding Manager or 

Designated Safeguarding Officer as soon as possible if you or your child receives any 

inappropriate communication from any member of staff/volunteer or other person associated 

with the Trust and save the communication. 

http://www.thinkuknow.co.uk/parents
http://www.ceop.police.uk/
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SSM – Dale Spiby T: 07961 071987 E. dale@southendunited-cet.co.uk  

DSM – Kylie Halls T. 01702 341351 E. k.halls@southendunited-cet.co.uk 

DSO - Elaine Hume T: 07730 529471 E. e.hume@southendunited-cet.co.uk 

 

Follow the guidance given by the NSPCC ‘Let’s Keep Kids Safe Online’. 

https://www.nspcc.org.uk/preventing-abuse/keeping-children-safe/online-safety/ 

 

If your son or daughter receives images or messages which are offensive, threatening, or 

unsuitable please copy and save them elsewhere or print them off before removing or 

destroying them. They may be needed as evidence by the SSM/DSM/DSO or other agencies 

involved in the protection of children online. 

Look at the guidance offered by the Child Exploitation Online Protection (CEOP) centre; they 

provide guidance for parents/carers, children and young people. They also provide the most 

up to date guidance for online environments. 

If you have serious online concerns for the welfare of your child report it directly to CEOP: 

http://www.ceop.police.uk  and speak to the SSM/DSM/DSO as soon as possible. 

• or use the ‘click to report’ button   
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Guidance for Staff and Volunteers - Social Media Sites 

The following is SUCET Code of Conduct for Staff and Volunteers in relation to the 

responsible use of Trust Web pages, Social Networking Sites, Texts and Emails. 

Southend United Community & Educational Trust is committed to safeguarding children. The 

following guidance is provided not as an obstacle but to support the Trust to manage their 

mailto:dale@southendunited-cet.co.uk
mailto:k.halls@southendunited-cet.co.uk
mailto:e.hume@southendunited-cet.co.uk
https://www.nspcc.org.uk/preventing-abuse/keeping-children-safe/online-safety/
http://www.ceop.police.uk/
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safeguarding responsibilities effectively.  It aims to ensure children, young people, coaches 

and adults in a position of trust employed or volunteering with Southend United Community & 

Educational Trust are not subjected to improper communications or improper allegations.  

Do: Do Not 
Obtain written consent from parents/carers before 

group email or texts are used to communicate with any 

child U18s.  

Know who the Trust Designated Contacts 

are:   

SSM – Dale Spiby T: 07961 071987                    

E. dale@southendunited-cet.co.uk  

DSM – Kylie Halls T. 01702 341351           

E. k.halls@southendunited-cet.co.uk 

DSO - Elaine Hume T: 07730 529471         

E. e.hume@southendunited-cet.co.uk 

Explain to parents/carers and Trust members the 

purpose and method for coaches, team managers and 

club officials to communicate by text and/or email with 

their child. 

Use group texts or emails whenever possible and 

consider a Trust policy for copying in the parent/carer 

or the designated member of the Trust to all 

communications with young people.  

Make sure texts or emails are only in relation to specific 

Trust related activities e.g., informing young people 

about changes in travel arrangements, training times 

or venue changes etc. 

Report to the Trust’s SSM/DSM/DSO any instance(s) 

where you have received any inappropriate 

communications from a young person, a family 

member or vulnerable adult. The Trust 

SSM/DSM/DSO will then agree what action the Trust 

will take, notifying parents/carers and any other 

appropriate individuals or agencies. 

Abide by this Trust Code of Conduct in relation to the 

use of Social Media Networking sites, Mobile Phones 

and E-communications. 

 

Advise your Trust SSM/DSM/DSO of any non-Trust 

related emails/texts/other communication you receive. 

Use text or emails for personal conversations, 

sending pictures, jokes or other items of a 

personal nature or engage in any ‘banter’ or 

comments with or about children at the trust. 

 

Use internet or web based mobile phones or 

other form of communications to send personal 

messages of a non-football nature to a child or 

young person. 

Respond to emails or texts from young people 

other than those directly related to trust matters.  

Use language that is directly (or could be 

misinterpreted as being) racist, sexist, 

derogatory, threatening, abusive or sexualised in 

tone. 

Accept as a friend, young players or any person 

employed or volunteering at the Trust who is U18 

on social networking sites. 

Share your own personal social networking sites 

with children or young people involved at the 

Trust or ask them to be your ‘friend’. 

Make contact with children or young people 

known through football outside of the football 

context on social networking sites. 

Post personal comments in relation to the 
management or operation of the Trust, club 
officials. match officials, children, 
parent/guardian or opposition teams or any 
family members of those groups 
 
Delete any inappropriate text or email messages 

sent to you as they may form part of any 

subsequent investigation. 
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Guidance for Children & Young People under 18 years  

The following is SUCET Code of Conduct for U18s in relation to the responsible use of Trust 

Web pages, Social Networking Sites, Texts and Emails. 

mailto:dale@southendunited-cet.co.uk
mailto:k.halls@southendunited-cet.co.uk
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Mobile technology is a key part of everyday life and includes how and where you may find 

information about your football Trust.  It is a great way to get and share information.  Within SUCET 

we want you to use social networks, the internet, texts and email safely to find the information you need. 

The English Football League is committed to safeguarding your welfare and has worked with The FA 

to produce the guidance below to help keep us all safe. 

 Do   

 

Do Not 

Know who the Designated Officers are:                          

Senior Safeguarding Manager:                                  

Dale Spiby T: 07961 071987                                         

E. dale@southendunited-cet.co.uk  

Designated Safeguarding Manager:                                 

Kylie Halls T. 01702 341351                                          

E. k.halls@southendunited-cet.co.uk 

Designated Safeguarding Officer:                                         

Elaine Hume T: 07730 529471                                       

E. e.hume@southendunited-cet.co.uk                     

Set appropriate privacy settings on your social network site(s)  

Know who from your Trust should be contacting you and how they 

should be contacting you.  If the Trust uses text messages or emails 

as a source of communication your parents may be copied into 

anything sent to you. 

Tell an adult you trust about any communications that make you feel 

uncomfortable or that asks you not to tell your parent/carer or coach. 

Talk to a person you trust or the Trust SSM, DSM or DSO if you are 

unhappy about anything sent to you or said about you over the 

internet, social networking sites, text messages or via email.  

Tell an adult that you trust if an adult involved at your Trust or 

involved in football asks you to become their friend online and inform 

your Trust SSM. DSM or DSO. 

Abide by this Trust Code of Conduct in relation to the use of Social 

Media Networking sites, Texts and Emails. 

If you want to know more about how to keep safe online explore the  
CEOP ‘Think U Know website’ to familiarise yourself with e-safety 
issues. 
Report concerns directly to the police by clicking on the CEOP link 
below  

   http://www.ceop.police.uk 
http://www.thinkuknow.co.uk/   

Post, host, text or email things that are 

hurtful, insulting, offensive, abusive, 

threatening, or racist as this would go 

against Trust’s rules and could also be 

against the law. Or post personal 

comments in relation to the management 

or operation of the Trust, club officials, 

match officials, players, opposition team 

member(s), or any family members of 

those above 

 

Engage in any personal communications, 

‘banter’ or comments with staff / 

volunteer(s), players opposition teams. 

Give out personal details online including 

mobile numbers, email addresses or social 

networking account access to people you 

don’t know well offline. 

Invite any adult involved with the Trust to 

become your friends online or accept them 

as a friend on any social network site.  They 

have been told they must not accept such 

invitations. 

 

Use internet, web-based, phone or any 

other form of communication to send 

personal messages of a non-football 

nature to any member of staff/volunteer at 

the Trust. 

Delete inappropriate text or email 

messages sent to you as they may form 

part of any subsequent investigation 
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Data Protection Policy (PP14) 

Policy Statement  

mailto:dale@southendunited-cet.co.uk
mailto:k.halls@southendunited-cet.co.uk
mailto:e.hume@southendunited-cet.co.uk
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October2020 E. Hume                                                                                                       

82 

 

Southend United Community and Educational Trust have a programme in place to meet the 

requirements of GDPR which came into force on 25th May 2018. We will ensure all our employees, 

trustees, volunteers and consultants who have access to any personal data by or on behalf of Southend 

United Community and Educational Trust adhere to the requirements outlined in the policy statement.  

The General Data Protection Regulation (GDPR) and the Data Protection Act 2018 (“DPA 2018”) 

(together “Data Protection Laws”) apply to any personal data that we process.  

In order to operate efficiently we have to collect and use information about adults, young people and 

children with whom it works with. The personal information must be handled and dealt with properly, 

however it is collected, recorded and used and whether it is on paper, in computer records or by any 

other means, there shall be safeguards in place to ensure this. 

It is your responsibility to familiarise yourself with this Policy and to apply and implement its 

requirements when processing any personal data. However, this Policy is not an exhaustive statement 

of data protection law nor of our or your responsibilities in relation to data protection. Further information 

relating to data protection and GDPR can be accessed via the Information Commissioner’s Office (ICO) 

www.ico.org.uk    

 

1. Who is responsible for data protection? 
 

1.1 All our employees, trustees, volunteers and consultants are responsible for data 
protection, and each person has their role to play to make sure that we are compliant 
with data protection laws.  

  

1.2 We are required to appoint a Data Protection Officer (DPO). Details of our current DPO 
(Dale Spiby CEO) can be found on the organisation's website 
www.sufccommunity.co.uk 

 
 

2. Why do we have a data protection policy? 
 

2.1 At SUCET we recognise that processing of individuals’ personal data in a careful and 
respectful manner creates trusting relationships with those individuals and trust in our 
brand. We believe that such relationships will enable our organisation to work more 
effectively with and to provide a better service to those individuals.   

 

3. Status of this Policy and the implications of breach. 
 

3.1 Any breaches of this Policy will be viewed very seriously.  All employees, trustees, 
volunteers and consultants must read this Policy carefully and make sure they are 
familiar with it.  Breaching this Policy is a disciplinary offence and will be dealt with 
under our Disciplinary Procedure (see Employee Handbook PP03).   
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3.2 If you do not comply with Data Protection Laws and/or this Policy, then you are 
encouraged to report this fact immediately to the DPO.  This self-reporting will be taken 

http://www.ico.org.uk/
http://www.sufccommunity.co.uk/
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into account in assessing how to deal with any breach, including any non-
compliance which may pre-date this Policy coming into force. 

 

3.3 Also, if you are aware of or believe that any other representative of ours is not 
complying with Data Protection Laws and/or this Policy you should report it in 
confidence to the DPO.  Our Whistleblowing Procedure will apply in these 
circumstances and you may choose to report any non-compliance or breach through 
our confidential whistleblowing reporting facility. 

 

Other consequences will apply (see Appendix 1A). 

4. Key words in relation to data protection 
 

4.1 Personal data is data that relates to a living individual who can be identified from that 
data (or from that data and other information in or likely to come into our possession).  
That living individual might be an employee, customer, prospective customer, supplier, 
contractor or contact, and that personal data might be written, oral or visual (e.g., 
CCTV). 

 

4.2 Data subject is the living individual to whom the relevant personal data relates. 
 

4.3 Processing is widely defined under data protection law and generally any action taken 
by us in respect of personal data will fall under the definition, including for example 
collection, modification, transfer, viewing, deleting, holding, backing up, archiving, 
retention, disclosure or destruction of personal data, including CCTV images. 

 

4.4 Data Controller is the person (or business) i.e., SUCET who determines the purpose 
for which, and the way in which, personal data is processed. There is responsibility for 
both retention and use of personal information on a computer or in structured manual 
files.  The responsibilities of data controllers are summarised in eight basic rules: 

 

• Obtain and process information fairly. 

• Keep it only for one or more specified, explicit and lawful purposes. 

• Use and disclose it only in ways compatible with these purposes. 

• Keep it safe and secure. 

• Keep it accurate, complete and up-to-date. 

• Ensure that it is adequate, relevant and not excessive. 

• Retain it for no longer than is necessary for the purpose or purposes. 

• Give a copy of his/her personal data to an individual, on request. 
 

4.5 Data Processor this applies to organisations who hold the personal data i.e., SUCET 
but other organisations decide and is responsible for what happens to the data, for 
example payroll companies, accountants and marketing companies Data processors 
have a very limited set of responsibilities, they must only process personal data on the 
instructions of the Data Controller.  There is a necessity to keep personal data secure 
from unauthorised access, disclosure, destruction or accidental loss. SUCET has third 
party agreements in place with each data processor it uses which sets out each parties’ 
responsibilities and liabilities. 

Safeguarding Children Policy and Procedures 

5. Personal data 
 



October2020 E. Hume                                                                                                       

84 

 

5.1 Data will relate to an individual and therefore be their personal data if it identifies 
the individual.  For instance, names, addresses, telephone numbers and email 
addresses; its content is about the individual personally. 

5.2 Examples of information likely to constitute personal data: 

5.2.1 Unique names; 

5.2.2 Names together with email addresses or other contact details; 

5.2.3 Job title and employer (if there is only one person in the position); 

5.2.4 Video - and photographic images; 

5.2.5 Information about individuals obtained as a result of Safeguarding checks; 

5.2.6 Medical and disability information; 

5.2.7 CCTV images; 

5.2.8 Member profile information (e.g. marketing preferences); and 

5.2.9 Financial information and accounts (e.g., information about expenses and benefits 
entitlements, income and expenditure). 

 

Covid-19 & Contact Tracing - As an organisation we need to collect contact information from 

participants in line with government guidelines, SUCET Covid-19 policy and Risk Assessment (See 

Appendix 5A)  

 

6. Lawful basis of processing (Article 6 GDPR) 

 

At least one of these must apply whenever you process personal data: 

(a) Consent: the individual has given clear consent for you to process their personal data for a 

specific purpose. 

(b) Contract: the processing is necessary for a contract you have with the individual, or because they 

have asked you to take specific steps before entering into a contract. 

(c) Legal obligation: the processing is necessary for you to comply with the law (not including 

contractual obligations). 

(d) Vital interests: the processing is necessary to protect someone’s life. 

(e) Public task: the processing is necessary for you to perform a task in the public interest or for your 

official functions, and the task or function has a clear basis in law. 

(f) Legitimate interests: the processing is necessary for your legitimate interests or the legitimate 

interests of a third party unless there is a good reason to protect the individual’s personal data which 

overrides those legitimate interests. (This cannot apply if you are a public authority processing data to 

perform your official tasks.)       
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Informed consent is when an Individual/Service User clearly understands why their information is 

needed, who it will be shared with, the possible consequences of them agreeing or refusing the 

proposed use of the data and then gives their consent. 

SUCET will ensure that data is collected within the boundaries defined in this policy. This applies to 

data that is collected in person, or by individuals completing a form. When collecting data, (SUCET) 

will ensure that the Individual/Service User: 

• Has received sufficient information on why their data is needed and how it will be  used 

• Understands what it will be used for and what the consequences are should the 

 Individual/Service User decide not to give consent to processing 

• Will require participants to positively opt into consent agreements regarding marketing and 

photo consent i.e., Data Capture Forms 

7. Special category data 
    

Special category data is defined as personal data consisting of information as to: 

• racial or ethnic origin; 

• political opinion; 

• religious/philosophical beliefs; 

• trade union membership; 

• genetic or biometric data; 

• health (See appendix 5A); 

• sex life/sexual orientation. 
 

The processing of data in these special categories is prohibited without consent. 

We would normally only expect to process special category personal data or criminal records history 

data usually in a Human Resources context [and in the context of our 

[participants/coaches/volunteers etc.] for example monitoring purposes, health and safety 

requirements, safeguarding checks, etc.  

Article 10 GDPR applies to personal data relating to criminal convictions and offences, or related 

security measures (criminal offence data). Article 10 also specifies that you can only keep a 

comprehensive register of criminal convictions if you are doing so under the control of official 

authority. This data will be processed lawfully under Article 6 but will also comply with Article 10. 
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Virtually anything we do with personal data is processing including collection, modification, 

transfer, viewing, deleting, holding, backing up, archiving, retention, disclosure or destruction.  So 

even just storage of personal data is a form of processing. We might process personal data using 

computers or manually by keeping paper records. Anyone processing personal data must comply with 

the following principles of good practice. These Principles are legally enforceable.  

The Principles require that personal information: 

• Shall be processed lawfully, fairly and in a transparent manner in relation to 
individuals; 

• Shall be collected for specified, explicit and legitimate purposes and not further 
processed in a manner that is incompatible with those purposes; further processing 
for archiving purposes in the public interest, scientific or historical research purposes 
or statistical purposes shall not be considered to be incompatible with the initial 
purposes; 

• Shall be adequate, relevant and limited to what is necessary in relation to the 
purposes for which they are processed; 

• Shall be accurate and, where necessary, kept up to date; every reasonable step must 
be taken to ensure that personal data that are inaccurate, having regard to the 
purposes for which they are processed, are erased or rectified without delay; 

• Shall be kept in a form which permits identification of data subjects for no longer than 
is necessary for the purposes for which the personal data are processed; personal 
data may be stored for longer periods insofar as the personal data will be processed 
solely for archiving purposes in the public interest, scientific or historical research 
purposes or statistical purposes subject to implementation of the appropriate 
technical and organisational measures required by the GDPR in order to safeguard 
the rights and freedoms of individuals; and 

• Shall be processed in a manner that ensures appropriate security of the personal 
data, including protection against unauthorised or unlawful processing and against 
accidental loss, destruction or damage, using appropriate technical or organisational 
measures.” 

 

Examples of when we process and store personal data at SUCET are outlined in Appendix 2A. 

9. Data subject rights 
 

9.1 Under Data Protection Laws individuals have certain rights in relation to their own 
personal data. In summary these are: 
 

9.1.1 The rights to access their personal data, usually referred to as a subject access request 
 

9.1.2 The right to have their personal data rectified; 
 

9.1.3 The right to have their personal data erased, usually referred to as the right to be 
forgotten; 
 

9.1.4 The right to restrict processing of their personal data; 
 

9.1.5 The right to object to receiving direct marketing materials; 
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9.1.7 The right to object to processing of their personal data; and 
 

9.1.8 The right to not be subject to a decision made solely by automated data processing. 
 

9.2 The exercise of these Rights may be made in writing, including email, and verbally, 
they should be responded to in writing by us (if we are the relevant data controller) 
without undue delay and in any event within one month of receipt of the request. That 
period may be extended by two further months where necessary, taking into account 
the complexity and number of the requests. We must inform the individual of any such 
extension within one month of receipt of the request, together with the reasons for the 
delay.  
 

9.3 If we receive the request from a third party (e.g., a legal advisor), we must take steps to 
verify that the request was, in fact, instigated by the individual and that the third party is 
properly authorised to make the request. This will usually mean contacting the relevant 
individual directly to verify that the third party is properly authorised to make the 
request. 
 

9.4 There are very specific exemptions or partial exemptions for some of these Rights and 
not all of them are absolute rights. However, the right to not receive marketing material 
is an absolute right, so this should be complied with immediately. 
 

9.5 In addition to the rights discussed in this document, any person may ask the ICO to 
assess whether it is likely that any processing of personal data has or is being carried 
out in compliance with the privacy legislation.  
 

10. Main obligations 
 

10.1 What this all means for you can be summarised as follows: 
 

10.1.1 Treat all personal data with respect; 
 

10.1.2 Treat all personal data how you would want your own personal data to be treated; 
 

10.1.3 Immediately notify your line manager or the DPO if any individual says or does anything 
which gives the appearance of them wanting to invoke any rights in relation to personal 
data relating to them; 
 

10.1.4 Take care with all personal data and items containing personal data you handle or come 
across so that it stays secure and is only available to or accessed by authorised 
individuals;  
 

10.1.5 Immediately notify the DPO if you become aware of or suspect the loss of any personal 
data or any item containing personal data; 

 

10.1.6 Attend SUCET data protection training and or workshops wherever relevant. 
 

When collecting and storing data all SUCET staff will adhere to the Data Collection Journey (see 

Appendix 3A). 
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11.1 Whilst you should always apply a common-sense approach to how you use and 
safeguard personal data, and treat personal data with care and respect, set out below 
are some examples of dos and don’ts: 
 

11.1.1 Do not take personal data out of the organisation’s premises (unless absolutely 
necessary) i.e., session registers 
 

11.1.2 Only disclose your unique logins and passwords for any of our IT systems to authorised 
personnel (e.g., DSI, CEO, Community Manager) and not to anyone else. 
 

11.1.3 Never leave any items containing personal data unattended in a public place, e.g., on a 
train, in a café, etc and this would include paper files, mobile phone, laptops, tablets, 
memory sticks etc. 
 

11.1.4 Never leave any items containing personal data in unsecure locations, e.g., in the car 
overnight and this would include paper files, mobile phone, laptops, tablets, memory 
sticks etc. 
 

11.1.5 Do encrypt (add a password to) laptops, mobile devices and removable storage devices 
(USB Sticks) containing personal data. 
 

11.1.6 Do lock laptops, files, mobile devices and removable storage devices containing personal 
data away and out of sight when not in use including office and classroom spaces 
 

11.1.7 Do password protect documents and spreadsheets containing personal data. 
 

11.1.8 Never use removable storage media to store personal data unless the personal data on 
the media is encrypted. 
 

11.1.9 When picking up printing from any shared printer always check to make sure you only 
have the printed matter that you expect, and no third party’s printing appears in the 
printing. 
 

11.1.10 Use confidential waste disposal for any papers containing personal data, do not place 
these into the ordinary waste, place them in a bin or skip etc, and either use a confidential 
waste service or have them shredded before placing them in the ordinary waste disposal. 
 

11.1.11 Do dispose of any materials containing personal data securely, whether the materials are 
paper based or electronic. 
 

11.1.12 When in a public place, e.g., a train or café, be careful as to who might be able to see the 
information on the screen of any device you are using when you have personal 
information on display. If necessary, move location or change to a different task. 
 

11.1.13 Do ensure that your screen faces away from prying eyes if you are processing personal 
data, even if you are working in the office.  Personal data should only be accessed and 
seen by those who need to see it. 
 

11.1.14 Do challenge unexpected visitors or employees accessing personal data. 
 

11.1.15 Do not leave personal data lying around, store it securely.  
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11.1.16 When speaking on the phone in a public place, take care not to use the full names of 
individuals or other identifying information, as you do not know who may overhear 
the conversation.  Instead use initials or just first names to preserve confidentiality. 
 

11.1.17 Never act on instructions from someone unless you are sure of their identity and if you 
are unsure then take steps to determine their identity.  This is particularly so where the 
instructions relate to information which may be sensitive or damaging if it got into the 
hands of a third party or where the instructions involve money, valuable goods or items or 
cannot easily be reversed. 
 

11.1.18 Do not transfer personal data to any third party without prior written consent of your line 
manager or our DPO. 
 

11.1.19 Do notify your line manager or our DPO immediately of any suspected security breaches 
or loss of personal data.   
 

11.1.20 If any personal data is lost, or any devices or materials containing any personal data are 
lost, report it immediately to our DPO.  

 

12. ICO & Data Protection Fee: 
 

Data Protection law in the UK is enforced by the Information Commissioner’s Office (ICO) 

www.ico.org.uk Southend United Community & Educational Trust (SUCET) is registered with the 

Information Commissioner’s Office under registration reference Z2797585. The registration will be 

renewed annually and the correct fee paid. 

 

13. Foreign transfers of personal data 
 

13.1 Personal data must not be transferred outside the European Economic Area (EEA) 
unless the destination country ensures an adequate level of protection for the rights of 
the data subject in relation to the processing of personal data or we put in place 
adequate protections. This is mainly relevant to data held and accessed in Cloud-
based services as well as some data processing the club may outsource like payroll 
processing or performance data analysis 
 

13.2 These protections may come from special contracts we need to put in place with the 
recipient of the personal data, from them agreeing to be bound by specific data 
protection rules or due to the fact that the recipients own country’s laws provide 
sufficient protection 

 

13.3 These restrictions also apply to transfers of personal data outside of the EEA even if 
the personal data is not being transferred outside of our group of companies 

 

13.4 You must not under any circumstances transfer any personal data outside of the EEA 
without your line manager’s or the DPO’s prior written consent 

 

13.5 We will also need to inform data subjects of any transfer of their personal data outside 
of the UK and may need to amend their privacy notice to take account of the transfer of 
data outside of the EEA 
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13.6 If you are involved in any new processing of personal data which may involve transfer 
of personal data outside of the EEA, then please seek approval of your line manager or 
DPO prior to implementing any processing of personal data which may have this effect. 

 

14. The Privacy and Electronic Communications Regulations (PECR) 
 

The Privacy and Electronic Communications Regulations (PECR) sit alongside the Data Protection 

Act 2018 and the GDPR. They give people specific privacy rights in relation to electronic 

communications (see appendix 5A) 

There are specific rules on: 

• marketing calls, emails, texts and faxes; 

• cookies (and similar technologies); 

• keeping communications services secure; and 

• customer privacy as regards traffic and location data, itemised billing, line identification, and 
directory listings. 

 

Further information can be accessed via https://ico.org.uk/for-organisations/guide-to-pecr/  

 

15. Personal Child data regulations and processes 

To keep a child’s personal information secure, SUCET must: 

• Compile and label files carefully 

• Keep files containing sensitive or confidential data secure and allow access on a ‘need to know 

basis’ 

• Keep a log which shows who has accessed the confidential files, when, and the titles of the 

files they have used  

Please note SUCET also uses an online safeguarding software tool called My Concern to report 

information (See Appendix 2A) 

Concerns about child safety & welfare 

If anyone in the organisation has concerns about a child or young person’s welfare or safety, it is vital 

that all relevant details are recorded. 

This must be done regardless of whether the concerns are shared with the police or social care. Keep 

an accurate of: 

• The date and time of the incident/disclosure 

• The date and time of the report 

• The name and role of the person to whom the concern was originally reported and their contact 

details 

• The name and role of the person making the report and their contact details 

• The names of all parties who were involved in the incident, including any witnesses 

• The name, age and any other relevant information about the child or young person who is the 

subject of the concern (including information about their parents/carers and any siblings) 

• What was said or done and by whom 

• Any action taken to investigate the matter 
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• Any further action taken (such as a referral being made) 

Ensure the report is factual. Any interpretation or inference drawn from what was observed, said 

or alleged should be recorded as such. The record must always be signed and dated by the person 

making the report, 

Storage of child and young person records 

Information about child protection concerns and referrals must be kept in a separate child protection file 

for each child/young person (My Concern) 

• The child protection file must be started as soon as you become aware of any concerns 

• It is good practice to keep child protection files separate from a child’s general records 

• Mark the general record to indicate that there is a separate child protection file 

• If you need to share records, ensure they are kept confidential and watermark the document in 

RED with ‘Strictly Confidential’ 

• You must password protect and encrypt the document when sharing electronic files 

• Staff and volunteers must avoid using their personal computers/devices to make and store 

records. They should only use SUCET approved methods to store these records. If this is not 

able to be achieved, then a clear agreement is needed to ensure the records are always being 

stored securely 

• If the person responsible for managing child protection records leaves the organisation, ensure 

an alternative staff member is appointed to take over their role and ensure a clear and concise 

handover is undertaken prior to that person leaving. 

 

 

Signed………………………………….... (Chair of Trustees) 

 

This is a controlled document. It should not be altered in any way without the express 

permission of the author Kylie Halls Community Manager (Operations) or their representative. 

 

On receipt of a new version, please destroy all previous versions 

 

Document Number: PP14  

Document Title: Data Protection Policy  

Date of issue: October 2020 

Date of Review: October 2021 
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DATA PROTECTION - APPENDIX 1A 

 

Other consequences to breaches of data  

 

There are a number of serious consequences for both yourself and us if we do not comply with Data 

Protection Laws. These include: 

For you: 

 

• Disciplinary action: If you are an employee, your terms and conditions of employment require 
you to comply with our policies.  Failure to do so could lead to disciplinary action including 
dismissal.  Where you are a volunteer, failure to comply with our policies could lead to 
termination of your volunteering position with us. 

• Criminal sanctions: Serious breaches could potentially result in criminal liability.  

• Investigations and interviews: Your actions could be investigated, and you could be interviewed 
in relation to any non-compliance.   
 

For the organisation: 

 

• Criminal sanctions: Non-compliance could involve a criminal offence.   

• Civil Fines: These can be up to Euro 20 million or 4% of group worldwide turnover whichever 
is higher.  

• Assessments, investigations and enforcement action: We could be assessed or investigated 
by, and obliged to provide information to, the Information Commissioner (ICO) on its processes 
and procedures and/or subject to the Information Commissioner’s powers of entry, inspection 
and seizure causing disruption and embarrassment.   

• Court orders: These may require us to implement measures or take steps in relation to, or 
cease or refrain from, processing personal data.   

• Claims for compensation: Individuals may make claims for damage they have suffered as a 
result of our non-compliance.   

• Bad publicity: Assessments, investigations and enforcement action by, and complaints to, the 
Information Commissioner quickly become public knowledge and might damage our brand.  
Court proceedings are public knowledge.  

• Loss of business: Prospective members, participants, players, customers, suppliers and 
contractors might not want to deal with us if we are viewed as careless with personal data and 
disregarding our legal obligations.   

• Use of management time and resources: Dealing with assessments, investigations, 
enforcement action, complaints, claims, etc takes time and effort and can involve considerable 
cost.   
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DATA PROTECTION - APPENDIX 2A 

Data collection in practice (please note this is not an exhaustive list) 

Staff files 

Personal data is collected from each employee on induction into the organisation. A hard copy of all 

documents is stored in a folder, these documents are also scanned and stored on the Bright HR app.  

These confidential records are stored in a lockable cabinet and are kept secure by the assigned 

responsible person in the SUCET office (Office Manager). Only named club staff, SUCET staff and 

Trustees may routinely have access to the information. Individual staff do not have direct access to their 

paper files but can request to see their stored information.  

 

Single Central Record 

As with staff files personal data is collected from each employee including their DBS number and dates 

of completed training.  A Single Central Record is reviewed and updated regularly, and a copy is 

submitted to the EFL Portal twice a year.  This is a safeguarding tool governed by the English Football 

League Trust (EFLT). 

 

Bright HR 

SUCET uses an online and mobile app which offers a single place to record, monitor and manage all 

our people data - from sickness and holidays to rotas and shifts.  Personal data is collected from each 

employee on induction into the organisation. If the information changes over the course of employment, 

staff are required to inform the office manager and the records can be updated. The Bright HR (people 

management software) is used to record and store this information. All SUCET staff have their own 

individual log ins and passwords where they can access their stored staff files.  

 

Views 

A web-based monitoring system is used (www.viewsapp.net) to track both attendance at sessions and 

use of services. Views is a project management and impact reporting platform developed by Substance, 

a social research company.  Views is a secure, fully encrypted and password protected system that has 

passed Government penetration tests and demonstrated all required compliances. The system is used 

to help us gather information and evidence which in turn is used to support funding applications as well 

as groups and individuals in the local community. 

 

Onside Pro (Use of this system is currently on hold) 

We also use OnSide Pro (as of 2019) (https://catenaeinnovation.com/our-services/onside/) which is 

GDPR compliant centralised management tool specifically developed for sporting organisations that 

deals with all the key elements of coaching from scheduling of staff and timesheet processing through 

to attendee management and reporting. Our coaching staff will be using a secure tablet on sessions to 

record session attendance which feeds directly into the Views system as explained above. 
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MyConcern 

MyConcern is a secure and trusted safeguarding software used by schools, colleges and other 

organisations in the UK and worldwide. Created by former senior police officers with over 60 years of 

experience in safeguarding and child protection, it enables staff to easily record, report and manage all 

safeguarding, wellbeing and pastoral concerns. MyConcern is intuitive to use, saves significant 

amounts of time and provides peace of mind. The safeguarding software achieves all of this while 

enabling early intervention and allowing a team to be built around the person at risk. As a team we will 

use this system to report any safeguarding concerns which are automatically flagged up to the Trust 

Senior Safeguarding Manager and Designated Safeguarding Officer. 

 

Salesforce 

Salesforce is a Customer Relationship Management (CRM) platform used by the National Citizen 

Service (NCS) to log conversations with young people and their parent/carers.  To track sign up, turn 

up and programme capacity. This is overseen by the NCS Team. 

 

Whole Game System – SUCET 

The Whole Game System is a database administered by the FA. SUCET employees and volunteers 

are encouraged to sign up to the FA website to obtain a FAN number. This FAN number is unique to 

each person and can be used to track training attended and DBS status. By logging into the Whole 

Game System, the SUCET senior leadership team have an overview of all current employees and 

volunteers. 

 

Whole Game System – Community Sports Club 

When an individual becomes a member of the Club, their information, if they are a coach or volunteer 

will be or if they are another participant may be (depending upon which league(s) your team plays in) 

entered onto the Whole Game System database, which is administered by the FA. We also pass your 

information to the County FA and to leagues to register participants and the team for matches, 

tournaments or other events, and for affiliation purposes. This process is overseen by Faye Lambert 

(Community Sports Club Secretary). 

Data Capture Forms 

Data capture forms are used by SUCET staff to track participant/learner attendance and use of services. 

The forms are taken to sessions and participants are required to fill out their personal information which 

is inputted into the Views and OnSide Pro systems by the SUCET data and impact team plus coaching 

staff on sessions.  Data Capture Forms will not be processed unless a signature has been obtained. 

Participants are required to positively opt in and give their consent for SUCET to use their information.  

Data capture forms will be stored securely until inputted into the Views system. Once actioned and the 

information stored the signed hard copy will be scanned into and stored on the SUCET secure network. 

We have a legitimate interest to process any unsigned form as that individual is participating in a SUCET 

session however we will only use their information for monitoring and evaluation purposes and not for 

marketing purposes.  
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Premier League Charitable Fund (PLCF)/ English Football League Trust (EFLT) 

In relation to school data, pupil information such as name, gender, ethnicity and date of birth are 

collected by SUCET staff. (Please note that for some projects this data can be anonymous). The 

monitoring processes and requirements are typical of those adopted by funders and grant-giving 

organisations. One key aspect of this work is to gather and analyse performance data for which we 

request the CCOs i.e., SUCET to use a web- based monitoring system called Views 

(www.viewsapp.net). The PLCF/EFLT has no ability or permissions to access any information gathered 

by CCOs via Views and are only able to access aggregated statistics generated at the project or CCO 

level, and never at the level of individual participants. To gather information about the social impacts of 

programmes, CCO’s are required to collect demographic data so that the information can be used at 

an aggregate level. In the current environment of increasing competition for funding, it is important that 

CCOs gather this information not just to demonstrate their progress to funders but for their own ability 

to more widely show the impact of their projects and the benefits they can bring to their communities. 

Official Soccer Schools (OSS) 

OSS is an online booking service which promotes popular soccer schools and sports activities available 

at EFL club community schemes in England and Wales; enabling busy parents and guardians to book 

places at ease. From Soccer Schools to After Schools clubs. From Multi-Sport to Match Day 

Experience, OSS activities, built upon a foundation of sport, inclusion, health and education support 

young people in living healthy active lives. At SUCET the Community Officer (Participation) oversees 

this booking process. 
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DATA PROTECTION - APPENDIX 3A   

Data Collection Journey  

 

 

  

COLLECT 

• Relevant information from schools, participants via class lists, data capture forms for monitoring and evaluation 
purposes 

• Register packs from the Data & Impact team ensuring session register is included. 

• IT infrastructure -Tablets (where applicable) to support the use of Views and Onside Pro on sessions 
 

SCAN 

• Data & Impact team to scan data capture forms and class lists and store these securely on the system. 

DATA CAPTURE FORMS 

 

Data capture forms will be stored securely until inputted 

into the Views system. Once actioned and the 

information stored the signed hard copy will be scanned 

into and stored on the SUCET secure network. Once 

scanned and stored the forms will be destroyed 

appropriately. 

 

Any forms not signed will still be processed as above 

but the data will not used for marketing purposes. 

DATA RETENTION 

 

• Financial data will be kept for a minimum of 7 years 

from the date of collection. 

• Personal data will be kept for a minimum of 6 years 

from the date of collection. 

• Session registers will be kept for a minimum of 1 

year from the start of the academic year (September 

to July) 

• Staff and Volunteer information will be kept for a 

minimum of 20 years where they have worked 

directly with children. 

 

Data retention will be reviewed on a regular basis, 

data that has reached its date of disposal will be 

destroyed appropriately via the method of 

shredding. 

 

DESTROY 

• Data capture forms and class lists to be destroyed once a copy has been scanned into the system. Check with 
Community Manager (Operations) before doing so. 

RETURN 

• Relevant information from schools, participants via class lists, data capture forms for monitoring and evaluation 
purposes to the Admin team 

• Register packs to the Data & Impact team ensuring session register is completed. 

• IT infrastructure -Tablets where they have been used. 

INPUT 

• Data & Impact team to process the data returned via the ‘Views’ and ‘Onside Pro’ systems, ensuring all 
relevant data is added. 

• Data capture forms are not to be processed unless a signature has been acquired. 
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DATA PROTECTION - APPENDIX 4A 

Additional Information: The Privacy and Electronic Communications Regulations (PECR) 

PECR are the Privacy and Electronic Communications Regulations. Their full title is The Privacy and 
Electronic Communications (EC Directive) Regulations 2003. They are derived from European law 
also known as ‘the e-privacy Directive’. 

The e-privacy Directive complements the general data protection regime and sets out more-specific 
privacy rights on electronic communications. It recognises that widespread public access to digital 
mobile networks and the internet opens up new possibilities for businesses and users, but also new 
risks to their privacy. 

The latest version of PECR, came into effect on 9 January 2019, with some updates to cover changes 
made by the GDPR from 25 May 2018. The EU is in the process of replacing the e-privacy Directive 
with a new e-privacy Regulation to sit alongside the GDPR. However, the new Regulation is not yet 
agreed. For now, PECR continues to apply alongside the GDPR. Further information can be 
accessed via https://ico.org.uk/for-organisations/guide-to-pecr/    

PECR cover several areas: 

• Marketing by electronic means, including marketing calls, texts, emails and faxes.  

• The use of cookies or similar technologies that track information about people accessing a 
website or other electronic service.  

• Security of public electronic communications services.  

• Privacy of customers using communications networks or services as regards traffic and 
location data, itemised billing, line identification services (e.g., caller ID and call return), and 
directory listings. 
  

Some of the rules only apply to organisations that provide a public electronic communications network 
or service. But even if you are not a network or service provider. PECR will apply to us at SUCET 
if/when we: 

• market by phone, email, text or fax; 

• use cookies or a similar technology on the website; or 

• compile a telephone directory (or a similar public directory) 
 

Direct Marketing 

Direct marketing is defined in section 122(5) of the Data Protection Act 2018 as: 

“the communication (by whatever means) of advertising or marketing material which is directed to 
particular individuals”. 

This covers all advertising or promotional material, including that promoting the aims or ideals of not-
for-profit organisations – for example, it covers a charity or political party campaigning for support or 
funds. The marketing must be directed to particular individuals. In practice, all relevant electronic 
messages (e.g., calls, faxes, texts and emails) are directed to someone, so they fall within this 
definition. 

 

 

 

https://ico.org.uk/for-organisations/guide-to-pecr/


October2020 E. Hume                                                                                                       

98 

 

Safeguarding Children Policy and Procedures 

Electronic Mail Marketing: 

The rules on electronic mail marketing are in regulation 22. You must not send electronic mail 
marketing to individuals, unless: 

• they have specifically consented to electronic mail from you; or 

• they are an existing customer who bought (or negotiated to buy) a similar product or service 
from you in the past, and you gave them a simple way to opt out both when you first collected 
their details and in every message you have sent. 

You must not disguise or conceal your identity, and you must provide a valid contact address so they 
can opt out or unsubscribe. 

 

Telephone Marketing: 

The rules on live marketing calls are in regulation 21, 21A and 21B. You must not make unsolicited 
live calls: 

• to anyone who has told you they don’t want your calls; 

• to any number registered with the Telephone Preference Service (TPS) or Corporate TPS 
(CTPS), unless the person has specifically consented to your calls – even if they are an 
existing customer (unless the call is in relation to pension schemes and you meet a strict 
criteria, see below); 

• for the purpose of claims management services, unless the person has specifically consented 
to your calls; or 

• in relation to pension schemes unless you are a trustee or manager of a pension scheme or a 
firm authorised by the Financial Conduct Authority, and the person you are calling has 
specifically consented to your calls or your relationship with the individual meets a strict 
criteria. 

 

You must always say who is calling, allow your number (or an alternative contact number) to be 
displayed to the person receiving the call, and provide a contact address or freephone number if 
asked. 

 

 

                                                             *Updated October 2019 K. Halls (Adapted from EFL Guidance) 
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COVID-19 & CONTACT TRACING – APPENDIX 5A 

As an organisation we need to collect contact information from participants in line with government 

guidelines, SUCET Covid-19 policy and Risk Assessment.  

Participants attending one off events will be asked to provide: 

• Name 

• Contact details (phone number and or email address) 

• Date  

• Time of arrival 

This information will be kept for 21 days before being appropriately destroyed and will not be used for 

direct marketing purposes. 

Participants attending regular sessions will be asked to complete a data capture form and registers 

will be kept for each session thereafter.  

The use of contact tracing apps is voluntary. A QR code is available to scan at Southend United 

Football Club. Where a QR code is not available to scan details will be collected as stated above. 

Office staff sign in and out of the office, taking and recording daily temperatures and checking Covid-

19 related symptoms in line with Government guidelines. The recording of temperatures is classed as 

health information and is therefore deemed as ‘special category data’ Consent is requested from staff 

to keep this information.  

Contact tracing personnel have the responsibility for following up cases of Covid-19 following a 

positive test result. They will make the appropriate assessments and contact people affected 

themselves. If we become aware of a Covid-19 case we will not seek to contact the people ourselves. 

We will only share the details we collect with the contact tracing scheme in a secure way and only if 

requested. We will advise staff of any precautions they may need to take (see SUCET Covid-19 policy 

for further details). 

If there is more than one case of Covid-19 on the premise we will contact the local health protection 

team on 0300 303 8537 (select option 1). This will trigger a response from both the East of England 

Health Protection Team and Southend Borough Council. 

 

Updated October 2020 K.Halls (Adapted from ICO guidance) 
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*Privacy Notice 

 

Southend United Community & Educational Trust (SUCET) take your privacy very seriously. This 
Privacy Notice sets out how we use and look after the personal information we collect from you. We are 
the data controller, responsible for the processing of any personal data you give us. We take reasonable 
care to keep your information secure and to prevent any unauthorised access to or use of it. 

 

What personal data we hold on you 

Personal data means any information about an individual from which that individual can be identified. 
We collect, use, store and transfer some personal data of our participants [and their parents or 
guardians], and other Club members.  
 
You may give us your information to sign up for one of our projects, buy one of our soccer 
schools/After School clubs or football development programmes or, to generally communicate with us. 

The information you give us may include your name, date of birth, address, e-mail address, phone 
number, gender, and the contact details of a third party in the case of emergency. We may also ask for 
relevant health information, which is classed as special category personal data, for the purposes of your 
health, wellbeing, welfare and safeguarding. Where we hold this data, it will be with the explicit consent 
of the participant or, if applicable, the participant’s parent or guardian.  
 
Where we need to collect personal data to fulfil responsibilities and you do not provide that data, we 
may not be able honour or administer your information.  
 
 
Why we need your personal data 
 
 
We will only use personal data for any purpose for which it has been specifically provided. We will 

mainly use this data for monitoring and evaluation purposes. 

 We may be required to pass on this data to our funding providers and partner organisations; this will 

only be done for monitoring and evaluation purposes.  These partner organisations will not contact 

you unless you provide explicit consent on our data collection documents. 

In line with the SUCET Data Protection Policy, these data collection documents i.e., data capture 

forms are only used by SUCET staff, they are used to track attendance and use of services.  It is the 

manager’s responsibility to devise data collection, evaluation and monitoring procedures such as 

these forms which meet requirements of the Trust.  
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At SUCET we use a web- based monitoring system called Views (www.viewsapp.net)  Views is a 

project management and impact reporting platform developed by Substance, a social research 

company. Views is a secure, fully encrypted and password protected system that has passed 

Government penetration tests and demonstrated all required compliances. Only through gathering 

information and evidence are we able to demonstrate and therefore continue to access funding 

through organisations like the Premier League Charitable Fund (PLCF) and English Football League 

Trust (EFLT) to support groups and individuals in the local community.  

We also use OnSide Pro (as of 2019) (https://catenaeinnovation.com/our-services/onside/) which is 

GDPR compliant centralised management tool specifically developed for sporting organisations that 

deals with all the key elements of coaching from scheduling of staff  and timesheet processing 

through to attendee management and reporting. Our coaching staff will be using a secure tablet on 

sessions to record session attendance which feeds directly into the Views system as explained 

above. 

Another online system we will be using from September 2019 is MyConcern. MyConcern is a secure 
and trusted safeguarding software used by schools, colleges and other organisations in the UK and 
worldwide. Created by former senior police officers with over 60 years of experience in safeguarding 
and child protection, it enables staff to easily record, report and manage all safeguarding, wellbeing 
and pastoral concerns.  

MyConcern is intuitive to use, saves significant amounts of time and provides peace of mind. The 
safeguarding software achieves all of this while enabling early intervention and allowing a team to be 
built around the person at risk.  

As a team we will use this system to report any safeguarding concerns which are automatically 
flagged up to the Trust Senior Safeguarding Manager and Designated Safeguarding Officer. 

We have set out below, in a table format, a description of all the ways we plan to use your personal 
data, and which of the legal bases we rely on to do so. We have also identified what our legitimate 
interests are where appropriate. 

 

 

 

 

 

 

 

 

 

 

 

http://www.viewsapp.net/
https://catenaeinnovation.com/our-services/onside/
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Purpose/ Processing Activity Lawful Basis for processing 

under Article 6 of the GDPR. 

Processing data capture forms and project specific referral forms for 
monitoring and evaluation purposes. 

The Trust has a legitimate 
interest to run the organisation 
efficiently and as it sees fit. The 
information provided will be 
used to track attendance and 
use of services. 

Soccer School and After School club bookings completed online. 

https://officialsoccerschools.co.uk/southendunited/southend-united-
courses.html  

The Trust has a legitimate 
interest to run the organisation 
efficiently and as it sees fit. The 
information provided will be 
used to track attendance and 
use of services. 

Sharing data with coaches, managers or officials to run training 
sessions or enter events 

Performance of a contract and 
or Service Level Agreement 
(SLA) 

Sharing data with leagues we are in membership of, county 
associations and other competition providers for entry in events 

Performance of a contract and 
or Service Level Agreement 
(SLA) 

Sharing data with third party service or facility providers The Trust has a legitimate 
interest to run the organisation 
efficiently and as it sees fit. 
Provision of some third-party 
services is for the benefit of the 
Trust, participants and its 
members. 

Sharing anonymised data with a funding partner as condition of grant 
funding e.g., Local Authority 

The Trust has a legitimate 
interest to run the organisation 
efficiently and as it sees fit. 
Application for funding is a 
purpose that benefits SUCET, 
participants and the local 
community. 

Publishing case studies including photographs on our social media 
outlets and the club matchday programme 

Consent. We will only publish 
your personal data in a public 
domain, including images and 
names, if you have given your 
consent for us to do so. In the 
case of children under the age 
of 13 then only with written 
consent of parent/guardian 

Sending out marketing information such as newsletters and 
information about promotions and other services/pathways 

Consent. We will only send you 
direct marketing if you are an 
existing participant or other 
associated individual and you have 
not previously objected to this 
marketing or you have actively 
provided your consent.  

 

https://officialsoccerschools.co.uk/southendunited/southend-united-courses.html
https://officialsoccerschools.co.uk/southendunited/southend-united-courses.html


October2020 E. Hume                                                                                                       

103 

 

Safeguarding Children Policy and Procedures 

Who we share your personal data with 

We may share your personal data with selected third parties. Third-party service providers will only 
process your personal data for specified purposes and in accordance with our instructions. 
 
We may disclose your personal information to third parties to comply with a legal obligation; or to 
protect the rights, property, or safety of our participants, members or affiliates, or others.  
 
Protection of your personal data 

We have put in place appropriate security measures to prevent your personal data from being 
accidentally lost, used or accessed in an unauthorised way, altered or disclosed.  
 
How long we hold your personal data 

We keep personal data on our participants and members while they continue to be a participant or 
member or are otherwise actively involved with the Trust. We will delete this data 6 years after a 
participant or member has left or otherwise ended their membership or affiliation, or sooner if specifically 
requested and we are able to do so. We may need to retain some personal data for longer for legal or 
regulatory purposes.  

Your rights regarding your personal data 

Under data protection law, you have rights including: 

Your right of access – you have the right to ask us for copies of your personal information. 

Your right to rectification – you have the right to ask us to rectify personal information you think is 

inaccurate. You also have the right to ask us to complete information you think is incomplete. 

Your right to erasure – you have the right to ask us to erase your personal information in certain 

circumstances. 

Your right to restriction of processing – you have the right to ask us to restrict the processing of your 

personal information in certain circumstances. 

Your right to object to processing – you have the right to object to the processing of your personal 

information in certain circumstances 

As a data subject you are not obliged to share your personal data with the Trust. If you choose not to 
share your personal data with us we may not be able to register or administer your 
membership/affiliation. You also have the right to opt-out of receiving marketing from us at any time. 
You can do this by emailing info@southendunited-cet.co.uk or contacting us on 01702 341351. 

Your right to data portability – you have the right to ask that we transfer the personal information you 
gave us to another organisation, or to you, in certain circumstances. 

You are not required to pay any charge for exercising your rights. If you make a request, we have one 
month to respond to you. 

Please contact us at info@southendunited-cet.co.uk or 01702 341351 if you wish to make a request. 

 

 

 

mailto:info@southendunited-cet.co.uk
mailto:info@southendunited-cet.co.uk
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Children’s data 

We collect and manage information from children and aim to manage it in a way which is appropriate 
to the age of the child.  We will mainly collect information on children who attend one of our soccer 
schools or projects related to health, disability, sports and education. Wherever possible this 
information would be completed by a parent/guardian. 

The information we collect may include personal and sensitive data and is used for monitoring and 
performance purposes.  For safeguarding purposes, we may be required to pass your details to the 
relevant statutory authority. 

 

We may update this Privacy Notice from time to time and will inform you to any changes in how we 
handle your personal data. 

We are [not] required to appoint a Data Protection Officer (DPO), [but we have chosen to do so].  
Details of our current DPO (Dale Spiby CEO) can be found on the organisation's website 
www.sufccommunity.co.uk or for further information please call the office on 01702 341351. 

How to Complain 

If you have any concerns about our use of your personal information, you can make a complaint to us 
at: 

Southend United Community & Educational Trust 
Roots Hall 
Victoria Avenue 
Southend On Sea  
SS2 6NQ  

 
or info@southendunited-cet.co.uk  

You can also complain to the ICO if you are unhappy with how we have used your data. 

The ICO’s address: 

Information Commissioner’s Office 
Wycliffe House 
Water Lane 
Wilmslow 
Cheshire 
SK9 5AF 
 
Helpline number 0303 123 1113 
ICO website: www.ico.org.uk  

 
Updated by K.Halls October 2020 

 

 

 

 

http://www.sufccommunity.co.uk/
mailto:info@southendunited-cet.co.uk
http://www.ico.org.uk/
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*Missing Child Policy 

Southend United Community & Educational Trust members of staff and volunteers should ensure the safety of all 
the players and participants they have in their care, at all times and will attempt to minimise the opportunity of 
children or young people going missing by ensuring they are always properly supervised by the appropriate 
number of members of staff and volunteers.  
 
To help prevent a child or young person going missing the following procedures should be followed:   
 
At Training Sessions, Soccer Schools & Matches 
 

• All coaches should arrive at training sessions, soccer schools and matches at least 30 minutes before 
the time players have been told to arrive. 

• Parents should be advised that if they arrive early they should not leave their child alone. Parents must 
wait for at least two members of staff to arrive before they leave the venue.  

• At each session, soccer school, match, coaches must take a register of the players upon their arrival 
and de-register them when they depart. 

• Each coach will have an individual record of each player; this will include personal details (i.e. any 
medical conditions, emergency contact numbers etc.). 

• Staff mobiles should be switched on at all time, but not used for personal use, unless it’s in an 
emergency. 

 
For away matches/trips 
 

• The lead member of staff in charge should carry a copy of the list of players traveling (register) and their 
individual records and ensure the players are counted onto the coach.  

• If stopping on route players should be instructed to remain in pairs and be escorted by members of staff. 
Players should be given clear details about the length of the stop and the rules of the break.  

• If players are not back on time it must be a staff member who searches for them and not a player. 

• Before restarting the journey, all players should be counted back onto the coach. 

• At the end of the match all players should be counted back onto the coach before departure and 
deregistered when they have arrived back at the designated pick up point. 

 
 
The following procedures are to be followed in the case of a child or young person being reported 
missing during training sessions and soccer schools 
If a coach receives a report that a child/young person in their care has gone missing they should: 
 

• Immediately stop the session and check their register to confirm that a child/young person is missing. 

• If a child or young person is missing the coach should report the matter to the lead member of staff in 
charge or the Senior Safeguarding Manager (SSM) immediately. 

• The lead member of staff or the SSM will instruct all coaches to stop their sessions and ensure that all 
children/young people remain in their groups supervised by one of their coaches. 

• The remainder of the coaches under the guidance of the lead staff member or the SSM will start an 
organised search of the surrounding area. 

• If, after a reasonable search has taken place (maximum 15 minutes), the child/young person still 

remains unfound, their parent(s) will be contacted by the lead staff member or the SSM. The parent(s) 
will be asked to provide any likely places that they may have gone to. Those places will be checked by 
the lead staff member or the SSM and one other member of staff. The parent(s) will be asked to attend. 

• Once all the likely places have been checked consideration, in consultation with the child/young 
person’s parent(s) will be given to informing the Police.  

• A full report of the circumstances will be submitted by the lead staff member for the attention of the 
Senior Safeguarding Manager, Designated Safeguarding Manager (DSM)  and the Designated 
Safeguarding Officer/s.(DSO). 

• If at the first report of the child/young person going missing the lead staff member or the SSM suspects 
that a criminal offence may have taken place they will immediately inform the Police. 

 
Match Day situations 
The coach in charge of the respective age group will, on the report of a child/young person being missing, follow 
the above guidelines. However, in the absence of the lead staff member, the coach will assume their 
responsibilities. They will ensure that the SSM, DSM and DSO are informed as soon as possible.                                                                               
* Updated October 2020 
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Late Collection of Children by Parents/Carers 

To help alleviate problems associated with the late collection of children, when a child/young person joins Southend 
United Football Club at any level, or takes part in any Southend United Community & Educational Trust holiday or 
after school activity, at the time of registration all parents will be: 

 

• Informed that it is not the staff’s or volunteers responsibility to transport children home on behalf of parents 
who have been delayed.  

 

• Provided with a staff contact number and instructions to phone if there is any likelihood of late collection 

or if they are unable to collect their child and are sending someone else (named) to collect the player on 

their behalf.  

• Asked to provide two alternative emergency contacts names and telephone numbers (including their 
relationship to the child) for staff to use when they are not available on their usual numbers.  

• Advised that all children should be picked up no later than 30 minutes after the session/match or activity 
has finished. 

 

Late Collection of Children by Parents/Carers procedure: 

In the event of a parent / carer failing to collect a child at the end of a session/match/activity at the specified time, 
a minimum of two members of staff and /or responsible adults will wait with the child/young person at the venue, 
until the parent / carer arrives. Whist waiting the coach will attempt to contact the parent / carer using the emergency 
contact numbers. If all attempts fail the coach should then contact the Trusts SSM, DSM or DSO for further 
guidance. If unavailable, they should contact the Police on 101 for advice and guidance. *Updated October 2020. 

 

A member of Staff or volunteer should: 

• Never send the child home with another person without permission from a parent or carer. 

• Never ask a child to wait in a vehicle or sport facility with you alone. 

• Never spend time alone with children away from others. 

• Never leave the child alone or unsupervised 
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*Transport Policy 

 

Southend United Community & Educational Trust are committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share this commitment.  At SUCET the 
transportation of children will normally be the responsibility of parents, or authorised coach, tutor or minibus drivers. 

It is a legal requirement that all passengers should wear seat belts and it is the responsibility of the staff member 
to ensure that this requirement is met. Staff should also be aware and adhere to the use of car seats for younger 
children parents to supply, but current seat belts can be adjusted Staff transporting children in a vehicle which 
requires a specialist licence and/or insurance, for example PCV or LGV should ensure that they have appropriate 
licence and insurance to drive such a vehicle. 

If commercial coaches are used to transport children, it is the responsibility of the accompanying staff members to 
ensure that the staff to child/player ratio is appropriate, that seat belts are worn at all times and that there are staff 
members sitting both at the front & at the rear (and middle, if appropriate) of the vehicle to ensure appropriate 
behaviour is maintained. 

There may be occasions where the child requires transport in an emergency situation or where not to give a lift 
may place a child at risk. Such circumstances must always be reported to the DSO, DSM or SSM and the 
parents/carers and a record kept of the situation and its outcome. 

 In a case of a parent being ill over a long period of time and unable to leave or collect a child, written parental 
consent authorising arrangements for the transport of the child must be given to the Trust prior to these being 
authorised. Any rota systems used by parents for the transportation of their children should likewise be approved 
by the Trust. 

 

To maintain best practice principles, at all times, all staff should: 

• Ensure that they are fit to drive and free from any drugs, alcohol or medicine which is likely to impair 
judgement and/or ability to drive. 

• Be aware that the safety and welfare of the child is their responsibility until they are safely passed over to 
their parent/carer.  

• Record any details of the journey. 

• Ensure that their behaviour and that of the children is appropriate at all times. 

• Ensure that all arrangements cover vehicle, passenger and driver safety including appropriate licence and 
insurance.  

• Ensure that emergency arrangements of lifts are recorded and justified. 

 

Use of Staff Vehicles  

There may be occasions when staff are expected or asked to transport apprentices/players U18/students as part 
of their duties. Staff should ensure that the vehicle is roadworthy, appropriately insured for any other intended use, 
that the maximum capacity is not exceeded and that they adhere to all other legal requirements. *It should be noted 
that declaring ‘business use’ on insurance policies may not be sufficient, and that details of the occupation held 
and the intended use must also be provided. To ensure that the duty of care both to apprentices and to staff are 
being met the risks associated with the travel journey must be assessed and appropriate control measures put in 
place to reduce risk. This must be recorded using a risk assessment.   

Staff/Volunteers Must Not Offer lifts to apprentices/players U18/students outside of normal working hours/duty 
unless this has been agreed with the Trust CEO and parents or carers have consented. 

If the Trust decide that staff will be required, as part of their policy development, to use their own vehicles during 

working hours and/or for transporting apprentices or players U18 then the Trust should: 
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▪ Ensure that appropriate policies and procedures are in place to safeguard apprentices/players and staff.  

▪ Include this requirement within the job descriptions and/or any role specifications for staff. 

▪ Ensure a Driver Registration Form and Transport Consent Forms have been completed and returned 

▪ Ensure all staff who use their personal vehicle as part of their duties: 

o Have appropriate vehicle insurance,   

o Have the appropriate driving licence and are not subject to any driving restrictions as a result of 

health problems or driving convictions.  

o That the vehicle used is roadworthy and meets all legal requirements for use on the road. 

o That the vehicle is fitted with seat-belts appropriate to the size and type of vehicle and number 

of passengers to be carried. 

▪ Provide training for staff and apprentices and information for parents on the Trust’s Transport Policy. 

 

Hiring a Minibus 

 

Occasionally the Trust may hire in or contract a minibus or coach company. When selecting a coach or travel 

company to transport apprentices or any children at the Trust. 

To maintain best practice principles at all time the Trust should seek confirmation of the following.   

Standards for Minibus or Coach Hire: 

 

• Ensure that the company is a reputable transport provider.  

• Ensure that any contracts made with the provider outline the club’s commitment to safeguarding. 

• The Trust may wish to take up references from other customers to establish the credentials and reliability 

of the company. 

 

Request the company to provide confirmation that they have:  

▪ Appropriate public liability insurance. 

▪ Qualified experienced drivers with the correct driving licence for the size and category of vehicle being 

driven.  

▪ That any drivers have DBS clearance, if appropriate, for their role with children. 

▪ Request the company provide information on any vehicles which will be used, that they are: 

− Appropriately insured, roadworthy and are regularly maintained. 

− Fitted with seat-belts appropriate to the size and type of vehicle and passengers to be carried. 

− Use only age appropriate videos/DVDs during travel (if video/DVD access is available). 

− Trusts may, on occasions, be able to access their local authority or partner schools’ minibus.  Trust’s 

should still seek confirmation from the partner that the above checks are in place.  In addition Trust’s 

should ask any partner agency for a copy of their minibus policies and procedures.  
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Trust owned Minibus 

The Trust Minibus can be driven by those who have the appropriate class on their driving licence. But, all Drivers 

must have completed MIDAS training. 

 

*To maintain best practice principles at all time the Trust should ensure;    

• They complete a driver registration form which records all driver vehicle details for those staff that 

drive on behalf of the Trust.  

• They complete a check list for monitoring driver information and managing the communication of 

the transport policy to staff.   

• They include the expectations of behaviour, during any journey for both staff/volunteers and 

apprentices/players U18/ students, in their respective codes of conduct.  

• That all drivers have the appropriate class of driving licence for any vehicle they drive. 

• That all drivers and vehicles are appropriately insured.  

• The vehicle is roadworthy. 

• That the vehicle meets all legal requirements for use on the road in the manner intended. 

• That transport arrangements are confirmed and appropriate in respect of travel times. 

• That staff that do drive players U18 as part of their role are required to notify the Trust CEO of impending 

disqualification or conviction. 

• They inform drivers that regular checks of their driving licence will be required. 

• They decide upon the age at which club drivers will be allowed to transport apprentices/players U18 e.g., 

Minibus Drivers must be over 21 years or 25 years old with a number of years (2-5 years) driving 

experience, and have a current MIDAS certificate 

• Due to insurance stipulations NO driver can be over 70 years old.  

• That drivers are informed of the need to report to the Trust details of any medical conditions which may 

affect their driving. 

• That annual consent forms (consideration may be given to the consent form being for the period of the 

U18 player registration) identify regular transport practices and ensure additional consent forms are 

completed for any specific or unusual journey’s e.g., annual pre-season tour. 

• That apprentices/players U18/students understand their personal responsibilities. 

• That drivers are accompanied by another adult when transporting young people as this may significantly 

reduce the risk of distraction, accident, injury or allegation of misconduct or abuse. 

• https://www.gov.uk/government/publications/inf30-requirements-for-towing-trailers-in-great-britain 

• Staff understand that they must take regular breaks when driving and should be aware of the dangers 

associated with tiredness when driving. 

• That records of every journey made, including start and end destinations, mileage covered, times of 

journey and driver details are recorded for each journey to enable the club to properly answer requests, 

if required, under section 172 of the Road Traffic Act (request for details of driver following offence e.g., 

speeding offence. 

http://www.motorlawyers.co.uk/offences/failing_to_identify_driver.htm       *Update June 2018 

 

 

 

Best practice for Trusts using a person to drive the minibus on a regular basis would be to provide access to the 

DVLA “D1 minibus” assessment training.  Details of DI Assessment centres are available at 

http://www.minibustrainingandsafety.co.uk/d1.asp 
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Transportation Arrangements Assessing Risk  

The risks associated with transport and travel must be assessed and a risk assessment form completed to 

ensure that control measures are put in place to minimise risk to the lowest level possible.  

 

*To maintain best practice principles at all time the Trust should ensure;   

• The Trust CEO or designated person identifies potential risks and completes a risk assessment for the 

journey. A Transport Risk Assessment Form.  

• Staff understand that circumstances may sometimes arise where the risk of not transporting a young 

person is greater than doing so, for example after a late football fixture and the distance to home is too 

far or too dangerous to walk, or in an emergency situation. 

• Apprentices/players U18/students are not left in a vehicle unattended. 

• Drivers are informed it is their responsibility to ensure that all passengers are wearing seat belts during a 

journey. 

• The content of the risk assessment is shared with those involved in travel, to ensure that everybody 

understands the risks and control measures including children U18. 

• A mobile phone is available for use in an emergency and the name of the Trust emergency contact is 

communicated to those involved in the journey. 
                                                                                                                                                *Updated June 2018 

Apprentices/Coaches Travelling in their Own Vehicles 

Many apprentices/coaches will pass their driving test at some point during their ASE/BTEC programme.  Most will 

then be keen to drive and may have access to either their parents’ cars or decide to purchase a car for themselves.  

Trust’s should be aware of the increased risks associated with young drivers and a wealth of statistics and 

resources are available at: http://www.rospa.com/roadsafety/youngdriversatwork/ This site provides information and 

Activity Guides for young drivers.  Although primarily aimed at young people driving company vehicles it still 

provides prompts and information which Trust’s and apprentices may find interesting for educating young drivers.  

To maintain best practice principles the Trust should ensure that apprentices and their parents understand that: 

• If using their own vehicle during the working day travelling to and from training, college or the ground 

apprentices/coaches must have ‘business use’ on their insurance. They should also inform their insurers of 

their profession to ensure that any other intended use is included on their vehicle insurance.   

• They may make private arrangements for carrying passengers as they would in the course of the normal 

leisure activities, however; Apprentices and parents should seek additional advice from their vehicle insurers 

to ensure they have appropriate insurance cover to meet their personal circumstances including the intended 

use if they choose to provide lifts for other football apprentice/coaches. 
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Information for apprentices - The New Driver: 

Many newly qualified drivers lack experience on the road and need to continue to develop their skills. The statistics 

suggest that as many as one new driver in five has some kind of collision in their first year of driving.  The ‘Safety 

Code for New Drivers’ can be found at;  

http://www.direct.gov.uk/en/TravelAndTransport/Highwaycode/DG_069873  The site provides advice to help new 

drivers through the first twelve months after passing the driving test.   

A few key issues the trust may wish to help new young drivers to consider are:- 

• Avoid driving between midnight and 6 am unless it’s really necessary. Many of the worst collisions happen 

at night.   

• If driving with passengers, the driver is responsible for their safety.  Don’t get distracted or be encouraged 

to take risks.  Drivers should concentrate in order to get to their destination safely.  Do not allow more 

passenger than your vehicle is suited for (check the number of seat belts).   

• Make sure everyone in the car is wearing a seat belt throughout the journey.  

• Adhere to the legal requirements in respect of the use of mobile phones. 

• Never show off or try to compete with other drivers, particularly if they are driving badly. 

• Don’t drive if they have consumed any alcohol or taken drugs.  Even over-the-counter medicines can 

affect the ability to drive safely - read the label to see if they may affect driving. 

• Keep the speed down - many serious collisions happen because the driver loses control, particularly on 

bends. 

• Take regular breaks on long journeys and be aware of the dangers associated with tiredness when driving. 

• Most new drivers have no experience of driving high-powered or sporty cars, unless they have learnt to 

drive in such a vehicle.  Encourage them to get plenty of experience driving on their own before driving a 

more powerful car. 

• Driving while uninsured is an offence.  

• That there are a number of types of insurance cover available.  Apprentices and their parent(s)/legal 

guardian(s) should be advised to seek guidance from their own motor insurance provider to ensure they 

have the correct cover to meet their child’s driving needs.  Consideration should be given to ‘business use 

cover, and also to specific cover for their role in professional football.  If the apprentice is driving during 

working hours as part of their apprenticeship programme, thought should be given to their role in 

transporting ‘trainee footballers’. 

 

REMEMBER that under the New Drivers Act a licence can be revoked if a driver receives six penalty points on 

their licence within two years of passing their first driving test.  They would then need to pass both the theory and 

practical tests again to get back a full licence. New drivers may consider taking further training such as ‘Pass Plus’, 

which may also save them money on insurance premiums, as well as helping to reduce the risk of being involved 

in a collision.  The ‘Pass Plus’ scheme is designed by the Driving Standards Agency and its aim is to help new 

drivers to become better drivers. 
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• That causes damage or injury to any other person, vehicle, animal or property, the driver must give 

both their own and the vehicle owner's name and address, along with the registration number of the 

vehicle, to anyone having reasonable grounds for requiring them.   

• Provide details of their insurance provider to any person involved in the accident. 

• If there is damage to another motor vehicle they should ask the driver for all of the details identified above.  

If the driver does not give their details at the scene then they must report the accident to the police as soon as 

possible or at least within 24 hours.  

If involved in an accident with an uninsured motorist 

• Report any accident with an uninsured driver to the police.   

• It is advised that any accident should also be reported to their insurer.  

 

Mobile Phones  

Since February 2007 it is an offence for Motorists to use a handheld mobile phone whilst driving or when stopped 

at traffic lights or queuing in traffic as the engine is still running.  (You can only use a handheld phone if you are 

safely parked or need to call 999 or 112 in an emergency and it is unsafe or impractical to stop). This may result in 

a fixed penalty fine and the award of six penalty points on a licence.  In the event of an accident mobile phone 

records will be examined to ascertain whether the driver was engaged on a call at the time of the accident. 

Independent Travel and Personal Safety 

The Trust should ensure apprentices/players U18/students/coaches are alert to personal safety issues when 

travelling to and from the workplace or travelling during working hours.  Advice to U18s may include: 

• Plan ahead; make sure you know where you are going and how to get there.  

• Check public transport times to avoid long periods of waiting. 

• If using taxies book in advance when possible.  Use only registered taxi providers. Only ‘hail’ black-cabs 

on the streets. 

• When walking, stick to busy well-lit streets.  

• Avoid danger spots like quiet or badly lit alleyways, subways or isolated car parks. 

• Try to keep to public areas. Try not to keep all your valuables in one place. 

• Stay alert and keep your mind on your surroundings – remember if you are wearing headphones or 

chatting on a mobile phone, you will not hear ‘trouble’ approaching. 

• If you think you are being followed, trust your instincts and take action.  As confidently and carefully as 

you can, cross the road turning to look and see who is behind you.  If you are still being followed, keep 

moving.  Make for a busy area and tell people what is happening. 

• Try to keep both hands free and don’t walk with your hands in your pockets.  

• If you are in accommodation provided or arranged by the club ensure you are aware of the guidance to 

clubs on selecting accommodation providers, the information in that document provides some simple 

safety hints you should be aware of in and around your ‘digs’.   

 

 

*Reviewed and updated by K. Ruskin for SUCET Sept.2020 
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Before and during any trip or tournament all SUCET staff/volunteers must always remember their professional 
boundaries and have had their roles and responsibilities made totally clear by the Trust CEO. All Staff/volunteers 
must have completed the FA Safeguarding Children in Football workshop, have the appropriate current DBS 
enhanced disclosure and have a current recognised first aid qualification (minimum requirement Emergency First 
Aid).  

A risk assessment for each trip must be recorded on the Trips and Tournaments forms which will record the 
appropriate Staff to Child Ratio, travel, venue, staffing, weather, sleeping, medical and catering arrangements. The 
appropriate staff to player ratio will be dependent on the risk assessment, age of players, single or mixed groups 
and special needs requirements. There should be separate sleeping, washing and toilet facilities for males and 
females, staff and players. 

During travel to and from venues with children in a coach or mini bus, staff must ensure that the staff/volunteer to 
child/player ratio is appropriate, that seat belts are worn at all times and that there are staff members sitting both 
at the front & at the rear (and middle, if appropriate) of the vehicle to ensure appropriate behaviour is maintained. 

SUCET requires that the parents/carers of the children on trips are kept fully informed about the conditions of care 
on the trips and are required to give their consent to them. 

SUCET in accordance with Health and Safety arrangements require a member of staff to be in regular telephone 
contact with the trust and parents/carers. 

 

To maintain best practice principles, at all times, all staff should: 

• Ensure that they do not work alone with children when on trips. 

• Ensure risk assessments are carried out prior to the trip taking place. 

• Ensure that parents/carers are fully informed of the activities and the conditions of the trips in which their 
children will be involved and have given formal consent. 

NB. Any volunteer/s invited to accompany SUCET staff members on a trip or to a tournament 
will be subject to all of the above staff member requirements. *Updated October 2020 

Please see Appendix Three for EFL Trips, Tours and Tournaments guidance which should be adopted, 
adapted and utilised by Southend United Community & Educational Trust accordingly. 
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Policy Statement 

Southend United Community & Educational Trust (SUCET) is committed to ensuring, so far as reasonably 

practicable, that staff who are required to work alone or unsupervised for significant periods of time are protected 

from risks to their health and safety. NB. Volunteers will never be asked to work alone. (When working with U18s 

see the ‘Lone Working & Safeguarding Children & Young People’ Section).  

Purpose 

This Policy will help SUCET understand what we need to do to comply with their legal duties towards lone 

workers under:  

• Health and Safety at Work Act 1974 - This is the primary piece of legislation covering health and safety 

in the workplace. It places duty of care on employers to take "reasonably practicable" steps to ensure 

the health, safety and well-being of all employees. 

• Management of Health and Safety at Work Regulations 1999 - The Act stipulates that employers are 

obliged to carry out a "suitable and sufficient" assessment of risks to which employees are exposed at 

work. The Act also requires assessments to be carried out regarding the personal safety of any person 

who may be affected by a work activity, not just employees. If an organisation has more than 5 

employees, then the assessment should be written down and recorded. 

• Corporate Manslaughter and Corporate Homicide Act 2007 - The Act outline the criminal liabilities of 

organisation when there has been a break of health and safety, resulting in death. 

• Reporting of Injuries, Diseases, and Dangerous Occurrences Regulations 2013 (RIDDOR) - Under 

RIDDOR, employers must notify their enforcing authority in the event of an incident at work resulting in 

death, major injury, or incapacity to complete the normal work of a worker for more than seven days. 

This includes any act of violence committed against a person at work, provided that the violence is 

suffered or arises out of or in connection with work. 

• Protection from Harassment Act 1997 - The Protection from Harassment Act 1997 makes it a criminal 

offence for anyone to pursue a course of conduct they know, or ought to know would cause another 

person to be alarmed, distressed or in fear of violence. This Act was amended in 2012 to include 2 new 

offences of stalking. 

• Data protection Act 2018- Often the argument of confidentiality is used as a reason withholding sensitive 

information. This cannot be justified where staff safety is an issue - safeguarding is paramount.  

 

Definition of Lone Working 

Working alone is not in itself against the law and it will often be safe to do so. However, the law requires us as 

employers to consider carefully, and then deal with, any health and safety risks for people working alone. A lone 

worker is anyone working without the direct and immediate support of supervisors or colleagues. If an employee 

cannot be seen or heard by a colleague, they are lone working, whether that be for all or part of their working 

day. 

At SUCET you are considered a lone worker when: 

• Visiting partners/organisations in their homes or in public spaces i.e., attending a meeting 

• Travelling between appointments/sessions whether by car or public transport 

• Delivering a session on your own to other adults (When working with U18s see the ‘Lone Working & 

Safeguarding Children & Young People’ Section).  

• Working early in the office alone 

• Working late in the office alone 
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As employers we have a duty to assess risks to lone workers and take steps to avoid or control risks where 

necessary. This must include:  

• involving workers when considering potential risks and measures to control them;  

• taking steps to ensure risks are removed where possible, or putting in place control measures, e.g., 

carefully selecting work equipment to ensure the worker is able to perform the required tasks in safety;   

• instruction, training and supervision;   

• reviewing risk assessments periodically or when there has been a significant change in working 

practice. 

 This may include:  

• being aware that some tasks may be too difficult or dangerous to be carried out by an unaccompanied 

worker;  

• where a lone worker is working at another employer’s workplace, informing that other employer of the 

risks and the required control measures;   

• when a risk assessment shows it is not possible for the work to be conducted safely by a lone worker, 

addressing that risk by making arrangements to provide help or back-up. 

 

Lone workers should not be put at more risk than other employees. Establishing a healthy and safe working 

environment for lone workers can be different from organising the health and safety of other employees. Some of 

the issues that need special attention when planning safe working arrangements are set out in the following 

pages, but your risk assessment process should identify the issues relevant to your circumstances. 

Employers should take account of normal work and foreseeable emergencies, e.g., fire, equipment failure, illness 

and accidents. Employers should identify situations where people work alone and consider the following:  

• Does the workplace present a specific risk to the lone worker 

• Is there a safe way in and out for one person, e.g., for a lone person working out of hours where the 

workplace could be locked up?  

• Does the work involve lifting objects too large for one person?  

• Is there a risk of violence and/or aggression? See Appendix 1A 

• Are there any reasons why the individual might be more vulnerable than others and be particularly at 

risk if they work alone (for example if they are young, pregnant, disabled or a trainee/apprentice)?  

• If the lone worker’s first language is not English, are suitable arrangements in place to ensure clear 

communications, especially in an emergency?   

 

As part of our lone worker risk assessment we have identified the following risks: 

Hazard Who will be affected Level of risk Procedure in place 

Violence & aggression 
from clients 

All staff  Low Staff sign a code of 
conduct. Coaching staff 
where possible will be 
working in pairs. Main 
office door will be locked 
and staff will call for 
assistance. 

Slip hazards All staff  Low Office risk assessment 
adhered and regularly 
reviewed. 

Burglary and theft All staff Low The building is fitted with 
an alarm and CCTV 
cameras. All doors and 
cupboards are locked 
(where applicable) on exit 
from the building and end 
of day risk assessment 
completed. 
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Car Park All staff  Low Car park is lit at night, 
however if working late 
consider parking nearer 
to the building.  

Fire and evacuation All staff  Low Fire evacuation 
procedure in place, follow 
and evacuate the building 
as normal. 

Opening and closing of 
premises/ late night 
sessions 

All staff Low Staff to adhere to venue 
and office risk 
assessments. Notify 
Office Manager if any 
risks are identified. Staff 
to inform line manager 
via text when arrived 
home safely. 

Delivering a session 

alone to adults 

(When working with U18s 

see the ‘Lone Working & 

Safeguarding Children 

and Young People’ 

Section).  

 

All Staff Low to Medium  
(The risk rises if in an 
unexpected situation or 
an emergency alone with 
U18s)  

Allocation of 2 staff per 
session wherever 
possible. (Mandatory for 
U18 sessions) Staff to 
ensure they have a first 
aid kit, emergency 
contact details and a 
charged mobile phone. 
Staff to ensure there is a 
safe place to enter and 
leave the premises and 
sign in/out of reception 
where possible 

Attending meetings alone All Staff  Low Pre-plan travel 
arrangements, inform line 
manager of whereabouts 
and sign in/out of 
reception where possible 

 

Training 

Training is particularly important where there is limited supervision to control, guide and help in uncertain 

situations. All staff will undergo regular safeguarding children training in order to ensure they know how to deal 

with unexpected U18s situations or emergencies.  Training may also be crucial in enabling people to cope in 

other unexpected circumstances and with potential exposure to violence and aggression. 

Lone workers are unable to ask more experienced colleagues for help, so extra training may be appropriate. 

They need to be sufficiently experienced and fully understand the risks and precautions involved in their work and 

the location that they work in.   

Employers should set the limits to what can and cannot be done while working alone. They should ensure 

workers are competent to deal with the requirements of the job and are able to recognise when to seek advice 

from elsewhere. NB. Volunteers will never be asked to work alone. 

Responsibilities 

Management 

In line with the Health and Safety at Work Act 1974, all employers hold a responsibility to provide a safe work 

environment for their employees. 
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The act states; 

‘It shall be the duty of every employer, so far as is reasonably practicable, the health, safety and welfare at 

work of all its employees’ 

In regard to lone working, line managers are responsible for; 

• Identifying staff within their team who are lone workers 

• Ensuring that all lone workers are provided with sufficient information, training, instruction and 

supervision to work alone safely 

• Ensuring that reporting and concerns are positively encouraged and that a risk form is filled out as soon 

as a hazard is identified 

• Ensuring that in the event if an incident, an incident report form is completed and submitted as soon as 

possible and that a risk assessment is carried out and control measures put in place before similar work 

is carried out 

Things we will consider to help ensure lone workers are not put at risk include:  

(a) assessing areas of risk including violence, manual handling, the medical suitability of the individual to 

work alone and whether the workplace itself presents a risk to them 

(b) requirements for training, levels of experience and how best to monitor and supervise them 

(c) making sure we know what is happening, including having systems in place to keep in touch with them. 

 

Supervision 

The extent of supervision required depends on the risks involved and the ability of the lone worker to identify and 

handle health and safety issues. The level of supervision needed is a management decision, which should be 

based on the findings of a risk assessment, i.e., the higher the risk, the greater the level of supervision required. 

It should not be left to individuals to decide whether they  

need assistance. Where a worker is new to a job, undergoing training, doing a job that presents specific risks, or 

dealing with new situations, it may be advisable for them to be accompanied when they first take up the post.   

Procedures must be put in place to monitor lone workers as effective means of communication are essential. 

These may include:   

• supervisors periodically visiting and observing people working alone;  

• pre-agreed intervals of regular contact between the lone worker and supervisor, using phones, radios or 

email, bearing in mind the worker’s understanding of English;  

• manually operated or automatic warning devices which trigger if specific signals are not received 

periodically from the lone worker, e.g., staff security systems;   

• implementing robust system to ensure a lone worker has returned to their base or home once their task 

is completed. 

 

Information regarding emergency procedures should be given to lone workers. Your risk assessment may 

indicate that mobile workers should carry first-aid kits and/or that lone workers need first-aid training. They should 

also have access to adequate first-aid facilities.   

Lone working employees 

In line with the Health and Safety at Work Act 1974, everybody (with minor exceptions) owes everyone else a 

duty of care under Common Law. This means you have a duty of care to yourself, your employer, your 

colleagues, contractors and members of the public whom you interact in the context of your work. 

In regard to lone working, employees are required to; 
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• Read all relevant policies provided by the organisation and raise any queries if there are any areas 

that they do not understand 

• Follow procedures outlined in the policy 

• Utilise any technology provided by the company when required 

• Report on all identified hazards, concerns or incidents including near misses to enable follow up action 

to be taken 

 

Reporting hazards and incidents 

In order to protect our staff, it is important to us that any hazards or incidents are reported no matter how small 

they may seem. You can report a hazard or incident to your line manager or office manager either in person or 

via email. 

Lone Working and Safeguarding Children & Young People 

It is not expected that any staff member will work alone with an U18. If you find yourself in a situation where are 

you alone e.g., where another staff member has not arrived or in an emergency situation. Contact the office 

immediately and tell them where you are. It is expected that the staff member in the office will stay on the line 

whilst you are alone and/or whilst another member of staff are on their way to you. If a child wants to speak to 

you ensure this happens only in an open environment. If a child/adult discloses something to you, follow the 

procedures as set out in SUCET Safeguarding Children P&P and SUCET Safeguarding Adults at Risk Policy.  

 

 

 
            Signed………………………………….... (Chair of Trustees) 
 
This is a controlled document. It should not be altered in any way without the express permission of the 
author or their representative. 
 
On receipt of a new version, please destroy all previous versions 
 
Document Number: PP26  
Document Title: Lone Working Policy  
Date of issue: 16/09/2019 
Date of Review: 16/09/2021 

 

Formulated & Supplied by K.Halls Date of issue: 16/09/2019    Date of Review: 16/09/2021 
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Appendix 1A Dealing with aggression 

No one can say with any certainty what they would do if faced with difficult or stressful situations. Many 
factors can affect the way you behave; from your own confidence and experience to how you are feeling on the 
day. There are no right or wrong answers but it will help if you think through the options ahead of time. 

• Be aware of changes in the behaviour in the person you are with, especially if you are discussing 
something that could result in an angry or irritated response. It is very rare for aggression or violence to 
come from nowhere. 

• Try to use your own communication skills to defuse a difficult situation early on, thinking how about how 
tone, volume and body language can help to create a calming atmosphere. 

• If the person you are with is getting angry, try to remain calm. It is best not to meet aggression with 
aggression. 

• Avoid entering the aggressor’s personal space or touching them, as could make the aggressor feel 
threatened and can escalate the situation. 

• Beware of your own body language, adopting a neutral and non-threatening position to help create a 
calming atmosphere. 

Remember: 

· Trust your instincts, 

· Never underestimate a threat, 

· If you feel uneasy or alarm bells start ringing — act right away. 

If you cannot de-escalate the situation: 

Get away from the aggressor. 

Be assertive but avoid meeting aggression with aggression. 

Use exit strategies — have a pre-planned way to excuse yourself from a difficult situation. For example, you can’t 
help them so you are going to get someone who can sort the problem out for them. 

Apply diversion techniques to distract them whilst you make your exit. 

Use your voice — shout a specific instruction such as “Call the police!” 

Remember, the earlier you spot a potential problem arising the more choices you have to avoid it. 

Reporting and recording 

There is no guarantee that you will be able to completely avoid violence and aggression in your working life. So, it 
is important to know where you can go for help should you experience an incident. 

Find out in advance what the reporting procedures are in your organisation and who to go to after an incident. 

If something happens to you, tell your employer. By law they are expected to provide you with support and need 
to re-assess the risks so that they can put in extra control measures. 

It is important to report near misses as well as actual incidents. 

 

Self Defence 

Physical self defence should only ever be used as a last resort with the only purpose being to get away from your 
attacker. 

Remember also that if you use excessive force, you could be legally liable for assault. 

See page 46 of SUCET Safeguarding Children P&P for guidance relating to U18 Behaviour Management & Use 
of Reasonable Force. 

Formulated & Supplied by K.Halls Date of issue: 16/09/2019    Date of Review: 16/09/2021 
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SECTION FOUR – OTHER 

 

*Grievance Procedures for Volunteers, Apprentices, Students & Parents 
 

Should you have any complaints or problems, the following information clearly demonstrates the procedures, laid 
down, to follow to enable these problems or complaints to be dealt with fairly and effectively. NB For Staff Grievance 
Procedures please see SUCET Staff Handbook (PP03).  

Grievance Procedures 

Should any of the four categories, below, feel they have a situation which either upsets and/or aggrieves them they 
should use the, laid down, Trust grievance procedures as follows: 

Volunteers 

1. Contact the Community Manager verbally initially. 
2. Should they be unable to answer or deal with your grievance, request a meeting with the CEO. 
3. Ensure that your grievances are clearly stated and where necessary put in writing. 
4. Request your rights and fully understand the implications concerned. 

Apprentices 

1. Contact the Community Officer (Participation) and inform them of your grievance. 
2. If still aggrieved, either personally or using a third party, request contact with the Community Manager. 
3. Should this prove unsatisfactory, the next step would be to request contact with the CEO either verbally 

or in writing. 

Students 

1. Contact your Education Tutor and inform them of your grievance. 
2. If still aggrieved, either personally or using a third party, request contact with the Community Manager. 
3. Should this prove unsatisfactory, the next step would be to request contact with the CEO either verbally 

or in writing. 

Parents 

1. Request contact with the relevant team coach or Education Tutor to discuss your grievance. 
2. If you are unable to rectify the situation, contact the Head of Coaching to request a meeting and inform 

them of the situation and circumstances. 
3. If this is still not satisfactory, request a meeting with the CEO. 

 

The Trust encourages and welcomes everyone to seek solutions to their grievances at the earliest possible 

opportunity as it has a policy of fair and open relationship between all concerned and wishes to work towards 

solutions to any grievances. 

NB: Any severe breach of Staff, Volunteer, Apprentice & Student rules will be dealt with by the CEO 
immediately. 
                                                                                                                         *Updated  in consultation with KH September 2020 

 

*Students going on Work Experience/Adults who supervise children on WE 

 

SUCET acknowledges that there may be times where a student involved with the Princes Trust, Traineeship or a 

College Programme may be offered work experience through another organisation. SUCET is committed to 

safeguarding the welfare of all students and have robust and proactive safeguarding policies and procedures in 

place and expects all organisations that accept a SUCET student on work experience to demonstrate a 

commitment to safeguarding and demonstrate that commitment by providing a copy of their safeguarding policies 

& procedures.   
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In the event of any incident or concern in respect of the student then it will be expected that the policies and 

procedures of the organisation / club will be followed and that SUCET Senior Safeguarding Manager, Designated 

Safeguarding Manager and Designated Safeguarding Officer are informed of the circumstances and any actions 

taken. 

 

Policy documents to be forwarded /shared with SUCET Senior Safeguarding Manager, Designated Safeguarding 

Manger and the Designated Safeguarding Officer, before SUCET agree to send or accept a student on work 

experience, would include safeguarding policies and procedures, transporting students, accommodations 

providers and consent forms. 

SUCET understand that Barred list checks by the DBS might be required on some people who supervise a child 

under the age of 16 on a work experience placement. The Trust should consider the specific circumstances of 

the work experience i.e., the nature of the supervision and the frequency of the activity being supervised, to 

determine what, if any, checks are necessary. These considerations would include whether the person providing 

the teaching/training/instruction/supervision to the child on work experience will be:   

• unsupervised themselves; and providing the teaching/training/instruction frequently (more than three days in a 

30-day period, or overnight).   

If the person working with the child is unsupervised and the same person is in frequent contact with the child, the 

work is likely to be regulated activity. If so, the Trust could ask the organiser providing the work experience to 

ensure that the person providing the instruction or training is not a barred person. NB The Trust is not able to 

request an Enhanced DBS check with barred list information for staff supervising children aged 16 to 17 on work 

experience.   

If the activity undertaken by the child on work experience takes place in a ‘specified place’, such as a school or 

college, and gives the opportunity for contact with children, this may itself be considered to be regulated activity. 

In these cases and where the child is 16 years of age or over, the work experience provider should consider 

whether a DBS enhanced check should be requested for the child/young person in question. DBS checks cannot 

be requested for children/young people under the age of 16.   *Updated Oct 19 Source KCSIE                   

*Updated by H. Halls September 2020 

                                                                                                                                                                                                                                                                      

Medical Treatment. Medics, Physiotherapist and First Aiders 

People fulfilling medical roles in football play an important part in the safeguarding and well-being of 
young players. The health, safety, welfare and moral education of young people is the priority for medics 
and all those involved and this comes ahead of the achievement or reputation of the Trust, school, 
coach or parent. All medical staff will be suitably trained to a standard accepted and recognised by the 
Football Club/Trust and The Football Association should have completed the FA Safeguarding Children 
Workshop and hold the appropriate enhanced FA DBS CRC. 

Best practice is: 

• Ensure all are aware of the Trust Emergency Action Plan (incl. staff, volunteers, players & 
parents/carers)  

• Ensure you have completed medical/emergency aid consent forms & have at least three 
emergency contact numbers. 

• Avoid being on a one to one basis in the treatment/dressing room unless another appropriate 
adult is present i.e., parent/carer or a member of staff. 

• Explain to the child what you are doing during an assessment. Fully explain all treatment 
procedures and gain verbal consent to carry them out. 

• Only assess, advise and treat injuries to the level of your ability/qualification and record 
all injuries and treatment given.  

• Carry and only use medical items that you have been trained to use. 
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• Wear gloves to prevent cross infection and dispose of any contaminated items appropriately 
and ensure any area contaminated by blood, vomit or other body fluids/substances is cleaned 
appropriately. 

• Always ensure parents/carers are informed of all injuries and illnesses and the appropriate 
accident/Illness report forms are completed. 

• Ensure all medical records are clear, accurate and stored securely. All medical information 
concerning children should remain confidential. 

• Always maintain a professional approach, respect privacy, dignity and confidentiality. 

• Confirm your own personal immunisation status, e.g., tetanus immunisation. 

In circumstances where children need medication regularly a health care plan should be established to 
ensure the safety and protection of the children and the adults who are working with them. Depending 
upon the age and understanding of the child, they should be encouraged to self-administer medication 
or treatment including for example any ointment or the use of inhalers.  

 

Gifts, Rewards and Selection of Children  

SUCET Staff and volunteers should take care that they do not accept any gift that might be construed as a bribe 
by others or lead the giver to expect preferential treatment. 
 
Southend United Community & Educational Trust recognises that there are occasions when children, parents 
/carers wish to pass small tokens of appreciation to members of staff or volunteers, for example at Christmas or 
as a “thank you”, and this is acceptable. However, it is unacceptable to receive gifts on a regular basis or of any 
significant value as this may be misinterpreted by other parents. 
Similarly, it is inadvisable for staff or volunteers to give personal gifts to children or young people. This could be 
misinterpreted as a gesture either to bribe, or to single out the young person. It might also be perceived that a 
“favour” of some kind is expected in return. Any reward given to a child or young person should be agreed 
practice within the trust and not based on favouritism.  
 
 To maintain best practice principles, at all times, all staff should: 

• Ensure that gifts received or given in situations which may be misconstrued are declared 

• Generally only give gifts to an individual young person as part of an agreed reward system 

• Where giving gifts other than as above, ensure that these are of insignificant value and given to all 

children equally  

• Ensure that all selection processes are fair and that, where practicable, these are undertaken and 

agreed by more than one member of staff. 

The Issuing of Tickets to Children/Young People 

As per the Southend United Customer Charter, - Appendix 2: 

Tickets are issued subject to the rules and regulations of FIFA, UEFA, The Football Association, The FA Premier 

League and The English Football League in respect of the relevant competition and Southend United Football Club 

Ground Regulations which are displayed around the ground, copies of which are available upon request. 

In relation to children and young people the following conditions apply: 

All children of 13 years of age and under must be accompanied by a responsible adult. 
 
The maximum ratio allowable of adult to junior tickets is 1:4. 

Southend United Community & Educational Trust 
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Safeguarding Policy Amendment- Covid 19 

 

This amendment should be read in conjunction with Southend United Community & 

Educational Trust (SUCET) Safeguarding Children Policy & Procedures & Codes of 

Conduct. (If these are available online club provide URL links, if not attach documents to 

communication) 

SUCET Statement: 

The way SUCET is currently operating in response to coronavirus (COVID-19) is 

fundamentally different to business as usual, however, a number of SUCET important 

safeguarding principles remain the same: 

• With regard to safeguarding, the best interests of children and young people must always 
continue to come first. 

• If anyone has a safeguarding concern about any child or young person they should 
continue to act, and act immediately. 

• A Designated Safeguarding Manager or Officer or Deputy should be available. 

• It is essential that unsuitable people are not allowed to enter SUCET workforce and/or 
gain access to children or young people. 

• Children and young people should continue to be protected when they are online. 

 

SUCET Safeguarding Contacts: 

During the Covid-19 lockdown period SUCET Safeguarding Contacts  

are as follows: 

Dale Spiby Senior Safeguarding Manager (SSM) /CEO  

Tel: 07961 071987 Email: dale@southendunited-cet.co.uk 

Kylie Halls Designated Safeguarding Manager (DSM) 

Tel: 01702 341351 Email: K.halls@southendunited-cet.co.uk 

Elaine Hume Designated Safeguarding Officer (DSO) 

Tel: 07730 529471 Email: e.hume@southendunited-cet.co.uk 

 

Other Safeguarding Contacts within football: 

Whilst any safeguarding concern should be raised with the SUCET Safeguarding Contacts in 

the first instance, SUCET recognise that this may not always be possible or appropriate. 

Please see the following contact details for footballing partners with whom safeguarding 

concerns in relation to SUCET can be discussed: 

 

mailto:dale@southendunited-cet.co.uk
mailto:K.halls@southendunited-cet.co.uk
mailto:e.hume@southendunited-cet.co.uk
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The English Football League Trust Safeguarding Team  

Tel: 01772 325954 Email: safeguarding@efltrust.com 

The English Football League Safeguarding Team 

Tel: 01772 325940 Email: safeguarding@efl.com 

 

If the concern regards a person employed in football and their conduct towards a child or 

young person: 

The FA Safeguarding Team 

Tel: 0800 169 1863 

Email: Safeguarding@TheFA.com 

 

If you have concerns about a child or young person’s immediate safety.  

Please remember if it's an emergency or where there is risk to life immediately contact the 

Police on: 999 or 112 or Children's Social Care – Multi-Agency Safeguarding Team 

(MASH+team) on: 01702 215007 or, if out of hours the Emergency Duty Team on: 0345 606 

1212. Alternatively contact the NSPCC Free 24-hour Helpline T: 0808 800 5000 for advice 

and guidance. 

As soon as you can make a written record of what was said, seen or heard i.e., what, who, 

where, when? Include any action taken as directed by the Police or Children’s Social Care. 

You will need to inform SUCET SSM (CEO)/DSM/DSO ASAP.                                             

 

Procedures and Safety Measures for Online learning: 

SUCET expects all staff, children and young people to adhere to the relevant policy and 

code of conduct boundaries which MUST be maintained at all times. SUCET have put extra 

measures in place to reduce the risks in relation to online learning which include: 

• All contact online will be observable and interruptible. 

• Whilst online staff, children and young people must wear suitable clothing as should 

anyone else in the household. 

• Any computers being used should be in appropriate areas, for example, not in 

bedrooms and the background should not be blurred. 

• Online teaching will NOT be carried out on a one to one basis, it will be carried out in 

a group setting with at least two children/young people present.  

• Another adult will be invited to be present in the room. 

• All communication will have an educational purpose. 

• All use of language must be professional and appropriate, this includes any family 

members in the background. 

mailto:safeguarding@efltrust.com
mailto:safeguarding@efl.com
mailto:Safeguarding@TheFA.com
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• SUCET will record online teaching/instruction sessions. Children, young people and 

parents will be informed that sessions are being recorded in advance. 

• All sessions provided will be via SUCET I.T platform (for example remote desktop) or 

Wi-Fi (where possible) 

 

Mental Health: 

Negative experiences and distressing life events, such as the current circumstances, can 

affect the mental health of us all. Anyone who is struggling under the current circumstances 

should contact SUCET safeguarding staff members as outlined above. Support can also be 

accessed through a number of National Organisations including: 

The Samaritans  Tel: 116 123  https://www.samaritans.org 

ChildLine:   Tel: 0800 1111  https://www.childline.org.uk 

NSPCC:   Tel: 0808 800 5000 https://www.nspcc.org.uk 

Mind:    Tel: 0300 123 3393 https://www.mind.org.uk 

PFA:    Tel: 07500 000 777 https://www.thepfa.com/wellbeing 

Headmeds Straight talk on mental health medication for young people. Website:  
https://youngminds.org.uk/youngminds-professionals/our-projects/headmeds/ 

No Panic Charity offering support for sufferers of panic attacks, phobias and OCD. Helpline. 
Tel: 0844 967 4848 charges apply (daily, 10am-10pm) Youth Helpline Tel: 0330 606 1174 
landline rates apply for 13-20yr olds open Mon to Fri: 3pm to 6pm Thurs: 6pm to 8pm Sat: 
6pm to 8pm Website: https://www.nopanic.org.uk         
 
Ann Craft Trust – A Leading UK Authority on Safeguarding Adults and Young People at 

Risk. Helpline on 0115 951 5400 https://www.anncrafttrust.org/ 

 

Southend Local Safeguarding Children’s Board (LSCB) Website: 

https://www.safeguardingsouthend.co.uk 

 

EFL Mental Health Guidance provides information on types of Mental Health conditions 
and where to go for support. Access the self-help guides HERE  or visit the EFL website – 
Inclusion & Anti-Discrimination page: https://www.efl.com/-more/inclusion--anti-
discrimination/mental-health/           
 

Online Safety: 

It is important that internet safety and security messages are re-enforced during this time 

when SUCET are expecting children and young people to be online more often. During the 

lockdown period they may also be increasing their own usage on their devices in their free 

time. It is important that children, young people and parents are aware of the help and 

support available should they be concerned about something they have seen or experienced 

online. These include: 

https://www.samaritans.org/
https://www.childline.org.uk/
https://www.nspcc.org.uk/
https://www.mind.org.uk/
https://www.thepfa.com/wellbeing
http://www.headmeds.org.uk/
https://www.nopanic.org.uk/
https://www.anncrafttrust.org/
https://www.safeguardingsouthend.co.uk/
http://www.selfhelpguides.ntw.nhs.uk/efl/
https://www.efl.com/-more/inclusion--anti-discrimination/mental-health/
https://www.efl.com/-more/inclusion--anti-discrimination/mental-health/
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UK Safer Internet Centre https://reportharmfulcontent.com/ 

CEOP    https://www.ceop.police.uk/safety-centre/ 

Internet Matters    https://www.internetmatters.org/ 

NetAware    https://www.net-aware.org.uk/ 

ParentInfo    https://parentinfo.org/ 

ThinkuKnow   https://www.thinkuknow.co.uk/ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://reportharmfulcontent.com/
https://www.ceop.police.uk/safety-centre/
https://www.internetmatters.org/
https://www.net-aware.org.uk/
https://parentinfo.org/
https://www.thinkuknow.co.uk/
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*This following safeguarding guidance & legislation has been considered when drafting 

this document: 

EFL Safeguarding Guidance (Managing Concerns) and Policy & Procedures  
The Football Associations Safeguarding Children Policy & Procedures 
The Premier League Guidance for Safe Working Practice 
Keeping Children Safe in Education 2020 
General Data Protection Regulations 2018 
Working Together to Safeguard Children 2018 (updated 2019) 
The Child Protection in Sport Unit (NSPCC/CPSU) guidelines 
Southend LSCB Safeguarding Children’s Board Policies and Protocols now known as the Southend 
Safeguarding Partnership (SSP) 
SEN Code of Practice Guidance 2015 
Serious Crime Act 2015 
Counter Terrorism & Security Act 2015 
Modern Slavery Act 2015 
UN Convention on the Rights of the Child Protection of Freedoms Act 2015 
 What to do if you’re worried a child is being abused 2015 
Children & Families Act 2014 
Equality Act 2010 
Protection of Freedoms Act 2012 
Private Fostering Regulations 2005 
UKCIS 
The Children’s Act 1989/2004 
Female Genital Mutilation Act 2003 
Sexual Offences Act 2003 
The Education Act 2002 
The Human Rights Act 1998 
Criminal Justice Act 1988 
The Protection of Children’s Act 1999 
Kidscape (Anti Bullying policy) 
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Southend United Community & Educational Trust 

 

SAFEGUARDING CHILDREN POLICY AND PROCEDURES CONFIRMATION OF RECEIPT 

 

I confirm that I have received, read and understood Southend United Community & Educational Trust Safeguarding 

Children Policy & Procedures. I am aware of what constitutes child abuse, the indicators of child abuse, and my role 

and responsibility in reporting concerns, poor practice and allegations. I know what to do and who to contact in such 

situations. 

I know that Southend United Community & Educational Trust’s Senior Safeguarding Manager is Dale Spiby and the 

Designated Safeguarding Manager is Kylie Halls and the Designated Safeguarding Officer is Elaine Hume. 

 

I agree to abide by Southend United Community & Educational Trust Policy and Procedures. 

 

NAME__________________________________________________________________________ 

 

POSITION_______________________________________________________________________ 

 

DEPARTMENT__________________________________________________________________ 

 

SIGNATURE____________________________________DATE___________________________ 

 

HEAD OF DEPARTMENT  

 

SIGNATURE___________________________________DATE____________________________ 

When completed and signed this form must be returned to SUCET and a copy held on file. 

 


