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OVERVIEW 

 

1. Who This Policy Applies To  
Our Safeguarding Children Policy applies to all staff, including the Board of Directors and Chief Executive Joe Goude who 

is the Safeguarding Senior Manager, all managers, coaches, paid staff, volunteers or anyone working on behalf of 
Stevenage FC Foundation. The charity seeks to ensure the safety and wellbeing of all children and young people who 

engage in activities with the Foundation. 

 
2. Why This Policy Exists 
If you work or intend to work with children or young people, you are automatically placed in a position of trust that carries 

authority, status, power and responsibility. If the adults involved are positive role models displaying high moral and 
ethical standards, the benefit to children and young people’s development can be significant. Football can and does have 

an effect on children and young people’s development and is potentially an inspiration to whole communities.  
 

It is through the application of the Policy and Procedures that the Foundation seeks to develop a positive and proactive 

safeguarding/welfare programme to enable all children and young people to participate in an enjoyable and safe 
environment. This equally applies to the safety and security of those working with and responsible for the activities 

involving children and young people.  
 

The Safeguarding and Welfare of Children and Young People under eighteen years are legally regulated through Acts of 

Parliament (Children Act 1989 and The Children Act 2004); Safeguarding is a term that is broader than ‘child protection’ 
and relates to the action taken to promote high ethical standards throughout of persons in these categories and protect 

them from harm.  

 
Safeguarding is everyone’s responsibility. Safeguarding is defined in Working Together to Safeguard Children (2013) as:  

 

• Protecting children from maltreatment  

• Preventing impairment of children’s health and development  

• Ensuring that children grow up in circumstances consistent with the provision of safe and effective care and  

• Taking action to enable all children to have the best outcomes  
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Organisations, which work with children, young people, and adults at risk must always act in 
their best interests and ensure they take all reasonable steps to prevent harm to them. Having 

safeguards in place within an organisation not only protects and promotes the welfare of 

children but also it enhances the confidence of directors, staff, volunteers, parents, carers and 

the general public.  

 

3. Scope  

This Policy is for use across the Foundation and is to be observed by all those working with 

children, young people and adults. The standard application of this Policy and Procedures across the Foundation, 
promoting safeguarding good practice is mandatory.  

 

All the requirements are obligatory and are to be enforced as indicated by the appropriate persons in all cases where 

there are any suspected instances of poor practice or abuse. 

  
All employees, workers, consultants, agency staff and volunteers must make themselves aware of the Foundation’s 

Safeguarding Children & Adults At Risk Policy and Procedures and where appropriate their work with children, young 

people and adults at risk will be supported by a safeguarding training programme.  

 

The Senior Safeguarding Manager (SSM) has overall responsibility for safeguarding and child protection at the 

Foundation and is supported by the Designated Safeguarding Officer (DSO).  

 

The Foundation fully acknowledges and accepts its responsibility for the safety and well- being of children, young 
people and adults at risk who engage in any way in any activity carried out with the Foundation.  
 

Their welfare is of paramount importance. It is the duty of all adults working at the Foundation to safeguard the welfare 
of children, young people and adults at risk by creating an environment that protects them from harm.  
 

Activities undertaken at the following locations are under the remit of this policy including:  
 

• The Lamex Stadium  

• Academy (Shephalbury Sports Academy, Stevenage).  

• First Team and Academy Training Ground (Bragbury End, Stevenage) 

• School facilities used for both curricular and extra-curricular activities  

• Other hired facilities for events, matches, courses and camps  

• Other external facilities utilised specifically for the delivery of the National Citizen Service (NCS) programme 

• Stadium tours and all other activities on match days and roles that comes into contact with children, young people 

and adults at risk.  
 

The Foundation has in place comprehensive safeguarding procedures that meet the requirements of The FA and 

English Football League Rules (in particular, The Safeguarding of Vulnerable Groups and Safe Recruitment), The FA 
Safeguarding Children Rules and The Children Act 1989 and 2004 are applied to ensure the national standards for 

safeguarding are met and implemented throughout the Foundation.  
 

The Foundation also has a responsibility to maintain regular dialogue with the Local Safeguarding Children Board and 

the Local Authority Designated Officer (LADO) 
 

Where relevant the Foundation will liaise with partner club Stevenage FC to ensure that the safeguarding and welfare 

of children, young people and adults at risk are at the forefront of any activities that involves both organisations or 

when either organisation is supporting the other to deliver key activities. On certain occasions, the Stevenage Football 
Club Safeguarding Policies will supersede this policy dependant on the activity taking place e.g. Stevenage FC home 

games at The Lamex Stadium. 
 

4. Aims & Key Principles  

The aims of the Foundation’s Safeguarding Children & Adults At Risk Policy are:  
 

• To safeguard all children, young people and adults at risk who interact with the Foundation 

• To demonstrate best practice in the area of safeguarding children, young people and adults at risk 

• To develop a positive and proactive welfare programme to enable all children, young people and adults at risk to 

participate in an enjoyable and safe environment. 
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5. Key Principles Underpinning This Policy   

• The child, young person or adults at risk welfare is and must always be the paramount 
consideration.  

• All children, young people and adults at risk have a right to be protected from abuse 

regardless of their gender, race, disability, sexual orientation, religion or belief or age.  

• All suspicions and allegations of poor practice or abuse will be taken seriously and 

responded to efficiently and appropriately.  

• To ensure that staff, coaches, parents and other adults who come into contact with 

children, young people and adults at risk are good role models.  

• Working in partnership with other organisations, children, young people and adults at risk and their 

parents/carers is essential.  

• To listen to children and adult at risk and take account of their wishes and feelings, both in individual decisions 

and in the development of the Foundation’s services 

 
To provide staff and volunteers with the overarching principles which guide our approach to safeguarding. Stevenage 

FC Foundation believes that a child, young person or adult at risk should never experience abuse of any kind. We have 

a moral and legal responsibility to promote the welfare of all children, young people and adults at risk and to keep 

them safe. We are committed to this practice in a way that protects them. 

 
6. Board of Trustees 

The aims of the Board of Trustees and all staff is that they are committed to ensuring that the Foundation: 
  

• provides a safe environment for young people and vulnerable adults in which to learn; 

• identifies young people and vulnerable adults who may be in need of extra help or who are suffering, or likely to 
suffer, significant harm; and 

• working with other services (as needed) takes appropriate action to see that such young people and vulnerable 

adults are kept safe. 

• Recognises that children and adults at risk have the right to protection from abuse and exploitation 
 

In pursuit of these aims, the Charity will approve and annually review this policy and procedures with the aim of:  
 

• raising awareness of issues relating to the welfare of young people and vulnerable adults and the promotion of a safe 

environment for young people and vulnerable adults learning within the Foundation 

• aiding the identification of young people and vulnerable adults at risk of significant harm, and providing procedures 

for reporting concerns 

• establishing procedures for reporting and dealing with allegations of abuse against all stakeholders i.e. members of 
staff, other children and/or vulnerable adults, contractors and volunteers 

• ensuring the safe recruitment of staff 

• ensuring the safe recruitment/appointment of contractors 

 

Within the Foundation’s Board of Trustees, Chair Roger Gochin serves as the designated trustee with senior leadership 

responsibility for the Foundation’s arrangement, in consultation with the Designated Safeguarding Officer (DSO). 
 

STATUTORY REQUIREMENTS, LEGISLATION & REVIEW 
 

7. Legal Framework 

This policy has been drawn up on the basis of law and guidance that seeks to protect children, namely;  

 

• Children Act (1989)  

• United Convention of the Rights of the Child (1991) 

• Data Protection Act (1998) 

• Sexual Offences Act (2003)  

• Children Act (2004) 

• Equality Act (2010) 

• Protection of Freedoms Act (2012) including DBS checks and information 

• Guidance Child Sexual Exploitation (CSE) – CEOP (2012)  

• Working Together (2015/2017)  
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• Keeping Children Safe in Education (2016) 

• The Counter-Terrorism and Security Act (2015) 

• Public Interest Disclosure Act (1998) 

• General Data Protection Regulations (2018) 

 

Whilst the Charity undertakes to review this document annually it recognises that legislation or 

guidance may change and as such will have to review the policies and procedures accordingly. 
Any review or changes will be subject to approval from the Board of Trustees. 

 

A copy of this document and any subsequent reviews will be provided to the Local Authority Designated Officer (LADO) 

for Hertfordshire to ensure that the Charity meets its statutory obligations. 

 
The Charity also endorses the FA Safeguarding Children Policy and Procedures as well Affiliated Football’s Policy and 

Procedures. 

  

This document applies to all children and vulnerable adults who take part in activities organised by the Charity and staff, 

paid or unpaid when they are working on behalf of the Charity. We also recognise that there is a moral and legal 

responsibility to act or give advice and guidance where the issue falls outside the Charity’s activities. 

 

8. Definitions 

A child is defined as a person under the age of 18 (The Children Act 1989). An adult at risk is defined as a person aged 18 

or over who is or may be in need of community care services by reason of mental or other disability, age or illness and 
who is or who may be unable to take care of himself or herself against significant harm or exploitation. 

 
a) The Definition of Safeguarding (Young People)  

Throughout the policy and the procedures, reference is made to ‘young people’.  This term is used to mean ‘those under 

the age of 18’.  The Foundation adopts the safeguarding definition used in the Children Act 2004 and the Department for 
Education guidance document ‘Working Together to Safeguard Children’ (2010, paragraph 1.20), which focuses on 

safeguarding and promoting young people’s welfare and can be summarised as:  
 

• protecting young people from maltreatment; 

• preventing impairment of young people’s health or development; 

• ensuring that young people are growing up in circumstances consistent with the provision of safe and effective care; 

and     

• undertaking that role so as to enable those young people to have optimum life chances and to enter adulthood 
successfully.  

 

b) The Definition of Safeguarding (Vulnerable Adults) 

The term ‘vulnerable adult’ is also used and in this policy is used to mean a person ‘aged 18 years or over who is or may 
be in need of community care services by reason of mental or other disability, age or illness; and who is or maybe unable 

to take care of him or herself, or unable to protect him or herself against significant harm or exploitation’. 

 

A vulnerable adult is defined by the Safeguarding Vulnerable Groups Act (2006) as a person who is aged 18 years or over 

and who:  
 

• is living in residential accommodation, such as a care home or a residential special school; 

• is living in sheltered housing; 

• is receiving domiciliary care in their own home; 

• is receiving any form of healthcare; 

• is detained in lawful custody (in a prison, remand centre, young offender institution, secure training centre or 

attendance centre, or under the powers of the Immigration and Asylum Act 1999); 

• is under the supervision of the probation services; 

• is receiving a welfare service defined as the provision of support, assistance or advice by any person, the purpose of 

which is to develop an individual’s capacity to live independently in accommodation or support their capacity to do 

so;  

• is receiving a service or participating in an activity for people who have particular needs because of their age or who 

have any form of disability;  
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• is an expectant or nursing mother living in residential care; or 

• is receiving direct payments from a local authority or health and social care trust in lieu of 

social care services.                      
 

9. Understanding and Identifying Abuse & Neglect 

Abuse and neglect are forms of maltreatment – a person may abuse or neglect a child by 
inflicting harm, or by failing to act to prevent harm.  

 

Child welfare concerns may arise in many different contexts and can vary greatly in terms of their nature and seriousness. 

Children may be abused in a family or in an institutional or community setting, by those known to them or by a stranger, 

including, via the internet. In the case of female genital mutilation, children may be taken out of the country to be abused. 
They may be abused by an adult or adults, or another child or children. An abused child will often experience more than 

one type of abuse, as well as other difficulties in their lives. Abuse and neglect can happen over a period of time but can 

also be a one-off event. Child abuse and neglect can have major long-term impacts on all aspects of a child's health, 

development and well-being.  

 
The warning signs and symptoms of child abuse and neglect can vary from child to child. Disabled children may be 

especially vulnerable to abuse, including because they may have an impaired capacity to resist or avoid abuse. They may 
have speech, language and communication needs which may make it difficult to tell others what is happening. Children 

also develop and mature at different rates so what appears to be worrying for a younger child might be normal behaviour 

for an older child. Parental behaviours may also indicate child abuse or neglect, so you should also be alert to parent-

child interactions which are concerning and other parental behaviours. This could include parents who are under the 
influence of drugs or alcohol or if there is a sudden change in their mental health. By understanding the warning signs, 

you can respond to problems as early as possible and provide the right support and services for the child and their family. 
It is important to recognise that a warning sign doesn’t automatically mean a child is being abused.  

 

There are a number of warning indicators which might suggest that a child may be being abused or neglected.  
 

10. Indicators of Abuse  
Even for those experienced in working with child abuse, it is not always easy to recognise a situation where abuse may 

occur or has already taken place. Most people are not experts in such recognition, but indications that a child is being 

abused may include one or more of the following:  
 

• Unexplained or suspicious injuries such as bruising, cuts or burns, particularly if situated on a part of the body not 
normally prone to such injuries  

• An injury for which an explanation seems inconsistent  

• The young person describes what appears to be an abusive act involving them  

• Another young person or adult expresses concern about the welfare of a young person  

• Unexplained changes in a young person’s behaviour e.g. becoming very upset, quiet, withdrawn or displaying sudden 

outbursts of temper  

• Inappropriate sexual awareness  

• Engaging in sexually explicit behaviour  

• Distrust of adult’s, particularly those whom a close relationship would normally be expected  

• Difficulty in making friends  

• Being prevented from socialising with others  

• Displaying variations in eating patterns including over eating or loss of appetite  

• Losing weight for no apparent reason  

• Becoming increasingly dirty or unkempt  

 
11. Definitions of Abuse  

Physical Abuse - is deliberately physically hurting a child. It might take a variety of different forms, including hitting, 

pinching, shaking, throwing, poisoning, burning or scalding, drowning or suffocating a child.  

 
Physical abuse can happen in any family, but children may be more at risk if their parents have problems with drugs, 

alcohol and mental health or if they live in a home where domestic abuse happens. Babies and disabled children also 

have a higher risk of suffering physical abuse. Physical harm may also be caused when a parent or carer fabricates the 
symptoms of, or deliberately induces, illness in a child. Physical abuse can also occur outside of the family environment.  
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Neglect - is a pattern of failing to provide for a child’s basic needs, whether it be adequate food, 

clothing, hygiene, supervision or shelter. It is likely to result in the serious impairment of a 

child’s health or development. Children who are neglected often also suffer from other types of 

abuse. It is important that practitioners remain alert and do not miss opportunities to take 

timely action. However, while you may be concerned about a child, neglect is not always 

straightforward to identify.  

 

Neglect may occur if a parent becomes physically or mentally unable to care for a child. A parent may also have an 
addiction to alcohol or drugs, which could impair their ability to keep a child safe or result in them prioritising buying 

drugs, or alcohol, over food, clothing or warmth for the child. Neglect may occur during pregnancy as a result of maternal 

drug or alcohol abuse.  

 

Sexual Abuse - is any sexual activity with a child. You should be aware that many children and young people who are 
victims of sexual abuse do not recognise themselves as such. A child may not understand what is happening and may not 

even understand that it is wrong. Sexual abuse can have a long-term impact on mental health.  

 

Sexual abuse may involve physical contact, including assault by penetration (for example, rape or oral sex) or non-

penetrative acts such as masturbation, kissing, rubbing and touching outside clothing. It may include non-contact 

activities, such as involving children in the production of sexual images, forcing children to look at sexual images or watch 

sexual activities, encouraging children to behave in sexually inappropriate ways or grooming a child in preparation for 

abuse (including via the internet). Sexual abuse is not solely perpetrated by adult males. Women can commit acts of 
sexual abuse, as can other children  
 

Emotional Abuse - is the persistent emotional maltreatment of a child. It is also sometimes called psychological abuse 

and it can have severe and persistent adverse effects on a child’s emotional development.  
 

Although the effects of emotional abuse might take a long time to be recognisable, practitioners will be in a position to 
observe it, for example, in the way that a parent interacts with their child. Emotional abuse may involve deliberately 

telling a child that they are worthless, or unloved and inadequate. It may include not giving a child opportunity to express 

their views, deliberately silencing them or ‘making fun’ of what they say or how they communicate.  
 

Emotional abuse may involve serious bullying – including online bullying through social networks, online games or 

mobile phones – by a child’s peers.  
 

Bullying - may come from another young person or an adult. Bullying is defined as deliberate hurtful behaviour, usually 
repeated over a period of time, where it is difficult for those bullied to defend themselves.  

 

12. Signs of Bullying  

• Behavioural changes such as reduced concentration and/or becoming withdrawn, depressed, tearful, emotionally 

up and down, reluctance to go training or competitions 

• An unexplained drop in performance  

• Physical signs such as stomach aches, headaches, difficulty in sleeping, bed wetting, scratching and bruising, 
damaged clothes, bingeing e.g. on food, alcohol or cigarettes  

• A shortage of money or frequents loss of possessions  

 

It must be recognised that the above list is not exhaustive, but also that the presence of one or more of the indications is 

not proof that abuse is taking place. It is NOT the responsibility of those working at the Club to decide that child abuse is 

occurring. IT IS their responsibility to act on and report any concerns.  

 

13. Good Practice  
All employees, workers, consultants, agency staff and volunteers working with children or young people should adhere 

to the following principles and action (list is not exhaustive):  
 

a) Always work in an open environment (e.g. avoiding private or unobserved situations and encouraging open 
communication with no secrets).  

b) Make the experience of the sporting activity fun and enjoyable: promote fairness, confront and deal with bullying.  

c) Treat all children and young people equally and with respect and dignity.  
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d) Always put the welfare of the child or young person first.  
e) Maintain a safe and appropriate distance with children and young people and avoid 

unnecessary physical contact.  

f) Where any form of manual/physical support is required it should be provided openly and 

with the consent of the child or young person. Physical contact can be appropriate so long 

as it is neither intrusive nor disturbing and the child or young person’s consent has been 

given.  

g) If groups have to be supervised in changing rooms always ensure coaches etc work in pairs.  

h) Request written parental consent if Club officials are required to transport children and young people.  
i) Gain written parental consent for any significant travel arrangements e.g. overnight stays. Coaches are qualified and 

a qualified first aider, is in attendance.  

j) Ensure that at away events adults should not enter a child or young person’s room or invite children and young 

people to their rooms.  

k) Be a good role model, this includes not smoking or drinking alcohol in the company of children and young people.  
l) Always give enthusiastic and constructive feedback rather than negative criticism.  

m) Secure written parental consent for the Club to act in loco parentis, to give permission for the administration of 

emergency first aid or other medical treatment if the need arises.  

n) Keep a written record of any injury that occurs, along with details of any treatment given.  

o) All other good practice/common sense principles given the varying situations.  

 

14. Poor Practice  

The following are regarded as poor practice and should be avoided by all employees, workers, consultants, agency staff 
and volunteers (list is not exhaustive):  
 

a) Unnecessarily spending excessive amounts of time alone with children and young people away from others.  

b) Being alone in changing rooms, toilet facilities or showers used by children and young people.  
c) Taking children or young people alone in a car on journeys, however short.  

d) Taking children or young people to your home where they will be alone with you.  
e) Sharing a room with a child or young person.  

f) Engaging in rough, physical or sexually provocative games, including horseplay.  

g) Allow or engage in inappropriate touching of any form.  
h) Allowing children or young people to use inappropriate language unchallenged.  

i) Making sexually suggestive comments to a child or young person, even in fun.  

j) Reducing a child or young person to tears as a form of control.  
k) Allow allegations made by a child or young person to go unchallenged, unrecorded or not acted upon.  

l) Do things of a personal nature that the child or young person can do for themselves  
 

15. Current Safeguarding Issues  

The Foundation will update staff and give practical support on current safeguarding issues. Guidance will be given 
accordingly by following the statutory guidance on page 12 of the document Keeping Children Safe In Education.                    

 
The FA does issue football specific guidance on a range of topics. This guidance can be found here 

 

16. Prevention of Violent Extremism – The ‘Prevent’ Agenda 

 Protecting children from the risk of radicalisation should be seen as part of Football’s wider safeguarding duties and is 

similar in nature to protecting children from other forms of harm and abuse.  
 

During the process of radicalisation, it is possible to intervene to prevent vulnerable people being radicalised. 

Radicalisation refers to the process by which a person comes to support terrorism and forms of extremism. There is no 

single way of identifying an individual who is likely to be susceptible to an extremist ideology. It can happen in many 
different ways and settings. Specific background factors may contribute to vulnerability which are often combined with 

specific influences such as family, friends or online, and with specific needs for which an extremist or terrorist group may 

appear to provide an answer.  
 

The internet and the use of social media in particular has become a major factor in the radicalisation of young people. As 

with other safeguarding risks, coaching staff should be alert to changes in children’s behaviour which could indicate that 

they may be in need of help or protection. Staff should use their judgement in identifying children who might be at risk 
of radicalisation and act proportionately, which may include making a referral to the Channel programme.  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/447595/KCSIE_July_2015.pdf
http://www.thefa.com/football-rules-governance/safeguarding/raising-awareness---downloads-section
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The Counter-Terrorism and Security Act (2015), places a duty on specified authorities, including 

local authorities and childcare, education and other children’s services providers including 

Sport, in the exercise of their functions, to have due regard to the need to prevent people from 

being drawn into terrorism (“the Prevent duty”).  

 

The Prevent duty of care relates to reducing or eliminating the risk of individuals becoming 

involved in terrorism.  

 
Radicalisation refers to process by which a person comes to support terrorism and extremist ideologies associated with 

it.  

 

Safeguarding is the process of protecting children, young people and vulnerable persons from being drawn into terrorist 

activity.  
 

Stevenage Football Club recognises its responsibilities to the “Prevent duty of care”, supporting the strategy in all 

activities involving children, young people and vulnerable people with any aspect of the football club.  

 

The Designated Club Safeguarding/Welfare Officer will be responsible for working with partnership agencies involved in 

the Channel programme including the police in undertaking the initial assessment around concerns raised as to whether 

a referral is appropriate.  

 
Further information relating to this area can be found in the Foundation’s Prevent Policy. 
 

17. Equality Statement 

Practicing equality is about ensuring that every individual has an equal opportunity to make the most of their lives and 
their talent and a belief that no one should have a poorer life chance because of the way they were born, where they come 

from, what they believe - or whether they have a disability.  
 

Equality is also about recognising that certain groups of people have historically experienced discrimination. It is because 

of this belief and understanding that the Foundation is committed to the following principles relating to equality and 
diversity: 

 

“All children and adults at risk regardless of age, disability, gender, racial heritage, religious belief, sexual orientation or 
identity have the right to equal protection from all types of harm, abuse and/or exploitation and to this end the 
Foundation will ensure that it services are provided in a way that promotes equality and diversity, eliminates 
discrimination in all of its forms (ensuring that no one is excluded) and which respects the needs of each and every 
individual.” 
 
Further information relating to the Foundation’s approach to equality is detailed in the Equality & Diversity Policy. 

 
STAFF RESPONSIBILITIES  

  

18. Designated Safeguarding Officer 
The Head of Education & School Sport is the senior staff member of the Foundation “Lead Responsibility” for 

safeguarding.  This is explicit within the role holder’s job description. The present Designated Safeguarding Officer (DSO): 
Daryl Smith, (telephone number: 01438 222222) email: daryls@stevenagefc.com. In his absence, the role of the 

Designated Safeguarding Officer passes to Senior Safeguarding Manager (SSM) Joe Goude, Chief Executive (telephone 

number: 01438 222222) email: joeg@stevenagefc.com  

 

The senior staff member has a key duty to take lead responsibility for raising awareness within the staff of issues relating 

to the welfare of young people and vulnerable adults, and the promotion of a safe environment for the young people and 
vulnerable adults learning within the Foundation. 

   

They have received training in child protection and vulnerable adults’ issues and inter-agency working, as required by 
the Local Safeguarding Children Board (LSCB) and will receive refresher training at least every 3 years.  They should keep 

up to date with developments in child protection issues. 

 

file://///server01.sfc.local/Foundation/SMT/Policies%20&%20Procedures/Prevent%20Policy.pdf
mailto:daryls@stevenagefc.com
mailto:joeg@stevenagefc.com
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The senior member of staff is responsible for:  
 

• overseeing the referral of cases of suspected abuse or allegations to the Board of Trustees, 

the police and the Data Barring Service (in cases where a person is dismissed or left due to 

risk/harm to a child/vulnerable adult);  

• liaising with the Chairman of the Board of Trustees & SFC CEO to inform him/her of issues; 

• providing advice and/or support to other staff on issues relating to child protection and 
safeguarding vulnerable adults; 

• involvement in strategy discussions and client meetings, contributing to the assessment of young people and/or 

support other staff to do so; 

• ensuring that proper records of any child protection or vulnerable adults’ referral, complaint or concern (even where 

that concern does not lead to a referral) are maintained; 

• ensuring that staff and students are made aware of/have access to the Foundation’s Safeguarding Policy (including 

ensuring safeguarding is adequately covered at staff induction and that there is a ‘fit for purpose’ staff code of 
conduct);  

• encouraging a culture of listening to young people amongst staff when considering any measure, the Foundation 

may put in place to protect them; 

• ensuring awareness of the needs of looked after young people and young people with special educational needs in 

respect of safeguarding;  

• liaising with the Local Authority and Local Safeguarding Children Board and other appropriate agencies, in line with 

Working Together to Safeguard Children 2013;  

• linking with the local LSCB to make sure staff are aware of training opportunities and the latest local policies on 

safeguarding;  

• liaising with appropriate senior role holders to ensure appropriate safeguards are put in place for under 18 students 
on work placements;  

• ensuring that staff receive an appropriate level of safeguarding training and are aware of the Foundation’s 

Safeguarding Policy and Procedures;  

• working with the Board of Trustees ensure that the Foundation’s Policy is reviewed and published annually, and 
associated procedures are regularly considered and updated.  

• Attending quarterly Safeguarding Team meetings with Stevenage FC safeguarding leads  

 
The Designated Safeguarding Officer will provide an annual report to the Board of Trustees setting out how the 

Foundation has discharged its duties.  The DSO is also responsible for reporting deficiencies in procedure or policy 

identified by the LSCB (or others) to the governing body. 

 
The Head of Education & School Sport will hold all records of referral pertaining to staff. This term refers to coaching, 
administrative, management and support staff (including those engaged under Agency) as well as volunteers. The Charity 

will ensure that arrangements are in place with contractors, via the contract where possible, whereby any of the 

contractors’ or their staff that will come into contact with young people/vulnerable adults will undergo appropriate 

checks actioned by the Head of Education & School Sport. All records will be treated as confidential and will conform with 

the requirements of the Data Protection Act 1998 and the Human Rights Act 1998.  
  

19. Safeguarding Management Structure 

The below organogram depicts the safeguarding structure and responsibilities within Stevenage FC Foundation and how 

it links to partner club, Stevenage FC (where relevant). All reports/concerns in relation to a child, young person or adult 

at risk will be brought to the attention of the Designated Safeguarding Officer (DSO) who will ensure that the 
incident/concern is recorded and that all other interested parties and statutory agencies are contacted as appropriate.   
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20. All Charity Staff   

All Charity staff working with young people and vulnerable adults will receive training to familiarise them with child 

protection issues and responsibilities and the Foundation procedures and policies. Refresher training for those with 

regular contact will take place at least every 3 years.   
 

The Charity has policies in place which set out our recruitment & selection procedures: 
 

• Recruitment Policy & Procedure including DBS and Vetting  

• Policy on the Handling and Security of Disclosure Information 
 

All staff will: 
  

• have training on the Safeguarding policy as new members of staff as part of the Foundation Induction programme;   

• have refresher training on an annual basis provided by charity intervals which will be tailored to the individual’s role, 

responsibilities and degree of direct contact with children and/or adults at risk 

• have access full certificated training on a 3-yearly basis, in addition to the annual refresher training 

• be observed in a delivery setting by a member of the Senior Management Team at least 3 times per year to ensure 

that the principles and procedures outlined in the policy are being implemented 

• be made aware of and are expected to follow the Charity’s Staff Code of Conduct. This policy can be viewed on 
request to the Head of Education & School Sport and is also in the employee handbook; 

• have a good understanding of safeguarding concerns, including potential abuse and neglect of young people, which 
may come to light in the workplace; 

• be able to identify risks, highlight them and seek to ensure that appropriate steps are taken to safeguard the child, 
young person or vulnerable adult concerned; 

• have an attitude of ‘it could happen here’ where safeguarding is concerned and always act in the best interests of the 

child/vulnerable adult; 

• wear their ID cards at all times. The cards should be visible to all participants. Lanyards are provided or are available 

from the Chief Executive; 

• make the various sites and services provided as safe, participant-friendly and welcoming as possible; 

• make participants feel safe and promote safeguarding; 

• provide information to visitors and participants on the Charity’s Safeguarding procedure; 

• ensure that activities with those under 18/vulnerable adults take place where there is more than one person present 

or they are in clear view and hearing of other adults; 

• avoid unnecessary or inappropriate physical contact; 

• respect a young person’s/vulnerable adult’s right to privacy;  

• be willing to listen to young people/vulnerable adults when they raise any concerns they may have and deal with 
them appropriately and effectively;  

• be aware that their behaviour will be an example to the young people/vulnerable adults who they encounter through 

their work;  

• be sensitive to the feelings of any child or young person who is reporting bullying or abuse of any kind. 

 



 

Stevenage FC Foundation – Safeguarding Children & Adults at Risk Policy          Updated 28.02.20 

Registered Charity Number – 1140006   Page 13 of 32 

All staff should consider how young people can be taught about safeguarding, including, online, 
through teaching and learning opportunities (contributing to providing a broad and balanced 

curriculum). 

 

21. Responsibility of Safeguarding Children – Position of Trust and Duty of Care  

The Foundation acknowledges its responsibility to safeguard the welfare of every child, young 

person or adult at risk who has been entrusted to its care and is committed to working to 

provide a safe environment. All employees, workers, consultants, agency staff and volunteers 

are accountable for the way in which they exercise authority, manage risk, use resources and protect children and adults 
at risk from discrimination and avoidable harm.  

 

To ensure best practice at all times employees, workers, consultants, agency staff and volunteers must be fully aware of 

this Safeguarding Children & Adults at Risk Policy and Procedures and the responsibilities. All employees, workers, 

consultants, agency staff and volunteers have a duty of care to keep children and young people safe; this can be exercised 
through the development of respectful, caring and professional relationships between adults and children/young people.  

 

Employees, workers, and volunteers must demonstrate integrity, maturity and good judgement whilst working with 

children, young people and adults at risk. 

 

Any person responsible for a child, young person or adult at risk, whether solely or jointly, is in a position of trust which 

requires behaviour to be in accordance with this policy.  

 
22. Examples of Positions of Trust (but are not limited to)  
Chief Executive, member of the senior management team, coach, administrator, trustee or volunteer working with 

children as well as staff engaged in match day activity involving children, young people and adults at risk have signed up 

to and thereby agree to the principles as set out in the policy. 
 

23. Protecting Children and Young People with Disabilities  
Some individuals of Stevenage FC Foundation may need to be aware that for many years, children, young people and 

adults at risk with disabilities were not considered to be vulnerable to abuse. It is now known that this is not the case and 

that children, young people or adult at risk with disabilities are at an increased risk of abuse and that the greater the 
disability the greater the risk. There are a number of factors that contribute to this and these include: 

  

• Lack of friends and peer group to support and protect.  

• Intimate/physical care/invasive medical care required. This can make it difficult for the child or young person to know 
what acceptable and unacceptable touch is.  

• Lack of speech or limited communication. This makes it harder to report abuse.  

• Multiple carers – making it hard to identify who may be abusing.  

• History of being told what to do and not given choices.  

• Depending on the abuser for a service or basic need.  

• Having medical conditions that are used to explain injuries.  

 

Children, young people or adults at risk with disabilities may also be less valued than their peers and poor care may be 

observed but tolerated by others.  

 
This might include such things as:  

• not speaking directly to the child, young person or adult at risk 

• not offering choices 

• not moving and handling them safely 

• not respecting their privacy and dignity 

• not treating them according to their age 

• allowing physical restraint to occur; or using derogatory language 
 
There is no one way to ensure that children, young people or adults at risks with disabilities are protected but the safest 

environments are those that help children, young people or adults at risk to protect themselves by helping them to speak 
out and do their best to stop abuse from happening and take responsibility for observing, challenging and reporting poor 

practice and suspected abuse.  
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24. Safe Use of Social Media, Text and Email Communication 
Electronic communications through personal and social media channels provide excellent 

opportunities to promote and communicate the activities of the Foundation and by following 

simple guidelines any pitfalls that may threaten the safety of young people involved in the 

Foundation’s programmes can be avoided. This section outlines how social media, text and 

email can be safely and effectively used as a promotional tool and a means of communication 

for the Foundation. 

 

Foundation Staff: Social Media accounts such as but not limited to Facebook, Twitter and Instagram are great for both 
promoting the Foundation and its work and for staying in touch with friends: it is essential to form a separation between 

the two. Foundation-related pages should be separate from personal pages and all contact with young people should be 

through the former and strictly limited to Foundation-related activity. Where possible Foundation Staff should adjust 

privacy settings for personal accounts so that content is only visible to accepted ‘friends’. This helps to keep younger 

participants safe from material that may be unsuitable to them and to avoid online interactions that may be publicly 
viewed with suspicion. In the event that young people engaged in programmes request to become ‘friends’ on social 

media, Foundation Staff should direct them to the official Foundation social media channels. What young participants 

aged under 18 might consider innocent and friendly contact might not be viewed in this way by parents and other adults.  

 

Any Foundation staff posting content online via official Foundation Social Media Channels should remember that they 

are representing the Foundation and their communications should conform to the Stevenage Football Club Foundation’s 

‘Use of Email, Internet and Social Media Policy’. 

 
Foundation Staff and Coaches should ensure they have consent before posting any personal information online including 
photographs where an individual can be identified. 

 

Account Logins and Passwords for all Foundation social media accounts should be known by more than one person to 
avoid a scenario whereby direct messages are exchanged privately between young people aged under 18 and Foundation 

Staff via official accounts. Any young people contacting Foundation Staff through social media direct messaging should 
be discouraged from doing so and directed to public areas of social media accounts or instructed to have their parents 

make contact if concerning a private matter. 

 
Texts and Emails – Contacting Under 18 Participants: The Children Act defines a person under 18 years as a child. All 

Foundation Staff should make arrangements relating to the engagement of under18s in Foundation programmes and 

activity via their parents or carers; this includes text and email messages. 
 

An acceptable exception to this rule in the case of 16 and 17-year-olds is to text or email the parent and to copy in 
the 16 or 17-year-old, with the parent’s prior consent. This means the parent is able to monitor communications, but the 

16 or 17-year-old receives the information directly. If Foundation staff receive any responses from that appear 

inappropriate, they should be brought to the attention of the parent or carer. 
 

Nobody working for the Foundation should engage in individual text or email conversations with a 16 or 17 year 
old without their parent receiving the same messages. All contact with children should be in relation to their participation 

in Foundation-related activity.  

 
PROCEDURES & PROCESS 

 
25. Procedure for Investigating Allegations, Complaints & Concerns  

All staff have a role in the prevention of abuse, and a duty to report any suspicion, concern or allegation of abuse, whether 

on or off Foundation premises. All allegations of abuse by a professional, staff member, family member, or a peer must 

be taken seriously and responded to accordingly as set out below: 

 

When a child or adult at risk discloses that he or she has been abused or is at risk of abuse, staff must provide immediate 
support and assist in protecting the child or adult at risk from further abuse. It is important to remember that, while it is 
a member of staff’s responsibility to be a supportive listener and to refer the information to the appropriate authorities, 

it is not their role to counsel the child or adult at risk or to investigate their claims. Staff are, however, expected to act in 
the best interests of vulnerable groups at all times. Disclosures must always be taken seriously, even if the truth is 

uncertain. 
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Staff should deal with the disclosure as it happens, ensure that the child’s or adult at risk’s 
immediate needs are met prioritise their safety and protection from further abuse. Safety needs 

may determine the appropriate response. Once it has been established that a child or adult at 

risk has been harmed or is at risk of being harmed, staff should not pursue the conversation any 

further.  

 

This is important to ensure that questions cannot be raised later about the possible 

manipulation of the disclosure. As soon as the comfort and safety of the child or adult at risk is 

secured, the disclosure must be recorded and referred, in accordance with the club’s safeguarding policies and 
procedures, to the Designated Safeguarding Officer. Reporting should not be delayed by attempts to obtain more 

information. 
 

When recording the disclosure, the member of staff should write down accurately what the person disclosing has told 

them. Records should be detailed and precise, using the Foundation’s Safeguarding Report Form (See Appendix 4). Staff 
may convey their intuitive thoughts, but these should be recognised as such and should not form part of the record. The 

record must be signed and dated by the staff member who has heard and recorded the disclosure. If he or she recalls 

more information at a later date, this should be added as an addendum; the original record must not be changed. 
 

Any member of staff may make a referral themselves directly to a statutory agency if they are concerned about the child’s 

or adult at risk’s immediate safety; if they are having difficulty contacting the designated safeguarding personnel; if the 

designated safeguarding person is the alleged abuser, or if they are concerned that the disclosure has not been acted 
upon appropriately. Every effort should be made to ensure that confidentiality is maintained for all concerned. 

Information should be handled and disseminated on a need-to know basis only. 
 

Any allegations, complaints or concerns linked to cases or incidents that are historical in nature, will be handled in the 

same manner as outlined in Section 27. Sensitivity to all involved within the issues raised, will be maintained throughout 
to ensure confidentiality and protect those involved. 

 

26. Consent 
 

Children: Information must be shared on a need-to-know basis with or without the consent of the child to whom the 

information relates or the consent of that child’s parent(s), carer or guardian. While it is good practice to obtain consent 
wherever possible, it is not a prerequisite. 

 

Adults: All action, including referrals to statutory agencies, must be subject to the consent of the adult at risk making the 
disclosure. In every situation it should be assumed that the adult at risk can make their own decisions. In the absence of 

consent from the adult at risk making the disclosure, action should only be taken where the person making the disclosure 

is not the only person at risk and where the risk to others needs to be considered. 
 

27. Support For Staff 
Dealing with a disclosure may have an impact on the emotions and well-being of the staff involved. It is important that 

anyone seeks help if they need support. 
 

Staff should: 

• Remember their role is supportive rather than investigative. 

• Put their own feelings aside and listen as if the information is not sensational. 

• Allow the person disclosing to lead the discussion and to talk freely at their own pace without interrupting or rushing 
to fill in the gaps – silences are okay. 

• Provide reassurance to the person disclosing that they are being taken seriously, that the difficulty of their situation 

is recognised and that they are doing the right thing by disclosing. 

• Remember that, if physical abuse has taken place, bruises and marks may be visible on the victim’s body. 
 

However, staff should never ask the victim to remove or adjust their clothing in order to observe such marks. 

  

• Be careful about touching (e.g. Hugging or cuddling) the person disclosing if that person has not initiated the contact. 
He/she may be upset by physical contact. 

• Tell the person disclosing who else will be informed of the disclosure and how they will support them through that 

process. 

• Respect the confidentiality of the disclosure and not share the information with anyone other than those who need 

to know. 
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The next steps to be followed depend on the individual nature of the allegation/concern: 

 

• See 26a where the allegations are made by a child/vulnerable adult but are not against a 

member of staff; 

• See 26b where the allegations are made by a child/vulnerable adult against a member of 
staff/volunteer; 

• See 26c where the allegations are made against outside contractors; 

• See 26d where the allegations are made by a vulnerable adult. 

 

All adults have a role to play in preventing, detecting and reporting abuse, concerns and poor practice. Whenever 

information that causes concern about the welfare of a child or adult at risk comes to light, the result should always be 
the same: not taking action is not an option! It is vital that clear and concise notes are made at the time, or soon after, an 

incident occurs, or a concern arises.  

 

In all circumstances, confidential information must only be shared on a need-to-know basis. Those who need to know 

are those who have a role to play in protecting the child or adult at risk. The DSO will take such steps as they consider 
necessary to ensure the safety of the child or adult at risk and others who may be at risk. This may involve referrals to the 

appropriate statutory agencies and/or football authorities.  

In relevant circumstances, where an individual has been dismissed or resigned, a referral may be made to the Disclosure 
and Barring Service where the individual is involved in regulated activity. The Charity will seek guidance from the LADO 

to see if a referral is appropriate. 

 

28. Dealing with Allegations 
Flow charts relating to the following procedures can be found in Appendix 1. 

 
a) Where allegations are made (NOT Against a Member of Staff)      

All concerns would normally be directed to the Designated Safeguarding Officer (see section 17) in the first instance.  The 

DSO decides what further action is needed. This may involve consulting with the Local FA Designated Safeguarding 
Officer, at Hertfordshire County FA on 01462 650215 or email richard.drake@hertfordshirefa.com  

   
If, at any point, it is believed that there is a risk of immediate serious harm to a child, a referral should be made to 

Children’s’ Social Care urgently.  It should be noted that although it would usually be the Designated Safety Officer 

making a referral, any staff member can refer their concerns to Hertfordshire Social Care directly on 0300 123 4043 
including out of office hours. 

 

For a Vulnerable Adult the number is 0300 123 4042 24 hours a day. 

 
If there is immediate risk of harm, then the police should also be contacted on 999. 
 
b) Where allegations are made against a member of Staff or Volunteer 

Any safeguarding concerns or allegations (i.e. allegations that indicate a member of staff has behaved in a way that has 

harmed, or may have harmed a young person/vulnerable adult; has possibly committed a criminal offence against a 
young person/vulnerable adult; or behaved in a way that indicates unsuitability to work with young people/vulnerable 

adults) should be referred to the Designated Safeguarding Officer (DSO) in the first instance, should the allegation be 

made against the DSO then this should be reported directly to the Chief Executive. The procedure below will then be 

followed: 

  

• A full investigation should be undertaken, which may lead to Formal Disciplinary Action, in accordance with the 

Charity’s Disciplinary Policy & Procedure.  It is imperative that those dealing with an allegation maintain an open 

mind and those investigations are thorough and not subject to unnecessary delay.  
 

• If the allegation is considered as being potentially criminal or affecting the safety of the child, it will be referred 
directly to the police or the Local Authority Designated Officer (LADO) who will advise on the action to be taken.  

 
 
 

mailto:richard.drake@hertfordshirefa.com
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• Although not automatic the individual(s) concerned may be suspended at any stage (with 

authorisation by the Chairman of the Board of Trustees) on full pay, as a precautionary 
measure for the effective and efficient conduct of an investigation. The Foundation 

recognises that an allegation of abuse made by a child or vulnerable adult against a 

member of staff may be made for a number of reasons and that the facts of the allegation 
may or may not be true. Consideration to alternatives would be reviewed, e.g. paid leave of 

absence, agreement to refrain from attending work, change of or withdrawal from specified 

duties.  

 

• The member of staff may be interviewed.  This should occur with the approval of the appropriate agency, e.g. if the 

police are involved – the officer in charge of the case should be consulted.  The member of staff should be advised 
that they have the right to be accompanied by a staff representative although it should be made clear that the 

interview is fact finding and not a formal disciplinary hearing.  

 

• If suspension is confirmed, written confirmation shall be sent or given as soon as possible to the member of staff and 

senior staff informed on a “need to know” basis. 
o The suspended member of staff should be given appropriate support during the period of suspension and 

provided with regular information on progress and developments in the case as appropriate.  

 

• Any suspension would remain under review in accordance with the Charity’s Disciplinary Policy and Procedure. 
 

• Where a member of staff is suspended, and no disciplinary action is taken, the suspension is lifted immediately, and 

arrangements made for their return to the workplace. Support will be offered to enable the return to work.  

 

• The young person/vulnerable adult making the allegation, and/or their parents or carer should be informed of the 
outcome of the investigation and this should occur prior to the return to the Foundation of the member of staff (if 

suspended and as appropriate).  

 

• Details of allegations that are found to be malicious should be removed from personnel records.   However, for all 

other allegations it is important that clear and accurate information is kept on the confidential personnel file.  

 
If the Designated Safeguarding Officer was to be the subject of an allegation, the Chairman of the Board of Trustees in 

liaison with the other Trustees will determine the appropriate course of action to be taken. 

 
c) Where Allegations Are Made Against Outside Contractors 

It should be noted that all outside contractor/others must be made aware of such allegations (by the appropriate Senior 

member of staff) and are expected to follow agreed Charity guidelines. 
 

i. If an allegation is considered as being potentially criminal or affecting the safety of the child, young person 

or vulnerable adult, it will be referred directly to the appropriate authority and will not be the responsibility 
of the Charity from that point.  

ii. Details of any allegations will be passed across to the individual’s employer, where it should be dealt with 

under their relevant company policy. 

iii. The individual(s) against whom the allegation is made will not be permitted onto the Charity’s premises 

or working sites until the matter is resolved to the satisfaction of the Designated Safeguarding Officer. 
  
d) Where Allegations Are Made by a Vulnerable Adult  

The legal and policy basis for responding to concerns regarding the safeguarding and welfare of vulnerable adults is 
entirely different from that for young people. ‘Working together to Safeguard Children’ only applies to young people up 

to when they reach the age of 18.  
 

The Charity is committed to working with other agencies to ensure that vulnerable adults in our Working environment 

are safeguarded.  The Herts Safeguard Adults Board (HSAB) raises awareness and promotes the welfare of vulnerable 
adults through the development of effective co-operative partnership working. 

 

If there are concerns that a vulnerable adult may have suffered abuse, concerns would normally be directed to DSO (see 

section 17) in the first instance. They will then decide whether to refer the matter and what further action is needed.  This 

may involve consulting with Social Care and/or the police (as appropriate).  
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If, at any point, it is believed that there is a risk of immediate serious harm to a vulnerable adult 

although it would usually be the Designated Safeguarding Officer making a referral, contact 

should be made with Social Care Direct who can be contacted on 0300 123 4042. If there is 

immediate risk of harm, then the police should also be contacted on 999. In such instances the 

DSO should be updated as soon as possible. 

 

Government guidance in relation to adults is contained in the document ’No Secrets’ and the 

previous Protection of Vulnerable Adults guidance (now Adult’s List guidance) 
 

29. Referral  

The Foundation will refer concerns that a child, young person or adult at risk might be at risk of significant harm to the 

appropriate Social Care Team and the police.  

 
30. National Citizen Service (NCS) – Pharos Reporting & Procedures 

Stevenage FC Foundation accepts that it is the Charity’s responsibility to report and incident where the Foundation is 

supporting a young person involved with the National Citizen Service programme. As a result, where the Foundation 

delivers the NCS programme, the Charity’s Designated Safeguarding Officer will work with the Project Manager and NCS 

Coordinator to ensure that any incident occurring on the NCS programme will be managed and reported in line with the 

NCS Crisis & Incident Reporting Guide. 

 

The procedure outlined in Appendix 3 - National Citizen Service – Pharos Reporting Flowchart, provides clear 
direction to Foundation staff who are delivering and working on the Charity’s NCS programme. All staff involved in the 
programme are required to read, understand, and refer to (as required), the Pharos Reporting Flowchart, which will be 

provided to NCS staff during their induction. 

 
NCS utilises the Pharos Response system for incident management and co-manages the NCS incident reporting systems. 

Pharos Response provides constant support, 24 hours a day, all year round, and have emergency response services for 
all Level 1 (high impact) and Level 2 (high-medium impact) incidents. 

 

If a Level 1 or 2 incident occurs, the Foundation’s Designated Safeguarding Officer, will work with the Project Officer to 
notify the incident response team on 0203 637 0520. NCS will then be responsible for advising the cabinet of the 

incident(s).  

 
Whilst the full procedure must be followed as detailed in the NCS Crisis & Incident Reporting Guide provided by Managing 

Partner, Reed and EFL Trust, Appendix 3 - National Citizen Service – Pharos Reporting Flowchart – gives an overview 
of said process.  

 

31. Informing Other Authorities 
Where there are concerns or suspicions about abuse being committed by a member of staff or volunteer employed by the 

Stevenage FC Foundation Designated Safeguarding Officer must be notified immediately. On receipt of the information 
and details the DSO will inform the Senior Safeguarding Manager and if appropriate other outside agencies that may have 

an interest in example; the Children’s Social Services, Police and other external agencies as appropriate.  

 
If the member of staff or volunteer also has a role in football outside of their work with the Club or Academy, then the EFL 

Guidance to Member Clubs Policy and Procedures will be complied with and the Foundation DSO will make a referral to 
the FA Safeguarding Case Management Team with the support of Hertfordshire DSO Richard Drake, for consideration.  

 

If any person employed or volunteering in a Regulated Activity within Stevenage FC Foundation is suspended as a result 

of a concern, or internal investigation, for reasons connected to their role with children, young people or vulnerable 

adults then the Foundation must notify all other interested parties as soon as practicable. 

 
 
 

 
 

 

 



 

Stevenage FC Foundation – Safeguarding Children & Adults at Risk Policy          Updated 28.02.20 

Registered Charity Number – 1140006   Page 19 of 32 

WORKFORCE 
 

32. Safer Recruitment & Disclosure  

Stevenage FC Foundation have a Recruitment Policy and Training, Development & 

Promotion Policy which further supplements the key points below which demonstrate the 

Foundation’s efforts to provide safe recruitment; 

 

As part of the Foundation’s safer recruitment and selection process, offers of work for positions 

which involve working with children, young people and adults at risk are subject to a satisfactory Enhanced Disclosure 
Barring Service (DBS) check and appropriate references. All offers of work are subject to a satisfactory outcome to the 

screening process and until such time as a satisfactory disclosure has been confirmed, the individual concerned will not 

be permitted to commence work.  

 

All employees, workers, consultants, agency staff and volunteers in a position of trust will be required to undergo regular 
DBS disclosure clearances, normally every 3 years or earlier if requested.  

 

Should an individual’s DBS check reveal any convictions, in the first instance The FA will central safeguarding team will 

consider whether the nature of the offence/offences renders the person concerned unsuitable for working with children, 

young people and adults at risk. In such circumstances, when the nature of any disclosure must be considered, a risk 

assessment will be carried out to assess the information contained within the disclosure certificate. The individual may 

also be asked to attend an interview prior to a recruitment decision being made. On occasions the County FA Welfare 

Officer and/or the Local Safeguarding Children Board Manager may be asked to attend the risk assessment meeting.  
 
The Foundation will then consider the outcomes of the above, before confirming appointment. In cases where The FA 

deem an individual unsuitable to work with children, young people and adults at risk, the Foundation will comply with 

that decision. 
 

All new employees, workers, consultants and volunteers working with children, young people or adults at risk at the 
Foundation will be required to complete a self-declaration on commencement of duties.  

 

33. Employee/Worker Training  
All employees or workers working in direct contact with children, young people and adults at risk shall be required to 

complete The FA Safeguarding Children workshop on a three-yearly basis and will receive regular training appropriate to 

their position. Details of those satisfactorily completing this course are retained by the Designated Safeguarding Officer.  
 

34. Minimum Delivery Ratios 
The Foundation will always ensure that there are sufficient staff to provide the appropriate levels of supervision when 

working with children, young people and adults at risk. These staffing ratios will be dependent on the age group and 

specific needs of the participants, as well as the activity being undertaken. As such, all activity is subject to a relevant risk 
assessment to ensure that any specific needs are considered. 

 
The table below outlines the recommended delivery and supervision ratios to ensure children, young people and any 

adults at risk are kept safe: 

 

Age Group Minimum Delivery & Supervision Ratios 

0 to 2 Years One adult to three children 

2 to 4 Years One adult to eight children 

5 to 11 Years One to sixteen children 

12+ Years One to sixteen children 

18+ Years One to 16 children 

18+ Adults At Risk One to 12 adults at risk – dependent on the needs 

 
Regardless of the above recommended minimum delivery and supervision ratios, the Foundation recognises that best 

practice is always to have at least two adults present whenever staff are working with or supervising children, young 

people and adults at risk, even when the group is smaller than that identified in the above table. Where this is not possible 
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i.e. where the staff member is undertaking authorised 1:1 work etc. The Foundation will always 
have regard to its Lone Working Policy. 

 

Whilst the Foundation does not prohibit younger staff members from assisting with the 

supervision of younger children or adults at risk (with appropriate supervision themselves) it is 

the policy of the Foundation that only staff 18 years of age or older will be included as adults 

when calculating staff to participant ratios. 

 

Where the group has both younger boys and younger girls participating (who might need toilet supervision) the 
Foundation will endeavour to have at least one male and one female staff member included in the supervision ratios. 

 

In larger groups of children and young people (and where the age of the participants does not necessitate toilet 

supervision) staff will encourage groups to take a comfort break together with one staff member while the remaining 

adult/s supervises the remaining group and keeps a head count. 
 

The Foundation requires as a minimum that at least one staff member is trained in first aid. In practice, all Foundation 

staff members are required to be first aid qualified and carry a stocked first aid kit. 

 

Medical risk assessments are a Foundation requirement for all one-off events, tournaments and trips and will inform what 

additional first aid and medical services may be required to cope with the demands of the event, tournament and trip - 

over and above the minimum first aid ratios. 

 
When travelling with children, young people and adults at risk, the Foundation recommended supervision ratios will vary 
depending on the following: 

 

• The size of the group 

• The age of the children, young people and adults at risk and/or their behaviours and needs 

• The size of the vehicle that is being used 
 

Where the vehicle being used is a car, then the Foundation recommend that there is one staff member driving and another 
staff member supervising the passengers. 

 

With larger groups and larger vehicles, such as when using a minibus or hiring a larger coach, then a greater number of 

staff will be required for adequate and safe supervision. In these circumstances there should be one Foundation staff 
member driving and then supervision ratios appropriate to the age groups identified in the table above. 

 
The Foundation will not permit any staff member to have unsupervised responsibility for any child, young person or adult 

at risk if they do not yet have the required DBS check confirmed. 
 

35. Whistleblowing 

If you disclose information about wrongdoing the law protects you from being treated unfairly or losing your job.  

 

A disclosure qualifies for protection if you are an employee or volunteer and you disclose something about an 
organisation.  

 

A disclosure must be about something that affects the general public such as:  

• a criminal offence has been committed, is being committed or is likely to be committed  

• a legal obligation has been breached  

• there has been a miscarriage of justice  
• the health or safety of any individual has been endangered  

• the environment has been damaged  
• information about any of the above has been concealed.  

 
This is set out in the Public Interest Disclosure Act 1998.  

 

Also refer to the Foundation’s Whistleblowing Policy with regards to further information and procedures.  

 
 

file://///server01.sfc.local/Foundation/SMT/Policies%20&%20Procedures/Whistleblowing%20Policy.pdf
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36. Staff Code of Conduct  
The Foundation code is that all staff should conduct themselves with the utmost 

professionalism and that sound common sense should be applied at all times.  

 

It is important for any member of staff not to put themselves in a position, by actions or word, 

that could give rise to any sort of misunderstanding or, indeed, allegation, for example when 

conducting one to one tuition, or sports coaching, or conveying a participant in private cars, 

giving personal email or telephone numbers to participants.  

 
Also, in particular, caution should be observed about sending text messages or any other electronic communication to 

participants. Such communication could easily be misunderstood or considered as inappropriate.  

 

Staff should refrain from any unplanned off-site interactions with participants. In all dealings with participants please 

observe common sense rules: all dealings with students should be conducted according to the highest professional 
standards.  

 

37. Peer on Peer Abuse 

If concerns or allegations are raised that are related to peer on peer abuse, in the first instance, any such allegation 

against the Foundation member of staff must be reported immediately to the Foundation’s DSO. The Foundation’s DSO 

must immediately make the Chief Executive aware of the allegation and the Chief Executive will then be responsible for 

notifying the named Board Safeguarding Lead.  

 
Examples of allegations that would be covered by this, although not intended to be exhaustive, include: 
 

• Behaviour that has, or may have, harmed a child 

• Behaviour towards a child in a way that indicates they may pose a risk of harm to other children 

• Sexually harmful behaviour and/or sexual exploitation etc 

• Bullying, cyber bullying, sexting etc 

• Prejudiced behaviour 
 

The Board Safeguarding lead is responsible for informing the Board within 24 hours of the allegation. In addition, the 

Foundation’s DSO is accountable for contacting the LADO and informing them of all allegations that have come to their 
attention within 24 hours of the allegations being made. 

 

The Foundation’s DSO will be responsible for notifying the EFL Trust’s DSO and The FA Case Management Team, where 
an allegation at the Foundation results in a safeguarding referral being made to any of the following: 

 

• The Police 

• The LADO 

• Any other statutory agency, social care or Children’s Services Directorate 
 

The Foundation’s DSO is accountable for contacting the EFL Trust’s DSO and The FA Case Management Team as soon as 
possible after the allegations have been made - but in any event within 72 hours of the allegations being made. 

 

OTHER SUPPORT 
 

38. Key Agency Contact Information  

Whilst the charity has clear reporting procedures anyone can make a referral to any of the following agencies if they are 
concerned about the Child’s or adult’s at risk immediate safety. Should a direct referral be made then the individual must 

inform the DSO at the earliest opportunity following the referral. 
 

Tony Purvis 

Local Authority Designated Officer 
Child Protection Statutory Review and Performance Team. 

County Hall, Peggs Lane, Hertford, SG13 8DF. 

Tel: 01992 556979   Mobile: 07580 744515 

Email: tony.purvis@hertfordshire.gov.uk 
Secure Email: anthony.purvis@hertscc.gcsx.gov.uk   

mailto:tony.purvis@hertfordshire.gov.uk
mailto:anthony.purvis@hertscc.gcsx.gov.uk
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Sandy Gill 
Children’s Services & Safeguarding Officer 

Stevenage Borough Council, Daneshill House, Danestrete, Stevenage, SG1 1HN 

Tel: 01438 242219   Mobile: 07766 440320 

Email: sandy.gill@stevenage.gov.uk     

Secure Email: sandy.gill@stevenage.gcsx.gov.uk   

  

Social Care Direct 

Hertfordshire Safeguarding Children and Vulnerable Adults 
Telephone Number: 0300 123 4043 - Children (including out of office hours)  

                            0300 123 4042 - Vulnerable Adults 24 hours a day  

  

Tara Lawson 

Safeguarding & Incident Manager 
English Football League Trsut, EFL House, 10-12 West Cliff, Preston, PR1 8HU 

Email: tlawson@efltrust.com Mobile: 07964 905652 

Office: 01772 325940  

 

Richard Drake 

Designated Safeguarding Officer 

Hertfordshire FA, The County Ground, Baldock Road, Letchworth, Hertfordshire, SG6 2EN 

Tel: 01462 650215    Mobile: 07738 284200 
Email: richard.drake@hertfordshirefa.com  

 

39. Related Policies and Documents  

Stevenage FC Foundation also has in place the following policies, related to this policy, those being;  

 

• Equality and Diversity Policy  

• Disciplinary Policy 

• Driving & Travel Policy 

• ICT, Social Media, Email & Internet Policy 

• Recruitment, Training, Development & Promotion Policy  

• Ex-Offenders Policy 

• Induction Policy 

• Grievance Policy 

• Data Protection Policy 

• Privacy Policy  

• Anti-Bullying Policy 

• Digital Photography & Image Policy 

• Late Collection of Children Policy 

• Prevent Policy 

• Code of Conduct for Staff 

• Code of Conduct for Participants 

• Trustee Code of Conduct  

• Complaints Policy  

 

Safeguarding is everyone’s responsibility if you have concerns or are worried about the welfare of a child, young person 

or adult at risk or receive a disclosure from a child, young person or adult at risk it is important that you report those 

concerns – no action is not an option.  

 

These policies & procedures are readily accessible to staff on application to the Chief Executive and are reviewed 

annually.  

 

mailto:sandy.gill@stevenage.gov.uk
mailto:sandy.gill@stevenage.gcsx.gov.uk
mailto:tlawson@efltrust.com
mailto:richard.drake@hertfordshirefa.com
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This policy supersedes any other policy and procedural guidelines, which may be in other 
existing documents. The Charity reserves the right to amend this policy from time to time and 

any such amendments may be notified to employees through the weekly meeting or e-mail. 

 

If this information is difficult to access, read or understand, it can be provided in another format 

by the Head of Education & School Sport, for example in Braille, in large print on audiotape, in 

another language or by someone talking it through with you. 

 

40. Availability of the Policy 

The Foundation commits to making this policy available to all staff, trustees, volunteers, partners, beneficiaries and any 

other relevant organisations that may need to access it. The policy is available digitally from the Foundation’s website – 

www.stevenagefcfoundation.com/aboutus. Additionally, the policy is available on request and can be sent electronically 

via email or via post in hard copy. Booking terms and conditions linked to the Foundation’s services make reference to 

this policy and state how it can be accessed. 

 

GOVERNANCE 

 

41. Implementation & Enforcement 
The Chief Executive and line managers are responsible for the promotion and maintenance of this policy by their staff.  

The Chief Executive and Foundation’s Designated Safeguarding Officer are responsible for monitoring and reviewing 

the operation of this policy.    
 

Employees are expected to comply with all elements of this policy, failure to do so may result in the implementation of 

the Foundation’s Disciplinary Policy. 

 

42. Policy Adoption 

The policy was accepted by the charity’s board of trustees on 31st March 2020. 
 

 
Signed:        Date: 31.03.2020 

 

 

 
R. Gochin, Chair of Trustees 
 
This policy will be reviewed by the Charity Board of Trustees on an annual basis at the nearest board meeting to date of 

review. On occasion, the Foundation may decide to review the policy ahead of this date where a significant safeguarding 
incident, adopting of a new service that requires new procedures, change in legislation or organisational changes 

requires the document to be reviewed. In this instance the Safeguarding Children & Adults at Risk Policy is due to be 

reviewed by or in advance of 28th February 2021. 

 

 
 

 

 

 

 

 
 

 

 
 
 

 

 

 

http://www.stevenagefcfoundation.com/aboutus
file://///server01.sfc.local/Foundation/SMT/Policies%20&%20Procedures/Disciplinary%20Policy%20&%20Procedure.pdf
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APPENDIX 1 – SAFEGUARDING PROCEDURES 
 

26a - Allegations made (NOT Against a Member of Staff)     
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26b - Allegations Made Against A Member of Staff or Volunteer 
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26c - Allegations Made Against Outside Contractors 
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APPENDIX 2 – MISSING CHILD OR YOUNG PERSON ON MATCH DAYS 
 

Please note that the following guidance is taken from the Stevenage Football Club Safeguarding 

Children Policy and should be adopted and followed by Foundation staff that are working at 

The Lamex Stadium on match days. 

 

The following are actions that should be taken should a young person go missing during the 

course of a training session or match:  

 
1. Always remain calm. If not yourself ascertain, who was, the last person to see the child/young person.  

 

2. Search the area where the young person was last seen. Get assistance to do if practicable.  

 

3. Contact the club’s Safeguarding and Welfare Officer, who will advise and liaise with Parents and the Police. Should 
the Club Safeguarding and Welfare Officer not be immediately available then the stadium safeguarding officer must 

contact the Police direct. Do not delay. Details of the Club’s Matchday Safeguarding Officer is detailed in the Club’s 

Match Information Pack.  

 

4. Be in a position to be able to provide name, address, age, description and clothing of the missing young person.  

 

5. Do not leave the area until the Lead Designated Club Safeguarding Welfare Officer or equivalent and or the Police, 

have arrived in the event of the young person returning.  
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APPENDIX 3 – NCS – PHAROS REPORTING FLOWCHART 
 

Stevenage FC Foundation will review this flowchart, in line with guidance from Managing 

Partner, Reed and EFL Trust, and the NCS Trust at the end of each NCS wave (October and 

August) of each year to learn from delivery lessons. The flowchart will be updated more 

frequently in light of any Level 1 or Level 2 incidents as well as any changes to legislation. 

 

 

Level 1  

High Impact 

A crisis that would have the potential to significantly compromise the integrity of the NCS 

programme:  

• A major incident resulting from an accident, or other failings, negligence, that results in 
death, threatens life or there is a high likelihood of life changing injury 

• Likely to attract high levels of negative national/social media attention 

• Performance or management system failings a high possibility  

Stevenage FC Foundation DSO and/or NCS Project Officer must notify Pharos within 1 hour of 
the incident – or sooner if possible – without compromising the immediate operation response 

priorities. The DSO and/or Project Officer must also complete an Incident Report Form found 

on the Foundation’s server and share this with the NCS Trust within 24 hours of the incident 

occurring. 

 

Level 2  
Medium to High 

Impact 

Very serious incidents that have profound immediate and long-term impact on individuals – and 

potentially the deliver partners future operations: 

• Major incident from an accident or other events that do not result in death or directly 

threaten life 

• Likely to attract adverse national social/media attention 

• A significant near miss that could realistically have led to death or major injury whilst on the 
programme 

Stevenage FC Foundation DSO and/or NCS Project Officer must notify Pharos within 1 hour of 
the incident – or sooner if possible – without compromising the immediate operation response 

priorities. The DSO and/or Project Officer must also complete an Incident Report Form found 

on the Foundation’s server and share this with the NCS Trust within 24 hours of the incident 

occurring. 

 

Level 3  

Medium to Low 

Impact 

Serious incidents with short to medium term impacts on individuals and delivery partners: 

• Medium level incident resulting from an accident, or other events, that cause non-life 

changing injuries 

• Injuries that require hospital attendance for diagnosis or treatment 

• A near miss that could have led to serious injury 

Stevenage FC Foundation DSO and/or NCS Project Officer must notify the NCS Trust via 

incident@ncstrust.coc.uk, coping in the Contract Manager from the Regional Delivery Partner 

(Ingeus). The DSO and/or Project Officer must also complete an Incident Report Form found on 

the Foundation’s server and share this with the NCS Trust within 7 days of the incident 
occurring. 

 

Level 4  

Low Impact 

Incidents that are dealt with on a more regular basis by delivery partners: 

• Minor incident resulting from an accident, or other events, that causes minor injuries only 

• Injuries that do not require hospital attendance 

• Safety equipment failure not resulting in injury 

Stevenage FC Foundation DSO and/or NCS Project Officer must notify the NCS Trust via 

incident@ncstrust.coc.uk, coping in the Contract Manager from the Regional Delivery Partner 
(Ingeus). The DSO and/or Project Officer must also complete an Incident Report Form found on 

the Foundation’s server and share this with the NCS Trust within 28 days of the incident 
occurring. 

 

mailto:incident@ncstrust.coc.uk
mailto:incident@ncstrust.coc.uk
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APPENDIX 4 – SAFEGUARDING INCIDENT REPORT FORM TEMPLATE 
 

SAFEGUARDING INCIDENT REPORT FORM  

 

Please fill in as much of this form as possible and return it to us (preferably within 24 hours of 
the occurrence of the incident or disclosure). On completion, this form must be given to Daryl 

Smith, Designated Safeguarding Officer, in a sealed envelope marked ‘confidential’ or sent by 

email to daryls@stevenagefc.com. All information will be treated in accordance with the Data 

Protection Act and Information Sharing Protocol. 

 

Name and position of person reporting incident/concern:  

Date and time of completion of form:  

Date and time of the incident/disclosure:  

Child/Adult’s Name:  

Child/adult’s date of birth and age group:  
U9 / U10 / U11 / U12 / U13 / U14 / U15 / U16 / U17 / U18 / Adult (please circle) 

Child/adult’s address:  

 

 
 

Name(s) and address of carer/parent (if appropriate):  

 

 
 

When completing the information below, please continue onto a separate sheet if necessary 

Please describe your concerns here (give details of location, times of specific incidents, any physical, behavioural or 
indirect signs and the people/staff involved).  
 

 
 

 

 
 

 

 

 

 
 

 

 

 

 
 

 
 

 

 

 

 

mailto:daryls@stevenagefc.com
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SAFEGUARDING INCIDENT REPORT FORM  
 

Have you spoken to the child/adult/s involved? If so, what exactly was said? (please 
record details in the person’s own words):  
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SAFEGUARDING INCIDENT REPORT FORM  
 

Action Taken So Far:  
 

 

  
 

 

 

 

 
 

 

 

Outcome: 

 

 

 

 

 

 

 

4 Weekly Review: 

 

 
 

 
 

 

Parent Signature  Date  

Name  

DSO Signature  Date  

Name  
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APPENDIX 5 – PARTICIPANT CODE OF CONDUCT 
 

This code of conduct for children is a general framework to encourage and support appropriate 

behaviour and help the Foundation to provide safe activities and services. The Foundation’s 

believes that all children and young people and other beneficiaries have the right to: 

 

• Be safe and happy in their chosen activity 

• Be listened to 

• Be respected and treated fairly 

• Privacy 

• Enjoy your chosen activity in a protective environment 

• Be referred to professional help if they need it 

• Be protected from abuse by other participants, staff or from outside sources 

• Participate in their chosen activity on an equal basis as appropriate to their ability 

• Experience competition and the desire to win 

• Be believed 

• Ask for help 

• Have any concerns taken seriously and acted on 

 

The following is a list of Positive and Negative behaviours that outline the expected standards of behaviour from 

participants and other beneficiaries engaging with the Foundation and should be read in conjunction with any other code 
of conduct applicable to the activity being participated in: 

 

Positive 

▪ be loyal and give your friends a second chance. 
▪ be friendly and particularly welcoming to new members joining the Foundation 

▪ be supportive and committed to your team members and offer them comfort when required 
▪ keep yourself safe 

▪ report any inappropriate behaviour or risky situations for yourself and others 

▪ play fairly and be trustworthy 
▪ respect officials and accept their decisions 

▪ show appropriate loyalty and be gracious in defeat 
▪ respect opponents 

▪ make the Foundation a fun place to be 

▪ behave and listen to all instructions from the Foundation staff 
▪ show respect to other the Foundation members and staff and show team spirit 

▪ take care of equipment owned by the Foundation 

▪ respect the rights, dignity and worth of all the Foundation participants 

▪ wear suitable clothing, shoes and/or kit for the activity you are participating in 
 

Negative 

▪ cheat or be violent and aggressive 

▪ get involved in inappropriate peer pressure and push others into something they do not want to do 

▪ use rough and/or dangerous play 
▪ smoke on the Foundation’s premises or whilst representing the Foundation’s at competitions 

▪ consume alcohol or drugs of any kind on the Foundation’s premises or whilst representing the Foundation 

▪ discriminate against anyone on any grounds 

▪ use bad language or racial/sectarian references 

▪ bully another person - which includes bullying via social media, texts and messaging 

 

Any minor misdemeanours or general misbehaviour will be addressed by the Foundation staff member responsible for 

the activity and reported verbally to the Foundation’s DSO. More serious or persistent misbehaviour may result in 
disciplinary action and potentially dismissal from the activity. Parents/carers will be informed at all stages. 
 
 


