
 

 

SAFEGUARDING PROCESS/ PROCEDURE 

 

Policy Updated: 15/02/2018 

Next Update due: 15/02/2019 



 

Safeguarding Process – it is EVERYBODIES responsibility to safeguard children and 

vulnerable adults to the best of their ability 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

*Contact Trust Deputy CEO if Trust Designated Safeguarding Officer is unavailable. 

 

 

 

 

 

  

If issue regards 

Trust 

Safeguarding 

Officer 
Trust Safeguarding 

Officer (DSO) 

Safeguarding Issue 

 

Club Safeguarding 

Officer 

Children’s Services Local Authority 

Designated Person 

Police / Social 

Services 

Notify Designated 

Safeguarding Trustee 

BRCT Trustee 

(May be initially reported to 

other staff / Assistant DSO) 



Accountability 

Ranking: 

Contact Details: 

 

1 Senior Safeguarding Manager 

/ BRCT Trustee 

Mike Cheston mcheston@rovers.co.uk  

2 Trust/Club Safeguarding 

Officer:                       

Christine 

Peacock 

CPeacock@rovers.co.uk  

07717724646 

3 Trust CEO and Designated 

Safeguarding Officer:                                                              

Gary Robinson gary.robinson@brfctrust.

co.uk  

01254 508256 

4 Safeguarding Assistant 

(general or in the absence of 

DSO): 

David Dunwell David.dunwell@brfctrust

.co.uk 

01254 508256 

5 Safeguarding Assistant 

(Secondary and Further 

Education): 

David Hayhurst David.Hayhurst@brfctru

st.co.uk 

01254 508256 

5 Safeguarding Assistant (NCS): Chris McGrail Chris.mcgrail@brfctrust.

co.uk 

01254 508256 

5 Safeguarding Assistant 

(Primary Education): 

Amy Taylor Amy.taylor@brfctrust.co.

uk 

01254 508256 

5 Safeguarding Assistant (NCS): Michael Whittle Michael.Whittle@brfctru

st.co.uk 

01254 508256 

 Blackburn Children’s Services:                            CYPReferrals@blackbur

n.gov.uk 

 

 Local Authority Designated 

Person (LADO):                 

Megan 

Dumpleton 

Megan.dumpleton@blac

kburn.gov.uk  

 

 Local Authority Safeguarding 

Adults Helpline 

 01254 585949 
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 Blackburn Children’s Social 

Care  

 01254 666400 (During 

Office Hours) 

01254 587547  (Out 

of Hours) 

 

 Blackburn Police 
 01254 51212 

 

Procedure for a person reporting a safeguarding issue 

All individuals should aim to contact the Community Trust Safeguarding Officer (CTSO) (see contact 

details above) following an incident or issue. If the individual reporting the issue is uncomfortable in 

approaching the Safeguarding Officer they should approach another member of staff who will follow 

the steps from the section below ‘Staff Procedure for Dealing with Early Help or Disclosure’. If the 

issue regards any member of staff other than the CTSO then the CTSO should be contacted. If the 

issue regards the CTSO, the individual should approach the Club Secretary and/or the Community 

Trust CEO instead. If the individual suspects the Club Secretary, CEO and CTSO are all at fault, then 

they should contact the LADO directly (see contact details above). 

Following disclosure or a member of staff identifying a need for early help, the following procedure 

should take place.  

• Complete the Safeguarding Children Referral Sheet (Appendix 1) in as much detail as 

possible following the seven R’s (see section ‘Staff Procedure for Dealing with Early Help or 

Disclosure’ below). If relevant also complete a Skin Map (Appendix 2). 

• If the form is not completed by the CTSO then it should be passed on to the CTSO or the 

other relevant contact if it concerns the CTSO, within 24 hours. 

• The CTSO will securely log the information and will follow any protocol needed to attempt to 

resolve the issue.  If relevant the CTSO will follow the ‘Safeguarding Process’ on the previous 

page, but will complete any action they deem necessary to resolve the issue and protect the 

interests of the individuals involved, the football club, the Community Trust and themselves.  

 

Staff Procedure for Dealing with Early Help or Disclosure 

Staff should see Safeguarding Children Policy and Safeguarding Vulnerable Adults Policy for 

information regarding recognising when there is a need for early intervention/help. 

Dealing with disclosures and/or recognition of a need for following safeguarding procedure (due to 

recognition of a potential incident) all staff should:  

• Always act where there are concerns. 

• Seek advice and refer to the Designated Safeguard Officer – do not promise complete 

confidentiality. 



• Do not investigate but do listen and reassure. A member of staff who is approached by a 

child should listen positively and try to reassure them. They cannot promise complete 

confidentiality and should explain that they may need to pass information to other 

professionals to help keep the child or other children safe. The degree of confidentiality 

should always be governed by the need to protect the child. Additional consideration needs 

to be given to children with communication difficulties and for those whose preferred 

language is not English. It is important to communicate with them in a way that is 

appropriate to their age, understanding and preference. All staff should know who the CTSO 

is and who to approach if the CTSO is unavailable. In most instances it should be the CEO 

unless other arrangements have been initiated. 

• Ultimately, all staff have the right to make a referral to the police or social care directly and 

should do this if, for whatever reason, there are difficulties following the agreed protocol, 

e.g. they are the only adult on the premises at the time and have concerns about sending a 

child home, although in this instance please first refer to the ‘Late Child Collection Policy’.  

 

Guiding principles, the seven R’s: 

 Receive  

• Listen to what is being said, without displaying shock or disbelief.  

• Accept what is said and take it seriously.  

• Make a note of what has been said as soon as practicable.  

Reassure  

• Reassure the pupil, but only so far as is honest and reliable.  

• Don’t make promises you may not be able to keep e.g. ‘I’ll stay with you’ or ‘everything will 

be alright now’ or ‘I’ll keep this confidential.’  

• Do reassure e.g. you could say: “I believe you”, “I am glad you came to me”, “I am sorry this 

has happened”, “We are going to do something together to get help.”  

Respond  

• Respond to the pupil only as far as is necessary for you to establish whether or not you need 

to refer this matter, but do not interrogate for full details.  

• Do not ask ‘Officering’ questions i.e. ‘did he touch your private parts?’ or ‘did she hurt you?’ 

Such questions may invalidate your evidence (and the child’s) in any later prosecution in 

court.  

• Do not criticise the alleged perpetrator; the pupil may care about him/her, and 

reconciliation may be possible.  

• Do not ask the pupil to repeat it all for another member of staff. Explain what you have to do 

next and whom you have to talk to. Reassure the pupil that it will be a senior member of 

staff.  

Report  



• Share concerns with the designated CTSO as soon as possible  

• If you are not able to contact your CTSO, follow the ‘procedure for reporting a safeguarding 

issue’ 

• If you are dissatisfied with the level of response you receive following your concerns, you 

should press for re-consideration.  

 

Record 

• If possible make some very brief notes at the time, and write them up as soon as possible.  

• Keep your original notes on file.  

• Record the date, time, place, persons present and noticeable nonverbal behaviour, and the 

words used by the child. If the child uses sexual ‘pet’ words, record the actual words used, 

rather than translating them into ‘proper’ words.  

• Complete a body map to indicate the position of any noticeable bruising.  

• Record facts and observable things, rather than your ‘interpretations’ or ‘assumptions’.  

Remember  

• Support the child: listen, reassure, and be available.  

• Complete confidentiality is essential. Share your knowledge only with appropriate 

professional colleagues.  

• Try to get some support for yourself if you need it.  

Review (CTSO)  

• Has the action taken provided good outcomes for the child?  

• Did the procedure work? 

• Were any deficiencies or weaknesses are identified in the procedure? Have these been 

remedied?  

• Is further training required? 

 

What happens next?  

It is important that concerns are followed up and it is everyone’s responsibility to ensure that they 

are. The member of staff should be informed by the CTSO what has happened following the report 

being made. If they do not receive this information they should be proactive in seeking it out. If they 

have concerns that the disclosure has not been acted upon appropriately they might inform the 

Community Trust Chief Executive Officer and/or the Club Secretary. 

 Receiving a disclosure can be upsetting for the member of staff and the Trust will support them 

after the disclosure. This might include reassurance that they have followed procedure correctly and 

that their swift actions will enable the allegations to be handled appropriately. In some cases 

additional counselling might be needed and they should be encouraged to recognise that disclosures 

can have an impact on their own emotions. 



 

 
 

 

 

CONTACTING THE TRUST SAFEGUARDING OFFICER 
 

The Safeguarding Children’s Officer will require: 
 

1) The name, date of birth and home address of the young person; 

2) The name and address of the person with parental responsibility for the young person; 

3) A clear statement of any injuries, and if medical attention is required; 

4) Any explanation or comment the young person or their parent/carer may have made for 

marks, injuries, or behaviour; 

5) A general ‘picture’ of the young person in respect of how they normally present themselves 

at training sessions or activities. 

 

You should then make a careful record of what you have discussed with the Safeguarding 
Children’s Officer. 
 

Appendix 1- Safeguarding Children Referral Sheet 
  

 

BLACKBURN ROVERS FOOTBALL CLUB  

Safeguarding Children Referral Sheet 
 

Report by: ……………………………... Date of incident/allegation: ……………………………... 

 

Name of young person:  

………………………………………………………………………………………….. 

D.O.B: ……………………………... 

 

Address: ………………………………………………………………………………. 



………………………………………………………………………………………….. 

………………………………………………………………………………………….. 

Name & address person with parental responsibility:  

………………………………………………………………………………………….. 

………………………………………………………………………………………….. 

………………………………………………………………………………………….. 

Nature of concern:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Urgent action taken (if any): 

 

 

 

 

 

 

 

 

Date referred to Designated Person: ……………………………………………… 

 

 



Appendix 2- Skin Maps

 


