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[bookmark: Template1]
TEMPLATE 1 – ACKNOWLEDGEMENT OF CONCERN 


Insert cub name / crest
Insert club address
Insert date
Insert name of recipient 
Insert address of recipient 


Dear (Insert name) 

My name is (insert full name), I am the Child Wellbeing and Protection Officer at (insert club name). 

I am emailing you / writing to you (delete as appropriate) to let you know that I have received your concern regarding (insert brief information). I am sorry to that you have a reason to report a concern to the club, however, I want to reassure you that I will be looking into it in line with the club’s Responding to Concerns procedure, which is part of the Child Wellbeing and Protection Policy. You can find the full policy and the procedure on the club’s website at (insert link to policy on club’s website). 

I will be in touch within the next five working days to speak to you about your concern and find out more information. If you have any questions, or if there is anything further that you think I need to know before then, please do not hesitate to contact me on (insert telephone and/or email contact details). 

My working hours at the club are (insert working hours), however, if I am not available, please leave a message and I will return your call / respond to your email as soon as I can. 


Kind Regards
(Insert name)



[bookmark: Template2]TEMPLATE 2 – CHRONOLOGY 

	Date 
	Detail 

	Action taken 
	Additional information
	Initials  

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






[bookmark: Template3]TEMPLATE 3 – CONCERN RECORDING FORM  
This form must be completed as soon as possible after receiving information that causes a concern.  Contact the Child Wellbeing and Protection Officer on [insert telephone number] to report the concern then email the completed form to [insert email address] as soon as possible after completion; do not delay by attempting to obtain information to complete all sections.  


ADVICE FOR COMPLETING THE FORM 

Part A – Contact Information 
Please complete Part A to include all relevant contact information.  Where the concern is about a child and the conduct of an adult relating to that child then both parties’ information must be completed.  You must also include your contact information. 

Part B – Details of the Concern 
Please complete this section to include as much information as possible. Where possible please include information about dates, times and location. If the concern has been reported to you by the child, please use their own words and also record anything that you said to the child. 

Part C – Information Sharing 
Please complete this part of the form if you have shared the information with any third party including the child’s parents/carers, Named Person or with other services including the police, social services, school or any other relevant organisation 

Remember to maintain confidentiality on a need-to-know basis – do not discuss this incident with anyone other than those who need to know. 
Part D – For use by the Child Wellbeing and Protection Officer
This section is for use by the Child Wellbeing and Protection Officer and should not be completed by the person reporting the concern. 


IMPORTANT INFORMATION: 
Please do not keep any electronic, printed or written versions of this form.  It is important to maintain confidentiality to delete or shred as soon as the information has been passed on. This information will be retained by the Child Wellbeing and Protection Officer in a secure and confidential manner. 


PART A - CONTACT INFORMATION 

CHILD’S DETAILS (if applicable – details of the child who has been harmed or is at risk of harm) 


	Name:

	Date of Birth:


	Address:


Post Code:
	Tel No:

	Child’s Named Person/Schoolteacher:
	Named Person/Schoolteacher Tel No:


	Preferred Language

	Is an interpreter required?
YES / NO

	Any Additional Needs?






ADULT’S DETAILS (if applicable – adult whose conduct you are concerned about) 

	Name:

	Tel No:

	Address:


Post Code:
	Relationship to Child:



CONTACT INFORMATION OF PERSON REPORTING THE CONCERN


	Name:


	Tel No:

	Position/Role:

	Signature: 

	Date: 




PART B – DETAILS OF THE CONCERN 
If necessary, please continue on a separate sheet. If doing so please number and date each sheet. 

	Details of concern: 








	Child’s views on situation (if expressed).  Where possible, please use the child’s own words









	Details of any other witnesses/other people involved 






	Details of any injuries (where applicable) 
Please include all injuries sustained, location of injury and any treatment  




	Action taken so far and when:









	Other relevant information: 











PART C – INFORMATION SHARING (if applicable) 

PLEASE NOTE – it will usually not be necessary to share information before seeking advice from the Child Wellbeing and Protection Officer, except in an emergency.  Only share information on a need-to-know basis.  If you are unsure as to who you should inform, please contact the Child Wellbeing and Protection Officer for further advice.
 
	Who has been informed? 

	Child’s parents/carers


Yes/No

	If yes, record details: 


If no, please state why? 



	Child’s Named Person/school teacher


Yes/No 
	If yes, record details: 


If no, please state why? 



	External agencies contacted (date and time)

	Police

Yes / No

Date: 

Time: 
	Name, role and contact number: 


Incident number (if applicable): 

What information was shared and why: 



Details of advice received: 



	Local authority 
(inc. social services and education)

Yes / No

Date:

Time: 

	Name, role and contact number: 


What information was shared and why:



Details of advice received: 

	Other 


Yes / No 

Date:

Time: 

	Name and contact number: 


What information was shared and why:



Details of advice received: 





PART D – FOR CHILD WELLBEING AND PROTECTION OFFICER 
	Action taken: 










	Information Shared with any third party 
e.g. Scottish FA, Affiliated National Association etc. 










CONCERN CLOSED: 
Reason for closing concern: 




Signed ______________________________________________________		Date: ____________________


[bookmark: Template4]TEMPLATE 4 – NOTICE OF PRECAUTIONARY SUSPENSION 

Insert cub name / crest
Insert club address
Insert date
Insert name of recipient 
Insert address of recipient 


Dear (Insert name) 

Notification of precautionary suspension. 

My name is (insert full name), I am the Child Wellbeing and Protection Officer at (insert club name/association). 

I am emailing you / writing to you (Delete as appropriate) to inform you that I have received a concern about your conduct on [insert date(s) if concern about specific incident]. The information I have received is an allegation that you have not adhered to the expected standards of adults working or volunteering in Scottish Football as outlined in the Child Wellbeing and Protection Policy. 

I will be looking into this matter in line with the Responding to Concerns Procedure, which is part of the Child Wellbeing and Protection Policy. In summary this will involve speaking to anyone who may have relevant information and most importantly speaking to you about the information I have received. You can find the full policy and procedure on the Club’s/ANA’s website (insert website address).  

While I look into this concern, I/the Safeguarding Panel have decided that you should take a step back from the football activities you are involved in on behalf of the Club. This is known as a ‘precautionary suspension’ and starts with immediate effect. I would like to emphasise that this is not a prejudgement of the outcome of the response to the concern, rather purely precautionary measure for you and everyone else involved. Whilst under precautionary suspension you must not attend any football activities, for example, training sessions, or in any way act on behalf of (Insert club name/ANA). 

I will be in contact with you within the next 15 working days to speak with you to find out more information and to give you the opportunity to respond to the allegation. By this time I will have gathered any information relevant to the concern and you will be able address anything which has been raised. I would be grateful if you can make yourself available to assist with the response. 

Confidential information
I recognise that this will be worrying time, however I would like to reassure you that I will be acting in the strictest of confidence. No determination has been or will be made in relation to the concern until a full, fair and balanced assessment has been carried out in line with the procedure noted above. Your club and league sectaries have been informed of your precautionary suspension, however, the reason for the suspension has not been disclosed. All information provided to you for the purpose of my investigation into your conduct must remain confidential. 

I appreciate this may be unexpected and you are likely to have lots of questions, please do not hesitate to contact me on the number above, or by email, if I can be of any assistance. My working hours at the club are (insert working hours), however, if I am not available please leave a message and I will return your call / respond to your email as soon as I can. 

Kind Regards
(Insert signature)

(Insert name)


[bookmark: Template5]TEMPLATE 5 – NOTICE OF PRECAUTIONARY SUSPENSION 

Insert cub name / crest
Insert club address
Insert date
Insert name of recipient 
Insert address of recipient 


Dear (Insert name) 

Notification of precautionary suspension. 

My name is (insert full name), I am the Child Wellbeing and Protection Officer at (insert club name/association). 

I am emailing you / writing to you (Delete as appropriate) to let you know that I have a concern about your conduct. The information I have received is an allegation that you have not adhered to the expected standards of adults working or volunteering in Scottish Football as outlined in the Child Wellbeing and Protection Policy. 

Given the nature of the allegation, I have shared this information with Police Scotland. Pending the outcome of the police investigation, I/the Safeguarding Panel have decided that you should take a step back from your role as [insert role] at this time. This is normally referred to as a “precautionary suspension” and starts with immediate effect. I would like to emphasise strongly that this is not a prejudgment of the outcome of the police investigation, rather it is purely a precautionary measure for you and everyone else involved while the police investigate the information.   I am unable to tell you more about the nature of the information at this stage, but Police Scotland will be in touch with you directly to explain further.  

In practice this means that you will not be able to undertake your role at the club and you must not attend any football activities, for example, training sessions, or in any way act on behalf of (Insert club name). 

Once the police investigation has been concluded I will be looking into this matter in line with the Responding to Concerns Procedure at the club, which is part of the Child Wellbeing and Protection Policy. You can find the full Child Wellbeing and Protection Policy and the procedure on the Club’s/ANA’s website (insert website address).  

My genuine hope is that this matter will be resolved as soon as possible.     

Confidential information
I appreciate this information may have come completely out of the blue to you and that you are likely to have lots of questions.  If you have any questions about the practicalities or the process I will follow under the policy, I would be happy to discuss this further. I would be happy to meet with you to talk about this email if you would like to do that. As I said, unfortunately I can’t talk to you further, at this time, about the nature of the police investigation but Police Scotland will be in touch with you directly about that. 

My working hours at the club are (insert working hours), however if I am not available, please leave a message and I will return your call / respond to your email as soon as I can. 

(Your club and league sectaries have been informed of your precautionary suspension, however, the reason for the suspension has not been disclosed.  All information provided to you for the purpose of my investigation into your conduct must remain confidential.) 

Kind Regards
(Insert signature)

(Insert name)
[bookmark: Template6]TEMPLATE 6 – NOTIFICATION OF CONCERN 

Insert cub name / crest
Insert club address
Insert date
Insert name of recipient 
Insert address of recipient 


Dear (Insert name) 

My name is (insert full name), I am the Child Wellbeing and Protection Officer at (insert club name). 

I am emailing you / writing to you (Delete as appropriate) to inform you that I have received a concern relating to your conduct on [insert date, if applicable]. I have been told that [brief summary of concern e.g. that on [insert date] at [insert game] you behaved in an inappropriate manner by shouting and swearing and acting in an aggressive manner or…]. 

I will be looking into this in line with the Responding to Concerns Procedure at the club/ANA, which is part of the Child Wellbeing and Protection Policy. In summary this will involve speaking to anyone who may have relevant information and most importantly speaking to you about the information I have received. You can find the full Child Wellbeing and Protection Policy and the procedure on the Club’s/ANA’s website (insert website address).  

I would like to speak to you about the concern to find out more and give you the opportunity to respond to what has been said. I would be grateful if you could respond to this email confirming a time you are able to speak, or you can contact me on (Insert contact number) to arrange a suitable time. 

In the meantime, you should continue to carry out your existing role at the Club/ANA. I recognise that this will be worrying time, however, I would like to reassure you that I will be acting in the strictest of confidence. No determination has been, or will be made until a full, fair and balanced investigation has been carried out in line with the procedure noted above. All information provided to you for the purpose of my investigation into your conduct must and will remain confidential. 

I appreciate this may be unexpected and you are likely to have lots of questions, please do not hesitate to contact me on the number above, or by email, if I can be of any assistance. My working hours at the club are (insert working hours), however, if I am not available, please leave a message and I will return your call / respond to your email as soon as I can. 

Kind Regards
(Insert signature)

(Insert name)


[bookmark: Template7]TEMPLATE 7 – NOTIFICATION OF DECISION 

Insert cub name / crest
Insert club address
Insert date
Insert name of recipient 
Insert address of recipient 


Dear (Insert name) 

Outcome of investigation 

On the (insert date) I received information regarding a concern about your conduct. The information alleged that you (insert brief information). On the (insert date) I emailed/wrote (delete as appropriate) to let you know I had received this information and that I would be looking into it in line with the Responding to Concerns Procedure. 

On the (insert date) you were placed under a precautionary suspension. (Delete if not relevant)
 
On (insert date) I spoke to you about the information I had received and you were able to respond to what had been said and provide me with any other information which you thought was relevant.  As part of my response, I have also spoken with other people who had information that was relevant to the concern. 

I am writing to you /emailing you (Delete as appropriate) to let you know that I have now concluded looking into this information and I have reached an outcome. My decision is that (insert decision e.g. you have demonstrated poor practice and have conducted yourself in a way that does not demonstrate the values or the expected standards of those working/ volunteering at the Club). The poor practice/serious poor practice (delete as appropriate) was that you (insert brief information). Based on the information available to me at this time, I have concluded that the most appropriate outcomes is (insert outcome e.g. further educational training, formal discussion). I will be in contact with you in the coming days to discuss this further. 

I appreciate that this may have been a difficult and worrying time for you. If you would like to discuss further or have any questions, please do not hesitate to get in contact with me. 

Kind Regards
(Insert signature)


(Insert name)


[bookmark: Template8]TEMPLATE 8 – NOTIFICATION OF DECISION 

Insert cub name / crest
Insert club address
Insert date
Insert name of recipient 
Insert address of recipient 


Dear (Insert name) 

Outcome of investigation 

On the (insert date) I received information regarding a concern about your conduct. The information alleged that you (insert brief information). On the (insert date) I emailed/wrote (delete as appropriate) to let you know I had received this information and that I would be looking into it in line with the Responding to Concerns Procedure, which is part of the Child Wellbeing and Protection Policy.  

On the (insert date) you were placed under a precautionary suspension. (Delete if not applicable)
 
On (insert date) I spoke to you about the information I had received and you were able to respond to what had been said and provide me with any other information which you thought was relevant.  As part of my response, I have also spoken with other people who had information that was relevant to the concern. 

I am writing to you /emailing you (Delete as appropriate) to let you know that I have now concluded looking into this matter and I have reached an outcome. I have decided that, at this time, no further formal action will be taken. You are not looking under a precautionary suspension and I will be in contact with you over the coming days to discuss your return to the club. (Delete as appropriate).

I appreciate that this may have been a difficult and worrying time for you. If you would like to discuss further or have any questions, please do not hesitate to get in contact with me. 

Kind Regards
(Insert name)

(Insert signature)


[bookmark: Template9]TEMPLATE 9 – NOTIFICATION OF RESPONSE TO CONCERN 

Insert cub name / crest
Insert club address
Insert date
Insert name of recipient 
Insert address of recipient 


Dear (Insert name) 

Notification of concern update

Following on from my previous letter / email (delete as appropriate) dated (insert date of previous correspondence), I am writing to let you know that Police Scotland have confirmed that I can now move forward with looking into the information we received about you. This will be done in line with the Responding to Concerns Procedure, which is part of the Child Wellbeing and Protection Policy.  In summary this will involve speaking to anyone who may have relevant information and most importantly speaking to you about the information I have received.  You can find the full policy and procedure the on the Club/ANA’s website (insert website address).

I am now able to give you some more information about the concern that was reported. I was informed that you (Insert brief information about the concern). I would like to speak to you to find out more information and to give you the opportunity to respond to what has been said. In order to arrange a time for me to meet with you please phone me on (insert telephone number) or (insert email address).  

Until my investigation has concluded you will remain under a precautionary suspension from all football activities under the jurisdiction of (Insert Club/Association e.g. Scottish Youth Football Association). Whilst under precautionary suspension you must not attend any football activities, for e.g. training sessions, or in any way act on behalf of (Insert club name). 

I fully appreciate that this may be a difficult time for you whilst you await the outcome of our investigation. If you have any questions, I am happy to discuss those with you, I can be contacted by email or by phone on (Insert contact details).   


Kind Regards
(Insert signature)


(Insert name)


[bookmark: Template10]TEMPLATE 10 – RECORD OF CONCERN 

Record of Response 														[Insert Date]

Overview of concern(s): 
Summary of concerns 


Summary of people involved  
Name (initials) and summary of their involvement e.g. JS is the parent of the child and reported the concern. 


Chronology of significant events
List of important dates e.g. date of incident, date reported, and date spoke to particular person etc. 
	Date
	Event 
	Action taken 

	
	
	

	
	
	

	
	
	




Information gathered 
Summary of information, helpful to list this as a summary of information gathered from each person you speak to 



Response from [insert initials]
Summary of response by adult if concern about their conduct



Analysis 
Summary of what information has been taken into account, what information has been discounted and what information is both reliable and credible. 



Mitigating factors
Summary of any explanatory factors 


Decision 
Decision and reason for decision 


Action(s)


Next steps 
1. 



[bookmark: Template11]TEMPLATE 11 – RESPONDING TO CONCERNS CHECKLIST 



	Stage 1 – Initial Considerations 

	Yes     
	No 
	If no, why 

	I have assessed if there is there an immediate risk to a child or young person and if so, I have taken the necessary action to safeguard their wellbeing by informing the police or social work. 

	
	
	

	I have understood the nature of the concern based on the information available to me at this time. 

	
	
	

	I have assessed if there is there any evidence of criminality, if yes, I have shared this information with the police. 

	
	
	

	The police have confirmed that I am now able to proceed with my response to the concern. 

	
	
	

	I have considered if a precautionary suspension is necessary. 

	
	
	

	If a precautionary suspension is necessary, this information has been shared with the relevant parties. 

	
	
	

	I have acknowledged receipt of the concern with the complainant(s).

	
	
	

	I have confirmed receipt of the concern with the respondent(s) (if appropriate). 

	
	
	

	I have created and securely stored a written or electronic record of the concern.

	
	
	

	I have considered the impact on the child/young person’s wellbeing and I have offered appropriate support. 

	
	
	

	Consulted with the relevant people or departments within your club for e.g. the board/committee or HR department. 

	
	
	

	I have sought advice from the Scottish FA Wellbeing and Protection team or my Affiliated National Association. 

	
	
	

	Stage 2 – Information Gathering 

	Yes     
	No 
	If no, why 

	I have spoken with the person who reported the concern to clarify all the information regarding their concern. 

	
	
	

	I have agreed timescales with the person who reported the concern and other relevant parties on when I will provide an update. 

	
	
	

	I have decided who I need to speak to and what information I need to obtain from them. 

	
	
	

	I have prepared a structured plan on how I will gather this information.

	
	
	

	I have spoken to the people I have identified as relevant to the concern to gather information, including the respondent. 

	
	
	

	I have sought the views of the child or young person(s) (if appropriate). 

	
	
	

	I have sought the views of other children and young people at the club if necessary and appropriate.

	
	
	

	I have sought the views of the child or young person’s parents/carers if appropriate.

	
	
	

	I have made a record of the conversations that I have had as part of my information gathering and I have securely stored these records. 

	
	
	

	I have provided updates to the relevant parties as agreed. 

	
	
	

	I have considered the impact on the child/young person’s wellbeing and I have offered appropriate support. 

	
	
	

	I have sought advice from the Scottish FA Wellbeing and Protection team or my Affiliated National Association. 

	
	
	

	I have shared any information that is necessary and relevant to safeguard the wellbeing of a child or young person. 

	
	
	

	Stage 3 – Analysis 

	
	
	

	I have reviewed all of the information I have gathered. 

	
	
	

	I have understood all of the information gathered and do not to go back and clarify any points with anyone I have spoken to. 

	
	
	

	I have discounted information that is not relevant to the concern, or information that is hearsay or opinion based and is not substantiated by facts. 
 
	
	
	

	I have considered what information I have that supports the concern and what information I have that doesn’t support the concern. 

	
	
	

	I have concluded that the information I have gathered is sufficient to make a determination in responding to the concern.

	
	
	

	I have concluded that I need more information to reach make a determination in responding to the concern.

	
	
	

	I have kept an accurate record of the information I have gathered and have securely stored this. 

	
	
	

	I have provided updates to the relevant parties as agreed. 

	
	
	

	I have considered the impact on the child/young person’s wellbeing and I have offered appropriate support. 

	
	
	

	Consulted with the relevant people or departments within your club for e.g. the board/committee or HR department. 

	
	
	

	Sought advice from the Scottish FA Wellbeing and Protection team or your Affiliated National Association. 

	
	
	

	I have shared any information that is necessary and relevant to safeguard the wellbeing of a child or young person. 

	
	
	

	Stage 4 – Action 

	
	
	

	Recorded the outcome of the determination you have made. 

	
	
	

	Communicated the outcome of your assessment to the relevant parties. 

	
	
	

	Carried out any action disciplinary action required as a result of your assessment. 

	
	
	

	Reflected on the learning from the concern and if appropriate conducted a case review.

	
	
	

	Carried out any education / training as a result of the learning from the concern. 

	
	
	

	Made referral to relevant agencies where appropriate, for example Disclosure Scotland. 

	
	
	

	

	
	
	





[bookmark: Template12]TEMPLATE 12 – SEEKING THE VIEWS OF A CHILD/YOUNG PERSON CHECKLIST

	Initial preparation
	Yes
	No
	If no, why

	I understand the concern
	
	
	

	I have determined that speaking to the child is necessary
	
	
	

	I have a planned structure for the meeting and identified what I need to ask the child/young person about
	
	
	

	I have considered whether the child/young person has any additional support needs or communication difficulties 
	
	
	

	I have considered the “what if’s” that may result from the conversation
	
	
	

	I have thought about possible questions the child/young person may ask me
	
	
	

	I have considered potential barriers for the child/young person when speaking to me
	
	
	

	I have considered who would be the most appropriate adult to be present when the conversation takes place
	
	
	

	I have considered and agreed who will lead the conversation with the child/young person 
	
	
	

	
	
	
	

	Environment  
	
	
	

	I have spoken to the child/young person to find out where they would be most comfortable to talk
	
	
	

	I have identified where the conversation will take place
	
	
	

	I have identified a place that will be free from any interruptions 
	
	
	

	I have identified a place that will have no distractions 
	
	
	

	I have identified a place where a sensitive conversation can take place without being easily overheard 
	
	
	

	I have spoken with the child to let them know where we will meet and given them the opportunity to let me know if they are not comfortable with this place 
	
	
	

	
	
	
	

	Timing
	
	
	

	I have thought about the most appropriate time for the conversation to take place
	
	
	

	I have allowed sufficient time in my diary for the conversation to take place and will not be distracted by other commitments 
	
	
	

	I have booked an appropriate space for the meeting to take place
	
	
	

	I have agreed with all relevant parties, including the child/young person, the time and place of the meeting.
	
	
	





[bookmark: Template13]TEMPLATE 13 – SPEAKING TO A WITNESS 

	Name and contact details of the witness:




	What is the role or position of witness, or their relationship to the child?




	What club does the witness work or volunteer for?




	Witness statement, include specific details about what they observed (What they saw and heard, using exact words if possible). 






































	What follow up action is required?
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