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W E L C O M E !

Firstly, thank you for taking on the incredibly important role
of Club Welfare Officer (CWO). Your time and dedication to
your children, young people and vulnerable adults is never

taken for granted. 



As your County Designated Safeguarding Officer (DSO) I am
available, along with the rest of the team at Suffolk FA, to

assist you in any way I can. Please therefore make a note of
our contact details contained in this pack.



Some of you may be new to the role and others may have
been a CWO for many years, all of you bring a wealth of

knowledge and experience to the role which I hope you will all
share with each other through our networking and CPD

sessions which will take place each month during the season.



 In addition, this CWO Welcome Pack contains some useful
information, resources and up to date links which I hope will

aid you in your role. 



It will also enable us - as your County FA, to share our vision,
values and expectations for the upcoming season and beyond.



As ever, there is an abundance of information available to you
via TheFA.com and you can keep up to date with all your local
football news by visiting SuffolkFA.com or by following us on

Facebook and Twitter.



Best wishes for a fun and successful season!
Hayley Chart

Suffolk FA DSO
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Club Welfare 
Officer



There is a safeguarding children policy, anti-bullying policy and equality policy in
place;
Those who hold official roles eligible for an FA DBS check have one that is in-date; 
Officials, players, and parents know who their club Welfare Officer is and what the
role of the Welfare Officer is;
There are responsible recruitment processes which include the taking up of
references. 

Work collaboratively with your CFA DSO; 
Attend committee meetings, ensuring safeguarding is a regular agenda item;
Work proactively with your local welfare officer network(s) and attend network
meetings; 
Give children and young people a voice. 

Ensure everyone has access to your safeguarding policy and reporting procedures;
Ensure concerns are dealt with swiftly and in line with The FA's safeguarding policy; 
Seek advice from your CFA DSO when necessary; 
Use The FA’s Referral Form to report safeguarding concerns 

Promote The FA’s Safeguarding training among coaches/managers, first-aiders,
referees, and parents/carers; 
Ensure committee members complete the free online FA ‘Safeguarding for Committee
Members’ course; 
Encourage young leaders to complete The FA’s ‘Safeguarding For All’ online course.

Familiarise yourself with and make use of The FA’s safeguarding children best practice
guidance & CWO Code of Conduct. 
Sign up to England Accreditation (formally The FA Charter Standard programme); 
Sign up to The FA’s Respect Programme and its Codes of Conduct; 
Hold parent/carer information sessions; 
Develop a club welcome pack for new starters; 
Have a clear and accessible complaints process; 
Ensure you consistently deal with poor practice concerns in line with club policy and
procedures. 

Ensure compliance with Enhanced DBS checks via The FAs online ‘Whole Game System’; 
Track repeated incidents of poor behaviour and liaise with your committee and where
necessary your league and/or County FA



Safeguarding is everyone’s responsibility. But as a Welfare Officer you are key, along with

the committee, to ensure safeguards are in place at your Club. 



1. Some starting points for your role:

2. The Commitment

You should always: 

When reporting safeguarding concerns, always: 

When raising safeguarding awareness, always: 

To create a positive and safe environment:

When monitoring and reviewing, always: 

Club Welfare Officer - Role Profile



Club Welfare Officer - Code of
Conduct



Club Welfare Officer CPD
The Club Welfare Officer is a vital role on the committee of

all youth football clubs. 



The person fulfilling this role has a responsibility for
managing and reporting concerns about children and for
putting in place procedures to safeguard children at the

club. 



The County FA’s of Cambridgeshire, Norfolk and Suffolk
and are excited to be collaborating together to provide an

ongoing CPD programme for Club Welfare Officers
throughout the East Anglia region.



During each season, from September onwards, between

18:00-19:00 on the third Monday of each month, sessions
will be held online via Microsoft Teams with each one open

to all CWO's within the three counties. 



Included within each workshop will be a specific topic to
support CWOs, as well as an opportunity to share

experiences and successes and to seek advice and
support from colleagues.



More information will be sent out regarding these sessions

by your County DSO each season.





Suffolk FA Vision,
Mission & Values



       Our Vision: A Thriving Local Game

Our Mission: work together to
support, develop and strengthen the
local football community

Our Values: Suffolk FA commit to
- always put the participant first to ensure that our
game is safe, inclusive and respectful for all
- work collaboratively to strive for excellence
- operate with integrity and transparency

https://www.suffolkfa.com/


Codes of Conduct



Codes of Conduct
What are codes of conduct?

Codes of conduct were introduced by the FA as part of their RESPECT
campaign. RESPECT is the FA's response to a clear message throughout the

game, that the health of football depends upon high standards of
behaviour on and off the pitch.




Why are they important?
Codes of conduct outline the types of behaviour that will support a safe,

fun and inclusive game in this country. They also identify a range of
sanctions which may be taken if the codes are breached.




Who are they for?
Codes of Conduct apply to all involved in football - young players,

spectators, coaches, team managers and club officials and match officials.



Where can I find them?
The FA Codes of Conduct can be found here These must be followed as a

minimum. You may wish to add your own Club's rules to your Codes.
 

What are the CWO's responsibility with
regards to the Codes of Conduct?

You must make all persons involved with your Club aware of the Codes. It
is advisable to have these on your website or other social media pages and

displayed around and throughout your Club. You must ensure that all
have signed a copy of the Codes of Conduct and are given a copy of these

to remind them of their responsibilities.  You can re-issue these at the
beginning of the season as part of your registration process and refresh
these again halfway through the season. These can then be referred to if
needed when breached either on or off the pitch at any point throughout

the season.



There are some examples of the FA Codes of Conduct on the following page.

https://www.englandfootball.com/explore/inclusive-football/Respect




Training
Recommendations



Training Recommendations:
Club Officials

The FA Bootroom has an abundance of training courses and other useful
resources. Simply click on the links below or visit The Bootroom

Safeguarding Children:
- Safeguarding for All
- Safeguarding Children Course & Recertification 
- Guide to Safeguarding Adults
- Safeguarding for Committee members
- Welfare Officers Course (CWO's only)

All FA Safeguarding Courses can be found here

Coaching: 
- EE Playmaker by England Football
- Introduction to Coaching Football
- UEFA A, B & C licences
- Advance Youth Award
- Respect
- Disability Football Introduction

All FA Coaching Courses can be found here

First Aid:
- Introduction to First Aid in Football (IFAIF)
- Emergency First Aid in Football (EFAIF)
- Emergency Medical First Aid in Football (EMFAIF)
- Intermediate Trauma Medical Management in 
Football (ITMMIF)
- Advanced Trauma Medical Management in Football
(ATMMIF) 

All FA Medical Courses can be found here

https://thebootroom.thefa.com/learning/qualifications/safeguarding-courses
https://thebootroom.thefa.com/learning/qualifications/coaching-football
https://thebootroom.thefa.com/learning/qualifications/medical-courses
https://thebootroom.thefa.com/
https://thebootroom.thefa.com/learning/qualifications/safeguarding-courses
https://thebootroom.thefa.com/learning/qualifications/coaching-football
https://thebootroom.thefa.com/learning/qualifications/medical-courses


Training Recommendations:
Parents/Carers




The NSPCC has some excellent
information and resources for parents
including 'PANTS the Underwear Rule'
and 'Talking about difficult topics'. To
visit their website and for more
information, please click here

Please encourage all your parents
and carers to take the FREE online
Safeguarding Course for
Parents.

This is available here

There are lots of resources online to share with your parents/carers to support them in
Safeguarding their child. Simply click on the links below to visit the website.

CEOP is the Child Exploitation and
Online Protection Centre. This offers
support and guidance to parents on
keeping their children safe online of all
ages. To visit their website and for
more information, please click 
here

https://thebootroom.thefa.com/learning/qualifications/safeguarding-awareness-for-parents-and-carers
https://www.nspcc.org.uk/keeping-children-safe/support-for-parents/
https://www.ceop.police.uk/Safety-Centre/
https://www.nspcc.org.uk/keeping-children-safe/support-for-parents/
https://thebootroom.thefa.com/learning/qualifications/safeguarding-awareness-for-parents-and-carers
https://www.ceop.police.uk/Safety-Centre/


Policies &
Procedures



Safeguarding Children Policy
Safer Recruitment Policy
Equality Policy
Anti-Bullying Policy
Health & Safety Policy
Complaints Policy
Whistleblowing Policy
Codes of Conduct
Club Philosophy
Safeguarding reporting procedures
Physical Contact & Young People 

Social Media, Photography & Filming Guidance
Welcome pack for new players & 

      Guidance

       their parents

Don't forget to visit the Grassroots Technology support page for
all digital help & guidance by clicking here

Policy & Document
Checklist

Here is a handy checklist to make sure your Club has all the
relevant documents and policies & procedures in place.



FA templates or copies of these for your Club to adopt are

available by clicking here 

http://grassrootstechnology.thefa.com/
https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory


Safeguarding Children
Policy

What is a Safeguarding Children policy?
A safeguarding policy makes it clear what your Club will do to
keep children safe. It should set out your Club's commitment

to protecting all children.



Why is it important?
A safeguarding policy contains detailed steps that your Club
will take to keep children and young people safe and what to

do when there are concerns about a child's safety or
wellbeing. 

You must ensure that all staff and volunteers at your Club
read and abide by this policy, reporting any concerns they

may have about a child's life, whether or not it is happening
at your Club. 

Safeguarding children is everyone's responsibility.



Where can I find the guidance or template for a policy?
The FA have a safeguarding children policy template that you

can edit for your Club. You can find it here. This must be
reviewed annually and updated where required. 

All individuals - from parents/carers, coaches and players
should know who the Club Welfare Officer is and how they

can report concerns either to yourself as CWO or to the
appropriate authorities directly. Your policy should also

contain these contact details.

https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory


Safeguarding Adults
at Risk Policy

A person aged 18 or over who has needs for care and support (whether or not the
local authority is meeting any of those needs) and: 
is experiencing, or at risk of, abuse or neglect, and: 
as a result of those care and support needs is unable to protect themselves from
either the risk of, or the experience of abuse or neglect. 

Who is an 'Adult at Risk'?
An adult at risk of harm or vulnerable adult is defined as: 




An individual’s level of vulnerability to harm may vary over time depending on the
circumstances they are in and their needs at that time. Not all adults with care and

support needs will be at risk of harm. This will depend on the individual, their current
situation and the circumstances they are in. 



What is a Safeguarding Adults at Risk policy?

A safeguarding policy makes it clear what your Club will do to keep adults at risk and
vulnerable adults safe. It should set out your Club's commitment to protecting all adults
at risk and state how you will work with adults who have care and support needs to keep

them safe from abuse or neglect. 



Why is it important?
It is important that all those working in football recognise their responsibility to safeguard
and protect adults at risk by responding appropriately to any allegations or suspicions of

abuse, working in partnership with the adult at risk wherever possible, depending on
their capacity and the risk to them and others. In partnership with the appropriate

authorities, you should put the needs of the adult first and take into account the six
principles of safeguarding adults detailed in the Care Act 2014: empowerment;

protection; prevention; proportionality; partnership; and accountability. These principles
will underpin all work with adults at risk.



Where can I find the guidance or template for a policy?

The FA have a safeguarding adults policy template that you should adopt for your Club.
You can find it here. All individuals - from parents/carers, coaches and players should

know who the Club Welfare Officer is and how they can report concerns either to yourself
as CWO or to the appropriate authorities directly. Your policy should also contain these

contact details.

https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory


Ensure our staff understand their responsibilities and feel confident in
raising and reporting a serious concern at the earliest opportunity
Provide avenues for staff to raise their concerns and receive feedback
on any action taken
Ensure that staff receive a response to their concerns and that they are
aware of how to pursue them if they are not satisfied
Reassure staff that they will be protected from possible reprisals or
victimisation if they have made any disclosures in good faith

Any breach in the behaviour of management, staff, volunteer or
associated paid professional 
Discrimination of any kind 

Whistleblowing is an important aspect of safeguarding where staff and
volunteers are encouraged to share genuine concerns about an individual
or organisation’s behaviour. The behaviour may not be child abuse, but they
may not be following Suffolk FA Code of Conduct or could be pushing the
boundaries beyond normal limits.

Whistleblowing is very different from a complaint or a grievance. The term
‘whistleblowing’ generally applies when you are acting as a witness to
misconduct that you have seen and that threatens other people or children.

The concern may relate to something that is happening now, has happened
in the past or that you think could happen in the future.

It is Suffolk FA’s intention that all staff and participants of the game feel
confident about coming forward and reporting any issues/concerns that
they may have regarding the areas below, whilst remaining protected from
any subsequent discrimination.

Aim
Our aim is to:

Any concerns can be reported without this leading to any harassment or
victimisation, and every effort will be made to keep both the concern and
the whistle-blower’s identity confidential.

What should be reported?

Suffolk FA
Whistleblowing Policy 



Concerns that could impact on the health and safety of the children or adults
The inappropriate treatment or care of a child 
In appropriate use of WRCFA assets 
Decision making for personal gain 
Abuse of position 
Deceit 
Tampering with documents

Discuss the nature of the concern together with the background, history of
the concerns and provide relevant dates of incidents
There is no expectation that whistle-blowers prove beyond doubt the truth of
their suspicion, however, they will need to demonstrate that they are acting
in good faith and there are reasonable grounds for their concern
All individuals will be treated fairly

Direct to the local Police or Children’s Social Care services, or
The NSPCC 24 Hour Helpline on 0808 800 5000

Initial enquiries will be made to decide whether an investigation is
appropriate and if so, what form it should take.
The incident will be investigated by Suffolk FA CEO (Richard Neal) or
Geraldine Day (Safeguarding Board Champion).
If appropriate it will be referred and put through established Safeguarding
procedures and may form the subject of an independent inquiry
Within ten working days of the concern being raised, the whistle-blower will
receive in writing:

Methods of reporting 
A concern can initially be raised by any individual to Suffolk FA CEO Richard Neal,
richard.neal@suffolkfa.com. In the event that the concern is about the Suffolk
FA CEO, then the complaint would be raised with Safeguarding Board Champion
Geraldine Day, gaday1971@gmail.com

Alternatively, concerns can be reported:

Concerns will be dealt with in the following way:

      - Acknowledgement that the concern has been received, and an indication as   
      to how the setting will proceed to deal with the matter
      - Information on support mechanisms
      - Information as to whether any further investigation will take place and if 
      not, why not.

Suffolk FA Whistleblowing
Policy (cont.) 



It may be necessary to interview the whistle-blower to ensure that
their disclosure is fully understood. Any meeting can be arranged away
from the workplace, if so wished, and a representative or a friend may
accompany the whistle-blower/individual for support.

If there are any difficulties experienced as a result of raising a concern,
support will be offered.

The whistle-blower will be kept informed of the progress and outcome
of any investigation to assure that any disclosure has been properly
addressed unless legal reasons determine otherwise.

Confidentiality will be maintained, and every effort will be made not to
reveal the whistle-blowers’ identity if they so wish. If, however, an
individual makes an allegation frivolously, maliciously or for personal
gain, appropriate action that could include disciplinary action may be
taken.

The public Interest Disclosure Act 1998 seeks to protect employees and
individuals from discrimination as a result of “blowing the whistle” on
their organisation, or individuals within it, through amendments to
employment law.

If you are not satisfied with the outcome of the investigation, you may
elevate your concerns directly to:
Phil Lawler – Chairman - phil.lawler@suffolkfa.com
FA Safeguarding Case Management - safeguarding@TheFA.com

Suffolk FA Whistleblowing
Policy (cont.) 



Reporting Concerns &
Whistleblowing Flowchart 



Social Media Guidance

https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory
https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory


Digital Communications
Guidance

https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory
https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory


Photography & Filming 
 Guidance

https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory
https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory


Photography & Filming  Guidance (cont.)

https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory
https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory


Photography & Filming  Guidance (cont.)

https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory
https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory


Photography & Filming  Guidance (cont.)

https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory
https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory


Photography & Filming  Guidance (cont.)

The above documents can be found
here or by clicking on the images.

https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory
https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory


DBS Guidance



Disclosure & Barring Service Guidance

https://www.thefa.com/football-rules-governance/safeguarding/criminal-record-checks
https://www.thefa.com/football-rules-governance/safeguarding/criminal-record-checks


Disclosure & Barring Service Guidance
(cont.)

https://www.thefa.com/football-rules-governance/safeguarding/criminal-record-checks
https://www.thefa.com/football-rules-governance/safeguarding/criminal-record-checks


Disclosure & Barring Service Guidance
(cont.)

https://www.thefa.com/football-rules-governance/safeguarding/criminal-record-checks
https://www.thefa.com/football-rules-governance/safeguarding/criminal-record-checks


Who at your Club is eligible for a DBS
Check?

Not all roles at a Football Club require an individual to have a DBS check.
Please see below the following information and guide to DBS checks:

Eligible roles for an  FA DBS check:

Roles that are NOT eligible for an  FA DBS check:



DBS Update Service 
A step by step guide

apply for their FA DBS Check as normal through the Club
pay the DBS Check volunteer fee
get their identification verified.

 Register their FA DBS Check with The Disclosure and Barring Service
(DBS)
 Inform The FA DBS Unit, who administers the DBS Checks. They will
charge a one off £10 administration fee: FAChecks@TheFA.com , tel:
0115 969 4618

Did you know that you only need to apply for a DBS check once?



You can now have life-time renewals of your FA DBS Check which
means you will not need to reapply every three years. 



Firstly individuals must:



Once their certificate has been processed and is clear, the individual
will receive a copy of this. They must then:



*Individuals MUST register their DBS Check with the DBS update service
within 19 days of Issue. The cost of this is free to Volunteers. This check

MUST be an Enhanced Disclosure and Barring Service Check with
Children’s Barred List.



Once registered for this service, The FA will make annual checks on
your DBS Check status for as long as you have active eligible role in

football. 



For more information and guidance on The FA’s DBS Check policy, the DBS
update service and FA DBS Check lifetime checks please visit The FA

Downloads Directory and search for DISCLOSURE AND BARRING SERVICE
CHECKS Guidance 3.2

https://secure.crbonline.gov.uk/crsc/apply?execution=e1s1
https://secure.crbonline.gov.uk/crsc/apply?execution=e1s1Register
mailto:FAChecks@TheFA.com
https://www.thefa.com/football-rules-governance/safeguarding/section-11-the-complete-downloads-directory


DBS Referral Process
Sometimes, an individual at your Club may become a danger to children and young people

(CYP). In these circumstances, they will normally be removed from all football related
activity and contact with CYP. It may be necessary to also refer to the individual to the

Disclosure and Barring Service to prevent the individual from working with children in the
future. Your County DSO will be able to guide and advise you in these circumstances.

Below is a flowchart to outline the DBS Referral Process.



Q. How do I process a DBS check through WGS?
A. To process DBS Checks through WGS, firstly you have to initiate a person’s DBS

application on Club Portal before they can proceed. There’s a tuition page available
here for how to do this here Simply log onto Club Portal, select your official, under

'official roles' select 'assign role' and click on 'Safeguarding' & 'DBS Applicant' followed
by 'confirm'. 

 
Each of the applicants for whom you’ve initiated DBS checks will then need to log onto

their Whole Game System and process their application – they do not receive an
automated message at this point as yet, so you will need to tell them to log in and

proceed.
 

Once logged in to WGS and on their ‘Home’ section, they should see a ‘My DBS’ tab at
the bottom of the left-hand side. 

 
Once clicked, each applicant should see ‘your team’ alongside a green ‘Select’ button.

Once the ‘Select’ button is pressed, this will initiate an automated email from First
Advantage with details of how to progress their DBS Check. 

 
At this point as the Club Official you will be able to see the status has changed to

‘Application Started’. 
 

The applicant will then need to follow the links on the automated email to log their
application through the First Advantage Group system and submit for verification by

a club verifier. There is a tuition video available here.



A club verifier will need to log in to First Advantage and verify the application. 



Q. I need to renew my DBS check, as a CWO how can I start the application process?
A. You can initiate your own DBS check as a CWO by carrying out the following steps -

simply log into your MyAccount section of Whole Game and change your email
address to an alternative one from the one you use for verification (if you have one).
Once you have done this you should be able to complete the process. Remember to
log back in afterwards and change it back once the check is complete. You will then

need to ask someone at your Club who is also a DBS verifier to carry out your ID
checks. Alternatively, you can contact your CFA DSO to arrange to visit Suffolk FA

offices to have this done for you.  



Q. A DBS verifier at our Club has left, do I need to inform First Advantage?
A. Yes, email FAChecks@TheFA.com to inform them of any verifiers who have left your

Club and need removing from the list.



DBS FAQ 

https://scanmail.trustwave.com/?c=13415&d=vfSN4hE3-IWQHsTzktJtCF0FOuAOHvO6GWispv5y4A&u=https%3a%2f%2fgrassrootstechnology%2ethefa%2ecom%2fsupport%2fsolutions%2farticles%2f48001161513-initiating-a-dbs-through-whole-game-system
https://grassrootstechnology.thefa.com/support/solutions/articles/48001203044-officials-clubs-portal#Add-Club-Officials
https://clubs.thefa.com/
https://scanmail.trustwave.com/?c=13415&d=vfSN4hE3-IWQHsTzktJtCF0FOuAOHvO6GWr89fYptg&u=https%3a%2f%2fwholegame%2ethefa%2ecom%2f
https://grassrootstechnology.thefa.com/support/solutions/articles/48001161514-completing-dbs-initiation-applicant


DBS FAQ (cont.)
Q. I need to become a verifier so that I can check DBS applicants ID and process their check?

A. To be added to your Club as a named verifier, simply email FAChecks@TheFA.com and
ask to be added. Once confirmed, you will then be able to carry out ID verification

checks.



Q. I started a DBS application a few months ago and didn't complete it, this has since been
'withdrawn' but is still showing on WGS so I can't start a new one.

A. Contact your CFA DSO who will clear the old application down for you to allow you to
start a new one.



Q. An applicants DBS check is showing as 'complete' on First Advantage but isn't pulling through to

WGS?
A. There may be several reasons for this - please contact FAChecks@TheFA.com or your

County DSO.



Q. I don't know what my Club PIN is to log in and complete DBS checks?
A. Either, ask your Club Secretary for this information or alternatively, contact your CFA

DSO who can provide this for you.



Q. I completed my DBS check weeks ago and still haven't received any information or updates?
A. As CWO you should be able to check the status of an applicants DBS check by logging

into First Advantage. If the check shows as 'with DBS', this means that it is currently with
the Police. This process can take up to 60 days and sometimes, checks can be caught up
in the system. First Advantage will automatically chase any checks that have reached

this 60 day period. Please therefore wait 60 days before contacting FAChecks@TheFA.com



Q. My DBS has been completed, however I am yet to receive my certificate in the post?
A. Please allow up to 2 weeks for a certificate to be received through the post.



Q. Someone at my Club has two FAN numbers and WGS it isn't recognising their DBS Check?

A. Contact your CFA DSO and request that the two FAN numbers are merged or de-duped.



Q. I've got a new Coach starting for my Club, what qualifications do they need?
A. Coaches need to have a DBS check as a minimum. However, it is good practice for them
to also complete the following which are all available via the Bootroom: Introduction to

Coaching Football (4 week online course, £160), Safeguarding Children (SCC, 2 hours
online, £30) and IFAIF - Introduction to First Aid in Football (2 hours online, free). If you

want to apply for your England Accreditation (see more information in this pack), Youth
teams must have at least one coach or manager with the Introduction to Coaching

Football per team, with in-date Introduction to First Aid in Football (IFAIF) and
Safeguarding Children Course (SCC).

https://thebootroom.thefa.com/


DBS FAQ (cont.)
Q. We are changing over CWO at the end of the season, what qualifications will the new CWO need?

A. All Club Welfare Officers must have: a DBS check, Safeguarding Children Course (see
above) and Welfare Officers Course (2 hours online, £25)



Q. I've already got a DBS on the Update Service, do I need to apply for a new one?

A. If your DBS Check is an Enhanced Disclosure with children's barred list, this should be
transferable to your FAN and you will not have to complete a new one. To confirm this,
simply email FAChecks@TheFA.com with details of your certificate and update service
subscription. There is a one off admin fee of £10 payable to FA Checks for transporting

this.



Q. Our Club has an Open Age team and would like to sign some players aged 16 & 17 year old. Is
this allowed and are there any other qualifications or checks needed?

A.  If the club are looking to sign on U18's players it is important that the following roles
(identified managers/coach/assistants/physios) have an up to date DBS check. 



Safeguarding &
Threshold Guidance



What is abuse?
What is abuse?
Abuse is defined as a violation of an individual’s human and civil rights by any other person or persons.
It includes acts of commission (such as an assault) and acts of omission (situations where the
environment fails to prevent harm). Abuse may be single act or omission or series of acts or omissions. 

The FA Safeguarding Children Policy and Procedures describes five types of abuse; neglect, physical
abuse, sexual abuse, emotional abuse, and bullying.

Neglect: is the persistent failure to meet a child’s basic physical and/or physiological needs; for
example food, warmth and clothing, or emotional needs for attention and affection. It occurs if children
or young people are left alone or inadequately supervised or where they are exposed to danger, injury,
or extreme weather conditions.

Physical abuse: may involve hitting, shaking, throwing, poisoning, and burning, scalding, drowning,
suffocating or otherwise causing physical harm to children or failing to prevent these injuries or illness
from happening.

Sexual abuse: involves forcing or enticing a child or young person to take part in sexual activities,
including prostitution, whether or not the child is aware what is happening. The activities may include
physical contact, including penetrative (e.g. rape, buggery or oral sex) or non-penetrative acts. This
includes the use of sexually explicit language and jokes and exposure to pornographic material or
watching sexual activities or encouraging children to behave in sexually inappropriate ways.

Emotional abuse: is the persistent emotional maltreatment of a child such as to cause severe and
persistent adverse effects on the child’s emotional development. It may include conveying to children
that they are worthless or unloved; inadequate or valued only in so far as they meet the needs of
another person. These may include pushing a child beyond their development capability, as well as
over-protection or limiting the child’s social interaction. It may involve the child witnessing the ill-
treatment of another; or serious bullying causing children to be constantly frightened or traumatised
and can be inflicted by other children as well as adults.

Bullying: is deliberately hurtful behaviour, usually repeated over a period of time, where it is difficult for
those being bullied to defend themselves. It can take many forms, but the main types are physical (e.g.
hitting, kicking, theft) verbal (e.g. racist, sexist, or homophobic remarks, threats, name calling) and
emotional (e.g. isolating individuals from activities and social acceptance of their peer group, constant
taunting, shouting, and screaming threats and gestures)

If you suspect that a child is being abused or a child/young person makes a disclosure to you,
contact your County DSO. If you believe the child or young person to be at immediate risk of
harm, contact the Police or Suffolk Social Care (Customer First). Contact details can be found

at the back of this pack.





Best Practice vs Poor
Practice 

Here are some examples of best practice and poor practice. Poor practice
incidents can normally be dealt with by the Club in the first instance.

However, if this poor practice is consistent or severe or you have further
concerns, despite addressing this, please report these incidents to your

County DSO or contact them for further advice. 



Safeguarding Threshold
Guidance: Low Level Concerns 

Spending excessive time alone with children (NB: This behaviour could lead to there being serious concerns
and any cases involving this type of behaviour should be discussed with The FA SCMT)
Not adhering to guidance when transporting children including travel abroad
Failure to provide effective supervision for coaching sessions which should be properly planned
Putting performance over the wellbeing and safety of players
Having a win at all costs mentality and failing to be gracious in defeat
Lack of respect for other individuals, such as match officials, opposition coaches, players, managers and
spectators and failing to accept a match official’s decision (this may be dealt with by way of on field disciplinary
proceedings but may fall short of being dealt with in this way)
Having favourites and not treating all children fairly and equitably
Allowing rough and dangerous play, bullying, the use of bad language or inappropriate behaviour by players
Overtraining and exerting undue influence over players
Using punishments that humiliate or harm children
Not taking time to explain coaching techniques and ensuring they are understood by all players
Condoning rule violations by players and not adhering to the laws and spirit of the game
Not holding required FA qualifications for the role being carried out
Providing one to one coaching without any supervision or the presence of other adults
Inappropriate use of social media - any sexualised communication must be referred to The FA SCMT
Allowing children to discriminate on the grounds of religion, race, gender, social class or lack of ability
Failure to encourage children to accept responsibility for their own performance and behaviour
Engaging in, or tolerating, offensive, insulting or abusive language or behaviour
Failure to challenge low-level concerns by others
Failure to record incidents or accidents
First aid being administered without others being present other than in an emergency
Not informing parent/carer of serious medical incidents and/or not referring to medical professionals
Not having access to a telephone to be able to immediately contact emergency services if necessary
Not working as part of a team to ensure the safety of children in their care
Failing to address the additional needs of disabled players or other vulnerable groups
Allowing confidential information to be shared inappropriately
Failure to respect and listen to the opinions of children and consider the rights and responsibilities of children
Failure to display and promote consistently high standards of behaviour and appearance
Smoking, consuming alcohol and/or being under the influence of drugs during coaching sessions/ in regulated
activity with children

What can you deal with at Club level and when do you need to contact your County Designated Safeguarding
Officer? 

The following is a handy guide, please note however, that it is not an exhaustive list, but it should give you an idea
of the type of behaviour which constitutes a low-level concern. Your County FA DSO keeps a log of all poor

practice incidents and low level concerns so don't forget to report these for monitoring purposes. 



Examples of LOW LEVEL CONCERNS – Usually investigated by Club Welfare Officers

Some of the examples listed above can lead to abusive situations and so need to be carefully considered,
such as inappropriate use of social media. Clubs should monitor this very carefully and ensure that all

involved are fully aware of what is considered to be appropriate and what is not when using social media,
particularly when photographing matches, social events and other club-based activities. 



IF IN DOUBT SPEAK TO YOUR County FA DSO.



Safeguarding Threshold
Guidance: Abuse Concerns

Neglect - A child’s basic physical needs are consistently not met, or they are regularly left alone or
unsupervised.
Physical Abuse - A child is physically hurt or injured by an adult, or an adult gives alcohol or drugs to a child
or young person.
Sexual Abuse (Contact) - An adult or peer uses another individual (child, young person or Adult) to meet
their own sexual needs. This involves inappropriate sexual contact. This also includes Sexual contact between
Individuals in a Position of Trust role with children under the age of 18.
Sexual Abuse (Non-Contact) - An adult or peer uses a child or young person to meet their own sexual
needs. Whilst there is no direct sexual contact, the victim may experience significant emotional harm.
Emotional Abuse - Persistent criticism, denigrating or putting unrealistic expectations on a child or young
person.
Bullying - Persistent or repeated hostile and intimidating behaviour towards a child or young person.
Non-Sexualised Inappropriate Contact - An adult has had online communication with a child or young
person over social media which is not sexualised however may be indicative of grooming.
Poor Practice Concerns - that practice has consistently fallen below expectations, despite your intervention,
for example, over training, failing to have appropriate protocols in place, shouting, swearing.
Self-Harm - There are concerns that a young person or adult in a position of responsibility is engaging in self-
harming behaviour, which is believed to be placing children or AAR at risk.
Substance Misuse - An Adult or Young Person is misusing substances such as alcohol or drugs whilst in a
Position of Responsibility or has criminal offences relating to substance which require investigation.
Other - The concerns result in child or young person being at risk of harm, but the abuse is not captured by
any of the above definitions.

Domestic Abuse - Including psychological, physical, sexual, financial and emotional abuse. This includes
'honour'-based violence.
Discriminatory Abuse - Defined as individual experiencing abuse due to race, gender or disability or any of
the other protected characteristics of the Equality Act, 2010.
Financial Abuse - Financial Abuse can present in many ways. Financial abuse can refer to as Someone taking
or misusing someone else’s money or belongings for their own gain; Harming, depriving or disadvantaging the
victim; or Controlling someone’s purchases or access to money.
Self-Neglect - Defined as an individual not looking after their own personal hygiene, health or surroundings
or hoarding. 
Organisation Neglect - Concern including neglect or poor practice in a care setting.
Modern Slavery - Defined as slavery, human trafficking, forced labour and domestic servitude. Traffickers
and slave masters use whatever means they have at their disposal to coerce, deceive and force individuals
into a life of abuse, servitude and inhumane treatment.

What can you deal with at Club level and when do you need to contact your County Designated Safeguarding
Officer? 

The following should give you an idea of the type of behaviour which constitutes an abuse concern both for
children and Adults At Risk (AAR). These must always be referred to your County FA Designated Safeguarding

Officer (DSO).

Examples of ABUSE – Always refer to County FA DSO

Examples of Abuse that ADULTS AT RISK may experience – Always refer to County FA DSO



IF IN DOUBT SPEAK TO YOUR County FA DSO.



Club Safeguarding
Visits



Policies & procedures
Training requirements 
DBS checks
Social Media pages incl. your section for young people
Codes of Conduct 

Where is the First Aid Kit kept?
 Are you aware of the clubs safeguarding policy?
Do you have an anti-bullying policy? If so, do you share it and with whom/how?
Do you have Respect Codes of Conduct in place? Do you use them? How are they
shared and with whom? Are there sanctions or rewards in place for breaching or
adhering to them? If so, what kind of sanctions or rewards do you use? 
How do you organise and risk assess travelling to away games? What do you have in
place for this?
How do you communicate with your Under 18 year olds?

Why do you play football?
Do you feel safe in football sessions?
If you have any worries who can you speak to? Do you know who to go to for help,
advice and support at your club?
Do you get to have your say in the club - if so how? 
If you could change one thing about your club what would it be?

 Do you know who the Club Welfare Officer is?
What would you do if you had any concerns about your child/another child/someone's
practice at the Club? Do you know how to escalate your concerns if needed and to
whom?
Do you feel that your children are safe at the club? Are you aware of the club's
safeguarding policy? 
Are you aware of the club’s Code of Conduct? 

Each season, a sample of Clubs will undergo a Safeguarding Visit from the County FA.
This will  include a 'desktop visit' and a visit in person, where will observe training and/or
matches where possible across a sample of teams. Where any improvements can be
made, the Club will be issued with an agreed action plan of tasks and completion dates to
ensure you remain compliant.

Amongst other things, we will be reviewing your Club with regards to all aspects of
Safeguarding, including:

These visits ensure that all Suffolk FA affiliated clubs are following the FA's Safeguarding
guidance and keeping everyone who is involved in football, safe from harm and abuse.

You will be given notice of your visit, but the following are some examples of what will be
asked to your Club Officials e.g. Managers: 

Here are some examples of what will be asked to your Players:

Here are some examples of what will be asked to your Parents/Carers:

Club Safeguarding Visits



Children, Young
People and Adults at

Risk



16-17 Year Olds: Do your young
players know their rights?

Youth Football

More information can be found here or
by clicking on the image below.

https://www.thefa.com/football-rules-governance/safeguarding/section-7-children-and-young-people-under-18s
https://www.thefa.com/football-rules-governance/safeguarding/section-7-children-and-young-people-under-18s


How to Ask an Adult for Help
For more information, please visit

Childline.org.uk

https://www.childline.org.uk/


Youth forums
Questionnaires
Tournament feedback
Training and general Club feedback quarterly
Suggestion box
Exit survey when leaving the Club 
Quarterly  chats with Coaches/Managers

It is important that your children and young people
(CYP) have a say in your Club - because it is also

their Club. Without your players, your Club
wouldn't exist.



Children and Young People should feel that they

can talk to you about the  little things so that they
approach you with the big things when needed. 



You may want to consider using the following to

and engage with CYP in your Club:



Listening to the Child's Voice

Why is it important to listen to the
Child's Voice at your Club?



England Football
Accreditation



England Football Accreditation

https://www.englandfootball.com/run/leagues-and-clubs/england-football-accreditation
https://www.englandfootball.com/run/leagues-and-clubs/england-football-accreditation


England Football Accreditation
(cont.)

https://www.englandfootball.com/run/leagues-and-clubs/england-football-accreditation
https://www.englandfootball.com/run/leagues-and-clubs/england-football-accreditation


England Football Accreditation
(cont.)

https://www.englandfootball.com/run/leagues-and-clubs/england-football-accreditation
https://www.englandfootball.com/run/leagues-and-clubs/england-football-accreditation


England Football Accreditation
(cont.)

https://www.englandfootball.com/run/leagues-and-clubs/england-football-accreditation
https://www.englandfootball.com/run/leagues-and-clubs/england-football-accreditation


England Football Accreditation
(cont.)

More information on England Accreditation can be found by
clicking on the images above or by visiting

Englandfootball.com

https://www.englandfootball.com/run/leagues-and-clubs/england-football-accreditation
https://www.englandfootball.com/run/leagues-and-clubs/england-football-accreditation


Wellbeing Resource
Directory



Suffolk FA's Wellbeing
Resource Directory

Finding out what support is available is often difficult, and it is easy to become overwhelmed with
information in our time of need.



Suffolk FA and ThriveSafe have joined together to bring you this resource directory – containing the

details of both Local and National support groups and organisations.



Our aim is to reach as many adults, children and young people as possible and provide them with
access to a range of help and support across a variety of areas - from mental health and family

carers to housing, family support and substance misuse.



This QR code provides a link to all the support that is available and can be shared with all members
of your Club. So feel free to spread the word by posting it around your Club, on your Website and

Social Media pages.



Useful Contact
Details



Useful Contact Details
Suffolk FA Designated Safeguarding Officer

Hayley Chart
hayley.chart@suffolkfa.com
safeguarding@suffolkfa.com

07572 107791



Suffolk FA CEO and Senior Safeguarding Lead
Richard Neal

richard.neal@suffolkfa.com
safeguarding@suffolkfa.com

07903 842747



FA Safeguarding Team
safeguarding@thefa.com

0800 169 1863 



Suffolk MASH - Multi Agency Safeguarding Hub (Customer First)
0808 800 4005 - report concern

0345 606 1499 - professional consultation line



LADO - Local Authority Designated Officer
lado@suffolk.gov.uk



FA Checks (for all DBS related queries)

FAChecks@TheFA.com
 0115 969 4618



NSPCC

 help@nspcc.org.uk
0808 800 5000

https://www.nspcc.org.uk



Childline
https://www.childline.org.uk

0800 1111



The Source - Information and advice for young people in Suffolk
https://www.thesource.me.uk



Kooth - support for young people

https://www.kooth.com



CEOP - reporting online abuse/concerns
https://www.ceop.police.uk

tel:+447903842747
https://www.suffolk.gov.uk/children-families-and-learning/keeping-children-safe/reporting-a-child-at-risk-of-harm-abuse-or-neglect-safeguarding/
mailto:FAChecks@TheFA.com
https://www.nspcc.org.uk/
https://www.childline.org.uk/
https://www.thesource.me.uk/
https://www.thesource.me.uk/
https://www.kooth.com/
https://www.ceop.police.uk/Safety-Centre/

