
Safeguarding Referral Process 
Version - October 2025 

 

 

 

 

Maidenhead United FC & Maidenhead United FC 
Community Trust  

 

 

REFERRAL PROCESS FOR A 
SAFEGUARDING CONCERN 

 
 

 

Policy Review 

Effective Date: 7th October 2025 

Review Date: 7th October 2026 

Policy Owner: Designated Safeguarding Manager 

Approved By: Senior Safeguarding Lead 

  



Safeguarding Referral Process 
Version - October 2025 

 

The club’s new Safeguarding recording system MyConcern will be rolled out 
to for use by the Safeguarding Team before the 2025-2026 season starts. 

MyConcern is designed to make the reporting and recording of Safeguarding 
incidents or concerns quick and easy and will also assist the Specialist 
Safeguarding Consultant (SSC), Designated Safeguarding Manager (DSM) 
and Safeguarding Officers (SO’s) to make sure they are following the 
Safeguarding responsibility given to them.  

The process below will be rolled out and training will be given to all SO’s by 
the SSC who will also be available to SO’s if they have any questions or they 
are struggling to access the reporting system. 

Concerns which are disclosed to the DSM and SO’s will be wide ranging and 
can be any kind of safeguarding or welfare concern about a participant, 
coach, volunteer or parent.  

Low Level Concerns:  

Examples, but not limited to, include inappropriate clothing for weather, lack 
of packed lunch, parent behaviour at games, bullying, anything that 
somebody feels is important to raise with the DSM or SO’s should be 
considered as serious enough to be added to the system. 

High Level Concerns: 

Examples, but not limited to, allegations of assault, sexual assault, Grooming, 
neglect, inappropriate contact, unexplained injuries, changes in a child or 
adult at risk’s behaviour that have been noted.  

Once the DSM or SO is made aware of a concern, they MUST add the details 
to the MyConcern system, ensuring they put in as much detail as possible to 
assist the SSC with assessing the level of concern once received  

Once the report is added to MyConcern an email will be generated and sent 
to the SSC and DSM for review. 

Once the email is received the SSC will review it and, dependant on the 
concern, will allocate actions to the DSM or SO via MyConcern which will alert 
the DSM or SO of the tasks allocated to them. 
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The MyConcern system will also update SSC every time a task is complete or 
new information is added to it so that she can oversee the handling of the 
report. 

Once the DSM or SO has completed all tasks the SSC will then assess if the 
report is suitable for closure.  

Once the concern is reported the responsibility sits with the SSC and the DSM 
to oversee the report and actions, meaning that SO’s are only responsible for 
any actions allocated to them (if any).  

Any referrals to external agencies, i.e. FA Safeguarding team, LADO, Police, 
Local Authority will be completed by DSM or SO 

Key Contacts  
Maidenhead United FC & Community Trust – Designated Safeguarding 
Manager (DSM)  

Helen Preedy 

Email – welfare@maidenheadunitedfc.org 

Telephone - 07752 356167  

Maidenhead United FC & Community Trust - Safeguarding Specialist 
Consultant (SSC) 

Kim Pearce 

Email - kim@maidenheadunitedfc.org  

Telephone - 01628 636314 Option 6  

Police 

999 (emergency calls) 

101 (non-emergency calls)   
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Safeguarding Concern Reporting Flowchart 

 

 

1. Recognise the Concern 
→ Has a child or vulnerable person disclosed abuse? 

→ Have you witnessed something concerning? 
→ Do you suspect abuse, neglect, or exploitation? 

2. Record the Concern 
→ Write down facts, not opinions 

→ Include dates, times, and exact words (if disclosed) 
→ Keep it confidential 

3. Report Immediately 
→ Report to the Designated Safeguarding Manager (DSM) or 

Safeguarding Officer (SO) 
→ If immediate danger, call 999 

→ If unsure, consult with a Specialist Safeguarding Consultant 

4. SSC Actions 
→ Review the information 

→ Decide on referral to social services, police, or other authority 
→ Record all actions taken 

5. Follow-Up & Support 
→ Ensure the individual is safe and supported 

→ Monitor and escalate if necessary 
→ Maintain confidentiality 


