
 

 

Recording the Concern 

 

Record:  

• All observations and concerns should be recorded, including the actions which have or 
haven’t been taken. 

• Note down precise information and detail everything about the safeguarding concern. 
• The who, what why, when and where of safeguarding.  
• The recording of information should take place as soon as possible to ensure the 

accurateness of events and speedy intervention if needed. 
 

All concerns raised should be recorded using the basketballscotland Safeguarding 

Report Form. 

 

When recording information on the Safeguarding Report Form you should:  

• Stick to the facts and detail what you have observed/what you were told and what 
was said  

• Distinguish between what is your own personal knowledge and what you have 
been told by other people  

• Not include your own opinions on the matter. Be clear where you are giving either 
your own or others’ interpretation of events and the reasons for this (e.g. context, 
individual’s response to challenge) 

 

An accurate account needs to be recorded for:  

• Yourself - so you have a record of what happened  

• The WPO within the club, who will co-ordinate any action that needs to be taken  

• The basketballscotland Safeguarding Lead who will provide support and advise 
you on the process 

• The Police / Social Services if appropriate.  

 



 

 

It is not appropriate to share sensitive and confidential information with other people, 

and all information should only be shared with the individuals listed above, and on a 

needs-to-know basis.  

 

 

 


