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1. Purpose 
These procedures support the implementation of the British Taekwondo Safeguarding Adults Policy 
and provide guidance on: 

Identify and 
respond 

Recognising concerns; responding to disclosures; reporting concerns. 

Manage and record Managing allegations and safeguarding referrals; case management and 
recording. 

Share and 
collaborate 

Information sharing; working with statutory agencies; Making Safeguarding 
Personal (MSP). 

 



 
 

 

These procedures apply to all staff, volunteers, instructors, coaches, welfare officers, officials, 
participants and members of British Taekwondo and affiliated clubs. 

 

2. Key Principles 
All safeguarding activity must be: 

• Person-centred. 

• Trauma-informed. 

• Proportionate. 

• Timely. 

• Risk-based. 

• Outcome-focused. 

British Taekwondo adopts the principles of Making Safeguarding Personal and will seek to 
understand: 

• What the adult wants to happen. 

• What outcomes they wish to achieve. 

• How they wish to be involved in decisions affecting them. 

Where possible, the wishes of the adult will be respected unless there is a legal or safeguarding 
justification to override them. 

 

3. Recognition of Concerns 
Concerns may arise through: 

Direct sources Direct disclosure; information from a third party; anonymous 
reports. 

Observed or digital 
indicators 

Observation of behaviour or injuries; social media or online 
activity. 

External agencies Concerns raised by statutory agencies. 

 



 
 

 

 

Concerns may relate to: 

Abuse and harm Physical abuse; sexual abuse; psychological abuse; 
domestic abuse; discriminatory abuse. 

Neglect and exploitation Self-neglect; neglect and acts of omission; financial abuse; 
modern slavery; mate crime; cuckooing. 

Environment, online and 
organisational concerns 

Organisational abuse; online abuse; poor practice. 

 

 

4. Responding to a Disclosure 
If an adult discloses abuse or neglect: 

Do 
Support the adult Stay calm; listen carefully; take the concern seriously; reassure 

them they have done the right thing. 

Handle the disclosure 
carefully 

Allow them to speak in their own words; clarify only where necessary; 
explain what will happen next. 

Record and report Record the information accurately. 

 

Do Not 
Avoid promises or pressure Do not promise confidentiality; do not ask leading questions. 

Do not investigate or 
confront 

Do not investigate; do not challenge or confront the alleged 
person. 

Do not judge or delay Do not make judgements; do not delay reporting. 

 

Example response: 

"Thank you for telling me. I am glad you have spoken to me. I will need to share this information 
with the appropriate safeguarding person so we can consider how best to support you." 

 



 
 

 

 

 

5. Immediate Risk 
If a person is in immediate danger: 

1. Call emergency services on 999. 

2. Take reasonable action to preserve life. 

3. Inform the Club Welfare Officer or British Taekwondo Safeguarding as soon as possible. 

4. Complete a safeguarding report: 
taekwondo.vissro.com/public/Taekwondocase.nsf/safeguarding-report 

 

Where a crime may have occurred, advice should be sought from the Police before interviewing 
witnesses or gathering further information. 

 

6. Reporting Concerns 

Within the Club 
Concerns should normally be reported to: 

• Club Welfare Officer. 

https://taekwondo.vissro.com/public/Taekwondocase.nsf/safeguarding-report


 
 

 

Directly to British Taekwondo 
Concerns should be reported directly to Safeguarding where: 

• The concern involves the Club Welfare Officer. 

• There is no Club Welfare Officer. 

• The concern is serious. 

• The concern involves a member of staff. 

• The reporter feels unable to raise the concern within the club. 

Reports may be made through: 

• The Online Safeguarding Reporting Form. 

• Email. 

• Telephone. 

• Written correspondence. 

 

7. Recording Concerns 
Reports should include: 

People 
involved 

Name and contact details of the adult; names of any witnesses. 

Incident 
details 

Date, time and location of incident; description of concerns; exact words used 
where possible. 

Actions and 
risks 

Actions already taken; immediate risks identified. 

 

Records must: 

• Be factual. 

• Be dated and signed. 

• Distinguish between fact, opinion and observation. 

• Be stored securely. 



 
 

 

 

 

8. Consent and Information Sharing 
Before sharing information: 

• Seek the adult's views and wishes whenever possible. 

• Explain why information may need to be shared. 

• Obtain consent where appropriate. 

Information may be shared without consent when: 

• A person is at risk of serious harm. 

• A crime has been committed. 

• Others may be at risk. 

• There is a legal duty to share information. 

• Public interest outweighs confidentiality. 

All information sharing must comply with: 

• UK GDPR. 



 
 

 

• Data Protection Act 2018. 

• Relevant safeguarding legislation. 

 

9. Mental Capacity Considerations 
Where concerns exist regarding decision-making ability: 

• Presume capacity unless established otherwise. 

• Support the individual to make decisions. 

• Consider whether capacity may fluctuate. 

• Seek specialist advice where required. 

Capacity assessments remain the responsibility of the appropriate statutory agency or qualified 
professional. 

 

10. British Taekwondo Safeguarding Assessment 
Upon receipt of a concern, the Head of Safeguarding & Compliance (or delegate) will: 

Stage 1 – Initial Screening 
Assess: 

• Nature of concern. 

• Immediate risk. 

• Need for emergency action. 

• Safeguarding threshold. 

• Possible criminal conduct. 

Stage 2 – Risk Assessment 
Consider: 

• Vulnerability factors. 

• Severity of risk. 

• Ongoing contact with the alleged person. 



 
 

 

• Potential risks to others. 

• Reputational and organisational risks. 

Stage 3 – Decision Making 
Determine whether the matter should be: 

External referral Referred to Police; referred to Adult Social Care; referred to Local 
Authority Safeguarding Team. 

Internal 
management 

Managed internally; managed through disciplinary processes; managed 
through support and monitoring measures. 

 

 

11. Making Safeguarding Referrals 
British Taekwondo may refer concerns to: 

Statutory services Adult Social Care; Police; Local Safeguarding Adults Board partners. 

Sport and 
regulatory bodies 

Disclosure and Barring Service (DBS); UK Coaching; Sport Integrity or 
regulatory organisations; other relevant National Governing Bodies. 

 

All referrals should be documented. 

 

12. Managing Allegations Against Members, Coaches 
or Volunteers 
Where allegations involve a club member, coach, official or volunteer: 

British Taekwondo may: 

• Impose temporary restrictions. 

• Suspend licences. 

• Restrict contact with participants. 

• Implement safeguarding plans. 



 
 

 

• Initiate disciplinary processes. 

Protective actions are neutral measures intended to manage risk and should not be viewed as a 
finding of guilt. 

 

13. Case Management Group (CMG) 
A Case Management Group may be convened for complex or high-risk matters. 

The CMG may include: 

• Head of Safeguarding & Compliance. 

• INED for Safeguarding and HR 

• Deputy safeguarding lead 

• Relevant safeguarding professionals. 

• Legal advisers where required. 

The CMG will: 

• Review available information. 

• Assess risk. 

• Consider safeguarding measures. 

• Monitor case progression. 

• Agree outcomes and actions. 

All decisions must be clearly recorded. 

 

14. Support for Adults 
Where appropriate, support may include: 

Practical and welfare 
support 

Welfare support; reporting support; reasonable adjustments. 

Specialist support Signposting to specialist services; advocacy services; counselling 
support. 

 



 
 

 

Support arrangements should be reviewed throughout the case. 

 

15. Closing Cases 
Cases may be closed when: 

• Risks have been managed. 

• Statutory investigations have concluded. 

• No further safeguarding action is necessary. 

• The agreed safeguarding outcomes have been achieved as far as reasonably possible. 

Closure decisions must be recorded together with: 

• Actions taken. 

• Outcomes achieved. 

• Lessons learned. 

• Any ongoing monitoring arrangements. 

 

 

16. Learning and Continuous Improvement 
British Taekwondo will: 

Review and identify 
learning 

Review safeguarding cases; identify lessons learned; monitor trends 
and themes. 

Improve practice Update policies and procedures where necessary; provide training and 
guidance to clubs and members. 

 

 


