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SYFA LIMITED (SYFA)
PROTECTION INCIDENT RECORD FORM

This form MUST be completed as soon as possible after receiving information that may suggest that a player is at risk or there are concerns regarding possible abuse of a player.

1. Details of Person Completing Form:
	Full Name
	

	Position
	

	Club or League name
	

	Club SYFA ID No & Age Group
	

	Contact telephone No. & Mobile No.
	

	Email
	

	Address
	

	Postcode
	


2. Details of Player:
	Full Name
	

	Club Name
	

	Club SYFA ID No & 

Age Group
	

	Date of birth 

(if known)
	

	Address
	

	Postcode
	


3. Details of Parent/Guardian or Carer
	Name of parent/guardian or carer
	

	Address of parent/guardian or carer
(if different)
	

	Contact telephone No. & Mobile No.
	

	Email
	


4. Details of person about whom there is concern: (if child is disclosing this may not be applicable)
	Full Name
	

	Position
	

	Club or League name (If Applicable)
	

	Club SYFA ID No & Age Group
	

	Contact telephone No. & Mobile No.
	

	Email
	

	Address
	

	Postcode
	

	Date of Birth 

(if known) 

or Approximate age
	


5. If you are reporting an alleged incident on behalf of someone else, please provide details of that person

	Full Name
	

	Position
	

	Club or League name
	

	Club SYFA ID No & Age Group
	

	Contact telephone No. & Mobile No.
	

	Email
	

	Address
	

	Postcode
	

	Date person reported alleged incident
	

	Any other information that was supplied from the person reporting in Question 5 above, about the alleged incident:

(Continue on separate sheet if required)



6.
Details of the alleged incident: (NOT FOR USE IF a child is disclosing child abuse)
	Date of alleged incident
	

	Time of alleged incident
	

	Location(s) of where alleged incident is said to have taken place
	

	Persons involved or witness to the alleged incident
	


	Nature and Facts gathered regarding the alleged incident: (remember it is not your job to investigate if a child is disclosing abuse – write down exactly what the child has told you)
(Continue on separate sheet if required)


	Was the player asked what happened:          YES  or  NO 

If YES, record all questions asked and the player’s response using his/her own words. (Use the guide below when questioning the player)
1. Listen without comment but give encouragement to talk.

2. Take all allegations seriously.

3. Remember you are supporting the player. It is not your job to investigate.

4. Only ask open questions to gain basic information around the alleged incident.

Remember if a child is disclosing abuse:
1. Rather than directly questioning the child, just listen and be supportive.
2. Never stop a child who is freely recalling significant events, but don’t push the child to tell you more than they wish.
3. Do not take any action beyond the SYFA procedures.
4. Do not promise a child complete confidentiality – you must explain that you need to pass information to others to help keep them safe.


If a child is recalling an incident that has occurred whilst at a SYFA event questions that may be asked:


Where did the alleged incident happen?

When did the alleged incident happen?

Who was involved?

What happened?

Prior to finishing the interview check whether the player feels safe and has support of a reliable/responsible adult.

Notes from discussion using players own words:

(Continue on separate sheet if required)




7. Details of contact with parents/guardians/carer 
(Note advice must be sought from the police prior to contact):
	Have the parents/guardians/carer been advised          YES     NO

	If YES, by whom:



8.
Details of action taken

	Detail what action, if any, has been taken, by you, following receipt of this information.

(Continue on separate sheet if required)




9. Details of external agencies contacted

Police

	Police station contacted
	

	Police officer and badge No.
	

	Contact telephone No.
	

	Advice received:

(Continue on separate sheet if required)




Social Work

	Social Work Office contacted
	

	Social Work officer
	

	Contact telephone No.
	

	Advice received:

(Continue on separate sheet if required)




NSPCC

	NSPCC Helpline called

0808 800 5000
	

	NSPCC officer
	

	Advice received:

(Continue on separate sheet if required)




10.
Details of any Witnesses:
	
	Name and address of any further witness
	League/Club/Position

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	


11.
Attached Documents:
	
	Description (e.g. Letter, e-mail, statement)

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	6.
	


12. Confidentiality and Declaration
It must be appreciated that, at this stage, an allegation only has been made and therefore, and in fairness to all parties concerned, it is imperative that what is discussed is done so on a strictly confidential basis and further that “Confidential Information” disclosed to you and by you for the purposes of any investigation remains confidential and is not disclosed by you or used by you for any purpose other than in connection with this investigation.   Defined below is what SYFA means by “Confidential Information”.  

Confidential Information:
Any information howsoever stored relating any SYFA investigation which is not publicly available including, but not limited to, any information specifically designated by the SYFA or the Protection Panel and/or Disciplinary Committee as confidential; any information supplied to the SYFA or the Protection Panel and/or Disciplinary Committee by you; witnesses or any other third party in relation to which a duty of confidentiality is owed or arises; and any other information which should otherwise be reasonably regarded as possessing a quality of confidence or as having sensitive value in relation to the business of the SYFA and including specifically any information, in whatsoever form, provided to the SYFA, the Protection Panel, Disciplinary Committee, Chief Executive of the SYFA and/or any investigator, appointed by and on behalf of the SYFA, for the purposes of any investigations.  

Obligations

You undertake to respect and preserve, for all time coming, the confidentiality of the Confidential Information.  

Declaration

By signing the declaration below you evidence your acceptance of and agreement with the terms of this form and the obligations contained herein. 
As this document WILL be circulated to the Alleged Party in Breach any information that you do not wish to share should be sent in a separate envelope marked “Private and Confidential” together with this form.
All of your information to be sent in a stamped addressed envelope clearly marked “Private and Confidential” to:  

Chief Executive

Scottish Youth FA

Hampden Park

Glasgow

G42 9BF

Accordingly, in consideration of being supplied with Confidential Information I note you agree and undertake to act in accordance with the terms of this document.

Signature

Print Name

Date
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