
 
S.C.P.  Japan ~Sports  for  Creat ing Pathways~ 

Procedures  for  handl ing reports  on safeguarding.  
 
[Purpose  and scope]  
The purpose  of  th is  sect ion is  to  c lar i fy  the  procedures  to  be  fol lowed by the  
organizat ion in  order  to  respond appropr ia te ly  to  repor ts  of  incidents  in  breach 
of  the  Safeguarding Pol icy of  S .C.P.  Japan (here inaf ter  referred to  as  ' the  
organizat ion ' ) .  The scope of  events  addressed in  th is  sect ion includes  
-  To the  organizat ion’s  s taf f ,  of f ic ia ls ,  or  members  of  the  publ ic .  
-  Events  commit ted  by s taf f  or  off ic ia ls  of  the  organizat ion.  
 
[Procedure] .  
1 .  receiving repor ts  
1 .1  Repor ts  can come to  us  through a  var ie ty  of  channels .  For  example ,  i t  may 
be  in  the  form of  an  enquiry  form on socia l  media  a  web page,  an  emai l ,  text  
or  SMS message.  Or  i t  may take the  form of  informal  d iscuss ions  or  rumors .  
I f  s taf f  hear  something in  informal  d iscuss ions  or  conversat ions  that  they 
consider  to  be  a  safeguarding concern,  they should  repor t  i t  to  the  appropr ia te  
member  of  s taf f  wi thin  the  organizat ion.  
 
1 .2  I f  a  safeguarding concern is  ra ised di rect ly  wi th  the  char i ty ' s  s taf f ,  the  
person receiving the  repor t  should  bear  in  mind the  fol lowing points  
-  Lis ten  a t tent ively  
-  Empathize  wi th  the  complainant .  
-  Ask "who,  when,  where  and what" ,  not  "why".  
-  Repeat  what  i s  sa id  to  ensure  the  person being repor ted unders tands  the  
s i tuat ion themselves  
-  Repor t  to  appropr ia te  s taf f  (Safeguarding Off icer  or  o ther  s taf f  who may not  
be  involved in  the  event) .  
 
1 .3  The person receiving the  repor t  should  then document  the  fol lowing 
informat ion 
-  Name of  the  complainant  
-  Name of  the  survivor  in  the  safeguarding concern ( i f  d i f ferent  f rom above)  
-  Name of  the  perpet ra tor  
-  Summary of  the  incident  
-  Date ,  t ime and locat ion of  the  incident  
 
1 .4  The person receiving the  repor t  should  then share  th is  informat ion wi th  
the  Safeguarding Off icer  or  appropr ia te  s taf f  or  o ther  re levant  person wi thin  
24 hours .  
 
1 .5  Prudence in  shar ing safeguarding concerns  must  be  mainta ined a t  a l l  s tages  
of  the  repor t ing process  and only  shared on a  'need to  know'  bas is .  
 



1.6  I f  the  repor t ing s taf f  member  i s  not  sa t i s f ied  that  the  organizat ion has  
deal t  wi th  the  repor t  appropr ia te ly ,  they have the  r ight  to  make a  repor t  to  an  
external  body (an outs ide  agency) .  Staf f  wi l l  be  protected f rom negat ive  
repercuss ions  as  a  resul t  of  th is  repor t .  
 
2 .  determine how to  proceed based on the  repor t  
2 .1  Appoint  a  decis ion maker  to  handle  th is  repor t .  
 
2 .2  Decide  i f  you can proceed wi th  the  mat ter  based on th is  repor t .  
-  Does  the  repor ted incident  represent  a  v iola t ion of  the  Safeguarding Pol icy?  
-  Do you have suff ic ient  informat ion to  pursue th is  repor t?  
 
2 .3  I f  a  repor ted incident  i s  not  a  v iola t ion of  the  Organizat ion ' s  Safeguarding 
Pol icy and represents  a  protect ion r isk  to  o thers  (e .g . ,  a  chi ld  protect ion 
incident) ,  i t  should  be  repor ted through the  appropr ia te  channels  (e .g . ,  local  
author i t ies)  unless  i t  i s  dangerous .  
 
2 .4  I f  there  i s  insuff ic ient  informat ion to  pursue a  repor t  and no way to  ver i fy  
th is  informat ion (e .g . ,  i f  the  person who prepared the  repor t  d id  not  leave 
contact  deta i l s ) ,  submit  a  repor t  in  case  i t  can be  used in  the  future  and learn  
f rom any broader  i ssues  to  move forward.  
 
2 .5  I f  the  repor t  ra ises  concerns  about  a  chi ld  under  the  age of  18,  profess ional  
advice  should  be  sought  immediate ly .  I f  dur ing the  process  of  responding to  
the  repor t  (e .g . ,  dur ing an inves t igat ion)  i t  becomes apparent  that  the  person 
involved is  a  chi ld  under  the  age of  18,  the  decis ion-maker  should  be  not i f ied  
immediate ly  and seek profess ional  advice  before  proceeding.  
 
2 .6  I f  a  decis ion is  made to  proceed based on a  repor t ,  make sure  that  you have 
the  re levant  exper t i se  and abi l i ty  to  manage the  safeguarding aspects .  I f  you 
do not  have th is  exper t i se  wi thin  your  organizat ion,  you wi l l  immediate ly  seek 
ass is tance  through outs ide  resources ,  i f  necessary .  
 
2 .7  I t  i s  made c lear  "what ,  how,  and wi th  whom" informat ion wi l l  be  shared 
about  the  incident .  Conf ident ia l i ty  i s  a lways  mainta ined,  and informat ion is  
only  shared on a  "need to  know" bas is .  Determine which informat ion needs  to  
be  shared wi th  which s takeholders  (need- to-know informat ion is  var ies) .  
 
2 .8  Where  you receive  a  repor t  on Safeguarding,  you conf i rm your  obl igat ions  
in  re la t ion to  not i fy ing the  re levant  author i t ies .  Examples  include (but  are  not  
l imi ted to) .  
-  Funding sources .  
-  Col laborators  and par tners  of  the  organizat ion.  
-  Publ ic  author i t ies .  
Some of  these  may need to  be  not i f ied  upon receipt  of  the  repor t ,  whi le  o thers  
may require  informat ion upon complet ion of  th is  mat ter .  Careful  considera t ion 
should  be  given to  mainta ining conf ident ia l i ty  when submit t ing informat ion 



 
to  any of  these  bodies /ent i t ies .  
 
3 .  def ine  case  management  ro les  and responsibi l i t ies  
3 .1  I f  not  a l ready done (see  above) ,  appoint  a  decis ion maker  for  the  case .  The 
decis ion-maker  must  not  be  involved or  entangled in  the  case  under  any 
c i rcumstances .  
 
3 .2  I f  the  repor t  indicates  a  ser ious  viola t ion of  safeguarding,  a  case  
conference may be  held .  The conference wi l l  be  a t tended by the  fol lowing 
people  
-  The decis ion-maker  
-  The person receiving the  repor t  ( focal  point  or  supervisor)  
-  Off icers  /  Board members  
-  The case  conference should  determine the  next  s teps  to  be  taken for  the  
survivor  and other  s takeholders ,  including any safeguarding concerns  and 
required suppor ts  measures  (see  below).  
 
4 .  provide  suppor t  to  survivors  as  required or  requested  
4 .1  Provide  appropr ia te  suppor t  to  survivors  of  events  re la ted to  safeguarding.  
This  should  be  provided as  an  obl igat ion,  even i f  the  repor t  on the  
inves t igat ion has  not  yet  been completed.  Suppor t  may include (but  i s  not  
l imi ted to)  
-  Psychosocia l  care  or  counsel l ing  
-  Medical  ass is tance  
-  Protect ion or  secur i ty  ass is tance (e .g . ,  t ransfer  to  a  safe  p lace)  
 
4 .2  Al l  decis ions  about  suppor t  should  be  guided c losely  by the  survivor .  
 
5 .  ident i fy  protect ion or  secur i ty  r i sks  to  s takeholders  
5 .1  In  the  event  of  a  repor t  of  a  major  event ,  a  r i sk  assessment  i s  immediate ly  
carr ied  out  to  determine whether  there  i s  a  current  or  potent ia l  r i sk  to  the  
s takeholders  involved in  the  mat ter  and,  i f  necessary ,  a  p lan to  mi t igate  the  
r i sk  i s  developed.  
 
5 .2  Cont inue r i sk  assessments  and,  where  necessary ,  p lan on an ongoing,  
regular  bas is  af ter  a  case  has  been resolved.  
 
6 .  deciding on the  next  s teps  
6 .1  The decis ion-maker  decides  on the  next  s teps .  The fol lowing decis ions  can 
be  made (but  not  l imi ted to) .  
-  Take no fur ther  ac t ion 
(e .g . ,  i f  there  i s  insuff ic ient  suppor t ing informat ion or  i f  the  incident  to  which 
the  repor t  refers  i s  outs ide  the  remit  of  the  organizat ion) .  
-  Conduct  an  inves t igat ion to  gather  more  informat ion.  
-  I f  no fur ther  informat ion is  required,  immediate  d isc ipl inary  act ion  



-  Referra l  to  the  re levant  author i t ies  
 
6 .2  The decis ion-making process  i s  unusual  when the  repor t  concerns  re levant  
personnel  (e .g . ,  contractors ,  consul tants ,  suppl iers) .  Al though the  re levant  
personnel  are  not  s taf f ,  the  char i ty  has  a  duty  to  protect  those  involved in  any 
aspect  of  the  program from harm.  While  the  organizat ion cannot  engage in  a  
d isc ipl inary  process  regarding individuals  outs ide  of  the  organizat ion,  a  
decis ion may be  made to  terminate  a  contract  wi th  a  suppl ier  based on the  
act ions  of  that  person,  for  example .  
 
6 .3  I f  a  survey is  required and the  Organizat ion does  not  have the  spare  
capaci ty ,  i t  wi l l  determine which budget  wi l l  be  used to  conduct  the  survey.  
 
7 .  conduct  inves t igat ions  where  necessary  
7 .1  Use the  procedures  se t  out  by the  organizat ion to  inves t igate  pol icy  
breaches .  I f  the  organizat ion’s  procedures  are  insuff ic ient  to  inves t igate  f rom 
a  safeguarding perspect ive ,  external  guidel ines  should  be  used.  
 
8 .  making a  decis ion on the  resul ts  of  the  inves t igat ion repor t  
8 .1  Decis ion makers  wi l l  make decis ions  based on the  informat ion conta ined 
in  the  inves t igat ion repor t .  Decis ions  regarding concerns  should  be  made in  
accordance wi th  exis t ing pol ic ies  and procedures  regarding s taf f  misconduct .  
 
8 .2  I f  a  suspected viola t ion event  or  suspic ion that  a  v iola t ion event  i s  about  
to  be  made ar ises ,  the  event  should  be  referred to  the  re levant  author i t ies ,  
unless  i t  i s  l ikely  to  pose  a  r i sk  to  those  involved in  the  event .  In  th is  case ,  
the  decis ion maker  should  work wi th  senior  s taf f  to  determine the  course  of  
ac t ion to  be  taken.  That  pol icy  should  be  made wi th  an inves t igat ion of  the  
potent ia l  protect ion r i sks  to  a l l  par t ies  involved,  including the  survivor  and 
the  person of  concern,  in  mind.  
 
9 .  concluding the  case  
9 .1  Document  a l l  decis ions  resul t ing f rom the  incident  c lear ly  and 
conf ident ia l ly .  
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