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Role & Responsibilities of the  
CLUB WELFARE OFFICER 
 
Who will I be responsible to?  
The Club Committee & Junior Chairman 
 
The role description below incorporates the role of administering the Disclosure and Barring Service 
(DBS), this function could be separated from the general Welfare Officer role. Organisations may want 
to consider having more than one Welfare Officer, to share the responsibility and combine people with 
a mix of the skills / experience below. 

Role Description  

Everyone in hockey has a responsibility to safeguard and protect young people. The key role 
of the Welfare Officer is to support the club to promote good safeguarding practice across 
the club, to be the named point of contact for all members of the Hockey Family, to 
implement England Hockey’s Safeguarding and Protecting Young People in Hockey Policy & 
Reporting Procedures where a concern has been raised.  

Role 

 Promote a young person-centred approach and a culture where young people feel 
safe, valued, and able to thrive. 

 Support the organisation to put into practice its safeguarding implementation plan. 
 Be the point of contact with England Hockey Ethics and Welfare Team (includes Lead 

for Safeguarding) 
 Be the point of contact for our club members where concerns about the welfare of a 

young person, or the behaviour of an adult in relation to a young person, have been 
identified. Know when to take advice or escalate a concern. 

 Keep records of concerns, ensure confidentiality is maintained, only share 
information on a ‘need to know’ basis. 

 Support the club to implement good safeguarding practice and challenge poor 
practice and breaches of the England Hockey Code of Ethics and Behaviour 

 Support the club to implement England Hockey’s and their own safeguarding policy 
and procedures. 

 Be the point of contact for club regarding the administration of the Disclosure and 
Barring Service (DBS) checks including verifying identity documents for those 
members completing their DBS. 

 Support the club to ensure staff and volunteers relevant safeguarding training 
qualifications and DBS checks are up to date (both should be renewed very 3 years) 
and that these are recorded (WHC19). 

 Be a member of the club’s management committee to advise on organisational 
safeguarding matters and DBS noncompliance 

 Support, and work with the club management committee to review safeguarding 
practices and processes following the completion of an issue or concern that has 
been investigated 
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 Work with the committee, members, coaches, umpires, and volunteers to create an 
environment where young people feel safe, included, and have fun. 

 Work with others to promote best practice in relation to young people I.e., medical 
records / parent contacts / communication / travel plans / juniors in senior teams / 
parent engagement. 

 Maintain contact details for local children’s social care services and police in case of 
emergency.  

Experience & Knowledge 

 Understand your club / organisation’s role and responsibilities to safeguard the 
welfare of young people, including the boundaries of the Welfare Officer role 

 Experience in a safeguarding role in another setting e.g teacher, social worker, police 
officer is valuable but not essential. 

 Knowledge of England Hockey’s Safeguarding and Protecting Young People in 
Hockey Policy & Procedures and own organisation’s policy and procedures 

 Basic knowledge of core legislation and government guidance. This can be gained 
through welfare officer training (Time to Listen) 

 Basic knowledge of roles and responsibilities of local statutory agencies (children’s 
services, police, Local Safeguarding organisation (previously LSCB) and Local 
Authority Designated Officer (LADO). This can be gained through welfare officer 
training (Time to Listen). The Welfare Officer must have full contact details for their 
local agencies. 

 Awareness of Inclusion and diversity and safeguarding issues  

Skills 

 Young person focused. 
 Good listener and being non-judgmental of any issues or concerns that are raised. 
 Basic administration* 
 Basic safeguarding advice and support 
 Communication (with all members of the club/ organisation including young people 

and adults) 
 Interpersonal skills and being always calm and approachable. 
 Maintaining accurate records of issues and concerns that have been raised. 
 Ability to promote club/ organisation’s policy, procedures, and resources.  

Administration (the DBS role could be undertaken by a separate person working with the 
Welfare Officer) 

 Administration is an essential skill where the Welfare Officer is fulfilling the role of 
administrating the DBS check. All England Hockey DBS checks are now completed 
online, so a basic level of IT skills is required. 

 Liaising with relevant members of the club/ organisation regarding the completion 
of their DBS check 

 Verification of identity documents for relevant members completing their DBS check 
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 Maintaining an accurate register of in progress/completed DBS checks, and coaching 
qualifications and safeguarding training  

Training 

 CWO’s are required to attend Time to Listen (TTL) Workshop – details can be found 
on the EH Hockey Hub link. 

 It is a requirement that Welfare Officers with no previous safeguarding experience 
attend the UK Coaching ‘Safeguarding and Protecting Children in Sport’ workshop. 
For details of local workshops go to: www.ukcoaching,org. Further information on 
training can be found - link to Safeguarding Education and Training diagram for 
further details link Safeguarding.  

Adults 

 Safeguarding adults at risk. The WO role could incorporate adult safeguarding or be 
a separate role. Although similar safeguarding principles apply, legislation, 
definitions and policies are different. See Safeguarding Adults section link / Ann 
Craft Trust link. 

This role description is not to be regarded as exclusive or exhaustive. It is intended as an 
outline indication of the areas of activity and will be amended in the light of the changing 
needs of the role. 

 
What else can you tell me about the role? 
The Club Welfare Officer is expected to have knowledge of the ENGLAND HOCKEY’s 
‘SafeGuard’ programme, policy & procedures. 
 

 
How much time will I need to give to the role? 
Approximately 2 – 3 hours per week. 
 
Term of Role: Ideally this role benefits from continuity wherever possible, so it is hoped the post 
holder will retain the position on an ongoing basis but to be reviewed regularly 
 
Expenses:  

 This role requires the regular attendance and certification of relevant courses, and all 
associated course expenses will be paid for by the club, as directed by the Treasurer, 
inclusive of travel where required by the Club or England Hockey. 

 
The Deputy role has been created to provide back-up to the CWO, and to act as a reference source 
when required, and to provide cover during absence, and to ensure the knowledge of the role is 
maintained within the Club during continuity changes.  
It is recommended that the deputy role encompassed the DBS role, providing a good future 
development programme. 
 
 


