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1 Introduction

The Safeguarding system for leagues includes the following tools. This is only available
to Youth League Welfare Officers (YLWO) with an Accepted CRB disclosure, SCW
certificate and WOW certificate.

View the CRB, SCW and WOW information of individuals of any club within their
league via the Safeguarding screen.

View the Safeguarding profile of the Club Welfare Officer by clicking on their FAN
via the Safeguarding page. This includes their CRB, SCW and WOW records
along with the contact details we have on record.

Users are reminded of the need to keep the informat  ion available to them via
CWS confidential and secure, and to ensure that the ir access details are not
disclosed to others.
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2 Requesting Access to Safeguarding Online

In order to access the secure area to view the Safeguarding information of clubs within your
league, first you will need to request access to Member Services. If you already know your
FAN and password then go straight to section 3.

Step 1: Locate your FAN (NPD), League ID and your latest League Sanction No. These are
displayed on the receipt which you received from your Parent County FA when you were
sanctioned for the current season. Your Parent County FA can also provide all this
information.

* FAN=SecID
e LeaguelD=1D
» League Sanction No = League Affiliation

Step 2: Open any web-browser and enter your chosen County’s website address into the
web address bar. NB - Users of London FA and West Riding County FA can access the tool
via one of the other 48 County websites
(http://www.thefa.com/GetIntoFootball/CountyFA/CountyContacts).

Step 3: Click on the Members section of the website.
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Step 4: Click on the Request Access menu item in the left hand menu.

Step 5: Click on the League Official menu item in the left hand menu.

Step 6: Enter your FAN (NPD), League ID and League Sanction No. into the spaces
provided and click Submit.

Step 7: It will take a few seconds to validate the details entered. Once validated enter your
email address in the space provided and click Confirm.
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Step 8: Assuming the details entered match the County held information your login details
will be emailed to the specified email address. This email will contain your FAN and
password, which you will need to login to Member Services.
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3 Logging On

Step 1: Click on the ‘Members’ section of your County FA website. NB - Users of London FA
and West Riding County FA can access the tool via one of the other 48 County websites
(http://www.thefa.com/GetIntoFootball/CountyFA/CountyContacts).

Step 2: Enter your FAN and Password into the spaces provided and click Submit.

If you do not know your password by using the FAN portal which can be accessed by going to
www.TheFA.com/FAN and clicking 'Click Here’ or by going direct to
https://secure.thefa.com/FAN/RetrieveFANDetails.aspx?reqistrationID=ec44blae-124d-4020-b838-
42e18df4f43d.

Step 3: If you are accessing Member Services for the first time then you will need to read
and accept the Terms of use. To accept the Terms of Use start by clicking the alert as
displayed below.
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Step4: The Terms of Use will then be displayed and you accept them by ticking the
statement at the bottom of the page and by clicking Submit.

Step 5: Click on the My Football menu item in the left hand menu.

Step 6: Click on the League menu item in the left hand menu.
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4 Online Safeguarding Service for Youth
Leagues

Step 1: To access the system click on the Clubs menu item of the league you have selected
through the CWS tool.

Step 2: This page displays all the clubs attached to the league through CAS. To access the
Safeguarding Club Status page of a particular club then click on the appropriate SC icon.
This option is only availble to the League Welfare Officer.

Step 3: The Club Status displays an individual’'s CRB and SCW and WOW information. This
page can be filtered using the CRB Outcome filter.
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Step 4: The individual profile of the current Club Welfare Officer can be viewed by clicking
their FAN. The current Club Welfare Officer is always displayed at the top of the list of
individuals.
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5 Further Support

This document aims to offer comprehensive guidance on making full use of The FA’s Online
Safeguarding service. If for some reason you are still having difficulties in accessing or using
particular elements of the service please contact your CFA Welfare Officer who will be happy
to assist you.

A Guide to The FA’s Online Safeguarding Service
(June 2010)



