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Once an incident has been created using your Clubs unique public link, an
automated email is sent to the CSO’s email address requested you to log in
to your account to review the details.

As best-practice, CSOs are encouraged to review and acknowledge all new
incidents within 48 hours of being lodged.

To acknowledge a concern, navigate to the Initial Review &
Acknowledgment tab, choose a communication method and make a record
of your communication.

To close this step, you must update the Step Status to Completed.

A red notification box will appear at 48hrs as a reminder if you haven’t yet
completed this step.

An additional red notification box will appear at 72hrs if you haven’t
completed this step. This box informs you that an automated email was
sent to your first escalation contact (usually a Club President) to advise
them of the missed deadline.
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