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If a young person d iscloses something to you that you consider to be a safeguard ing
issue. You will need to comp lete the fo llowing log . 

You must also inform the young person that to help them with this matter. You will 
need to d iscuss this with other peop le who, will again help them. 

SAFEGUARDING FLOW CHART

 1 - INCIDENT DISCLOSED TO 
YOU

 2 - REASURE THEM AND OBTAIN AS 

MUCH INFORMATIO N AS POSSIBLE. 
EXPLAIN YOU WILL HAVE TO DISCUSS 
THIS WITH OTHER PEOPLE, WHO CAN 
HELP.

 3 – EXPLAIN YOU WILL NEED TO TAKE 

N OTES, SO YOU HAVE ALL THE 
INFORATIO N

 4 – ONCE YOU HAVE ALL THE NOTES – 
GO THROUGH IT WITH THEM AGAIN . 

REASSURING THEM THAT THEY ARE 
DOING WELL AND WE WILL HELP THEM

 5 – ONCE THEY HAVE AGREED THAT 

THE INFO MRATIO N IS CORRECT. 

EXPLAIN YOU WILL NEED TO SPEAK TO 
OTHER PEOPLE TO GET FURTHER HELP. 
TELL THEM WHO THESE PEOPLE ARE AND
THEIR ROLES.

ASK SO MEO NE TO SIT WITH YOUNG 
PERSO N WHILST YOU GO AND 
ESCALATE.

 6 – ESCALATE THIS TO THE FOLLOWING

PEOPLE – (VERBALLY)

CONTACT DSL BESPOKE – GRAHAM 
COFFEY

CONTACT THE STUDENTS PERSO NAL 
TUTOR – EXPLAIN SITUATION

CONTACT DSL OF STUDENTS 
ORGANISATION

Contact DDSL - Gill Ward in the 
absence of Graham Coffey

email the report to all the 
peop le you have spoken to 

 7 – CONTACT OTHER RELEVANT 
ORGANISATIONS –

POLICE – SOCIAL WORKER – LAC DEPT -
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Safeguarding Report Form:

Name of Reporting Person: _____________________________________

Position/Ro le: _______________________________ Date of Report: _______________

Contact Information: Phone: _________________________  email:______________________

1. Description of Incident:[Provide a detailed account of what happened , includ ing any relevant actions or 

statements made by those invo lved . includ ing any specific incidents or behaviours observed].

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
______________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
_______________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
_______________________________________________________________

2. Persons Invo lved: [Names and ro les of ind ividuals invo lved , includ ing students, staff, or any external 

parties].

Name of person(s) invo lved/witnesses Ro le - (Tutor – DSL – Social worker – Class mate etc).
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3. Date/Time Location of Incident: [Specify when the incident occurred , includ ing any relevant details 

about the tim ing – during break, going between lessons, walking in/out of school]

__________________________________________________________________________________________
__________________________________________________________________________________________
_______________________________________________________________

Injuries / marks sustained: (Please mark with an X, where these occurred . Include brief descriotion).

Actions Taken:

1. Immed iate Response: [Detail any immed iate actions taken to address the safeguard ing concern, such as 

provid ing support to those invo lved or ensuring their safety . First aid treatment] 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________
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__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

2. Reporting to Authorities: [Specify if the concern has been reported to the appropriate authorities, such as

safeguard ing leads, law enforcement, or social services]

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
______________________________________________________

3. Fo llow-Up Actions: [Outline any fo llow-up actions p lanned or already taken, includ ing investigations, 

support for those affected , or add itional safeguard ing measures imp lemented]

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
______________________________________________________

4. Recommendations: (Training for staff – Review policies/Procedures – Improving communications – 
D iscussions with young peop le).

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
_____________________________________________
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Signature of Reporting Person: ___________________Reporting Person: ____________________  Date:
_______

Remember:

Keep ALL written documentation in a fo lder and lock 
it away.

Record any add itional phone calls made and to who.

Write up an electronic copy of incident - Keep a copy.

email a copy to all necessary peop le


