SSG Safeguarding Reporting Process & Procedure
The following process should be applied in line with the SSG Safeguarding of Children & Vulnerable
Adults Policy.
Incident/Accusation/Disclosure.

No immediate
danger (6.3)

Complete a Safeguarding Incident Report
Form (SIRF) by collating information
through the most appropriate means.

Immediate danger
(6.3)

Submit the completed SIRF to the appropriate
Designated Safeguarding Lead within 24 hours.

Call & speak to the appropriate Designated
Safeguarding Lead immediately.

Designated Safeguarding Lead reviews incident
form on same working day and makes an initial
judgement against guidance from safeguarding
policy section 5 & 6.

The Designated Safeguarding Officer will
conduct an immediate investigation (using
guidance from safeguarding policy section 5 &
6) while taking all reasonable steps to protect
the child or vulnerable adult.

No

Further action needed

Yes

Inform additional stake holders, within 24hrs,
referring to any contract or organisational process in
place.** (i.e; 999/101, Funders, Parents/Guardians,
next of kin, Health organisations, local authorities,
Out of Hrs Duty Team)

Add to CPOMS, debrief staff, place forms/evidence within departmental
safeguarding file (as ‘live’ or ‘historic’) within 3 working days of
incident/accusation/disclosure.

Following guidance,
implement any actions.

DSL sets up a planned schedule to re-visit persons involved until the case is closed. If needed repeat stages
above if new/repeated information of the situation demonstrates concern over increasing risk. Update
and add actions to CPOMS as an audit trail.
Once case is closed ensure all stakeholders are made aware and information is updated on CPOMS.
The Designated Safeguarding Lead (DSL) is responsible for conducting any investigation and
communicating the results if the child and/or vulnerable adult abuse is suspected to be committed by a
member of center staff, whether paid or voluntary. Throughout this procedure, records will be
maintained and kept securely and confidentially.
The Safeguarding Officer will make any necessary reports to the authorities on the allegation, which places
a child or vulnerable adult in danger.
**Within the departments the DSL MUST provide a completed SIRF and upload to CPOMS and include
the Company Safeguarding Lead in order for any funders/Authority leads to be informed of any serious
safeguarding concern/issue against their contract(s).
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