
REPORTING FLOWCHART FOR 
SAFEGUARDING ISSUES/INCIDENTS 

(EMPLOYEES*) 
 

 

NB: * Employee, refers to full time, part time, casual, 
agency, volunteer etc. 

If necessary, 
seek advice from 
relevant authority 
Record details of 

contact/ 
conversations 

(Appendix 7) 

Complete and send 
all relevant 

documents to the  

Safeguarding Coordinator 

Complete and send 
all relevant 

documents to the 

Safeguarding Coordinator 

Refer back to employee & 
or appropriate person 

Record details of contact/ 
conversations 

(Appendix 7) 

Possibly 
Identify Training or 

practice issues 

Report to relevant 

authority 

NO Is this a serious concern? YES 

Person in receipt of the 
concern/disclosure must 
consider the following: 

Line/Duty Manager reports 
immediately to a Designated 

Safeguarding Officer who records 

details 

Records details on Safeguarding 

Report Form and report concern 

immediately to their Line/Duty 

Manager. 

*Employee has concerns/ observes 

incident/disclosure 

REMEMBER 
It is not your job to judge or investigate however it is your job to report and refer on to a 

Designated Safeguarding Officer. 
Sharing of information is on a need to know basis – Respect for those involved and 

confidentiality in line with safeguarding process is essential at all stages. 

 
In the event of 
your line/duty 
manager or a 
Safeguarding 
Officer being 

unavailable, YOU 
MUST where there 

is IMMEDIATE 
RISK report to 

PSNI/Social 
Services 

Detail of the 
concern and all 
actions taken 

(and reason for 
doing so) must 

be recorded and 
the Safeguarding 

Report Form & 
be completed 

immediately or 
before the end of 

the working 
day/shift. 


