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Procedure for Lead Safeguarding Officer
Steps 1-5 Immediate Response (as soon as safeguarding referral received)

Step 1:
Is someone at immediate risk of harm/danger or in need of immediate medical attention?
	NO	YES
	
If harm is occurring within the organisation, use relevant procedures, for example breach of code of conduct to prevent further harm.

Call emergency services on 999/112
Step 2 – Safeguarding Report Details

If you have been sent a Safeguarding Adults Report Form, check that you
can understand what is written and that all the necessary parts have been
completed.

If you are being contacted directly, request a completed Safeguarding Adults
Report Form (employees and contracted workforce) or fill in the form with
the person making the report (public/adult themselves).



Step 3 – Person Making the Report

Inform, reassure and advise the person making the report, for example, what to do/what not to do. Explain what will happen next. Reinforce the need for confidentiality.


Step 4 – Person at Risk

What are the risks? What are the views of the adult?	
Are they an adult at risk? Do they need support to make 
decisions about their safety? 

Do you need to contact the adult directly? Is it safe for you to do so?
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