✅ Safeguarding Concern Reporting Protocol
Combined guide for reporters and Designated Safeguarding Leads (DSLs), with timelines

This guide is a whistleblowing reporting protocol for reporters and Designated Safeguarding Leads (DSLs), with timelines to enable individuals - employees or stakeholders, to confidentially or anonymously report unethical behaviour, misconduct, legal violations, or breaches of organizational policies without fear of retaliation. 
It plays a critical role in promoting transparency, accountability, and ethical conduct within an organization by providing secure reporting channels; such as hotlines, email, or web portals—and ensuring that all reports are properly investigated. 
An effective whistleblowing mechanism includes clear policies, confidentiality protections, a non-retaliation commitment, and regular awareness training to encourage a culture of integrity and trust.
Step 1: Recognize the Concern
👤 Responsibility: Any staff, volunteer, or member of the public
🕒 Timeline: Immediately (0–1 hour)
You should raise a concern if you:
· See something worrying (e.g. injuries, fear, behavioural changes)
· Are told about harm, abuse, neglect, or risk
· Overhear something concerning
· Feel that something is “not right” , even without proof
📌 If in doubt, report it.
Step 2: Respond Calmly and Appropriately
👤 Responsibility: Reporter
🕒 Timeline: Immediately (0–1 hour)
If someone discloses to you:
· Stay calm and let them speak
· Reassure them they did the right thing
· Do not promise confidentiality; explain you must report it
· Do not investigate or ask leading questions
📌 Your role is to listen and report, not to solve or investigate.
Step 3: Record the Concern
👤 Responsibility: Reporter
🕒 Timeline: Within 1 hour
Write a clear and accurate record using a Safeguarding Concern Form or secure notes:
· Name and details of the person at risk
· What was said or observed (use their exact words)
· When and where the incident occurred
· Who was involved or present
· Your name, role, and date/time of the report
📌 Stick to facts; avoid opinions or assumptions.
Step 4: Report to the DSL (Designated Safeguarding Lead)
👤 Responsibility: Reporter → DSL or Deputy DSL
🕒 Timeline: Within 4 hours (same working day)
Submit your completed report to the DSL. If the DSL is unavailable and the concern is urgent:
· Contact the Deputy DSL
· Or escalate to emergency services (if someone is at immediate risk)
📌 Always confirm your report has been received.
Step 5: DSL Reviews and Assesses the Concern
👤 Responsibility: DSL or Deputy DSL
🕒 Timeline: Within 24 hours
The DSL will:
· Review the report and supporting details
· Determine the level of risk (low, moderate, high)
· Decide whether:
· The concern can be managed internally, or
· It needs to be referred to external agencies
📌 DSLs should consult policies and legal guidance before acting.
Step 6: Referral to External Agency (if required)
👤 Responsibility: DSL
🕒 Timeline:
· Immediately for high-risk/urgent cases
· Within 24 hours for non-urgent but reportable concerns
Referral may be made to:
· Children’s or Adult Social Services
· Police
· Emergency Services (if at immediate risk)
· Other regulatory bodies (e.g. DBS, Charity Commission)
📌 Document the referral, including who was contacted and when.
Step 7: Inform & Support the Affected Person
👤 Responsibility: DSL (or delegated safeguarding staff)
🕒 Timeline: Within 48 hours (if safe and appropriate)
· Let the individual know action is being taken, if it is safe to do so
· Provide appropriate internal or external support
· Consider mental health, counselling, or pastoral support
📌 Do not share details that could compromise safety or investigation.
Step 8: Record Keeping
👤 Responsibility: DSL (or safeguarding team)
🕒 Timeline: Ongoing
All concerns and actions must be:
· Logged in a secure, confidential safeguarding file
· Kept separate from general HR or student records
· Updated with any new developments or outcomes
📌 Records must be kept in line with legal retention policies.

Step 9: Monitor and Follow-Up
[bookmark: _GoBack]👤 Responsibility: DSL
🕒 Timeline: As required
· Monitor the safety and wellbeing of the individual
· Liaise with external agencies for updates
· Adjust support plans or internal risk assessments
· Escalate if new concerns arise
📌 Safeguarding is a continuous responsibility ,not a one-off action.
Step 10: Internal Review (After the Case Is Closed)
👤 Responsibility: DSL & Senior Management
🕒 Timeline: Within 4–6 weeks
· Reflect on how the case was handled
· Identify any lessons learned or gaps in policy
· Update procedures or training if needed
· Document the review (anonymized)
📌 Use this step to strengthen safeguarding culture and systems.
✅ Summary Timeline
	Step
	Action
	Who
	Timeline

	1
	Recognize a concern
	Reporter
	Immediately (0–1 hr)

	2
	Respond safely
	Reporter
	Immediately (0–1 hr)

	3
	Record the concern
	Reporter
	Within 1 hour

	4
	Report to DSL
	Reporter
	Within 4 hours

	5
	Review and assess concern
	DSL
	Within 24 hours

	6
	Referral (if required)
	DSL
	Immediate or ≤24 hours

	7
	Inform & support the individual
	DSL
	Within 48 hours

	8
	Secure record-keeping
	DSL/Safeguarding team
	Ongoing

	9
	Monitor and follow-up
	DSL
	As required

	10
	Internal case review
	DSL + Leadership
	Within 4–6 weeks



