
Flowchart of Procedure for Reporting  
Safeguarding & Radicalisation Concerns 

The following steps should be followed where there are concerns  
relating to a child, young person or adult at risk:

Staff member identifies possible 
safeguarding concern

Did a child, young person or  
adult tell the staff member  
about possible abuse, harm  

or mistreatment?

Is there an immediate risk  
to life or serious harm?

Report the conversation/
concern immediately  

to the University Designated 
Safeguarding Officer/Deputy 

Designated Safeguarding Officer.

University Designated 
Safeguarding Officer/Deputy 

Designated Safeguarding Officer 
reviews the report

Decision made to make external 
referral. University Designated 
Safeguarding Officer/Deputy 

Designated Safeguarding Officer 
makes referral to appropriate 

external agency. 

Decision made not to make 
external referral. Any appropriate 

welfare support put in place. 

If you haven’t been told directly 
but still have concerns:

Take a note of issues leading  
to the concern

Report immediately to Emergency 
Services & notify University 

Security on 01274 238888.  
Also report to Designated 

Safeguarding Officer/Deputy 
Designated Safeguarding Officer

If you are informed of a possible 
safeguarding concern, try and:

Listen carefully and stay calm

Make sure you have understood 
the matter under discussion, 
clarifying points if necessary

Reassure the individual that by 
telling you, they have done the 

right thing

Inform the individual that you 
must pass on the information now 

but only to those who need to 
know; inform them who you are 

going to tell

Take a note of the main points of 
conversation including names, 
times, dates, etc, together with 

any injuries observed

Potential Indicators of Safeguarding & Radicalisation Concerns
	A child or adult raises an allegation of current abuse, harm or 
other inappropriate behaviour.

	A concern is raised that an individual presents a risk of abuse or 
harm towards a child or adult.

	A student, staff member or visitor discloses information involving 
themselves or family members which gives rise to concerns that an 
individual may be harming or abusing a child or adult at risk.

	There are suspicions or indications that a child or adult at risk is 
being abused or harmed, or is at risk of exploitation, harm or abuse.

	There are observable changes in a child or adult’s appearance 
or behaviour that may be related to exploitation, harm or abuse, 
including radicalisation.

	Concerns arise that a student or member of staff is vulnerable to 
radicalisation and there is an identifiable risk of being drawn into 
terrorism.

	A historic disclosure of sexual or physical abuse is made, where the 
alleged perpetrator still has access to children or adults at risk

Referral not 
required

Referral 
required

No

Yes No

Yes
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