
 

 

 
 
 
 
 

ANNEXURE A – PROCESS FLOW 
 
 

Refer to: Child/Young 
Person/Vulnerable 
adult policy 

Procedure for Allegations/Concerns about the abuse 
of a child under the age of 18 or vulnerable adult 

 

 
 

Refer to: Responding to a 
disclosure/allegation of abuse 
(Appendix A) 

 
Refer to: Child Protection 
Definitions (Appendix B) 

 

Allegation of abuse 
reported to member 

of staff 

 

Concern by a member of 
staff that learner may be in 

need of protection 

 
Member of staff reports this to Designated 

Safeguarding Lead or Safeguarding Officer as 
soon as possible 

 

Discuss the allegation/concern with a 
Safeguarding Officer 

 
 
 

Appendix C 
Complete Incident 
Reporting Form 

Is the allegation/concern founded? 
If yes , inform ESFA. 

 
 
 

Not sure Yes No 
 
 
 
 

Designated Lead seeks 
advice from social services 

Designated Safeguarding Lead seek 
consent from learner for referral and, 

if appropriate, to contact parents 
 

 
 
 
Consent not given Consent given 

 

Designated Safeguarding Lead 
considers whether further action 
outside the child/vulnerable adult 
protection policy is required (e.g. 
common assessment framework) 

 
 
 
 
 

Designated Safeguarding Lead decides 
whether a referral should be made 
and/or parents  contacted without 

learner’s consent 

 

Decision 
to contact 

parents 

 
 
Designated Safeguarding Lead 

contacts parents 

 
 
 
 
 

No referral or parental 
contact? – Designated 

Safeguarding Lead considers 
whether further action 

outside the child/vulnerable 
adult protection policy is 

required 

Decision – to 
make referral 
 
 
 
 

Designated Safeguarding Lead makes child protection 
referral to Social Care/Police, or in the case of a 

vulnerable adult, informs Adult Services Department
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