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APPENDIX 3: Safeguarding Referral Process 

 

  
Safeguarding concern identified 

  
       

Immediately 
  

Assess: Is the child or young person at risk of immediate significant harm? 

  
            

  Yes   No 

   
        

Immediately 
  

 
Contact Emergency Services 

      

   
        

Same working day 
or as soon as 

possible   

Discuss with the Designated Safeguarding Lead (or Deputy)  
to assess/agree immediate actions and responsibilities 

   
       

  

Does the concern meet the threshold for a  
formal safeguarding referral? 

  
        

  
Yes   No 

   
        

Within 24 hours 
  

Make a formal  
safeguarding referral 

    
 Consider support needed and 

provide/refer/ signpost support as 
appropriate 

   
        

Within 24 hours 
  

Record safeguarding concern on care management system (Charitylog) and  
attach referral paperwork required by relevant local authority 

   
         

Within 3 days 
  

Confirm receipt of referral and 
acknowledgement that action being taken 

     

  
        

Ongoing 
  

Monitor  and continue to provide support to individual/family and local  
safeguarding team as needed/appropriate 

   
        

At next case 
supervision meeting   

Review case and referral and share  
learning within team  

     

  
       

Ahead of Quarterly 
Board Meeting   

        
Incident to be reviewed by Board and 

Chair 

 


