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Safeguarding Responsibilities Flowchart 

  

Board of Trustees 

legal obligation to retain oversight of safeguarding issues 

Chief Executive 

ensures that this policy and related procedures are implemented; 

ensures that reporting and escalation structure is in place with clear lines of 
responsibility and accountability for all staff and volunteers; 

All staff and volunteers 

report incidents or concerns to the Designated Safeguarding Officers or Safeguarding Leads; 

be alert and to adhere to this policy and related procedures; 

attend training when requested within the timescales required; 

Executive Safeguarding Lead   

ensures that the Charity acts at all times in keeping with legislation, statutory 
guidance and the Charity’s Safeguarding Policy & Procedures; 

produces quarterly & annual safeguarding reports for the Board Safeguarding 
Champion & Board; 

Safeguarding Lead 
Children 

 

Board Safeguarding Champion 

seeks, builds and maintains board assurance on behalf of the Board 

Designated Safeguarding Officer  
Children & Young People 

 

Designated Safeguarding Officer  
Adults at Risk and Residents aged 16/17  

 

responsible for overseeing the Safeguarding Policy and the way it is put into practice; 

ensures that issues are reported to the relevant authorities and for maintaining a proper record of any safeguarding 
referral, complaint or concern; 

Safeguarding Lead 

Young People 

 

Safeguarding Leads x 
2 Adults at Risk 

 

Safeguarding Lead  

16/17 accommodation  

deputises for the Designated Safeguarding Officers; 

ensures that everyone within their area of responsibility, including service users, staff and volunteers, is aware of this 
policy and related procedures; 

makes referrals to statutory agencies and liaise with them to help them work through the safeguarding concern; 

ensures that accurate safeguarding records are kept; 
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APPENDIX A: FLOWCHART FOR REPORTING A CONCERN: 

 
~ the decision whether the concern is reportable to the Local Authority or not will be made when the staff member 
liaises with their line manager and the Designated Safeguarding Officer/ Lead 

The decision whether the concern should be escalated to the Board is made by the Chief Executive and Executive 
Lead for Safeguarding.  

A person is identified as at risk of 
harm

Member of staff liaises with line 
manager

Line manager liaises with 
Safeguarding Lead/Officer and 
appropriate action is decided 

if it is not a 
safeguarding 

concern

member of staff 
completes 

relevant form 
depending on 

the nature of the 
concern (this 

could be an ASB 
incident or 

medical episode 
for example)

Manager 
completes 

management 
response and 

incident closed

if it is a 
safeguarding 

concern

and reportable to the  Local 
Authority ~

Most appropriate member of 
staff to contact Local Authority 
and log a concern  and follow 

advice given.

Relevant staff member/Line 
Manager to complete 

Safeguarding report via the link 
provided on the Intranet

Safeguarding Lead/Officer/Line 
Manager to monitor progress of 

concern and stay in 
communication with Local 

Authority and update 
SmartSheet

Relevant manager to update 
system with management 
response and liaise with 

Safeguarding Officer and relevant 
staff member until the situation 

is closed.

but not reportable to the Local 
Authortiy ~

Relevant member of staff to 
complete Safeguarding report via 
the link provided on the Intranet

Safeguarding Lead/Officer/ Line 
Manager to monitor progress of 

concern 

Relevant manager to update the 
system with management 
response and liaise with 

Safeguarding Officer and relevant 
staff member until the situation 

is closed. 
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APPENDIX B – KEY CONTACTS 
 

 
 

mailto:JudithBanjoko@ymcaspg.org
mailto:jessicalaryea@ymcaspg.org
mailto:KristinaLastoweckyi@ymcaspg.org
mailto:sharonpickerill@ymcaspg.org
mailto:ayokuademoye@ymcaspg.org
mailto:sharonpickerill@ymcaspg.org
mailto:sharonpickerill@ymcaspg.org
mailto:heatherbarrow@ymcaspg.org
mailto:kerryoldfield-spence@ymcaspg.org
mailto:mariannastavrou@ymcaspg.org
mailto:simonfarmbrough@ymcaspg.org
https://www.kingston.gov.uk/supporting-safeguarding-children
https://www.kingston.gov.uk/care-support-for-adults/report-safeguarding-concern
https://www.richmond.gov.uk/single_point_of_access
https://www.richmond.gov.uk/safeguarding_adults
https://www.merton.gov.uk/social-care/children-young-people-and-families/safeguarding-children
https://www.mertonsab.org.uk/
https://www.sutton.gov.uk/w/report-a-concern-about-a-child
https://www.sutton.gov.uk/info/200609/safe_from_abuse_-_adult_safeguarding
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https://www.walthamforest.gov.uk/service-categories/child-protection
https://www.walthamforest.gov.uk/service-categories/protecting-vulnerable-adults
https://www.newham.gov.uk/children-families/safeguarding-children
https://www.newham.gov.uk/health-adult-social-care/sg-raising-alert/2
https://www.redbridge.gov.uk/adult-and-childrens-services/child-protection/
https://www.redbridge.gov.uk/adult-and-childrens-services/report-abuse-of-a-vulnerable-adult/
https://www.harrow.gov.uk/childrens-social-care/child-protection-talk-us
https://www.harrow.gov.uk/adult-social-care/staying-safe
https://www.hillingdon.gov.uk/childprotection
https://www.hillingdon.gov.uk/article/3931/Safeguarding-adults
https://www.hounslow.gov.uk/info/20075/child_protection
https://www.hounslow.gov.uk/info/20130/safeguarding_adults_at_risk
https://www.ealing.gov.uk/info/201023/children_and_families_social_care/169/child_protection_and_safeguarding/1
https://www.ealing.gov.uk/info/201275/safeguarding/3070/how_to_make_a_report
https://www.sloughchildrenfirst.co.uk/first-contact/
https://www.slough.gov.uk/safeguarding/report-suspected-adult-abuse
https://elmbridge.gov.uk/community-safety/concerned-about-adult-or-child
https://www.surreycc.gov.uk/social-care-and-health/childrens-social-care/contact-childrens-services
https://www.surreysab.org.uk/concerned-about-an-adult/
https://www.lbhf.gov.uk/children-and-young-people/children-and-family-care/worried-about-child
https://www.lbhf.gov.uk/living-independently/health-and-wellbeing/staying-safe/help-adults-being-abused-or-neglected
tel:0808%20800%205000
mailto:help@nspcc.org.uk

