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FLOWCHART FOR DEALING WITH SUSPECTED SAFEGUARDING CONCERN OR DISCLOSURE  (Appendix 1) 

Member of staff has: 

-Noticed a  significant change of 
behaviour in a learner

-Received a safeguarding disclosure/ a 
report of a concern relating to Prevent

- Recognised possible signs of abuse

Is this an emergency situation? If a 
learner requires immediate medical 

attention, or a crime has been 
committed, call the appropriate 

emergency service without delay.  

Has a learner disclosed safeguarding 
concerns to you? 

- Stop the class  or give other learners an 
activity to occupy them (where necessary)

-give the learner your undivided attention

-take notes and ask for clarification if 
necessary

-inform them that it is your duty to report 
this to a designated Safeguarding Officer

-complete an incident reporting form 
within 45 minutes of a disclosure/noticing 

a significant change in 
behaviour/recognising possible signs of 

abuse

Member of staff to send completed 
incident reporting form to 

Safeguarding@adultlearning.wales 
immediately upon completion 

Safeguarding Officer to complete 
safeguarding report and make 

appropriate referral (where necessary) 
within 24 hours . Follow up via email. 
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https://www.adultlearning.wales/userfiles/files/Learner_Resources/A_to_Z_Learner_Support_Signposting_2017-18.pdf
https://www.adultlearning.wales/userfiles/files/Learner_Resources/A_to_Z_Learner_Support_Signposting_2017-18.pdf
http://www.childreninwales.org.uk/
https://www.nspcc.org.uk/
https://www.childcomwales.org.uk/
http://www.legislation.gov.uk/ukpga/2006/47/contents
http://www.legislation.gov.uk/ukpga/2012/9/contents/enacted
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http://www.northwalessafeguardingboard.wales/
http://www.cysur.wales/
http://www.cardiffandvalersb.co.uk/
http://www.gwentsafeguarding.org.uk/
http://www.ltai.info/
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Staff member 
name 

 Learner Name  

Course code 
 

 Venue  

 
Facts of incident/disclosure/significant change of behaviour/sign of abuse as reported 
 
Date 
 

 Time  

Place 
 

 
 
 
 

Details 
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Name of staff reporting incident 
 

Action Taken (if any) 
 
 
 
 

Has learner been informed that the information will be passed on?  
 
 
 
 

 
 

Signed Learner (where applicable) 
 

Signed member of Staff 
 
Date 

 
Safeguarding Officer informed     Yes/ No                    Date: 

 
This form should be passed onto a Safeguarding Officer as soon as possible to  

 
 

mailto:safeguarding@adultlearning.wales

