
 Safeguarding Internal Process Diagram 

Amended: Feb 2025                                                                                Review Date: July 2028 
Reviewed & Approved July 2026 
1 | Page    
 

Title Safeguarding Internal Management Process (Internal) 

Linked Documents Safeguarding Children and Young People Policy 

Contents 1: Introduction 
2: Contacts 
3: Process 
4: Reporting 
5: Confidentiality 
6: Post Investigation 

 

1. Introduction 
This internal document is to support key safeguarding personnel in the event of a safeguarding incident developing 

within InterAct. Therefore, this is primarily to be referenced by the Designated Safeguarding Lead (DSL), Designated 

Safeguarding Deputy (DSD), Designated Safeguarding Trustees (DST) CEO (if not the DSL) and the Chair. 

 

In normal circumstances, the DSL would work through this process. In the event of an incident developing whilst the 

DSL is on leave, the process would be implemented by the DSD in support of the DSTs. 

 

Each situation is different. Needs and support levels will vary depending on the nature of the incident and the people 

involved, however the following provides a framework as to the process to follow and potential organisations to 

contact for support. Also note that a lot of guidance is also provided in our various related policies, for example in 

Section 7 of the Safeguarding Children and Young People Policy. 

 

2. Contacts 
InterAct Office 01245 801571 

Vickie Perkins(DSL & CEO) 07976 781054 

Mark Hagon (DSD) 07957 997126 

Heather Moore (DST) heather.moore@interact.org.uk 

Caroline Clements (Chair) caroline.clements@interact.org.uk 

Essex Police 999 / 112 

Essex Children’s and Families Hub 0345 603 7627 

Essex Children’s and Families Out of Hours Emergency Duty Team 0345 606 1212 

Essex County Council Safeguarding Team (Local Authority Designated 
Officers) 

03330 139 797 

Essex Safeguarding Children Board 0333 013 8936 

Childline 0800 1111 

National Society for the Prevention of Cruelty to Children 0808 800 5000 

Jane Holden (Essex Youth Service Safeguarding Lead) 0333 0131498 or 077699 33179 

Essex Youth Service 03330 322800 

Louise McSpadden (Service Manager Essex Safeguarding Children Board) 03330 137074 

SEND Sensation (Short Breaks Partnership) 033 30 50 90 97 

Melanie Knight Blue Trees HR Consultant (knowledge of InterAct) 07516335419 or 01787 695084 

 

Depending upon the nature of the incident, the location and people involved, there could be other contacts involved 

with the reporting and investigation of the incident. These could include: 

• Parents / carers of children/young people (CYP) involved 

• School / college of CYP involved (to gain info on individuals / history / to update their risk assessments) 

• The venue where the incident occurred 

 

3. Process   
• If there is an immediate danger present or crime being committed, call the Police 

o Priority is to keep people safe and reduce the risk of the incident escalating 

mailto:mail@interact.org.uk
mailto:john.blair@interact.org.uk
mailto:vickie.perkins@interact.org.uk
mailto:ptfasec@gmail.com
mailto:caroline.clements@interact.org.uk
https://www.essex.police.uk/
https://www.essex.gov.uk/find-support-services-children-and-their-families/children-and-families-hub
https://www.essex.gov.uk/find-support-services-children-and-their-families/children-and-families-hub
https://schools.essex.gov.uk/safeguarding/report-concern-about-member-workforce
https://schools.essex.gov.uk/safeguarding/report-concern-about-member-workforce
https://www.escb.co.uk/
https://www.childline.org.uk/
https://www.nspcc.org.uk/
mailto:jane.holden@essex.gov.uk
mailto:youth.work@essex.gov.uk
mailto:louise.mcspadden@essex.gov.uk
mailto:essexshortbreaks@sendsensation.co.uk
mailto:melanie@bluetreehr.uk
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• Gather information from whoever initially reported the incident 

o Ask for a written report. Ideally have our incident form completed 

o You may need to write up a report during or after a conversation with reporter of the incident 

• Gather and record information from any staff or volunteer witnesses 

o Depending upon the information, you may need to also gather info from involved parents / carers 

• Decide if the incident requires immediate action, if it is reportable, if details are to be noted in client files and 

staff updated, or all three 

• Start and maintain an Incident Log 

o Record a summary of emails, phone calls, conversations, witness statements and actions. Keep 

updated daily 

• Depending upon the situation, it may be prudent to temporarily suspend any individuals from InterAct 

services. This could involve a temporary suspension of a staff member or volunteer, in which case, ensure 

the Chair is in agreement and the process outline in the Employee Handbook is followed. If required, an 

external HR consultant can be utilised to help oversee this process 

• Consider if the incident highlights the need to make any immediate changes to operational processes or 

access to services. Discuss with the Manager and implement 

• Consider the need to draft a brief press release if required 

o If there is a need, ensure Chair approves the draft 

o Instruct all staff to pass all press enquiries to the staff member leading on the incident 

 

4. Reporting: 
• Crime Committed? 

o Report to Essex police if a criminal act is believed to have taken place 

o They might not contact you back but may use your report to add to any file they have set up related 

to the incident if the incident has been reported on by others 

• Staff Involved? 

o Contact Essex County Council Safeguarding Team for either a referral if a staff member is involved in 

an incident or if seeking general advice about an incident. You can call 03330 139 797 or email 

LADO@essex.gov.uk 

o They will send a LADO Consultation Form to complete and return 

o This is worth doing even if it is to ask if the incident is reportable or not – they will respond with their 

thoughts on the incident and offer advice 

o Complete and return a LADO referral form if the incident involves a member of staff who: 

▪ Behaved in a way that has harmed, or may have harmed, a child 

▪ Possibly committed a criminal offence against, or related to, a child 

▪ Behaved towards a child in a way that indicates they may pose a risk of harm to children 

▪ May have behaved in a way that indicates they may not be suitable to work with children 

• Contact Essex Children’s and Families Hub to discuss the incident 

o They will advise on any particular action to take 

o They may signpost you to other services, they may directly contact the intervention team or they 

may consider a support referral 

• Stakeholders? 

o If the incident took place at an Essex Youth Service venue, you need to inform Essex Youth Service 

that an incident took place 

o If the incident involved a CYP being funded by Essex County Council via the SEND Sensation Essex 

Short Breaks provision, you need to inform SEND Sensation 

o If the incident involves a CYP with a social worker, the social worker will need to be informed 

• Other Reports 

o Inform DST and the Chair of any reportable incident and keep them updated 

o Inform those families involved and updated on a daily basis as to progress of the investigation 

https://www.essex.police.uk/ro/report/ocr/af/how-to-report-a-crime/
mailto:LADO@essex.gov.uk
https://www.escb.co.uk/media/3132/lado-referral-form-jan24.docx
https://www.essex.gov.uk/what-happens-when-you-call-children-and-families-hub
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• NOTE: the initial reporting to authorities needs to be take place within 24 hours of an incident being 

reported to InterAct 

5. Confidentiality: 
• See Section 8 of the Safeguarding Children and Young People Policy for information on confidentiality 

• Ensure any information going to other parties does not disclose the name or any contact details of the 

people involved. Abbreviations such as Staff A and initials of the child will suffice 

 

6. Post Investigation: 
▪ Write up a detailed Incident Report 

▪ Ensure the Incident Log and witness statements are up to date 

▪ Keep all documents in a specific folder in: 

o Admin / Safeguarding / Incidents & Accidents (set up a new folder with the incident date as the title) 

▪ Keep all email strings in a specific Outlook folder 

▪ Update the Disclosure and Barring Service if the incident involves a member of staff or volunteer 

▪ Review client risk assessments and update if required 

o Ask parents/ carers to provide a new registration form (that includes a risk assessment if required) 

o Prepare a Client Risk Management Plan (if required) 

o Update Evide database 

o Keep staff informed of any changes to risks 

▪ Review operational risk assessments and update if required 

▪ Provide a report for the Chair 

▪ Thank involved staff for their contribution and support 

▪ The decisions made and actions carried out may result in a complaint or an appeal. If this does occur, follow 

the relevant policy and pass to the CEO or Chair to lead the process 


