
Safeguarding Adults Reporting Flowchart and Checklist
Flowchart: what to do if you have an adult safeguarding concern
Concern identified (something you have seen/heard, a disclosure, a third-party report, or a pattern of worrying behaviour).
Is anyone in immediate danger or in need of urgent medical attention?
· YES → Call 999. If a serious crime is in progress (or may have been committed), contact the police. When it is safe, inform the Lead Safeguarding Officer (LSO) and record what happened.
· NO → Continue below.
Respond → Stay calm. Listen and reassure. Take the concern seriously. Explain you may need to share information to keep people safe. Avoid leading questions (ask open questions only if you must clarify immediate safety).
Report (as soon as possible) → Report to the LSO (or deputy). If your concern involves the LSO (or you cannot contact them), report to the Safeguarding Champion (or Chair/Chief Executive as appropriate). If the concern relates to a club activity, also notify the relevant Club Welfare Officer where appointed.
Record → Make a written record as soon as practicable (dates/times, what was said/seen, who was present). Distinguish fact/observation/opinion. Note the adult’s views and desired outcomes where possible. Record consent/capacity considerations and reasons for any information sharing without consent.
Next steps (managed by LSO/Case Management Group as appropriate) LSO to Inform Board Champion/deputy LSO to decide route of investigation - (a) GUK advisory input; (b) GUK-led mediation; or (c) a fully GUK-led process.
GUK may consult with and/or refer to statutory agencies (e.g., Local Authority Adult Safeguarding) and will cooperate with multi‑agency safeguarding processes. GUK may also manage concerns via internal processes (e.g., complaints/disciplinary) where appropriate and will consider interim risk management measures.
Checklist: what to include when reporting a concern
· Your name, role, and contact details.
· Name of the adult involved (and any preferred communication needs), plus any relevant support person/advocate details where appropriate.
· Date, time, and location of the incident/concern.
· What you saw/heard (use the adult’s own words where possible).
· Names/contact details of witnesses (if any) and what they observed.
· Immediate actions taken (including emergency services contacted, if applicable).
· Any immediate safeguarding/risk management needs (e.g., separation from an alleged person causing harm; safe transport home; welfare support).
· Consent/capacity considerations and whether the adult knows the concern is being shared.
· Any relevant background/context (only what is necessary).
· Where and when you have recorded/stored your notes.
Quick guidance: if an adult discloses abuse or neglect
· Do: listen; take them seriously; thank them for telling you; check immediate safety; ask what they want to happen (where appropriate); explain next steps; report promptly; record accurately.
· Do not: promise confidentiality; investigate; ask lots of questions; confront the alleged person causing harm; delay reporting; share information widely.
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· Call Ambulance
· Tell doctor there may be a safeguarding issue
· Call the police
Poor Practice
Yes
No
Is the GUK Lead Safeguarding officer or Club Welfare officer implicated?
Yes
No
Yes
Is the GUK Lead Safeguarding officer or Club Welfare officer implicated?
No
Does action need to be taken to ensure immediate safety or medical welfare of the adult
Adult Safeguarding
What are the concerns regarding?
There are concerns or Suspicions about a person’s behaviour or
There has been a disclosure or an allegation about a person behaviour









Inform GUK Lead Safeguarding officer/ Club Welfare Officer. 
Make notes and complete Incident Report form, submit to Lead Safeguarding officer/ Welfare Officer





Make notes and complete Incident Report form, submit to GUK LSO.
LSO to Inform Board Champion/deputy LSO to decide route of investigation (a) GUK advisory input; (b) GUK-led mediation; or (c) a fully GUK-led process.
Inform CEO

Make notes and complete Incident Report form, submit to CEO

Allocate Person in GUK to investigate
GUK LSO follows organisations policy in conjunction with Multi Agency Safeguarding Adults Policy and procedures. Possible referral to Police/ Adult Social Care / Multi Agency Safeguarding hub..

GUK LSO/ Club Welfare Officer/ Safeguarding Champion to investigate with support of and Case management group
LSO to Inform Board Champion/ deputy LSO to decide route of investigation (a) GUK advisory input; (b) GUK-led mediation; or (c) a fully GUK-led process.










Possible Outcomes
· No case to answer
· Complaint resolved with agreement between parties
· Training/mentoring agreed
· Disciplinary action
· More significant concerns emerge






Remember to involve the adult at risk throughout the process wherever possible and gain consent for any referrals to social care if the person has capacity
