
Procedure for responding to poor practice or the abuse of children, young people or 
protected adults. 

The following diagram is the procedure that should be followed in responding to poor practice or the 

abuse of children or protected adults to the relevant authorities. This diagram should be read in 

conjunction with the SDS Safeguarding Children, Young People and Protected Adults Policies & 

Procedures document, in particular Section 6.  

 

 
IF YOU HAVE CONCERNS ABOUT ANY CHILD OR PROTECTED ADULT ENSURE THE SAFETY OF THE 

PERSON IN THE FIRST INSTANCE 

COMPLETE THE SDS INCIDENT RECORD FORM OR NOTE DOWN KEY TIMES, DATES, LOCATIONS 

AND CONTENT. 

REPORT THE MATTER AS SOON AS POSSIBLE TO THE PERSON DESIGNATED FOR REPORTING 

ABUSE OR POOR PRACTICE (JEN LIVINGSTONE OR GAVIN MACLEOD). IF THE LEAD PERSON HAS 

REASONABLE GROUNDS FOR BELIEVING POOR PRACTICE HAS OCCURRED OR THE CHILD, YOUNG 

PERSON OR PROTECTED ADULT HAS BEEN ABUSED OR AT RISK OF ABUSE THEY WILL MAKE A 

REPORT TO THE RELEVANT AUTHORITIES  

IN CASES OF EMERGENCY, WHERE A CHILD, YOUNG PERSON OR PROTECTED ADULT APPEARS TO 

BE AT IMMEDIATE AND SERIOUS RISK AND YOU ARE UNABLE TO CONTACT A DUTY SOCIAL 

WORKER, THE POLICE SHOULD BE CONTACTED. 

IN THE ABSENCE OF LEAD OFFICERS & THE FIRST RESPONDER IS UNSURE WHETHER 
REASONABLE GROUNDS FOR CONCERN EXIST OR NOT, THEY SHOULD INFORMALLY CONSULT 
WITH THE AUTHORITIES. THEY WILL BE ADVISED WHETHER OR NOT THE MATTER REQUIRES A 

FORMAL REPORT 
 

THE LEAD OFFICER OR THE FIRST RESPONDER REPORTING SUSPECTED OR ACTUAL ABUSE TO 

THE AUTHORITIES SHOULD FIRST INFORM THE FAMILY OF THEIR INTENTION TO MAKE SUCH A 

REPORT, UNLESS DOING SO WOULD ENDANGER THE CHILD OR ADULT AT RISK, OR 

UNDERMINE AN INVESTIGATION 

A REPORT SHOULD BE GIVEN BY THE BRANCH COORDINATOR TO THE AUTHORITIES IN PERSON 

OR BY PHONE, AND IN WRITING. IT IS BEST TO REPORT ABUSE CONCERNS BY MAKING 

PERSONAL CONTACT WITH THE RELEVANT PERSON IN THE AUTHORITIES.  


