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Complete the Safeguarding Incident/Disclosure
Form on the same working day and send to DSO

DSO considers the appropriate response given the information and the 
issue of consent to share information

No action

The concern does not 
constitute a safeguarding 

concern. Consider monitoring 
and review and signing to 

appropriate support

Record decision on 
Safeguarding Action Log

Uncertain?

Consult with the Safeguarding 
Director, Children’s or Adult 

Social Care or Police or NSPCC 
Helpline.

Record action and decision on 
Safeguarding Action Log

Child/adult has been 
harmed or at risk of harm

Instigate reporting procedures

DSO to act in accordance with 
Safeguarding Procedures.

Record action and decision on 
Safeguarding Action Log 

DSO to follow up after 3 working 
days if received no feedback on action 

taken by Social Care

Record action and outcome on
Safeguarding Action Log 

Concerns remain? Concerns allayed?

In an emergency refer to the Police and inform 
the DSO immediately afterwards

Record all actions and decisions on the 
Safeguarding Incident/Disclosure Form and 

Safeguarding Action Log

An employee, freelancer or volunteer or contractor has a safeguarding concern about a child or adult that 
Factory International is working with

Notify a Designated Safeguarding Officer



Revision Summary 
 
Version   Action Date 

1 Initial policy November 2022 
2 Updated as part of NSPCC safeguarding policy review May 2023 
3 Next review due May 2024 
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