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Stage 1 Procedure For Managing And Reporting A Concern Or Allegation About The Behaviour Of An Adult Towards A Child

The child tells you they
are upset or angry about

the way you behaved
towards or treated them

You are concerned about
the way another adult

has treated or behaved
towards a child

You self-report you are
concerned about the
way you treated or

behaved towards a child

The child tells you they
are upset or angry about

the way another adult
has behaved towards or

treated them

A child tells you they are
concerned about the

way you behaved
towards or treated

another child

A child tells you they are
concerned about the

way another adult has
behaved towards or

treated another child

A child tells you they are
concerned about the

way another child they
don’t live with is being

treated.

You are concerned about
the way another adult who
is not an employee of The

Lioncare Group has treated
or behaved towards a child

An adult who is not an
employee is concerned about
the way an employee of The

Lioncare Group has treated or
behaved towards a child

Step 1: Is the child Safe and OK? No Do whatever is necessary to ensure the child is safe and OK.

Yes

Step 2: Does the child want / need medical attention? Yes Arrange for the child to receive appropriate and/or necessary medical attention.

No

Step 3: Does the child want to make a complaint? Yes Hear the child’s complaint. Record it. If the complaint is against you, ask a colleague to take over and step away.

No

Step 5: Ask the child to describe to you what happened to make then upset or angry or concerned. Make good written notes of exactly what the child says to you as they say it. Don’t ask any leading questions, don’t
assume, don’t interpret, don’t suggest. Do pay attention, do listen, do support, and do be patient.

Step 6: Reassure the child that you have listened to them and heard what they have said; if necessary and it feels right, offer to read back to them the notes you have written.

Step 7: Tell the child you will inform the Registered Manager or Head Teacher or in their absence the Deputy Manager or Assistant Head Teacher (i.e. the Designated Safeguarding Lead [DSL] or Deputy DSL in their absence).

Step 8: Ask the child if they would like to tell the Registered Manager / Head Teacher (etc.) themselves or be their when you tell the Registered Manager / Head Teacher (etc.)

Step 4: Does the child want to speak with an advocate? Yes Arrange for the child to be speak with an advocate, or if they prefer, their social worker or independent visitor.

No

Step 9: Immediately and without delay contact (speak to or phone) the
Registered Manager or Head Teacher or in their absence the Deputy
Manager or Assistant Head Teacher (i.e. the DSL or Deputy DSL in their
absence) and pass on all the information, UNLESS A or B is true:

A. Is the concern or allegation against the Registered Manager /
Head Teacher / Assistant Director / Founding Director?

Contact (speak to or phone: 07810 645934) and inform
the Chief Executive Officer and no one else.

Yes

B. Is the concern or allegation is against the Chief Executive
Officer?

Yes
Email (beverley.collins@lioncare.co.uk) and inform the
Founding Director (Beverley Collins) and no one else.

Step 10 (in the Homes): Immediately and without delay make an entry in the Daily Record Sheet and the relevant Log Sheet(s).

Step 11: Record all details on an Incident Form. Include times, dates, exact wording used, clear descriptions of facts, names of all witnesses etc.
Ensure your recording is accurate, clear, objective, and factual.

Step 12: Before you leave duty, and where possible and appropriate, check in with the child and let them know what you have done. If this is not
possible (e.g. the child is asleep or has left the school for the day) check in at the next available time or ask a colleague to check in with the child on
your behalf (i.e. if you are not on duty again for a while).

Note!

If the concern or allegation is against you and is deemed to
be of a serious safeguarding nature, it is NOT appropriate
for you to check in with the child until and unless the
matter has been properly investigated and resolved.

You are NOT permitted to leave duty until all entries and
logging and recording and reporting is complete.Note!


