

<< Your Company Logo Here >>


<< Your Company Name Here >> Safeguarding Checklist

To be completed by <<insert your company name here>> for each safeguarding concern. Complete and date all actions that apply and save in the company safeguarding folder.

See appendices below for guidance and useful information relating to completion of the form.

	[bookmark: _Hlk213856891]Client
	
	Case Manager
	

	Form completed by
	
	Date of completion
	DD/MM/YYYY 




	Remember – Client welfare is paramount – if a crime is being committed, or the client needs urgent medical treatment, call 999. If this has been actioned, please complete brief details in the box below.

	



	[bookmark: _Hlk215752035]Safeguarding Process Checklist
Stage 1 – Immediate steps
	Date
DD/MM/YYYY
	Yes/No – If not why not? 
	Outcome/ Who will follow up and by what date?

	1. Identify safeguarding incident/concern and brief (single sentence- as detail will be entered in Qunote) description of safeguarding concern.
	
	
	

	2. Have you raised your concerns with client and their significant others (as appropriate)?
	
	
	

	3. Have you discussed with the 3HUB Safeguarding Lead or Safeguarding Consultant? 
	
	
	

	4. Have you logged incident on your own safeguarding folder?
	
	
	

	5. Has cause for concern form for adult or child/young person been completed?
Has a formal Child or Adult safeguarding referral been raised with Local Authority? 
Has incident/concern been logged in safeguarding log?
	
	
	

	6. Have you Identified who else needs to know and level of urgency required?
	
	
	



	Safeguarding Process Checklist
Stage 2 – who to inform/consult
	Date
DD/MM/YYYY
	Yes/No – If not why not? 
	Name and contact details
	Outcome/ Who will follow up and by what date?

	7. Who have you Informed?

	· Social Care (within 24 hours of incident occurring).
	
	
	
	

	· LADO (children)/LADO/SADO PIPOT Policy (adults) (If involves a member of staff).
	
	
	
	

	· Registered Manager (within 24 hours if this is a CQC notifiable incident).
	
	
	
	

	· 3HUB (CCT) Safeguarding Lead.
	
	
	
	

	· Disclosure and Barring Service in consultation with HR.
	
	
	
	

	· Deputy/Legal team.
	
	
	
	

	· Multi-Disciplinary Team.
	
	
	
	

	· Professional body if worker is a registered HSC professional whether or not they are working in such a role.
	
	
	
	

	· Duty of Candour – CQC
	
	
	
	



	Safeguarding Process Checklist
Stage 3 – review and conclusion
	Date
DD/MM/YYYY
	Yes/No – If not why not? 
	Outcome/ Who will follow up and by what date?

	8. Is ongoing support from 3HUB Safeguarding Consultant required?
	
	
	

	9. 3HUB HR team to review and identify further actions.
	
	
	

	10. Does the Duty of Candour apply to this situation?
	
	
	

	11. 3HUB CCT – final review, recording and filing.
	
	
	



	Further Identified Actions
	By (date)

	


	DD/MM/YYYY

	Date to follow up
	DD/MM/YYYY



Please refer to the following documents when completing this form.  
These can be found in the 3HUB Members Area:  https://members.threehub.co.uk/safeguarding/

· Safeguarding Policy (adults and CYP)
· Raising A Safeguarding Alert - Top tips.
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