
Employment & Skills Procedure for reporting a Safeguarding and Equality incident 
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 Concerns raised regarding a Safeguarding or 

Equality incident 

 

 Staff member contacts line manager by phone 

(or in person) to discuss the incident and agree a 

plan of action 

 Line manager available? 
No 

Yes 

 Line manager to determine route of action  

 Refer to 

Managers 

Duty Rota  

 Line manager to 

ensure staff member 

completes SG1 Form 

with 24 hours 

SG1 form to be sent to 

Safeguarding lead or 

Safeguarding 

Champion if 

Safeguarding Lead is 

not available 

 Line manager to 

ensure Safeguarding 

Lead has updated 

Safeguarding Log 

within 24 hours 

 

 

 

 Concerns reported and appropriate action taken? No 

Yes 

 Update SG1Form and Log with the 

details of action and outcomes 

 

Ensure completed SG1 Form is 

passed to Safeguarding Champion for 

filing 


