
Sam Sykes Ltd Safeguarding reporting flow chart

There is 
concern 
about a 
person.

A person 
decribes an 
incident of 

abuse/potential 
abuse.

A report or 
allegation is 

received 
concerning a 

person.

STAY CALM - Provide reassurance - Listen carefully - Allow free recall - Question only to clarify - 
Inform person you have a duty to pass on information.

ASK THE QUESTION - 
Is there immediate 

danger to the person or 
need for medical 

attention?

NO - Take accurate notes 
and record all information 

in writing.

YES - Remove the person 
from the danger if possible. 
If required call emergency 
services (999) or arrange 

medical assistance. THEN - 
Take accurate notes and 
record all information in 

writing.

Is the 
concern 

about your 
line 

manager?

YES - Report the concern 
to any member of Sam 

Sykes Ltd senior staff as 
appropriate - OM,SM or 

CEO.

NO - Report the concern 
to your line manager - 
EM,OM,SM or CEO.

SAM SYKES SENIOR STAFF (IF APPROPRIATE) TO CONSIDER POSSIBLE ABUSE/CRIMINAL 
OFFENCE OR POOR PRACTICE/BREACH OF CONDUCT FROM INFORMATION PROVIDED

SAM SYKES LTD WILL PROMPTLY PASS ON INFORMATION TO RELEVANT 
PERSON/ORGANISATION/AUTHORITY/SCHOOL/GOVERNMENT DEPARTMENT/ 

POLICE/LADO

SAM SYKES LTD WILL WORK WITH THE ABOVE BODY TO CLARIFY INFORMATION AND 
NEXT STEPS. SAM SYKES LTD WILL FORMULATE A WRITTEN REPORT ON THE MATTER 

FOR INTERNAL RECORD, AND SHARE WITH RELEVANT BODY.

SAM SYKES LTD TO TAKE FURTHER ACTION IF REQUIRED - Consdier obtaining parental 
consent to share information (if appropriate) - Where allegation is against a SSL employee consider 

suspension and further investigation - Where allegation is not against an SSL employee consider 
investigation and work with relevant body for next steps.                                                              

AWAIT OUTCOME OF ACTIONS TAKEN.

KEY - SSL (Sam Sykes Ltd) - CEO (Most senior member of staff in SSL) - EM (Expedition Manager) -                             
SM (Staffing Manager) OM - (Operations Manager) - LADO (Local authority designated officer)
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