
Concern is referred to Lead 
Safeguarding Officer (staff) 

/ Head of Employee 
Relations (HoER)

Concern is referred to a 
People Partner

LSO/HoER or People Partner 
submits a referral to the Employee 
Relations Team for recording and 

monitoring within 24 hours of 
receipt.

All referrals are reviewed 

Safeguarding cases 
are assigned to an 
ER Consultant by 

the HoER  to work 
with the manager 
on an initial fact 

finding

Case referred 
to LSO (staff) 

who 
undertakes a 
preliminary  

investigation

Is the referral 
potentially 

Prevent Duty 
related?

If further advice is 
required, LSO informs 

the Academic 
Regulations, Quality & 
Standards team in SED 

who liaises with 
Department for 

Education Prevent 
Coordinator on their 

behalf 

ARQS 
team 

reports 
back to 

LSO 

All 
communication 
documented in 

case file 

ER Consultant or line 
manager as 

appropriate contacts 
Local Authority Social 
Services for advice via 

email or telephone 

LSO (staff) / HoER  reviews 
case and determines if a 

formal referral to external 
partners should be made 

The Chief Safeguarding Officer is informed 
of the decision to refer 

The DCSO and Chief Safeguarding 
Officer are informed of the decision to 

refer 

The LSO (staff) / HoER notifies the 
Academic Regulations, Quality & 

Standards team who inform the Prevent 
Lead and can seek advice from 

Department for Education coordinator 
where necessary. 

LSO submits the formal referral to the 
Local Authority Prevent team 

All communication 
documented in case 
file by the Employee 

Relations Team

A formal written submission 
disclosing the university's concerns 
is submitted to the relevant Local 

Authority partner 

Head of Employee Relations
reviews support on offer and liaises with other 

internal services as appropriate 

Procedure 6 - Process for sharing information with external 
Partners regarding a Safeguarding or Prevent Concern (staff 

member) 

Yes No

SafeguardingPrevent
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