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Flowchart 1: Responding to safeguarding concerns 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You observe, witness, hear or are told 

something that could indicate a 

safeguarding concern. If appropriate, 

make a written record of the concern. 

YOU MUST REPORT THIS CONCERN 

AS SOON AS POSSIBLE, and within 24 

hours. If it is an emergency, you should 

contact the Police on 999 

Speak with your line manager 

Speak with the relevant emergency 

services 

For evening and weekend advice, 

speak to Hampshire out of hours 

Children and Adults’ Services 0300 

555 1373 

Speak with the Cathedral Safeguarding 

Manager (CSM) 01962 857281 or 

07393 126649.  

If unavailable, then contact the Diocesan 

Safeguarding Manager (DSM) 01962 

737317 

The CSM will risk assess, discuss the 

matter with the appropriate staff at 

Winchester Diocese and/or CofE and a 

decision will be reached about a 

response. 

           No further action 

Advice/support offered to address the 

issues that gave rise to concern 

 

Concern does not relate to 

safeguarding.  

The matter will be referred to the 

relevant colleague at Winchester 

Cathedral e.g. health and safety. 

Urgent concern about the 

safety of an adult or child. CSM 

to contact relevant emergency 

and/or statutory services. 

        Safeguarding concern 

Depending on the nature of the 

concern, the CSM and colleagues will 

follow the correct procedure and 

ensure relevant logging concerns forms 

are completed. 

https://winchester.anglican.org/?s=

Safeguarding+Referral+Form  

Safeguarding concerns related to an 

adult who may be vulnerable to abuse / 

neglect. The CSM to go to Flowchart 2. 

Safeguarding concerns related to a 

child or young person (aged up to 

18 years) The CSM to go to 

Flowchart 3. 

Safeguarding concerns related to the behaviour of a church 

officer and/or allegations against a person who works with 

children. The CSM to follow relevant Winchester Cathedral 

and CofE procedure. 

 

 

 

 

https://winchester.anglican.org/?s=Safeguarding+Referral+Form
https://winchester.anglican.org/?s=Safeguarding+Referral+Form


 

 

Flowchart 2: Responding to safeguarding concerns related to an 

adult who may be at risk of harm. 

NB An adult may simply wish to speak with someone about something that is troubling them 

or would like to find a quiet space to pray and/or reflect. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*https://www.winchester-cathedral.org.uk/get-to-know-us/safeguarding/  

Do you need to take immediate action 

to ensure the safety of the individual or 

others, including yourself or colleagues? 

Contact the Police for help, and/or 

appropriate emergency services on 

999 

Try to guide the individual to a more 

quiet space, within sight of colleagues, 

and ask if you can help. 

Try to locate the/a person to assist, 

e.g. Voluntary Chaplain, Virger.  

Does the individual appear to be 

distressed, upset or agitated? 

Does the individual want to speak with 

a specific person or get advice about 

something in particular? 

Follow Domestic Abuse Policy* and 

refer to Flowchart 4 

To report a crime (non-emergency) 

contact the Police, tel: 101 

To report a safeguarding concern, 

contact Hampshire Children and 

Families Out of Hours Services tel: 

0300 555 1373 

Please refer to Flowchart 3 

You are concerned that the person 

may be in need of care and support, 

and is experiencing or is at risk of 

abuse and/or neglect, and, as a result of 

the care and support needs, is unable 

to protect themselves. (Care Act 2014) 

You suspect or there are indications 

that a child/children are at risk 

CSM to follow relevant Winchester 

Cathedral and CofE procedure 

Record the incident and actions, sign and date the notes, and pass to the CSM 

You observe, witness, hear or are told something that could indicate a safeguarding concern. If 

appropriate, make a written record of the concern. YOU MUST REFER THIS CONCERN TO 

THE CSM 01962 857281, mobile 07393 126649 or DSM 01962 737317 AS SOON AS POSSIBLE 

and within 24 hours – refer to Flowchart 1. NB if the CSM or other relevant people are absent, 

you may need to make a referral yourself. 

The individual discloses domestic 

abuse as a victim and/or perpetrator 

Safeguarding concerns related to the 

behaviour of a church officer and/or 

allegations against a person who 

works with children. 

https://www.winchester-cathedral.org.uk/get-to-know-us/safeguarding/


 

 

Flowchart 3: Responding to safeguarding concerns related to a child 

or young person (up to 18) 

NB The age and understanding of the child or young person will affect the response required. The older a child 

is, in age and/or understanding, the greater their capacity to seek advice and support independently or to want 

someone to speak with. Those working with groups of children who are accompanied by teachers/group leaders 

should report concerns to the teacher/group leader responsible for the child/children and the Director of 

Learning, who will then report to the Cathedral Safeguarding Manager. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Do you need to take immediate action 

to ensure the safety of the child/young 

person or others, including yourself or 

colleagues? 

Contact the Police for help, and/or 

appropriate emergency services on 999 

Try to locate the parent/carer or 

guardian (e.g. teacher). If not available, 

with a colleague, guide the child to a 

quiet but public space and ask if you can 

help. Contact a Virger and wait with the 

child until the appropriate person or 

assistance arrives. Follow lost child 

procedure refer to Flowchart 5. Two 

members of staff to escort the child to 

the Visitor Welcome Desk. 

Try to locate the/a person to assist, e.g. 

Voluntary Chaplain, Virger. Do not 

promise confidentiality. 

 

Does the child/young person appear to 

be distressed, upset or agitated? NB 

The child may simply be lost or 

separated from the rest of their party. 

Does the child/young adult want to 

speak with a specific person or get 

advice about something in particular? 

Do not promise confidentiality. 

To report a safeguarding concern, 

contact Hampshire Children’s Services 

0300 555 1384 or the out of hours 

service 0800 555 1373 

You are concerned that the child / 

young person may have suffered / be at 

risk of suffering abuse or neglect 

including domestic abuse. 

This should be reported the CSM 

without delay. If the concern 

involves the CSM, report to the 

DSM 01962 737317 

Record the incident and actions, sign and date the notes, and pass to the CSM. The relevant 

Winchester Cathedral, CofE and local safeguarding procedures will be followed. 

You observe, witness, hear or are told something that could indicate a safeguarding concern. If 

appropriate, make a written record of the concern. YOU MUST REPORT THIS CONCERN 

TO THE CSM 01962 857281, mobile 07393 126649 or DSM 01962 737317 AS SOON AS 

POSSIBLE and within 24 hours – refer to Flowchart 1. NB if the CSM or other relevant people 

are absent, you may need to make a referral yourself. 

The child / young person makes an 

allegation of abuse perpetrated by a 

volunteer or member of staff or clergy 

from the Cathedral. Do not promise 

confidentiality. 



 

 

Flowchart 4: Responding to safeguarding concerns related to 

domestic abuse and violence. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

RESPECT 

• Show acceptance of what the victim says 

• Do not ask for proof 

• Assure the victim it is not their fault 

• Reassure that confidentiality will be maintained but explain its boundaries 

 

 

Call the Police 

Discuss your concerns with the 

Cathedral Safeguarding Manager 01962 

857281 or 07393 126649. If unavailable, 

contact the Diocesan Safeguarding 

Manager 01962 737317 

Discuss your concerns with the CSM 

01962 857281 or 07393 126649, if 

unavailable, then contact the Diocesan 

Safeguarding Manager 01962 737317 

Refer to Children’s Services 

 

Is there an immediate risk of harm? 

Are there children involved? 

Outline realistic options – Police, 

Women’s Aid, refuge, safe house. 

Supply appropriate information, contact 

numbers. 

Make a referral on the victim’s behalf 

(with their permission) if that is wanted. 

Ensure you record what you have been 

told as a safeguarding concern, make a 

record of your action and/or advice. Date 

the record and keep it confidentially. 

Discuss with CSM or DSA. 

Your time has been well spent. The victim will know they 

can return to you for further help, that they have been 

believed and that they are not in the wrong. 

You might be able to offer other opportunities to come 

and talk. 

You cannot make the victim of domestic violence or abuse 

take any actions. The most you might be able to do is listen 

and provide information. 

Ensure you record what you have been told as a 

safeguarding concern, make a record of your action and /or 

advice. Date the record and keep it confidentially. 

Seek advice from the CSM or DSA if you are unsure 

whether to share information. 

 

• National Domestic Violence Helpline 0808 2000 247 

• Respect (Men’s Advice Line) 0808 8010 327 

• GALOP (Same sex helpline) 0800 999 5428 

• Hampshire Domestic Abuse Partnership 0330 0165 112 

YES 

Further action required? 

YES 

YES 

YES 

No 

No 

No 



 

 

 

Flowchart 5: Responding to a lost child or adult at risk 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A child or vulnerable adult appearing to be lost should be approached and asked if they know 

where their parents or carers are. 

Try and remain in the eyesight of others, where possible.  

Seek another adult to assist e.g. Virger, fellow volunteer, member of Cathedral staff etc. 

 

Initially, the child or vulnerable adult should be kept at their current location as the parents or 

carers are likely to retrace their steps.  

Gently gather key information: their name, who they were with, where they saw their parent/carer 

last; their parent/carers name if known.  

Wait for approximately 10 mins (weather dependent) and then escort the child or vulnerable 

adult to the Visitor Welcome Desk. 

In all cases, there should be at least two members of staff present throughout. 
 

Visitor Welcome Desk to contact a senior member of staff or the Duty Manager (if during the 

Christmas Market). 

 

Next steps may 

include… (within 20 

minutes of them being 

found) put call out on the 

Cathedral PA system; 

inform Cathedral shop 

and No9 reception; 

inform ShopWatch;  

 

Next steps may 

include… (within 30 

minutes of them being 

found) inform Cathedral 

Safeguarding Manager 

01962 857281 or 07393 

126649 or Diocesan 

Safeguarding Manager 

01962 737317 or inform 

the Police. 

 

The senior member of staff or Duty Manager will make 

a decision about next steps and if other agencies need 

to be informed. 

 

 

Adults who arrive to claim the child should be asked for:  

● their name 

● their relationship to the child   

● some form of ID  

unless it is clear that the child recognises and wishes to be with 

that adult. 

Before discharging the child or vulnerable adult back into the 

care of the adult(s) there is a duty of care to ensure that the 

adult(s) is fit to take charge of the child (e.g. not intoxicated or 

under the influence of drugs). 

If in doubt, the senior member of staff or Duty Manager should 

be consulted. 

If necessary, the Duty Manager may ask for the Police to 

attend. 

 
Wherever there is a report of a missing child or vulnerable adult OR a child or vulnerable adult has been found at an event, the 

senior member of staff or Duty Manager will formally log the details of the incident at the earliest opportunity. 
Details should include:    

● date and time 

● name of parent or carer involved  

● confirmation of ID (if checked)  

● first name of the child involved  

● nature of incident/reason for separation  

● whether police involved  

● outcome of incident 
The senior member of staff or Duty Manager will inform the CSM. 
 



 

 

Flowchart 6: Responding to a lost child or adult at risk (reported by 

an adult) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The person receiving the report should immediately inform a senior member of staff or the Duty Manager (if 

during the Christmas market) that they have a missing child or vulnerable adult at risk.  

This can be done via the Visitor Welcome Desk (NB: any person with a radio can also do this e.g. Virgers, 

gardeners) 

 

Reassure the person reporting and encourage them to give details including: physical details, clothing, name, age, 

where they were last seen.  

Pass these details to the senior member of staff or Duty Manager as soon as possible so that a radio alert can 

be issued.  

THIS WILL BE RESTRICTED TO PHYSICAL DESCRIPTION INFORMATION ONLY AT THIS 

STAGE. NO OTHER PERSONAL DETAILS TO BE GIVEN. 

The senior member of staff or Duty Manager will provide further instructions. 

 

When the child or vulnerable adult is found, they will be kept where found (assuming it is safe to do so) and the 

parent or carer will be taken to them, unless otherwise directed by the senior member of staff or Duty 

Manager. 

If a child or vulnerable adult is not found within 15 minutes the senior member of staff or Duty Manager will 

inform the Police. 

 

The senior member of staff or Duty Manager will come to the person making the report to reassure that a 

search has been organised and seek further details as necessary.  

They will direct staff and volunteers on the ground and will alert Winchester ShopWatch etc. as appropriate. 

 

 

Adults who arrive to claim the child or vulnerable adult should be asked for: their name, their relationship to 

the child or vulnerable adult and some form of ID unless it is clear that the child or vulnerable adult recognises 

and wishes to be with that adult. 

Before discharging the child or vulnerable adult back into the care of the adult(s) there is a duty of care to 

ensure that the adult(s) is fit to take charge of the child (e.g. not intoxicated or under the influence of drugs). 

If in doubt, the senior member of staff or Duty Manager should be consulted. 

If necessary, the senior member of staff or Duty Manager may ask for the police to attend. 

 

Wherever there is a report of a missing child or vulnerable adult OR a child or vulnerable adult has been found at an event, the 
senior member of staff or Duty Manager will formally log the details of the incident at the earliest opportunity. 
Details should include:    

● date and time 

● name of parent or carer involved  

● confirmation of ID (if checked)  

● first name of the child involved  

● nature of incident/reason for separation  

● whether police involved  

● outcome of incident 
The senior member of staff or Duty Manager will inform the CSM. 
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https://www.churchofengland.org/sites/default/files/2017-11/practice-guidance-responding-to-assessing-and-managing-safeguarding-concerns-or-allegations-against-church-officers.pdf
https://www.churchofengland.org/sites/default/files/2017-11/practice-guidance-responding-to-assessing-and-managing-safeguarding-concerns-or-allegations-against-church-officers.pdf
https://www.churchofengland.org/sites/default/files/2017-11/protecting-all-gods-children.pdf


 

 

 

─

 

https://www.churchofengland.org/sites/default/files/2019-11/safer-environment-and-activities-oct19_0.pdf
https://www.churchofengland.org/sites/default/files/2019-11/safer-environment-and-activities-oct19_0.pdf
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https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://assets.publishing.service.gov.uk/media/66d7301b9084b18b95709f75/Keeping_children_safe_in_education_2024.pdf
https://assets.publishing.service.gov.uk/media/66ce094e8e33f28aae7e1f6d/Keeping_children_safe_in_education_2024_part_one.pdf
https://assets.publishing.service.gov.uk/media/66ce094e8e33f28aae7e1f6d/Keeping_children_safe_in_education_2024_part_one.pdf
https://learning.nspcc.org.uk/research-resources/schools/keeping-children-safe-in-education-caspar-briefing
https://learning.nspcc.org.uk/research-resources/schools/keeping-children-safe-in-education-caspar-briefing
https://assets.publishing.service.gov.uk/media/669e7501ab418ab055592a7b/Working_together_to_safeguard_children_2023.pdf
https://assets.publishing.service.gov.uk/media/669e7501ab418ab055592a7b/Working_together_to_safeguard_children_2023.pdf
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https://assets.publishing.service.gov.uk/media/62c6df068fa8f54e855dfe31/Domestic_Abuse_Act_2021_Statutory_Guidance.pdf
https://assets.publishing.service.gov.uk/media/62c6df068fa8f54e855dfe31/Domestic_Abuse_Act_2021_Statutory_Guidance.pdf
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https://www.gov.uk/government/publications/care-act-statutory-guidance/care-and-support-statutory-guidance
https://www.gov.uk/government/publications/care-act-statutory-guidance/care-and-support-statutory-guidance
https://www.churchofengland.org/sites/default/files/2018-10/type-of-abuse-reference-document-september-2018-proof-copy.pdf
https://www.churchofengland.org/sites/default/files/2018-10/type-of-abuse-reference-document-september-2018-proof-copy.pdf
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https://www.darlington-safeguarding-partnership.co.uk/media/2059/spirit_possession_dfes.pdf
https://www.darlington-safeguarding-partnership.co.uk/media/2059/spirit_possession_dfes.pdf
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https://www.churchofengland.org/safeguarding/safeguarding-e-manual/responding-well-victims-and-survivors-abuse
https://www.churchofengland.org/safeguarding/safeguarding-e-manual/responding-well-victims-and-survivors-abuse
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https://learning.nspcc.org.uk/news/2019/october/what-is-contextual-safeguarding
https://learning.nspcc.org.uk/news/2019/october/what-is-contextual-safeguarding
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https://www.legislation.gov.uk/uksi/2014/3309/contents/made
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https://forms.office.com/Pages/ResponsePage.aspx?id=zPHlSJIqBU6tLot8C8g8gijIjd277rZGphMprwNV-SRUNUZRNzlKRkNWSEtYTU9KOVk2VDM1TVc4RS4u
https://forms.office.com/Pages/ResponsePage.aspx?id=zPHlSJIqBU6tLot8C8g8gijIjd277rZGphMprwNV-SRUNUZRNzlKRkNWSEtYTU9KOVk2VDM1TVc4RS4u
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