
  

d 
 
 

 
 
 

 
 

Appendix A: Safeguarding adults at risk referral and reporting pathway for all employees an
Members 

You (identifying officer) have a 
new 

safeguarding concern 
     

Yes Is the person in immediate danger? 

No 

Identifying officer to discuss the case 
with 

your line manager or if there is no 
manager from your service available, 

with another DSC 

 
Are you/your team familiar 

with 
safeguarding as part of your 

day to day role? 

 

Decision to proceed with 
safeguarding referral? Yes 

Identifying Officer completes and 
submits a safeguarding concern via 

Hertfordshire County councils 
safeguarding portal for professionals 
with the support of DSC if required. 

Hertfordshire Safeguarding Adults 
Board | Hertfordshire County 

Council 

Yes 
Decision to proceed 

with 
safeguarding referral? 

No No 

Decision making Manager / DSC documents 
decision on the form and sends an encrypted 

Safeguarding Incident Form to the 
WHBC’s safeguarding inbox at 
safeguarding@welhat.gov.uk 

Copy of the safeguarding referral to 
Hertfordshire County council must be 
downloaded and sent to the WHBC’s 

safeguarding inbox at 
safeguarding@welhat.gov.uk 

Decision making - documents decision   
on the form and sends an encrypted 

Safeguarding Incident Form 
to WHBC’s safeguarding inbox 
safeguarding@welhat.gov.uk 

Identifying officer to 
dial 999 for the police 
and report concern 

Identifying officer reports the matter to 
a DSC. DSC helps complete the 

Safeguarding Incident Form. This 
includes the decision to refer if 

appropriate. 

Manager/DSC completes the 
Safeguarding Incident Form. This 

includes the decision to refer if 
appropriate. 

 
Welwyn Hatfield Borough Council are committed to 
protecting vulnerable adults and it is everyone’s 
responsibility to report safeguarding concerns. 
 
If you have any concerns about the safety or wellbeing of 
a vulnerable person you should speak to your service 
manager or a Designated Safeguarding Champion 
and make a referral. 

 
You have a safeguarding concern 

involving a member of staff, employee 
or council contractor 

 
 

Refer immediately and directly to a 
member 

of the Humans Resources Team 

 
The Human Resources Team will liaise 
with Director/AD on appropriate actions 

 
You have a safeguarding concern 

involving an Elected Councillor 

In consultation with your line manager refer 
immediately and directly to the Council s 

Monitoring Officer and Chief Executive or a 
Director. If the Monitoring Officer is not 

available refer directly to the 
Chief Executive or a Director. 

Key: 
DSC – Designated Safeguarding Champion (A list of all DSCs can be 
found on WINNIE).  
WHBC - Welwyn Hatfield Borough Council 
 

 
Important points! 
 

• All concerns must be raised via Hertfordshire County council’s 
portal using the link:   
Hertfordshire Safeguarding Adults Board | Hertfordshire County 
Council 

 
• All the information which you store and share internally and 

externally must be processed according to the council s Data 
Protection Policy which can be found on WINNIE 
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