
 

 

UEA safeguarding flow chart In line with the UEA Safeguarding policy  

 

NOTES: If onward referral/reporting is required, for example to Children’s services, the person disclosing the original concern is 
encouraged and supported to do this by the DSO, if this is not possible then the DSO will action the requirement.   

Student/staff makes 
a safeguarding 

referral via the form 
on the Safeguarding 

pages 

Automatic reply 
generated  

(including details of 
what to do if 

concern is out of 
STS office hours)

Designated 
safeguarding officer 

(DSO) check 
safeguarding inbox 
twice each day as a 

minimum 
requirement 

DSO may contact 
referrer for 
additional 

information 

Referral is actioned 
and outcome 

detailed on 
safeguarding 
spreadsheet. 

Additional file notes 
and emails stored 

as a restricted 
access case on SJS 
Case Management 

System

https://my.uea.ac.uk/divisions/governance-and-assurance/safeguarding

