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Tobias takes the safeguarding of students and staff incredibly seriously. Although safeguarding 
procedures usual focus on children and vulnerable adults, it is clear that there are times 
whereby adult students and staff may be at risk of harm. As a result, the adult safeguarding 
procedure outlines the process and responsibilities for staff, DSL’s and Senior Leaders within 
Tobias to take, if a concern is reported or raised about an adult at risk, in line with current 
legislation and guidance. This procedure provides detailed, operational guidance on how to 
handle safeguarding disclosures and details specific procedures to follow for different 
safeguarding issues. 
 

The key steps in dealing with any concerns raised. These are referred to as the 4 Rs:   
RECOGNISE 
 a concern, 
disclosure or 
accusation. Take 
these seriously and 
do not dismiss them. 
Listen to everything 
being shared. Do not 
ask leading 
questions or 
investigate. 

RESPOND 
appropriately. 
Reassure anyone 
sharing a concern, 
disclosure or 
accusation that they 
are doing the right 
thing in speaking up. 
Do not promise 
confidentiality. 

REPORT  
all concerns to the 
DSLs or appropriate 
responsible person 
ASAP.  Tell anyone 
sharing concerns 
that you will pass 
them on to the 
appropriate people 
to help keep 
everyone safe. 

RECORD  
all the relevant 
information. This will 
be required so the 
DSLs can assess 
what to do, and in 
cases of concerns 
need to be passed on 
to external 
organisations. 

 
The Key Contact:  The designated Safeguarding Lead is the first point of contact for anyone 
who has a safeguarding question or concern, needs to report a disclosure or who needs advice. 
If you are unsure, it is much better to ask than to risk not reporting something which may be a 
genuine safeguarding concern. If the safeguarding lead is unavailable then the Head of School 
should be contacted.  This should be done as soon as a concern is discovered. 
 
Recognising a concern 
 A safeguarding concern would include anything which may indicate that there is a concern over 
the welfare of an adult, who may be an adult at risk, or that there is a risk of abuse or harm to 
that adult.  
Suspicions or concerns can be raised in several ways – you must be alert and recognise when 
you need to act. The most likely ways for a safeguarding concern to be raised are:   

• An adult at risk disclosing abuse or risk of harm to themself – this is called 
‘making/receiving a disclosure’.  

•  Another adult or child sharing a concern with you about an adult at risk.  
• Noticing some evidence of physical abuse or neglect regarding an adult at risk, or 

overhearing something which may imply that abuse could be taking place now, in the 
future or in the past. 

•  Unusual and concerning behaviour by an adult at risk. 
• Disclosure about full mental health history not revealed in the medical self-disclosure 

Tobias Course application on joining. 
 
The DSL  (and/or responsible people, as appropriate) will assess whether a 
concern meets the criteria for referral under safeguarding legislation and what 
actions need to be taken in order to safeguard the welfare of the adult(s) at risk in 
question.  The listed emergency contact on the Tobias course application may be called at this 
stage.  
 



Adults have a right to refuse consent to share their information to make a safeguarding referral 
to external agencies. Where consent is refused, or not able to be obtained, personal details can 
still be shared externally in certain circumstances, such as: 
 

• If other people are or may be at risk, including children 
• The risk of harm is very high and/or the adult at risk is being coerced into not 

giving consent 
• If a crime has been committed or if sharing information would prevent a crime 

(known as ‘sharing in the public interest’) 
• A Tobias member of staff is implicated 
• The implicated person is also an adult at risk 
• Where there is sufficient evidence to believe that the adult is at high risk 

and may lack the capacity to manage that risk without support. 
• We have a legal duty to do so, for example to comply with a request from 

a legal authority. 
 
If consent is refused, the DSL or responsible person will: 
 

• Consult with the adult at risk, if it is safe to do so, and discuss the 
options and implications of refusing consent. 

• Assess the situation and will make the decision whether or not to share 
without consent in consultation the relevant SLT member. 

• They may require additional information from any employee reporting 
their concerns in order to build an accurate picture of the circumstances. 

• If it is decided that information will be shared without consent, the adult 
at risk will be informed of this decision and the reasoning, unless it is 
unsafe to do so. Any actions taken must be in the person’s best interests 
and should be the least restrictive possible course of action to keep that 
person safe from harm. 

• Where consent is refused, the DSO will record all decisions about whether or not 
To refer details to external organisations, including reasoning and any input from 
the adult at risk, such as details of discussions around their decision not to give 
consent. 

• Reports can be made or advice can be sought externally without revealing 
personal details in order to better determine the next steps. 
 
The Mental Capacity Act 
 

• In accordance with the Care Act 2014, we must assume that all adults have the 
capacity to make decisions for themselves, even if we would not agree or advise 
the same decision. Assumptions around someone’s capacity cannot be made 
solely on a person’s appearance or behaviour. 

• If there is strong evidence to suggest that an adult at high risk may lack the 
capacity to manage the risk to themselves without support, the Mental Capacity 
Act applies.  
 

Students outside the UK 
If a safeguarding concern is reported about or by a student who is abroad and studying online 
at Tobias the student will be contacted.  If necessary, we will contact the students emergency 
contact provided on the Tobias application.  As a last resort we may contact the UK police, the 
Students Country police, the UK or their Countries embassy or consulate. There is useful 
information on international safeguarding measures on:  /https://www.safeguardinghe.co.uk/ 
 
Additional Information  
This procedure should be read alongside the Student Conduct Policy, Suicide prevention and 
all other Tobias policies and procedures documents. 
 



 
Safeguarding concern – Flow chart 
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