Safeguarding run sheet for a Designated Safeguarding Lead
Starter run sheet. Version 0.1.
A starter outline, not legal advice. Have a solicitor, and your safeguarding lead where it applies, review it before anyone signs or relies on it. Replace every [bracketed] item, and swap any UK example for your own country's equivalent. Your safeguarding policy and the law where you live come first. DBS checks and 999 are the UK references.
Before the first session
☐	A Designated Safeguarding Lead (DSL) and a deputy are named, and have current training.
☐	Every adult who will work with young people has had enhanced background checks (DBS in the UK, or your local equivalent).
☐	Every volunteer has read and signed the safeguarding policy.
☐	Insurance is agreed, and covers the activity.
☐	Registers and parental consent forms are ready.
☐	A second venue is agreed in case the first is withdrawn.
☐	The DSL's contact details are displayed in the room.
☐	A first aider is named, and a first aid kit is in the room.

At every session
☐	At least two vetted adults are present, and neither is ever alone with a young person.
☐	Take the register at the start, and a headcount at the end.
☐	Doors stay open, or the activity stays in view of others.
☐	Young people are collected by the adult named on the consent form.
☐	Anything unusual is written down the same day.

Online and messaging
1. Group channels only, with at least two adults in each and a clear purpose.
1. No private messages between an adult and a young person, and no sharing of young people's personal numbers.
1. Photos and videos only with parental consent, and never of a young person in a vulnerable situation.

If someone raises a concern
1. Listen calmly. Do not investigate, and do not promise to keep it secret.
1. Write down what was said, in their own words, with the date and time.
1. Tell the DSL the same day.
1. The DSL decides whether to refer to [the local authority children's services or the police]. If a child is in immediate danger, call the emergency services (999 in the UK).
1. Record the decision and the reason for it.
1. Support the young person, and the adult who raised the concern.

Contacts to fill in
Designated Safeguarding Lead  (name and phone)

Deputy DSL  (name and phone)

Local authority safeguarding contact

Police non-emergency number

Nearest hospital or urgent care

Concern log
	Date
	What was raised
	Raised by
	Action taken
	DSL decision
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