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Reporting Procedure 

• Staff responding to a suspicion of abuse or poor practice should complete an 

Incident Report form, in liaison with their line manager. 

• The incident should be reported to the most relevant Designated Person (See 

ANNEX E for a list of Designated Persons).  

• The Designated Person will report the incident immediately to a Senior Officer.  If 

the Designated Person was unavailable in the previous step, the Senior Officer 

should be contacted direct. 

• The Senior Officer informed will assess the incident in liaison with the Duty 

Director. They will decide what appropriate action needs to be taken and 

whether external child protection agencies or the police need to be involved. 

• The Council will co-operate fully with any investigation carried out by these 

agencies in line with their procedures. 



Annex 1 
 TONBRIDGE & MALLING BOROUGH COUNCIL 

EXISTING CHILD PROTECTION POLICY & PROCEDURES 

 

 

ANNEX F – REPORTING CHILD PROTECTION CONCERNS ii  
 ALLEGATIONS AGAINST STAFF 

REPORTING CHILD PROTECTION CONCERNS  

ALLEGATIONS AGAINST STAFF 

 

 
 

ARE YOU CONCERNED ABOUT THE BEHAVIOUR 
OF A MEMBER OF STAFF OR VOLUNTEER? 

 

    
   YES   
     
    

Is it serious poor practice / an alleged 
breach of the Code of Ethics? 

 
Could it also be child abuse 

 

     

 YES    YES  

     

Incident should be reported to your line 
manager or a senior member of staff 

 
The immediate safety of the child in 

question, along with any other children at 
risk, should be ensured.  The line manager 
to whom the incident is reported should 

immediately inform the relevant Designated 
Person. 

   

The relevant Designated Person will deal 
with this as a misconduct issue. 

 

     

A full investigation will be made into the 
incident, and dependent on results of this, 
a Disciplinary Hearing called.  Any such 
action will follow the Council’s Disciplinary 
Procedures and involve the appropriate 

Council Officers. 

 

Relevant Senior Officer should be informed 
immediately.  Senior Officer in liaison with 
the Council’s Duty Director facilitate referral 
to social services.  Social Services may 

involve the police 

     

Possible outcomes of this hearing 

• No case to answer 

• The concern warrants advice or a 
warning as to future conduct.  There 
may also be sanctions on their actions. 

• Further training and support may be 
needed 

 

Duty Director forms and chairs Child 
Protection Officer Team (CPOT) to oversee 
our internal investigation.  This team will be 
comprised of Duty Director, Designated 
Person, Senior Officer, Senior Personnel 
Officer and Chief Solicitor.  This group will 
deal with any media or  interested third 

party enquiries 

     

Appeal is allowed against any outcome 
from a disciplinary hearing as per the 
Council’s Disciplinary Procedures. 

 
Possible outcomes: 

• Police inquiry 

• Criminal Proceedings 

• Civil Proceedings 

• Disciplinary action in accordance with 
the Council’s Disciplinary procedures  

  

  

   

    

  
Appeal is allowed against any outcome 
from a disciplinary hearing as per the 
Council’s Disciplinary Procedures. 

   
 


