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STAGE 1 – Raising an Alert (Guidance to Alerter) 

 

 

Purpose: To raise a notification of concern, allegation or an incident of abuse or 
neglect 
 
An alert can be raised by anyone and all alerts must be taken seriously.  An alert is the 
generic term used to describe the notification of a concern, allegation or an incident of 
abuse or neglect.  Alerts can be raised  from a number of different sources including - Social 
Work Team, care staff, health colleagues, inspectors or regulators, or direct to the Adult 
Services Access Team  from members of the public, carers or service users. 
 
The person raising the alert should discuss their concerns and why they intend to raise an 
Adult Protection alert with the person they are concerned about prior to raising the alert.  
Only in exceptional circumstances should an alert be raised without discussion with the 
person concerned.  In circumstances in which the alerter feels it is appropriate to raise an 
alert without this discussion, the Safeguarding Team will require a clear rationale for this 
decision.  In addition, if the alerter believes a crime may have been committed, they should 
discuss this with the person they are concerned about and encourage/facilitate contact with 
the Police.  If the person concerned does not wish contact to be made with the Police, the 
reason for this should also be documented.  If, potentially, the concern that has been raised 
has implications for staff duty of care to others, the person concerned will need to be 
informed that consideration may still be given to contacting the Police in order to ensure the 
safety and wellbeing of others. 
 

 The worker who first becomes aware 
of concerns of harm or neglect 
ensures that emergency assistance, 
where required, is summoned 
immediately. 

 Before raising an alert, the worker 
should consider whether the person 
meets the definition of “vulnerable 
adult” (any person aged 18 or over 
who is, or may be eligible for social 

care services and whose 
independence/well-being is at risk 
due to harm or neglect). 

 If the worker feels the person meets 
the definition of abuse, then they 
should raise the alert by contacting 
the Department of Health & Social 
Care, Safeguarding Adults Team on 
686179. 

 
Guidance for the Alerter 

 

 
Is anyone in immediate danger? 

   

 Yes  No  

   

Contact the Police and/or other emergency 

services 

 Do they meet the definition of a 

 ‘vulnerable adult/adult at risk’ 

    

 Yes  No 

   

Contact the Safeguarding Adults Team – Tel. 686179. If out of hours – 

Tel. 650000.  Adult Protection Alert Form to be sent to the Adult Services 
Access Team within 48 hours 

 Contact your Line 

Manager 
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The alerter is required to complete an Adult Protection Alert form within 48 hours of raising the alert.  

The form is to be signed (electronic signature can be accepted) and dated (and forwarded either by 

fax, email or post) and will include the following basic information –  
 

 Details of the concern, allegation or 
incident, including date, time, location 
and the name of any witnesses. 

 Where the consent has been obtained 
for the referral and, if not, the 
reasons why. 

 What the vulnerable adult said about 
the abuse. 

 The appearance and behaviour of the 
victim. 

 Any injuries observed. 

 Any known details of the person 
causing the harm, such as name, 
address and date of birth. 

 Information relating to vulnerability of 
the person alleged to have been 
harmed to help establish the level of 
presenting risk. 

 When completing the form, it is 
important to differentiate between 
fact, opinion and hearsay. 

 
If at any time you feel the person needs medical assistance, call for an ambulance or 
arrange for a doctor to see the person at the earliest opportunity, as appropriate. 
 
If the vulnerable adult wishes to remain in the situation, has the capacity to make this 
decision and understands the consequences but refuses assistance, their wishes should be 
respected. However, if other vulnerable adults or children may be at risk you will need to 
inform them that you have a duty to raise an alert or inform the Police, if a crime may have 
been committed. 
 
In most circumstances you will not need to take any immediate action, as the person may 
not have suffered a serious injury or be at immediate risk.  However, if you come across 
someone in serious distress or at immediate risk –  
 
 Keep calm 
 Assess the situation 

 Make sure that you and the person 
are safe 

 Get help 

 Give any emergency help that may be 
needed and you are confident and 
competent to give 

 Reassure and take care of the person 

 
If you see someone with an injury and don’t know how it happened – 
 
 Don’t jump to conclusions 
 It is ok/good practice to ask the 

person (or if the person is not able to 
tell you, their carer) how the injury 
was sustained, e.g. how did you get 
that bruise? 

 Record, as soon as possible, any 
physical signs or injuries using a body 
map or hand drawing, if necessary (a 
template is provided in the back of 

this document).  Photographic 
evidence may, with the permission of 
the person, be appropriate in certain 
cases.  Write down a description of 
any physical signs or injuries, 
including size, shape and colour.  
Make sure you sign and date it and 
ensure it is stored securely. 
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 Key Message – 
 

 If in doubt, raise an alert 
 Remember that Data protection is not a barrier to sharing information.  A checklist 

around sharing information is included in the back of this document 

 

 

Preventing the contamination of possible evidence 
 

 
Your first responsibility is the safety and welfare of the person harmed, but immediate 
action may be necessary to preserve or protect evidence. 
 
Your action may be vital in any future proceedings and the success or failure of any 
investigation may depend upon what you do, or not do, in the time whilst you are waiting 
for the Police to arrive. 
 

Incident of Physical and/or Sexual Assault 
 
Following allegations of physical and/or sexual assault, consideration will be given to 
organising, with the harmed person’s consent, a medical examination.  Any examination will, 
ideally, be carried out by a Forensic Medical Examiner who will be contacted by the Police. 
 

 
If the person at risk of harm has a physical injury and it is appropriate for you to 
examine it, always obtain their consent first. 

 

 
Only touch what you have to.  Wherever possible, leave things as they are. 

 

 

 
Strongly advise the person not to wash themselves or remove clothing. 
 

 

 
Preserve the person’s clothing and footwear, do not wash or wipe them.  Handle 
them as little as possible. 

 

 
Preserve anything that is used to comfort the person, e.g. a blanket. 
 

 

 
Do not clean up, do not wash anything or in any way remove fibres, blood and the 
like. 

 

 
Try not to touch items/weapons.  If you have to, as before, keep handling to a 
minimum.  Put them in a clean dry place until the Police collect them. 

 

 
The room should be secured, where practicable, with no-one allowed to enter 
unless necessary to support you, the harmed person and/or the person allegedly 
causing harm, until the Police arrive. 

 

 
If the person alleged to have caused harm is also a service user, a separate 
member of staff will need to be assigned to them. 
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Incident of Theft/Financial Abuse 
 
With the person’s consent, secure, or cancel, all receipts, cheque books, bank cards and 
statements, benefit books and other financial documents. 
 

Methods of Preservation 
 
 For most items, use clean paper, a 

clean paper bag or a clean envelope 
(do not lick the envelope to seal it). 

 For liquids, use a clean glass. 

 Do not handle items unless really 
necessary to move and make safe. 

 
The person alleged to have caused harm should not be contacted until this is agreed 
through the Adult Protection Planning Meeting (unless this is part of emergency action 
needed to safeguard the adult, or others, at risk, e.g. an employer suspending staff in 
response to allegations against them. 
 

  
Reflective 
 

 Receive 
 Reassure 
 Respond Record 

 

 

 


