RICHMOND OPERATIC SOCIETY
SAFEGUARDING PROCEDURE
This document outlines the procedures that the Society will uphold when a safeguarding concern has been raised. 

If a member/designated Safeguarding Officer is informed of a safeguarding issue: the person(s) to whom the safeguarding concern is raised must record the conversation and concerns held in writing. This should be done as soon as is appropriately possible. Details to be noted are:

· Persons involved

· Time

· Date

· Place

· Incident details

Please note that persons reporting safeguarding concerns may wish to be protected by the Whistleblowing Policy (see this policy for details).

Upon receiving notice of a safeguarding issue, it will be the duty of the person to whom the safeguarding issue was raised to inform the designated Safeguarding Officer.

The designated Safeguarding Officer will:

· Provide the person(s) who reported the safeguarding issue written confirmation that their concern will be investigated. 

· The investigation will be discreet, timely and non-judgemental.

· Each concern raised will be investigated accordingly.

· Safeguarding concerns will be shared with the relevant authorities such as, Police, Social Services, North Yorkshire County Council, the NODA Safeguarding Officer and other stakeholders as required.
· Provide regular updates of investigations to the relevant stakeholders.

· All written documentation and investigatory materials will be held in accordance with current data protection guidelines. 

· The outcome of the investigation will be shared with relevant stakeholders. 

· The designated Safeguarding Officer(s) will be responsible for proposing improvement to our society as a result of a safeguarding investigation. 
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