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St Elizabeth’s Children’s Service Guide to:    

Informing Hertfordshire (Host Authority) of an Allegation Against Staff   

Introduction  

The criteria for making a report to Hertfordshire as our host authority are that an individual in 

the workplace may have:  

 Behaved in a way that has, or may have harmed a child; 

 Possibly committed a criminal offence against/related to a child; 

 Behaved toward a child in a way that indicates he or she would pose a risk of harm; 

 Behaved or may have behaved in a way that indicates they may not be suitable to 

work with children. 

Though allegations of abuse can be made to anyone in an organisation it is the role of the 

Designated Safeguarding Lead and Designated Safeguarding Officer in the workplace to 

take these forward and to be the link between the organisation and the LADO or Adult 

Safeguarding Team until the matter is resolved. When an allegation is made about an 

individual it must be reported to the LADO (Local Authority Designated Officer) or the Adult 

Safeguarding Team within 24 hours.  

 For children (under 18 years of age)   

Every local authority has a LADO to whom allegations must be reported and with whom 

plans should be made about how matters are progressed. The LADO is a senior member of 

staff who:  

• is involved in the management and oversight of individual cases which meet a 

certain threshold  

• provides advice and guidance to employers and voluntary organisations  

• liaises with the police and other agencies  

• monitors the progress of cases to ensure they are dealt with as quickly as possible, 

following a consistent, thorough and fair process  

For vulnerable adults (over 18 years of age)   

The Adult Safeguarding Team within Hertfordshire work alongside Safeguarding Adults from 

Abuse (SAFA) to assess and manage all allegations/ incidents against vulnerable adults 

residing in Hertfordshire County Council.    

  

Reporting Process  

  

Reporting for a child (under the age of 18)   

Referrals can be made to the team of Local Authority Designated Officer’s at Hertfordshire 

via LADO.Referral@hertfordshire.gov.uk  

  

The email address is managed by the LADO team.    
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Referrals made to the Hertfordshire LADO must be submitted using the Hertfordshire 

Referral Form to Local Authority Designated Officer (LADO). You can find a copy saved 

within the ‘Children’s Home’ shared ‘Safeguarding Folder’.     

Following this, you will still need to complete the Hertfordshire Safeguarding Children’s 

online portal and inform 'CS Notifications' <CS.Notifications@hertfordshire.gov.uk> 

Reporting for a vulnerable adult (over the age of 18)   

Referrals can be made to the Adult Safeguarding Team at Hertfordshire via their online 

portal: https://hcsportal.hertfordshire.gov.uk/web/portal/pages/SAFA#hInitialReferralDetails   

  

The portal is managed by the Hertfordshire Adult Safeguarding Team, Adult Care Services.    

Referrals made to the Hertfordshire Adult Safeguarding Team must be submitted using the 

Online Portal found on the Hertfordshire Website above.   

 Following this, you will still need to inform 'CS Notifications' but will not need to complete the 

Hertfordshire Safeguarding Children’s online portal. 

 

Responding to an allegation or concern   

An allegation against a person working with children or vulnerable adults can be made by 

people in a range of different circumstances. Some allegations are made by children or 

vulnerable adults; some allegations are made by colleagues or other professionals; others 

are made by parents or members of the community.   

  

Everyone who receives information about an allegation should take it seriously. The majority 

of allegations against professionals or volunteers relate to their behaviours towards children 

or vulnerable adults in the workplace. However, allegations can also relate to the 

professional’s or volunteer’s personal life or to the care of their own children.   

  

Finally, in some cases, there may have been an allegation of abuse against someone 

closely associated with a member of staff and there are concerns this may present a risk of 

harm to children or vulnerable adults for whom the member of staff is responsible.  

  

In all cases, the general principles outlined in the Working Together to Safeguard Children 

(July, 2018) apply.   

  

The person receiving the report    

Should:   Should not:   

Make sure children and vulnerable adults 

are safeguarded   

Ask leading questions if seeking 

clarification   

Write down what has been said and record 
the circumstances in which the allegation 
was made   
  

Make assumptions or offer alternative 

explanations   

https://hcsportal.hertfordshire.gov.uk/web/portal/pages/SAFA#hInitialReferralDetails
https://hcsportal.hertfordshire.gov.uk/web/portal/pages/SAFA#hInitialReferralDetails
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Report the matter to a Designated 

Safeguarding Officer, or the Designated 

Safeguarding Lead   

Promise confidentiality but assurance 

should be given that the information will 

only be shared on a ‘need to know’ basis  

  

  

The Designated safeguarding Lead    

Should:   Should not:   

Confirm children and vulnerable adults are 

safeguarded and supported with appropriate 

measures   

Investigate the allegation   

Obtain the written account which has been 
prepared by the person to whom the 
allegation has been made  
  

Interview the subject  

Record details of potential witnesses  Interview potential witnesses  

  

Record the details of any discussions and 
the rationale for any decisions that have 
been made about the child/ vulnerable adult/ 
member of staff- including suspension of 
staff using the St. Elizabeth’s Suspension 
Risk Assessment. You can find a copy 
saved within the ‘Children’s Home’ shared  

‘Safeguarding Folder’   

  

  

Assess if this is RIDDOR reportable  

Refer to LADO or Adult Safeguarding Team 
within 24 hours of the allegation being made  
  

  

Complete the Hertfordshire Safeguarding 
portal for children, or adults (18+) within 24 
hours 

 

Review a suspension risk assessment and 
take necessary actions. 
 
If agency staff, complete the assessment 
and inform the agency of the incident and 
actions and record this. 
 
Risk by Association Management Plan 
(RAMP) to be completed, if a member of 
staff is in association with someone who is at 
risk of harming children. 

 

Notify Ofsted of a Serious Event (Regulation  

40, Children’s Homes (England)  

Regulations 2015) within 24 hours of the 

allegation being made   
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The LADO and the Designated Adult Safeguarding Lead will:   

Confirm that children/ vulnerable adults have been safeguarded   

  

Consider whether further information is needed   

  

Review details of the allegation against the Hertfordshire: Dealing with Allegations against 

Adults that Work with Children LADO Threshold Document. You can find a copy saved 

within the ‘Children’s Home’ shared ‘Safeguarding Folder   

  

Determine whether there is sufficient evidence or information that establishes that the 
allegation is unfounded or false   
  

Determine whether multi-agency, or an internal investigation of the allegation and/or risk 
of harm to a child is indicated   
  

Consider whether suspension of the individual is indicated, if the Designated Safeguarding 
Lead has not yet made that decision   
  

  

Outcomes  

The potential outcomes from the initial referral to the LADO and Adult Safeguarding Team, in 

terms of the investigation of allegations or concerns are:  

1. Substantiated: there is sufficient evidence to prove the allegation. 

2. Unsubstantiated: there is insufficient evidence to either prove or disprove the allegation. 

The term, therefore, does not imply guilt or innocence. 

3. Unfounded: to reflect cases where there is no evidence or proper basis which supports 

the allegation being made. 

4. Malicious: there is sufficient evidence to disprove the allegation and there has been a 

deliberate act to deceive. 

5. False: there is sufficient evidence to disprove the allegation. 

 

 


