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1. Begin by making a telephone referral. This 
may involve ringing a call centre and going 
through a screening system. So you need 
to be clear that you are telephoning about a 
safeguarding matter. Be prepared to speak 
to several people. The service may need to 
ring you back. 

2. Ensure you take the name of the person you 
have spoken with and their contact details.  
If you are told you will be rung back and 
this does not happen, ring again and ask to 
speak to the team manager. Always make 
sure you know that the referral has been 
received and is being acted on. 

3. Remember always to:
 ask what will happen next 
 follow up the telephone referral with a 

written referral
 ensure that the Church, circuit and district 

safeguarding officer are aware.

4. If you don’t have all the relevant information 
refer anyway. Don’t delay reporting concerns 
because not all the details are known. 

5. Information which should be included in a 
referral
 The name of the child/adult and other 

significant people. Check spelling. Note – 
some cultures put the surname before the 
first name.

 Dates of birth of significant people.
 Addresses and any other contact details.
 The immediate concern prompting the call 

for advice/referral. Be specific and don’t 
use jargon.

 Any known or previous issues of concern. 
For example: mental illness, drug/alcohol 
misuse, multiple addresses/short periods 
at previous address.

 Any previous involvement with social care 
services. Include any actions taken.

 Any professionals, you are aware of, 
currently involved with the family.

 If the family/young person/adult is aware 
of the referral (usually not at this stage).

 Any work previously undertaken with the 
family by the church/church officers. 
Include what has worked well and what 
was not successful.

 Family strengths. This will need to include 
any observed protective behaviour or 
reported accounts of protective behaviour.

6. Issues to note 
 Aim to be as factual as possible. The 

principles for good practice in recording 
apply here. If you need to give an opinion, 
make sure that it is clear that is what you 
are saying and back it up with as much 
evidence as possible. Be clear as to what 
you saw/heard and what someone else 
told you. 

 Give as much information as possible. 
Time will be of the essence in order for 
appropriate action to be taken. BUT do not 
delay making the referral if you don’t have 
all these pieces of information. 

 In local authorities what was once known 
as ‘social services’ is now generally 
divided into adult services and children, 
family and young people’s services. Each 
local authority uses a different title for 
their department and for the team which 
takes referrals. The system and name of 
the team which takes referrals may vary 
(the Initial Response Team/Referral and 
Assessment Team). 

 Be as persistent as necessary.
 Local services can also be used as a 

source of advice and guidance – and as 
a sounding board about concerns. You 
can often reach agreement to discuss a 
case anonymously, in order to get help in 
deciding whether to make a referral.
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