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Safeguarding Report Form 

In an emergency always contact the police by dialling 999
This form is to be used to record basic information in the light of an 
allegation, suspicion or disclosure of a potential safeguarding concern. 
This form can be used for concern about an adult or child. Please ensure you keep this form confidential and send promptly to the Designated Safeguarding Lead. 


	1. Your Details

	Name
	

	Tel
	

	Email
	

	Relationship to person being referred
	

	Name and contact details of all witnesses\other people who have concerns.
	

	2. Details of individual at risk

	Name
	

	Age band (child/young person/adult/older adult)
	

	Address and/or contact details


	

	If the person being referred is an adult has consent to share this information been given?
	Yes/No/NA

	If no, please explain why consent has not been given and you have chosen to report anyway:


	3. Details of disclosure/concern

Please record facts, do not attempt to speculate. Include as much information as you are able. Do not attempt to lead or investigate. Record the persons own words if possible. 

	Source of risk (e.g. self/lives with individual/online)  
	

	Describe what has happened, when (date and time) and why. Describe how the person was harmed (explain any injuries) or put at risk.
	

	Does the person have any additional support needs (e.g. disability)
	

	Have any actions been taken to make the person safe?
	

	Does the person have a support network? – Please provide contacts 
	

	If reported to police please provide log or incident number
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