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Safeguarding Record Form
	Name of person filling in form
	

	Contact number and email address
	

	Date form filled in
	


Details of disclosure or observation

	Date of incident
	

	Name of person incident is about
	

	Age of person (if under 18 or write adult)
	

	Address of person
	

	Where disclosure or observation occurred 
	


	Details as disclosed to you. Do not try to fill in the gaps or make assumptions about the meaning. Please try only to use the words as they were said to you.

If your concern is something that you observed then please describe what you saw.

	Write on the back if more space is needed 

	Was any further action taken at this time? If so, describe what and by who

	


For office use only

	Date form received
	

	Staff member
	

	Action required
	

	Action taken
	

	Authorised by 
	


