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Safeguarding Incident Report Form

· All allegations, complaints, or suspicions of abuse must be recorded as close as possible to the time of the incident. 
· Save as a word format document in the current month Safeguarding area of our Dropbox using the initials of the student as a document name.
· Safeguarding leads must be informed immediately: If you are initiating the use of this form, you need to alert a Safeguarding Lead. 
· Details of incidents should be recorded in as much detail and as accurately as possible. 
· Any disclosure of abuse must be a reflection of what was actually said.
· Do not try and interpret any of the information; just record what was said or witnessed. 
	Student Name, Sex, DoB/Age
	Name and initials of any inputter on this form

	
	 

	Type of incident
	Date this form was initiated, and Staff Member Name

	
	



Details of Incident (to be completed by the person who initiates form):
	










	DATE and Time
	INCIDENT LOG NOTES
	Staff Member INITIALS 

	
	



	

	
	




	


Please continue on an additional sheet if required – please use this same form for each additional page and add a page number.
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