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CHILD PROTECTION INCIDENT REPORT FORM
	CHILD PROTECTION INCIDENT REPORT	

	Date of incident
	


	Time of incident
	


	Location of Incident
	




	SECTION A – CHILD’S PERSONAL DETAILS

	Name of Child	

	

	Date of Birth	

	
	Ethnicity
	

	Disability Y/N
If yes, please detail:


	Full Address



	Telephone

	Name of Parent/Carer

	

	Address 
(if different from above)

	


	
	SECTION B – NATURE OF INCIDENT

	Is this report based on: (please tick as appropriate) 
□ An incident you have witnessed?
□ A concern you have based on potential indicators of abuse?
□ An allegation or concern that has been reported to you by someone?

If the allegation has been reported to you by someone else, other than the child, please give their details:
Name:
Address:

Post code:

Telephone Number:




	CHILD PROTECTION INCIDENT REPORT FORM (Continued)

	SECTION C – DETAILS OF THE INCIDENT/CONCERN/ALLEGATION

	DETAILS - Please give full details of the incident(s) / concern(s) / allegation(s) including exactly where (venue / exact location), when (date/time) and what is alleged or believed to have happened:
 







	OBSERVATIONS - Please include a description /location of any visible injuries and a description of the child’s behaviour, and physical and emotional state:









	CHILD’S ACCOUNT OF INCIDENT - Complete this section if the child reported the incident to you, recording exactly what the child has said has happened (including how any bruises or other injuries have been caused) and anything you have said to the child:









	OTHER DETAILS






□ Tick here if you have continued on a separate sheet. Ensure you have attached the sheet to this document.

	ALLEGED ABUSER - Do we have the name and any contact details of the alleged abuser?





	CHILD PROTECTION INCIDENT REPORT FORM (Continued)

	SECTION D – REPORTING OF INCIDENT

	Are parents / carers aware of the concerns / allegations?
	

	If yes, how did they become aware?	
	

	Is the alleged abuser aware of the concerns/allegations?	
	

	If yes, how did they become aware?	
	

	Have Social Services been informed?	
	

	If so, who did you speak to?
	

	At what time did you speak to them?

Case Reference Number:
	

	Have the police been informed?
	

	If so, who did you speak to?

At what time did you speak to them?

Case Reference Number:	
	



	SECTION E – YOUR DETAILS

	Your Name	

	

	Your Address

	

	Contact Telephone Number – Daytime

Contact Telephone Number – Evening

	

	Signature

	

	Date	
	


			
This form must now be passed immediately to:
Designated Safeguarding Lead for Children, 
Active Gloucestershire, City Works, Alfred Street, Gloucestershire, GL1 4DF
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FLOW CHART FOR REPORTING CONCERNS ABOUT CHILDREN: Part 1 – Staff procedure
**CONFIDENTIALITY is key in child protection work**

	
1. Staff, Coach, Volunteer has observed concerns about a child
2. Staff receive phone call about child protection or safeguarding issue
3. Staff, Coach, Volunteer have face-to-face report of concerns about a child

Remember: It is not your responsibility to decide whether child abuse is taking place or not, but to report where you have concerns or an allegation has been made to protect a child.
Ensure you write ONLY what is said. Do not ask leading questions, or make assumptions. The law is very strict, and a child abuse case can be dismissed if it appears the child has been led or words have been suggested

Active Gloucestershire strongly encourages staff to observe carefully the behaviour of children and young people and fellow colleagues, and others, to ensure abuse is not occurring or persisting.

In instances where enquiries arise from members of the public (including parents) and ANY branch of the media, all staff direct this call to the DSL, if available, or respond with a ‘no comment’ response.





Contact details
Appendix holder
Name: Nicky Harverson 
Children and Young People’s Designated Safeguarding Lead
Phone/email: 01452 393607 nickyharverson@activegloucestershire.org
 
NSPCC helpline 0808 800 5000 We are committed to reviewing our policy and good practice annually.
 
Key compliance dates:
 
	Last Review
	November 2023

	Next Review
	November 2024



