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Reporting a Safeguarding Concern
This form should be used to record safeguarding concerns. In an emergency please do not delay in informing the police or social services. All the information must be treated as confidential and reported to the Institute Safeguarding Contact (ISC) within one working day or the next working day if it’s a weekend. The form should be completed at the time or immediately following the event or disclosure, but after all necessary emergency actions have been taken. Please complete the form as fully as possible.
The contents of this form will be shared with the diocesan Head of Safeguarding as soon as possible after submission to the ISC.
	Date and time of event or disclosure
	Date
	Time

	
	
	

	

	We may need to contact you for more information, please include your contact information

	Name
	
	Role
	

	Telephone
	
	email
	

	

	Details of person affected

	Name
	
	Address
	

	Telephone
	
	email
	

	

	Details of event or disclosure
(Please describe in detail, using only the facts and actual words used if possible)

	





	

	Witnesses to event (if any)
Name and contact details


	1.
	2.

	

	Describe initial actions taken

	






	Date and time referred to diocesan Head of Safeguarding
	
	

	
	
	

	

	Details of advice received

	





	

	Additional information if required

	





	

	I have completed this form providing factual information only, without views or opinion

	Signed
	
	Date
	

	Please submit this completed form to the Institute Safeguarding Contact via registry@maryvale.ac.uk , Maryvale House, Old Oscott Hill, Kingstanding, Birmingham B44 9AG. If you need to discuss your concerns, or the contact of this form please contact (0121 325 2410)

	Date and time of submission to Institutional Safeguarding Contact (if not completed by the ISC)
	Date
	Time

	
	
	

	Date and time form copied to diocesan Head of Safeguarding
	Date
	Time

	
	
	





[bookmark: _GoBack]This form can be downloaded from our website www.maryvale.ac.uk, under Regulations and Policies
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