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Safeguarding Incident Report Form (SGIRF):
To be completed by a volunteer who wishes to report concerns, allegations, or disclosures regarding a potential abuse:
Details of the person making the report (you):
	Your first name:
	
	Your Surname:
	

	Your position:
	
	Your contact number:
	


Details about the person of concern:
	Person’s first name
	
	Person’s surname
	

	Person’s date of birth:
	
	Person’s age:
	

	Person’s sex:
	[bookmark: Check1][bookmark: Check2]M |_| F |_|
	Disability (if relevant)
	

	Person’s address:
	



	Parent’s address
(if a child)
	

	Home phone number:
	
	
	


Disclosure details:
	Time of incident/disclosure:
	

	Date of incident/disclosure:
	

	Nature of incident/disclosure:

	



	[bookmark: Check3][bookmark: Check4]Are you reporting your own concerns |_| or those of someone else|_|? (please tick)

	If someone else's please state their position:
	


Report:
	Report the facts as you observe them (including visible injuries/behaviours):

	





	Report the account of the person making the allegation/disclosure (using their words where possible) making clear distinctions between fact and opinion/hearsay:

	





	Summarise the person of concern’s account of the incident(s) if available:

	





	Detail any witnesses to the incident with names and contact details:

	





	Detail any action taken including anyone else who has been consulted, with names and contact details:

	





	[bookmark: Check5][bookmark: Check6]If the incident relates to a child, have their parents been contacted: YES |_| NO |_|
Where there are concerns of suspected abuse carried out by a family member, please leave contacting parents to the Safeguarding Officers, who will only do so after consulting with Children’s Social Services in line with our policy.

	If YES what has been said:

	




This form must be submitted to the safeguarding officers immediately after the disclosure, and you must call our safeguarding officers to notify them if this is being done via email.
Safeguarding Incident Report Forms should be submitted in paper form directly to one of our safeguarding officers; or, via email to safeguarding@minsterchristiancentre.org.uk. 
If submitted via email, you MUST call or message one of our safeguarding officers to notify them that you’ve submitted a disclosure to ensure the disclosure is dealt with in a swift manner. 
The phone numbers of our current officers are in “Appendix 2” of the safeguarding policy. 
Envelopes for paper forms can be found in the safeguarding file. 
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