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[bookmark: _heading=h.1opuj5n]Appendix 1
[bookmark: _heading=h.48pi1tg]Concern reporting form
Please complete this form as soon as possible if you have any concerns about a pupil
	Pupil’s name
	

	Pupil’s DOB
	
	Day/Date/Time
	

	Name of member of staff noting concern
	



	Details of concern 
(Please describe as fully as possible and use the pupil’s own words where applicable. Include names of witnesses, if relevant, and any immediate action taken.) 














Body map attached:          Yes        No



Signature:                                                                                 Date:



Please ensure that the completed form is given to the Designated Safeguarding Lead or Deputy Designated Safeguarding Lead (you may wish to use the names of the leads)

	Actions taken

	Date
	Person taking action
	Action
	Signature

	
	














	
















	



	If the parent or carer has NOT been informed, please state the reason for this decision:






Signature:                                                                                 Date:



Appropriate feedback must be given to the person completing the Record of Concern Form

	Feedback given to:


	
	Feedback given by:

	

	Signature:

	
	Date:
	



It may be useful to record the category of the concern for monitoring purposes and to identify any areas for training, education etc. Delete/add categories as appropriate

	Physical
	
	
	CSE
	

	Emotional
	
	
	Radicalisation
	

	Sexual Abuse
	
	
	Peer on Peer Abuse
	

	Neglect
	
	
	Online
	

	CME
	
	
	Sexting
	

	FGM
	
	
	Mental Health
	


[bookmark: _heading=h.2nusc19]
[bookmark: _heading=h.2wohm15c2d8x]     Appendix 2
[bookmark: _heading=h.1302m92]Concerns flow chart (You may use your own) 
Raising safeguarding concerns about a childConcerns put in writing on a name of form used in your school

Designated safeguarding lead(s):

Safeguarding governor:



	Hand name of form to:
…………………………………….



Concern form is reviewed by DSL who makes a decision about the next steps to take




Decision is made to discuss the concern with the parents or carers
Decision is made to monitor the concern
Decision is made to refer the concern to Children’s Social Care



Monitor
Discuss
Refer

DSL discusses decision with the headteacher and they agree to refer to Children’s Social Care
Having discussed the concern with the parents or carers, the DSL decides that further discussion with parents or carers is needed, the concern should be monitored or referred to Children’s Social Care
Class teacher or form tutor is asked to monitor pupil and feedback to the DSL within an agreed timescale

Refer
Monitor




Contact details for referrals to Children’s Social Care:
SPA: 01628 683150 
OUT OF HOURS: 01344 786543
LADO:	07774 332675 Add other boroughs if applicable
NSPCC Whistleblowing Helpline: 0800 800 5000





Remember, if necessary, anyone can report concerns directly to Children’s Social Care
Record


[bookmark: _heading=h.3mzq4wv]All decisions made and actions taken are recorded and stored with the concern form in a secure, confidential Safeguarding file



[bookmark: _heading=h.2250f4o]Appendix 3
[bookmark: _heading=h.haapch]Body map
 (This must be completed at time of observation)
	Name of Pupil:
	

	Date of Birth:
	

	Name of Staff:
	
	Date and time of observation:
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FRONT
BACK

	


Signature:
	


	


Date:
	



	Name of Pupil:
	

	Date of Birth:
	

	Name of Staff:
	
	Date and time of observation:
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	Signature:
	
	Date:
	




	Name of Pupil:
	

	Date of Birth:
	

	Name of Staff:
	
	Date and time of observation:
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PALM
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	Signature:
	
	Date:
	



	Name of Pupil:
	

	Date of Birth:
	

	Name of Staff:
	
	Date and time of observation:
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Signature:
	


	




Date:
	


[bookmark: _heading=h.319y80a]Appendix 4
[bookmark: _heading=h.1gf8i83]Links
Children Act 1989 Care Planning, Placement and Case Review: www.gov.uk/government/publications/children-act-1989-care-planning-placement-and-case-review
Children Act 2004: www.legislation.gov.uk/ukpga/2004/31/contents
Education Act 2002: www.legislation.gov.uk/ukpga/2002/32/section/175
Keeping Children Safe in Education 2025: Keeping children safe in education 2025 
Working Together to Safeguard Children 2023: Working together to safeguard children 2023: statutory guidance (publishing.service.gov.uk)
Inspecting Safeguarding in Early Years, Education and Skills: https://www.gov.uk/government/publications/inspecting-safeguarding-in-early-years-education-and-skills/inspecting-safeguarding-in-early-years-education-and-skills
Teachers’ Standards: https://www.gov.uk/government/publications/teachers-standards
What to do if You’re Worried a Child is Being Abused: www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
Information Sharing:
 www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
Attendance Statutory Guidance 
Working together to improve school attendance (applies from 19 August 2024)
Data Protection Guidance 
Data protection: The Data Protection Act - GOV.UK (www.gov.uk)
Statutory framework for the early years foundation stage:
https://d.docs.live.net/9b48153fdb534d79/Documents/AfC%20Work/KCSIE_2021_September_guidance.pdf
[bookmark: _heading=h.dxtjkha9fs1q]Early years foundation stage (EYFS) statutory framework
https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2 
Statutory guidance for alternative provision: https://www.gov.uk/government/publications/alternative-provision
RBWM Multi-agency Threshold Document:
digital_w_m_multi-agency_threshold_guidance_15_nov_23.pdf (rbwmsafeguardingpartnership.org.uk)

ACEs video: https://www.youtube.com/watch?v=XHgLYI9KZ-A

Mental health and behaviour in schools guidance: https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
NSPCC: https://www.nspcc.org.uk/keeping-children-safe/childrens-mental-health/
Mind: https://www.mind.org.uk/
Kooth: https://www.kooth.com/
Domestic Abuse Act 2021: https://www.legislation.gov.uk/ukpga/2021/17/contents/enacted
Children Missing Education Statutory Guidance: https://www.gov.uk/government/publications/children-missing-education
Local Guidance: 
https://rbwm.afcinfo.org.uk/pages/local-offer/information-and-advice/education/education-welfare-service-ews
Sexual Violence and Sexual Harassment Between Children in Schools and Colleges (DfE September 2021): 
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
Beyond Referrals Toolkit:
https://www.csnetwork.org.uk/assets/documents/CSN_BeyondReferrals_SchoolsGuidance_ARTWORK.pdf
When to call the police: https://www.npcc.police.uk/SysSiteAssets/media/downloads/publications/publications-log/2020/when-to-call-the-police--guidance-for-schools-and-colleges.pdf
Stop it Now: https://www.stopitnow.org.uk/concerned-about-a-child-or-young-persons-sexual-behaviour/preventing-harmful-sexual-behaviour/
Child Sexual Exploitation Definition and Guide: www.gov.uk/government/publications/child-sexual-exploitation-definition-and-guide-for-practitioners
Cyber Choices: https://nationalcrimeagency.gov.uk/what-we-do/crime-threats/cyber-crime/cyberchoices
National Cyber Security Centre: National Cyber Security Centre
Preventing youth violence and gang involvement: https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
Criminal exploitation of children and vulnerable adults: county lines: https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
Sharing nudes and semi-nudes: how to respond to an incident:
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-how-to-respond-to-an-incident-overview
Searching, Screening and Confiscation: https://www.gov.uk/government/publications/searching-screening-and-confiscation
Female Genital Mutilation Statutory Guidance: www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation[image: ]
Guidance Forced Marriage: www.gov.uk/guidance/forced-marriage
Asian Women’s Resource Centre: https://www.asianwomencentre.org.uk/
Modern slavery: how to identify and support victims: https://www.gov.uk/government/publications/modern-slavery-how-to-identify-and-support-victims
Looking After Someone Else’s Child: www.gov.uk/looking-after-someone-elses-child
Protecting Children from Radicalisation: The Prevent Duty: www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
Educate Against Hate: Educate against hate
Papyrus: https://www.papyrus-uk.org/suicide-prevention/
RCPCH updated guidance on fabricated or induced illness: https://childprotection.rcpch.ac.uk/resources/perplexing-presentations-and-fii/
Role and Responsibilities of the Designated Teacher: www.gov.uk/government/uploads/system/uploads/attachment_data/file/269764/role_and_responsibilities_of_the_designated_teacher_for_looked_after_children.pdf
AfC Virtual School: https://www.afcvirtualschool.org.uk/ 
Early Help Assessment: https://rbwmsafeguardingpartnership.org.uk/p/safeguarding-children/early-help-and-intervention 
Guidance for Safer Working Practice: 
Contextual Safeguarding: https://contextualsafeguarding.org.uk/about/what-is-contextual-safeguarding

RBWM threshold doc: 
digital_w_m_multi-agency_threshold_guidance_15_nov_23.pdf (rbwmsafeguardingpartnership.org.uk)
Child Missing Education: https://rbwm.afcinfo.org.uk/pages/community-information/information-and-advice/schools-and-education/educational-support-services/education-welfare-service 
Criminal Exploitation of Children and Vulnerable Adults: County Lines: 
https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
Teaching Online Safety: https://www.gov.uk/government/publications/teaching-online-safety-in-schools
Children who run away or go missing from home or care: https://www.gov.uk/government/publications/children-who-run-away-or-go-missing-from-home-or-care
NSPCC Responding to a child’s disclosure of abuse: https://www.youtube.com/watch?v=bvJ5uBlGYgE
SPA referral form: https://rbwmsafeguardingpartnership.org.uk/p/safeguarding-children/concerned-about-a-child 
Price training: https://www.pricetraining.co.uk/your-sector/schools-education/
Positive environments where children can flourish: https://www.gov.uk/government/publications/positive-environments-where-children-can-flourish/positive-environments-where-children-can-flourish
Use of reasonable force: https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools



[bookmark: _heading=h.40ew0vw]Appendix 5
[bookmark: _heading=h.2fk6b3p]The Seven Rs
[bookmark: _heading=h.upglbi]Receive  
Listen to what is being said, without displaying shock or disbelief. Accept what is said and take it seriously.  Make a note of what has been said as soon as practicable. 
[bookmark: _heading=h.3ep43zb]Reassure  
Reassure the pupil /student, but only as far as is honest and reliable.  Do not make promises you may not be able to keep, e.g.: “I’ll stay with you”, or “everything will be alright now” or “I’ll keep this confidential”.  Do reassure, e.g. you could say “I believe you”, “I am glad you came to me”, “I am sorry this has happened”, “we are going to do something together to get help”. 
[bookmark: _heading=h.1tuee74]Respond  
Respond to the pupil/student only as far as is necessary for you to establish whether or not you need to refer this matter, but do not interrogate for full details. 
Do not ask ‘leading’ questions, i.e. “did he touch your private parts?” or “did she hurt you?”. Such questions may invalidate your evidence (and the child’s) in any later court proceedings. 
Instead, make use of open ended questions which offers the child the opportunity to provide more information about an event in a way that is not leading, suggestive or putting them under pressure. Open questions may use: How? When? Who? Where? 
Questions beginning with the phrases “tell me”, “describe” or “explain” are useful: 
· Tell me what happened, tell me who was there…. 
· Explain what you mean when you say…. 
· Describe the place to me….  
· Do not criticise the alleged perpetrator; the pupil may care about him/her, and reconciliation may be possible.  
· Do not ask the pupil to repeat it all for another member of staff. Explain what you have to do next and whom you have to talk to. Reassure the pupil that it will be the designated lead for safeguarding or Headteacher.
[bookmark: _heading=h.4du1wux]Report 
Share concerns with the DSL as soon as possible. If you are unable to contact your DSL, deputy DSL, or most senior member of staff, if the child is at risk of immediate harm, you MUST contact Achieving for Children SPA service or Police.
If you are dissatisfied with the response from the DSL or children’s social work, you should ask for the decision to be reconsidered, giving your reasons for this.  
A formal referral or any urgent medical treatment must not be delayed by the unavailability of designated staff. 
[bookmark: _heading=h.2szc72q]Record  
If possible, make some very brief notes at the time and write them up as soon as possible. Keep your original notes on file.  
Any member of staff receiving a disclosure of abuse from a child or young person, or noticing signs or symptoms of possible abuse in a child or young person, will make a written record as soon as practical, recording the disclosure using the child’s own words, what was said or seen and the location both of the abuse and the disclosure. 
Record the date, time, place, person’s present and noticeable non-verbal behaviour, and the words used by the child. If the child uses sexual ‘pet’ words, record the actual words used, rather than translating them into proper words. 
A record of a concern, suspicion or allegation should be made at the time of or as soon as possible after the event. Dates and times of events should be recorded as accurately as possible, together with a note of when the record was made. 
Record facts and observable things, rather than your ‘interpretations’ or ‘assumptions’.  
A record should be made of any visible marks, bruising or injuries to a child that give cause for concern. This may be completed on a body map. (See Appendix 3). The child should not be examined intimately or pictures taken of any injuries / marks.  
All records must be signed and dated clearly with the name of the signatory clearly printed.  Children MUST NOT be asked to make a written statement themselves or to sign any records.  All records of a child protection nature (handwritten or typed) are passed to the DSL. 
[bookmark: _heading=h.184mhaj]Remember 
Support the child: listen, reassure, and be available.  Complete confidentiality is essential. Share your knowledge only with appropriate professional colleagues.  
Try to get some support for yourself if you need it. 
[bookmark: _heading=h.3s49zyc]Review  
· Has the action taken provided good outcomes for the child?  
· Did the procedure work?  
· Were any deficiencies or weaknesses identified in the procedure? 
· Have these been remedied?  
· Is further training required?
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