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SAFEGUARDING LEAD REPORT FORM 
(for use by Safeguarding Lead - This form can be filled in electronically. If the form is 
handwritten care should be taken to ensure that the form is legible) 

Information 
received by SC: 

Date: Time completed: From whom: 

Any advice 
sought, if 
applicable 

Date: Time completed: Source of advice: name/organisation: 

 

 

 

Advice received: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Advice received about informing parents or in the case of adults, seeking 
consent/capacity1: 

 

 

Initial 
Assessment of 
concern 
following advice2 
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Action taken with 
reasons recorded 

(e.g. Referral 
completed, 
monitoring advice 
given to 
appropriate staff, 
CAF etc) 

Date: Time completed: By whom: 

 

Referral To whom 

Signposting to other community resources 

 

Pastoral Care and other support from church 

 

Ongoing Monitoring 

 

 

Parent/carer 
informed? 

Y Who spoken to: 

 

 

 

 

Date: Time: By whom: 

 

 

N Detail reason: 

 

 

 

Any other 
relevant 
information 
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Name of 
Safeguarding 
Lead: 

 Signature:  

 

 

 

 

 

OVERVIEW OF ACTIONS3: 

 

 

 

 

 

 

 

 

 

 

S.No. Date Outcome (if known) Service currently 
involved 

Ongoing support offered 
by church (this can include 
monitoring)- include dates 

1.      
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Guidance notes for Form (Safeguarding Leads): 

 

Following are some helpful pointers in completing the above form(s): 

 

1. Importance of consent from parents/carer or adults (in the light of mental capacity) 
– With regards to children, consent of the parents is considered important before a 
referral is made to external agencies, unless of course doing so will place the child(ren) 
at greater risk of harm. With regards to adults, it is important to be aware that their 
consent is crucial before reporting concerns onto statutory agencies. The individual’s 
mental capacity will also be a significant factor to consider at this stage. You can always 
seek the advice of local authority social services. 

 
2. Initial assessment - Based on the advice you may have received from relevant 

individuals/agencies (i.e. this could be school/thirtyone:eight/CEOP etc), what are the 
concerns categorised as? 

 
3. Overview of actions - Includes a summary of the actions taken so far and who holds 

responsibility for it. You can use this section to add on information gathered when 
monitoring the situation or offering pastoral care over a defined period of time.  
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