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Parish: St Andrew’s Church Kettering
Case Number:
(Diocese will allocate)

Report a Safeguarding Concern                                                                                    




	Subject 1

Alleged Victim



( if relevant)


DOB
or approx. age
	Name and Address:






	Tel/Mob/Email

Email

Telephone: 



	Subject 2

Alleged Abuser 


( if relevant)


DOB 
or approx. age 
	Name and Address:







	Tel/Mob/Email

Email

Telephone:




	Person completing form
	Position (vicar, group leader etc.)
	Church/Agency
	Tel/Mob/Email

	
	
	St Andrew’s Church
	

	                                                                                             (Leave blank)

(Leave blank)


date(s) referred                                      date opened/reopened       date(s) closed 

	                    







 Child/Children             Adult               Allegation (against church officer)             as appropriate                         
                                                        
                                     



Physical                                           Domestic Abuse





Neglect                                             Financial                       
                                                                                                                   




Emotional                                         Discriminatory




Sexual abuse                                   Institutional
                                                                    



Sexual abuse non-current               Other

Child Sexual Exploitation                 Notes      



                   


Initial information:   See report below.  (Guidance on completion can be found at the end of this document).


	Name, age, address and contact details of parent / guardian / carer

	

	Position of person causing concern (e.g. Group leader, Music leader, Vicar etc)


	

	Nature of the concern, including dates, time etc. of any specific incidents: (allegation / behaviour / risk that is causing concern)











	
















	Who have you spoken with about the concern and what was said?











	

	Have you spoken with the parent / guardian / carer – if so when and what was said?





	

	Has anybody spoken with the person causing the concern? If so when and what was said?








	

	Are there any risks to any person – if so what and what action has been taken to deal with any risks?


	

	Have you consulted anyone else within the church – if yes when and who?



	

	Have you consulted anyone else outside the church – if yes when and who? (e.g., police, multi- agency safeguarding hub, adult care etc.)

	

	Detail any advice or instructions that have been provided to you or to any parties detailed within this report.  When was the advice given and who gave the advice?

	

	Is the person the concern is about aware that this matter has been referred?  Yes or No

If Yes: Have they consented?  Yes or No
	



Report completed by:                                                   Date (including year):

Guidelines for responding to a person disclosing abuse

Respond

Do:
• Listen.
• Take what is said seriously.
• Only use open questions (open questions begin with words like: who, what, when, where and how. Open questions cannot be answered with a ‘yes’ or ‘no’).
• Remain calm.
• Take into account the person’s age and level of understanding.
• Check, if face to face, whether they mind you taking notes while they talk so you can make sure you capture the information accurately. At the end you can check with them that you have understood everything correctly.
• Offer reassurance that disclosing is the right thing to do.
• Establish only as much information as is needed to be able to tell your activity leader/ Parish Safeguarding Officer/ DSA and statutory authorities what is believed to have happened, when and where.
• Check what the person hopes to happen as a result of the disclosure.
• Tell the child or adult what you are going to do next.

Do not:
• Make promises that cannot be kept (e.g., that you won’t share the information).
• Make assumptions or offer alternative explanations.
• Investigate.
• Contact the person about whom allegations have been made.
• Do a physical or medical examination.

Record

• Make some very brief notes at the time, if appropriate, and write them up in detail as soon as possible.
• Do not destroy your original notes in case they are required by the DSA or the statutory authorities.
• Record the date, time, place and actual words used, including any swear words or slang.
• Record facts and observable things, not your interpretations or assumptions.
• Don’t speculate or jump to conclusions.

Report

• If there is immediate danger to a child or adult contact the police.
• Otherwise report to your activity leader/Parish Safeguarding Officer/incumbent immediately.
• Within 24 hours the PSO/incumbent must report the concerns to the DSA.
• The DSA will advise regarding reporting to statutory agencies within 24 hours.
• If there is any doubt seek advice from Children’s/Adult's Social Care or the police.
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