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Safeguarding Confidential – Incident/Concern Recording

Please use this form to record any safeguarding incidents or concerns that are raised. The record is confidential and should be passed to the District Safeguarding Officer. The record should be completed as soon as possible following an incident.
PLEASE NOTE: If you are worried about contacting us and giving your details, please be assured that we will do what we can to support you. Please telephone your District Safeguarding Officer and they can talk with you about this. Your District Safeguarding Officer can also help you to complete this form. 
We can arrange pastoral care for you if you would find this helpful. If you would like this, please tick here,            or contact your District Safeguarding Officer.

	Yorkshire North & East  Methodist District 

	Ruth Lloyd - Regional Officer of Safeguarding
LloydR@methodistchurch.org.uk 
Phone: +44 20 7467 5261 | Mobile: 07817 749626

	Record completed by (include name, address & phone):
	

	Name and contact details of the person raising a concern/reporting an incident:
	

	Date of incident:

	

	Date the incident or report was raised:
	

	Police Incident or Crime Number (if applicable)
	

	Date of the first entry in this record:
	

	Names of the key people:

	

	Nature of concern: The allegation / behaviour / risk that is causing concern.    
(Names of principal parties are essential when/if a referral to Statutory agencies is necessary) Ensure you make a factual written record of your observations and any conversations - sign and date it.
	

	Privacy notice given to referrer/complainant?
	Yes/no 



	Who has information been shared with
	Date shared
	Name of person sharing
	Method used e.g. in person, phone,  email etc

	District Chair
	
	
	

	Circuit Safeguarding Officer
	
	
	

	Church Safeguarding Officer
	
	
	

	Superintendent
	
	
	

	Minister
	
	
	

	Chair DSG
	
	
	

	Supervisor
	
	
	

	Statutory agency
	
	
	

	DSO
	
	
	



Narrative
Please use this sheet to record details of the incident/concern. Include details of 
	Who was involved
	Where it happened

	What happened
	When it happened (dates and times),

	How it happened
	Why it happened



Include the details of any referrals made as a direct result of this incident/concern. 
	Date 
	Report and continue case notes
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PLEASE NOTE: 
We may need to share the information you have provided with other agencies to help ensure the person you are referring and others are safe. If the information is passed on to the statutory authorities your name may be disclosed to the person you are referring. 

Yorkshire North & East Methodist District cares about your privacy and your trust is important to us. Our Privacy Notice explains how Local Churches, Circuits and Districts within the Methodist Church in Great Britain collect, use and protect your personal information. It also provides information about your rights (paragraph 9 of the Privacy Notice) and who to contact (paragraph 1 of the Privacy Notice) if you have any questions about how we use your information. You can find our Privacy Notice online (www.tmcp.org.uk/about/data-protection/managing-trustees-privacy-notice).  Alternatively, if viewing this form on line click here to read our Privacy Notice.

Thank you for completing this form.          
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