Harlow Council Safeguarding Record

To be completed immediately by Staff, Volunteers, Members and Contractors working for and on behalf of the Council when there are Safeguarding concerns in relation to a child, young person or adult with care and support needs.

	Date and time: 

	

	Name and contact details of person reporting the concern:
	

	Manager/Supervisor’s name and contact details:
	

	Service and location:
	

	Name, address and D.O.B  of the person you are concerned about (if known):

	

	Is the address a council tenancy? 
	Yes / No

	Reason for concern: (To include source of information and contact details where relevant and possible. Continue on separate sheet if necessary)


	Action taken: (To include names and contact numbers of anyone else you have spoken to in respect of your concerns) 
N.B It is not an option to do nothing!


	

	Is a referral to Social Care required? Whenever possible this should be discussed and agreed with your line manager and/or the Designated Safeguarding Officer before referring.
	Yes/No

	If a referral is required please give details of when and how the referral was made: 

	

	Date and time your Manager/Designated Safeguarding Officer was notified of concern/action:
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