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SAFEGUARDING CONCERN / REFERRAL FORM
IF SOMEONE IS IN IMMEDIATE DANGER 
Call 999 or arrange urgent medical help. If a child or adult may be at significant risk, contact the relevant children’s or adult social care service without delay. Then tell the Diocesan Safeguarding Team. 
HOW TO USE THIS FORM 
Complete what you know. Do not delay sending the form because information is missing. Write “Not known” where needed. Record facts and the person’s own words. Do not investigate or ask leading questions. Send securely to safeguarding.team@liverpool.anglican.org. 
What is the main reason for contacting the Diocesan Safeguarding Team?
☐ Advice or consultation
☐ Current safeguarding concern
☐ Allegation about a Church Officer
☐ Historical abuse or harm
☐ Sharing information
☐ I am reporting something that happened to me
☐ Other: __________

Are you aware of any previous or related concerns involving any of the people named in this form?
☐ Yes ☐ No ☐ Not known
If yes, give brief details, including when and to whom they were reported: __________

Section 1: Your details
	
Date you are completing this form:

Parish/PCC/Church/Cathedral area name and full address: 

Your name:

Your role (e.g. Parish safeguarding officer, clergy etc.)

Your email address:

Your phone number(s): 

If somebody else told you about the concern 
(Give their name, contact details and relationship to the people involved, if known):






 

Section 2: Person(s) who may have been harmed or may be at risk
	
	Full name:
	 

	Date of birth / age, if known: 
	 

	Address / current location: 
	 

	Phone / email, if safe and known: 
	 

	Is the person: 
	☐ Under 18   ☐ Adult   ☐ Not known 

	Parent / carer details, if relevant: 
	 

	Communication, language, disability or access needs: 
	 

	Church connection / activity, if any: 
	 

	Are they aware this form is being sent? 
	☐ Yes   ☐ No   ☐ Not known 


Other people who may also be at risk: 
Include children, adults, dependents or a wider group.

How and when is it safe to contact this person?
Preferred method: ☐ Phone ☐ Text ☐ Email ☐ Other
Is it safe to leave a message? ☐ Yes ☐ No ☐ Not known
Any contact restrictions or safety considerations: __________




Section 3: Person whose behaviour or circumstances are causing concern
	Complete what is known. Do not contact or alert the person if doing so could increase risk or affect an enquiry.

	Full name: 
	 

	Date of birth / age, if known: 
	 

	Address / contact details, if known: 
	 

	Relationship to the person at risk: 
	 

	Church role or connection: 
	

	Parish, cathedral, organisation: 
	 

	Do they currently have access to children or adults at risk? 
	☐ Yes   ☐ No   ☐ Not known 

	Do they know this form is being sent? 
	☐ Yes   ☐ No   ☐ Not known 


Anything else the Diocesan Safeguarding Team needs to know about current access or risk?

How and when is it safe to contact this person?
Preferred method: ☐ Phone ☐ Text ☐ Email ☐ Other
Is it safe to leave a message? ☐ Yes ☐ No ☐ Not known
Any contact restrictions or safety considerations: __________




Section 4 – Concern details
	Give a clear factual account. It is fine to say that something is not known.
 
Describe the concern, allegation or disclosure 
Include what happened, when and where, who was present, and any impact or injury. Make clear what you saw or heard yourself and what somebody else reported




Record the person’s own words 
Use exact words as far as possible. Do not interpret, investigate or ask leading questions. 





Date/time of incident, or period concerned: 
	 
Date/time you became aware: 
	 
Where it happened:	 

Witnesses or others with information: 
	 
Records available: (Notes / Emails/messages /Documents)   





Section 5: Risk, wishes and action already taken
	Tell us what is happening now and what support or action is needed. 

Is the concern current or ongoing? 	 

Is there continuing access to the person at risk? 
	 
Your view of urgency? 	 

Does the person agree to information being shared? 	

What does the person want to happen? 	
 
Why are you concerned about risk now? (Include threats, escalation, access, dependence, isolation, health needs, other people at risk and support already in place)

People or services already contacted?

Immediate safety or pastoral measures now in place (include who is responsible and what still needs to happen).



Section 6 – CONFIRMATION
	I confirm that this form is accurate to the best of my knowledge. I have identified what I know directly and what has been reported by someone else. I understand that information may need to be shared on a proportionate, need-to-know basis to protect a child or adult. 

Name:

Signature / electronic confirmation:
 	 
Date and time:
 	 



The Diocesan Safeguarding Team will store this information securely and use it to assess and respond to the concern. Information may be shared proportionately with statutory agencies, relevant Church bodies or other people where this is necessary to protect a child or adult, manage risk or meet a legal obligation. 
We aim to acknowledge receipt within 48 hours. If you do not receive an acknowledgement, or the risk increases, contact the Safeguarding Team by telephone. Do not assume that an email has been received or read.
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