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If you suspect or have been told that a child, young person, or adult is at risk of harm, has been abused or neglected then you have a duty to report this as a Safeguarding Concern. Our priority as a Church is a timely response to historic, known or suspected safeguarding concerns to protect those at risk. If the concern indicates a crime has happened or that someone is at immediate risk of harm or risk to life, call 999 or 101

The following diagram explains the process you need to follow and contains the Safeguarding Concern Form attached for you to complete.






























Remember the core safeguarding principles:
· Listen carefully and take seriously what is said.
· Use open questions, do not rush the person, or overly question them and remain calm. Allow the person to tell you what happened. Be mindful of their age and understanding.
· Offer reassurance that disclosing is the right thing to do. Don’t promise you can keep it confidential.
· Don’t offer alternative explanations or make assumptions.
· Don’t contact the person(s) whom the allegation and concern refer to.

Safeguarding Concern Form 

Please complete this form, giving as much detail as possible to enable the Parish Safeguarding Officer to take appropriate and informed action. Be wary of assumptions, record factually the account of what was shared.
Where additional pages are needed, please number these and securely attach these to this form

	Name of person you are worried about
(if relevant include pronouns)
	

	Age / Date of Birth (if known):
	

	Any additional needs identified including disabilities or language barriers?
	

	Do we have details of the person we are worried about on ChurchSuite?
	Yes / No (delete as appropriate)

	Your name (this is the name of the person who became aware of the worry)
	

	What position if any do you hold in relation to the person we are worried about? 
(Head of Ministry / Leader / Staff member / Congregation Peer)
	

	Date & Time you were made aware of the worry:
	

	Having completed this form, would you like to be contacted for some wellbeing/pastoral support?
	Yes / No
If yes, please provide contact details (telephone / email)



Who was involved: (names of those involved or who have/may of seen)


What happened: (Tell me, explain to me, Describe to me. Please give exact quotes in speech marks)






Continued on Page 2

When and where did it happen: (Dates, Times & Locations) 





Who have you told about this incident:




What does the person want to happen in sharing this information:






Action Taken: 

	Name of Ministry Lead / Head of Ministry / Leader / Clergy / PSO you have reported this concern to:
	

	Date & Time of Form Placed in Church Office:
	

	Was Email / Text notification sent to PSO? 
Email to: safeguarding@ctk.org.uk
Text: 07803 119914
	Email: Yes / No       Date:                 Time:
Text: Yes / No         Date:                 Time:



Parish safeguarding Officer: Allan Jones: 07803 119914 safeguarding@ctk.org.uk
Diocesan safeguarding Officer:	safeguarding@peterborough-diocese.org.uk 01733 887040
Diocesan Assistant Safeguarding Officer:	01733 887039



You receive information about potential/actual/historic abuse or neglect, or you have a suspicion regarding something you have seen. Remember if there is immediate risk of harm, risk to life or a crime may have occurred, call 999 or 101


You must notify the Ministry Lead / Head of Ministry / Leader of Event or Activity of the concern raised. 
If the alleged perpetrator is someone in this position, then the Parish Safeguarding Officer (PSO) is to be contacted for support/advice. 
The identified leader or PSO will provide oversight as to whether emergency service involvement / safeguarding processes need to be completed.


You must complete a Safeguarding Concern Form within 24 hours of you receiving the safeguarding concern or suspicious activity information. 



The Safeguarding Concern Form should be placed in a sealed envelope with all material of relevance to the concern (e.g. handwriten notes of conversation, pictures or letters written by the person raising the concern). You are to place a signature date and time across the seal. Envelope is to be addressed to PSO.

If possible you are to place the Safeguarding Concern Form in the Church Office and email safeguarding@ctk.org.uk and/or text Parish Safeguarding Officer (PSO) as to when the form was placed in the office, or inform the PSO immediately by text or email using the information given on sheet 2 of the form.


PSO will identify suitable person who either holds a line manager position or Ministry Lead position to provide an offer of pastoral and welfare check for you within (timescale to be defined) from point of concern being raised. You are encouraged to reach out to request support to the PSO at any point.
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