Safeguarding and Incident Report Form_YEF Funded Organisation

Please use this form if you are a YEF funded organisation reporting on an incident related to your programme to record any child protection or serious safeguarding incidents, per the definition provided in appendix 7. This form should be sent to serious.incident@youthendowmentfund.org.uk within 48 hours of the incident. The incident should also be recorded in your subsequent Quarterly Monitoring Report send to your YEF Point of Contact.

In an emergency, do not delay in informing the emergency services. All the information on this form must be treated as confidential and reported to the YEF DSO as soon as possible.

When completing this form, keep the information included as factual as possible and do not include any subjective observations e.g. ‘the child seemed confused’. Do not include any personal information outside of your own (as the individual reporting the incident). To refer to a child or vulnerable adult involved in the incident, you may use a code, such as ‘person A’. 

Please complete this form as fully as possible.
	Your name and position
	

	Your email and telephone
	

	Date of disclosure (or date the funded organisation became aware of the incident)
	

	Time disclosure (or time the funded organisation became aware of the incident)
	

	Location of disclosure (where applicable)
	

	Date (or range of dates) of incident
	

	Time of incident (if known)
	

	Is the incident still ongoing?
	

	Where incident took place
	


	Age of the person or persons who have been (or are alleged to have been) abused or mistreated
	

	Describe the connection to the funded organisations of the person(s) who has been or is alleged to have been abused/ mistreated (e.g. beneficiary, trustee, volunteer, staff member)
	

	Details of people involved (if known)
	

	Brief description of incident including:
· type of abuse or mistreatment (e.g. sexual, physical, psychological)
· anything said during the incident (verbatim if possible)
· physical appearance or behaviour of those involved
· observations of parents and/or carers present
	

	Details of any witnesses including contact details:
	

	Do you know or suspect that a crime has been committed?
If yes, have the police been informed?
	

	Have you reported the incident to any other regulator(s) or statutory agencies (e.g., the local authority, or clinical commissioning group)?
	




	Detail the action you have/will take (e.g. notify YEF DSO, notify project lead)
	

	Did you notify anyone else? If so, who?
	

	Any other information (please detail anything else that you believe to be helpful or important)
	



