Eastern Multi-Academy Trust
Empower - Motivate - Aspire - Transform Raleigh

Infant Academy

Appendix 1: Draft Recording Form for Safeguarding Concerns

Staff, volunteers and regular visitors are required to complete this form and
pass it to the academy DSL if they have a safeguarding concern about a child
in our school.

Full name of child Date of Birth Class/Tutor/Form | Your name and position
group in school

Nature of concern/disclosure

Please include where you were when the child made a disclosure, what you saw, who else was
there, what did the child say or do and what you said.

Time & date of incident:

Who are you passing this information to?
Name:

Position:
[Ensure that if there is an injury this is recorded (size and shape) and a body map is

completed]
[Make it clear if you have a raised a concern about a similar issue previously]

Your signature:

Time form completed:
Date:




Eastern Multi-Academy Trust
Empower - Motivate - Aspire - Transform Raleigh
Infant Academy

Time form received by DSL:

Action taken by DSL:

Referred to...?

Attendance Police Just One CADS PSA Community & Other
Lead Norfolk Partnerships
Date: Time:

Parents informed? Yes/ No (If No, state reason)

Feedback given to...?

Pastoral team Teacher Child Person who recorded disclosure

Further Action Agreed:
e.g. School to instigate a Family Support Process, assessment by Children’s Services

Full name:
DSL Signature:
Date:
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Young Child

Indicate clearly where the injury was seen and attach this to the
Recording Form
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Older Child

At Raleigh Infant Academy and Admirals Academy the majority of staff use the
online tool ‘CPOMSs’ to record safeguarding concerns. Paper Safeguarding forms are
always available at both Academy offices for MSAs, visitors and volunteers, who do

not have access to CPOMs. Once complete these are handed to the DSL who will
scan and upload them to CPOMs.



