Pupil Protect	Free template · pupilprotect.co.uk/tools
Safeguarding concern form
Confidential: child protection record. Give this to the designated safeguarding lead (DSL) or a deputy straight away, then keep it in the child’s child protection file.
If a child is in immediate danger, call 999 first. Fill this in as soon as you can, on the same day. Use black ink and don’t use correction fluid. Write what you saw and heard, not what you think it means.
1. The child
	Child’s full name
	

	Date of birth
	
	Class or year group
	


2. When and where
	Date it happened or was said
	
	Time
	

	Where it happened
	

	When you wrote this (date, time)
	


3. What you saw, heard or were told
Write the child’s own words in quotation marks, as close to exactly as you can. Say what was happening just before. Record facts; if you add an opinion, say that it’s your opinion. Ask only open questions (what, where, when) and don’t promise to keep a secret.
	What happened, and what the child said

	


4. Who else was present
	Names and roles of anyone else present or involved, including witnesses

	


5. Any injuries
Mark each visible injury on the body map and number it. Describe each one by number: where it is, its size, shape and colour, and whether the skin is broken. Write down anything the child said about it. Don’t ask the child to remove clothing, and never photograph an injury.
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The child’s left is on your left



	Injuries, by number (where, size, shape, colour)

	

	First aid or medical help given, by whom

	


6. What you did
	Action you took

	

	Passed to (name and role)
	
	Date and time passed on
	


7. Your details
	Your name
	
	Your role
	

	Signature
	
	Date
	


For the DSL or deputy
Record every decision and the reason for it, including a decision to take no further action.
	Received by (name and role)
	
	Date and time received
	

	Decision and reasons

	

	Next step (tick all that apply)
☐ Support in school (pastoral)    ☐ Family Help assessment    ☐ Referral to children’s social care    ☐ Referral to the police    ☐ Other agency (say which below)    ☐ No further action (give reasons above)

	Referral made to, date, time and reference

	

	Other actions, by whom and when

	

	Outcome

	

	Parents or carers informed?
☐ Yes    ☐ No
	
	By whom and when
	

	If not, why not (for example, telling them could put the child at greater risk)

	

	Added to the child’s child protection file
☐ Yes
	
	Review date (if any)
	

	DSL signature
	
	Date
	


Based on (checked 20 October 2026):
Keeping children safe in education 2026 (DfE, statutory guidance, in force from 1 September 2026): https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
NSPCC Learning: Child protection records retention and storage guidelines (September 2026): https://learning.nspcc.org.uk/research-resources/briefings/child-protection-records-retention-and-storage-guidance
Nottinghamshire Safeguarding Children Partnership: Guidance for using body maps: https://nscp.nottinghamshire.gov.uk/media/knnpiyqc/nottinghamshireguidanceforusingbodymaps.docx
Free template from Pupil Protect, pupilprotect.co.uk/tools. Adapt it to your own child protection policy and local safeguarding partnership procedures.
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