Form D (yellow paper) – This form must be completed in black ink 
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Logging a concern about the behaviour of a member of staff or volunteer

(N.B. This form should be used for recording and reporting all allegations of abuse by and all concerns about the behaviour of staff and volunteers that are in breach of the Staff Behaviour policy (code of conduct).  
All allegations and all such concerns must be reported to the Headteacher* without delay) 

	About the member of staff or volunteer whose behaviour is causing concern or is subject of the allegation: 

Name (print):

Job Title (print):

	Date (of writing this record):
	Time (of writing this record):

	About the person reporting the concern/allegation and completing this form:

Name (print):

Job Title (print):

Signature:

	What is the nature of the specific allegation or concern about behaviour (brief headline)?



	Record the following factually:  When? (date & time of incident);  What exactly has raised your concern (what happened, what did you see/hear/find out or what were you told)?  Where did your concerns arise?   Who else - were any pupils or other staff present or involved?   N.B. Please record any direct disclosures/statements/ allegations/comments using the child or adult’s exact words in quotation marks
NB if additional pages are used, these must be attached securely to this form

	Did you do anything or speak to anyone else before reporting the incident/concern to the Headteacher* (if yes, please provide names and details)?


	Any other relevant information:


	Date and time incident/concern was first shared with Headteacher*  N.B. It is not necessary to complete this form before speaking to the Headteacher* – the circumstances may mean you need to speak to the Headteacher* first as a matter of priority:




Check to make sure your report is clear; and will be clear to someone else reading it next year

NOW PLEASE PASS THIS FORM TO THE HEADTEACHER*
(Headteacher* to complete sections overleaf)

* In the event that the allegation/concern is about the Headteacher, this form must be passed to the Chair of Governors, who should complete the second part of the form.

(Following sections to be completed by Headteacher*) 
	Time & date information received by Headteacher*,  and from whom


	

	Action taken (e.g. discussion with LADO; PoT MARF submitted to LADO; advice taken from HR/ Legal/ Chair of Governors)

	

	Date, time, name, role, organisation advice provided by


	

	If decision not to refer to LADO, state reason


	

	Parents informed?
Yes/ no 

State reasons if no

	

	Outcome (e.g. Referral to LADO, PoT meeting convened, HR advice taken, Police investigation,  internal investigation, informal management advice given and recorded, no further action)


	

	Signed 
	

	Printed Name
	

	Date
	


	Signature, date and time when member of staff submitting this form received confirmation of receipt of report/allegation from Headteacher*
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