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	About the person 

	Name: (please print)
	Address:

	Contact number:
	Date of birth:
	Male / Female




	Description of the incident   

	Date:
	Location:
	Time:

	Category:
	Disclosure/Concern 

	Description of the event, project or activity
	

	Details of the incident:

Please provide as much information as possible based on the guidance in the Safeguarding Policy.  
	


	Details of First Aid administered if relevant

	Name of First Aider who attended:
	

	Details of First Aid administered:
	

	Did the injured person require hospital attention:
	Yes / No
	If yes, which hospital did they receive treatment at?
	


	Details of the person making the report:

	Name:
	Job Title/Role

	Signature:


	Date:


	Details of any persons who witnessed the incident:

	Witness 1:
	Witness 2:

	Name:
	
	Name:
	

	Address:
	
	Address:
	

	Contact Number:
	
	Contact Number:
	

	


Designated Safeguarding Officer Only:

	Investigation:

	Investigation carried out by:
	

	Was the area/work activity subject to a risk assessment?
	Yes
	No
	Have you reviewed the risk assessment in the light of the occurrence?
	Yes
	No

	Are there any management/supervisory failures evident?
	

	Are there any training needs required for the individual involved?
	

	Any other action required?
	

	F2508 (Riddor) to be completed?
	
	Further investigation required?
	
	Referral to external agencies?
	


Safeguarding Incident Report Form 





Please answer all questions fully








"Sheffield Hallam Students’ Union" is the working name of Sheffield Hallam University Students' Union. 
UK Registered Charity number: 1141925. 

