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Safeguarding Referral Template

Use this form to supply as much detail as is immediately available to you, but do not attempt to obtain additional details from, or about, anyone involved in the concern/allegation.  Any additional line of questioning, no matter how well intentioned, may further jeopardise the welfare of the child or young person involved.
Your details
	Name:



	Department:   



	Position:



	Contact telephone numbers

Work:                                               Mobile:  
                                 

	Address (at work):




	Contact e-mail address:          




Child/Young Person’s details (if known)
	Name:



	Age:                                             

	Male or female:


	Contact details (if known):



Details of concern – please continue on additional sheets if required
	1. Are you reporting your own concerns or passing on those of somebody else? (Give details)



	2. Brief description of what has prompted these concerns
Include dates, times, venue etc. of any specific incidents and description of any alleged or suspected abuse - e.g. neglect, emotional abuse, 
sexual abuse, physical abuse, discrimination or financial/material abuse – include descriptions of any injuries or marks which are observed 

Present only information which is immediately available to you.  DO NOT attempt to question the subject of the concern or investigate the 
matter yourself.  Any attempt to do so may further jeopardise the welfare of the child/young person involved.



	Your Signature:
Print your name:                                                                                                Date:



Remember 
· Pass this information IMMEDIATELY to an appropriate UCL Safeguarding Contact (see list below) who will inform the ISA and Camden Social Services and contact them by telephone to confirm receipt
· If you are unable to confirm receipt within one hour of sending details of your concerns, pass the information immediately to another Safeguarding Contact for action and tell them that you have already tried to contact another officer

· Do not discuss your concerns with anyone other than an appropriate UCL Safeguarding Contact
· Do not attempt to investigate the concerns yourself

· You may need support to cope with the concern you are dealing with – ask an appropriate UCL Safeguarding Contact for advice

UCL Safeguarding Contacts

	Name
	Title
	Safeguarding Role
	Telephone
	email

	Staffing issues:

	Claire Rowlinson 
	Principal HR Business Partner
	Safeguarding Contact - HR
	020 3108 8854
(internal 58854)
	c.rowlinson@ucl.ac.uk 

	Bob Carey
	Principal HR Business Partner
	Deputy Safeguarding Contact - HR
	020 3108 8802

(internal 58802)
	b.carey@ucl.ac.uk

	In the event that these people cannot be contacted or the issue needs to be escalated please contact

	Fiona Ryland
	Director of Human Resources
	Nominated Officer (Safeguarding) - HR
	020 3108 8816
(internal 58816)
	f.ryland@ucl.ac.uk

	Student issues:

	A list of the network of safeguarding contacts can be found here: http://www.ucl.ac.uk/current-students/support/wellbeing/safeguarding-contacts 

	If the incident relates to a UCL applicant or current student, the UCL Student of Concern form should be completed. 

	Overall responsibility for staff and student issues rests with

	Rex Knight
	Vice-Provost (Operations)
	Senior Nominated Officer (Safeguarding)
	020 7679 1650 
(internal 41650)
	rex.knight@ucl.ac.uk
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