
 
 

 
 
Safeguarding Incident Recording Form (Part 1 of 2) 
 
RunningSpace is a Project of The Pelham Charity registered in England and Wales (1158364) 
 
Date of concern 
/ incident being 
raised: 
 
Name of Service 
User: 
 
 
Date of Birth: 
 
 
 
 
Name of worker 
involved: 
 
 
 
Name and 
contact details of 
any other 
agency involved: 
(if applicable)  
 
Please give a 
detailed 
summary of the 
safeguarding 
concern: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
 
Action taken:  
 
 
 
 
 
Note: if referred 
to an outside 
agency please 
state which and 
include name 
and contact 
details 
 
 
 
 
 
 
 
 
 
 
 
 
Signed by: 
 Print Name Signature & date 

Line Manager:  
 Print Name Signature & date 
 
 
 

 



 
 

 
 

 
 
Safeguarding Incident Recording Form (Part 2 of 2) 
 
Name of Service 
User 
 
 
 
 
 
Progress 
 
 
 
 
 
 
 
 
 
 
 
 
Conclusion 
 
 
 
 
 
 
 
 
 
 
 
 
 
If relevant, lessons 
learnt 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signed by: 
 Print Name Signature & date 

Line Manager:  
 Print Name Signature & date  
 


