
Annex 6:  Report of Concern Form 
 

Child Protection Policy:  Report of Concern 
Name of Person making the report  
Date of Report  
Name of Principal or person to whom the 
report was given: 

 

Nature of Concern 
Date, Time and Location of incident:/ 
Observation: 

 

Name of Student (if known)  

Details of Concern 
Concerns or alerts may be as a result of: 
Observed behaviour in a child (physical, 
emotional, change in behaviour) 
Hearsay (Third-party disclosure) 
Disclosure (specific report made by a 
student directly or via a trusted adult) 
Observed behaviour in an adult (breach 
of Code of Conduct) 
Provide full factual details only 
State whether you witnessed the incident of 
if it was reported to you 
State if there was any conversation with the 
child; report his/her own words as closely 
as possible. (continue on reverse side if 
necessary) 

 

Follow-up Action (if any) [did you make any 
follow-up action as a result of what you 
heard or witnessed?] 

 

Signed by (reporter)  

Signed by (Recipient of report)  

Your duty is to: 
Recognize your concern. 
Make a written report by completing this form. 
Pass on your concern to a Child Protection Officer within 24 hours.  A specific disclosure by a 
student must be reported before the close of the school day; either scan or email the report or 
physically deliver it. 
Expect to have your report acknowledged although you may not be told the outcome.  If you 
do not hear anything and continue to have the same concerns regarding the same student 
however, you must pass this information on or if necessary, meet with a Senior Leadership 
Team member to discuss you concerns in more detail. 


