ST MARGARET’S CHURCH OF ENGLAND (VA) PRIMARY SCHOOL

INCIDENT / CONCERN / COMPLAINT REPORT


Entry No.: 


   Incident/Concern/Complaint 

   reported by:

Date of Incident / Concern / 


    Time of Incident / Concern / 

Complaint received : 



    Complaint received :

Names of staff / pupils concerned: (incl. Year Gp)






Place of Incident / Concern:

Description of Incident / Concern/ Complaint: (incl. equipment, what was said & by whom)


Other Information: (previous history log reference nos., background information)

ST MARGARET’S CE (VA) PRIMARY SCHOOL – REPORTING FORM (Cont.)
Entry No.: 
It is normally the class teacher who will deal with the 

follow up about an incident, concern or complaint about pupils.  Please ensure class teacher sees and signs report first before given to DHT.
Action taken and by whom:


Signed/Initialled by Staff Reporting:


Signed/Initialled by DHT:



MANAGEMENT RESPONSE


Type of Incident / Concern:






Formal Complaint:

Racial:



Child Protection Concern:


Attendance/Welfare:
 

Bullying :


Health & Safety Concern:


Behaviour/Discipline:



Other notes:


Referral made to SCare:


                                  First Aid Given by First Aider:
 
Referral made to EWO: 

                                               Reported to LA H&S : 



Referral / copy made to other agency or dept:

(Specify contact name & agency)



OFFICE USE ONLY


Electronic recording completed:



        Racial Incident Report Form sent:
 


Complaint received and resolved letter sent to parents (must be sent for all formal complaints):






























































































































Continue on another sheet if necessary































































































Continue on another sheet if necessary
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