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ANNEX 6

CONCERNS, SUSPICIONS AND INCIDENTS REGISTRATION FORM



1. Concerns, suspicions and incidents registration form  

This form is used to report concerns, suspicions and incidents related to possible non-compliance with the Educo Child Safeguarding Policy. 

It should be filled in as thoroughly as possible and shared only with the Local Child Safeguarding Focal Point[footnoteRef:2]. The information contained in this form is confidential.  [2:  If this role does not exist, it will be undertaken directly by the Country Child Safeguarding Focal Point.] 


CONFIDENTIAL DOCUMENT
	Date and time of the event
	

	Section 1. Information about the reporting person

	Name
	

	Role at Educo (if applicable)
	

	Contact details
	

	Details of any other organisation involved (if applicable)
	

	Relationship with the child/children affected
	

	Section 2. Information about the children involved

	Name
	

	Gender
	

	Age
	

	Address
	

	Who the child/children live/s with
	

	Relationship with the reporting person/s 
	

	Section 3. Concern, suspicion or incident

	Describe the cause of the concern, suspicion or incident related to violence against children.
Have you spoken to the child/children directly? Did the child/children report it? If not, what made you suspect something?
	

	Have there been reports of violence by the child/children affected or by other children or adults? Please explain
	

	Time, date and place of when/where the incident took place
	

	Type of concern, suspicion or incident (type of violence, etc.)
	

	Observations you have made (for example, regarding the physical or emotional state of the children: injuries, emotional state, behaviour, etc.)
	

	Describe exactly what the child/children told you (use the language they used if possible) and what you said in reply
	

	Please include any other information that you may consider relevant
	

	Are there other children involved or that know about this concern, suspicion or incident?
	

	Section 4. First measures adopted (if applicable)

	Did you take any measures to stop the violence or ensure it did not continue?
	

	People involved
	

	People informed
	

	Is there an immediate concern for security, like the access of the person/people involved in the notification (alleged perpetrator/s) to the children or the security of the child/children within their family? Is there an urgent security or medical need? 
	

	What measures would you recommend now?
	

	Does/Do the child/children have a disability?
Any specific vulnerability?
Have they experienced violence in the past or on a repetitive basis?
	

	Any other cultural or other factor relevant that should be taken into account
	

	Signature of the reporting person
	

	Signature of the Child Safeguarding Focal Point that receives the notification
	




2. Template for response and monitoring reports

If the notification of the concern, suspicion or incident has been made verbally to the Local or Country Child Safeguarding Focal Point, they should fill in the form above, individually (if the reporting person is not part of Educo) o together with the Educo staff member that is reporting. 

CONFIDENTIAL DOCUMENT
	Notification number
	

	Section 1. Information about the concern, suspicion or incident

	Date of receipt of the notification form and entry in the register
	

	Date on which the information was received[footnoteRef:3] [3:  If different from the date of receipt of the notification form.] 

	

	Date on which the other organisation involved was reported (if applicable)
	

	Section 2. Case management

	Date the risk assessment was carried out
	

	Main risks identified
	

	Main mitigation strategies
	

	Advice or guidance provided
	

	Measures adopted
	

	People involved
	

	People informed
	

	Date
	

	Name and signature
	

	Section 3. Monitoring of the case[footnoteRef:4] [4:  This section should be repeated each time the case is followed up.] 


	Date the risk assessment was updated
	

	Main updates (risks, actions, strategies)
	

	People involved
	

	People informed
	

	Date
	

	Name and signature
	



3. Closure report


	Date of the report
	

	Closure of the case

	Reasons for closing the case
	

	Main conclusions
	 

	Main lessons learned for improving procedures
	 

	People involved
	 

	People informed
	 

	Name and signature 
	 



4. Guidelines and advice

Child protection and safeguarding is an area which needs a planned and respectful approach and a careful information of the responsible parties. Reacting too quickly can have a negative impact on the people involved, so it is highly recommendable to act calmly and cautiously. 

Additionally, in some contexts, the people who report about concerns, suspicions and incidents regarding child protection may see their safety threatened. Educo will need to carefully consider the context the concern, suspicion or incident takes place in before planning and carrying out any response. Special attention should be paid to maintaining the confidential nature of the concerns, suspicions and incidents.  
 
In particular, immediately informing the local authorities about certain situations will not always be in keeping with the bests interest principle of the child or children involved. In certain contexts Educo works in, it is possible that the local authorities or the police will not have the necessary resources for managing these situations appropriately to ensure the protection of children and total confidentiality. As established in Annex 5. Basic reporting and response procedures in the case of concerns, suspicions and incidents, the Educo Crisis Committee and the country office management team in the country the notification takes place in, in collaboration with the Educo Compliance Committee, will consider the particularities and available resources of national and local child protection systems before making a decision about child protection (in these cases, for example, they can opt to carry out a formal external investigation).

[bookmark: _GoBack]In the case of an act of violence between peers (child-on-child), the response will be based on the best interests and protection of all the children involved in a case of this type.  

How to behave with the children involved 
Special attention should be paid to the way in which we react to a child when they express fear or have been a victim of violence. The local and country child safeguarding focal points should be trained in this, as well as any staff that has frequent contact with children. Below are some guidelines for responding to a child in this situation during the first conversation with him or her: 

· React calmly.

· Listen affectionately if the child is scared, confused or nervous. 
· Listen attentively and actively, without constantly interrupting the story; accept what is being explained. 

· Avoid overreacting to what is being explained. 

· Do not interrogate the child: only carry out the necessary questions for obtaining a clear understanding of the situation and do not pressure the child for more information. 

· Take the concern, suspicion or incident seriously.

· Reassure the child that he or she has done the right thing by telling us and that we believe him/her. 

· Explain to the child that, even if there is a commitment to confidentiality, the concern, suspicion or incident may be communicated to third parties if this may be of help to the child.

· Explain to the child the next steps that need to be taken and ensure that the child has understood what you have said.

· Carefully record what has been explained.

· Identify any immediate necessary action for the safety of the child/children involved.

It will be important to keep the child informed at all times and involve and support them throughout the process of managing the case, always in accordance with its nature and the context. 

How to support the staff involved
The Educo staff members may have witnessed or know about situations that could affect them or even lead them to be threatened or be victims of violence themselves. When faced with a situation of this type, Educo has the responsibility to: 
· Provide psychological support options (provided by an external professional) so that they can deal with the situation and increase their personal resilience. 

· Deploy staff protection plans in accordance with a careful risk assessment adapted to each case. 
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