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1 Minimum Operating Standards-Protection from Sexual Exploitation and Abuse  
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This form is to report a major child protection incident in your ministry and how it was handled 

Section 1 – Basic information 

I. Name of person reporting:  

II. Date of report:  

III. Date and time of the incident: 

IV. Date and time reported to you (if different):  

V. Location of the incident: 

VI. If you were not present at the time, who reported the matter to you, what is their role? 

 

Section 2 - Report of the child protection incident 

I. Tell us about the incident… 

 

II. What (activity) was going on beforehand or at the time of the incident? 

III. What did the child/young person/vulnerable adult say (as best as can be remembered) 

and to whom? 

IV. What did you say and do in response? 

V. What did the person subject to the allegation say? 

VI. Anything else you want to add… 

 

Section 3 - Action taken to handle the child protection incident 

I. What action was taken after the incident was reported… 

 

II. Have the police / social services been notified? 

III. Anything you want to add… 
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Safeguarding Incident Report Form and Safeguarding Concern form (staff, 

supporter or volunteer version)  

Safeguarding is important to TEN, and we want to support you, as our staff, supporter or volunteer to 

protect and support children and vulnerable adults.   

TEN is not responsible for handling any safeguarding incident which takes place in a partner ministry. 

However, TEN wants to create a way for staff, supporters or volunteers to be open about any incidents 

reported (whether actual or alleged) or safeguarding concerns you have, and for you to show how you 

have handled these.  

TEN has a duty to report major incidents that involve our partners, to the UK Charity Commission. You 

must report any major safeguarding incident (abuse, neglect or exploitation) within the partner 

ministry to TEN as soon as possible. This can be done by completing the questions on the form below. 

A major incident is an adverse event, whether actual or alleged, which results in or risks significant 
harm to the partner ministry, beneficiaries, staff, supporters, volunteers or others who come into 
contact with you through your work, or harm to your ministries work or reputation. 
 
TEN may take advice with our Safeguarding advisors, ThirtyOne:Eight when an incident is reported or 

a concern raised. 

Important Notes: 

Any safeguarding matter should be treated as confidential and should only be discussed with the TEN 

Safeguarding Lead or Trip leader. 

TEN will keep a copy of this report (and any notes you already have) in a secure lockable location. 

It is not your role to carry out any investigations into the allegation beyond the initial information 

gathering (This is the UK directive. You will need, of course, to check the requirements in your own 

country). 
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This form is to report a safeguarding incident in a partner ministry and how it was handled 

Section 1 – Basic information 

VII. Name of person reporting:  

VIII. Date of report:  

IX. Date and time of safeguarding incident: 

X. Date and time reported to you (if different):  

XI. Location of safeguarding incident: 

XII. If you were not present at the time, who reported the matter to you, what is their role? 

 

Section 2 - Report of the safeguarding incident 

VII. Tell us about the incident… 

 

VIII. What (activity) was going on beforehand or at the time of the incident? 

IX. What did the child/young person/vulnerable adult say (as best as can be remembered) 

and to whom? 

X. What did you say and do in response? 

XI. What did the person subject to the allegation say? (It may not be best or possible to talk 

to the person against whom an allegation is made. If in doubt raise with the TEN 

Safeguarding Lead first). 

XII. Anything else you want to add… 

 

Section 3 - Action taken to handle the safeguarding incident 

IV. What action was taken after the incident was reported… 

 

V. Have the police / social services been notified? 

VI. Anything you want to add… 
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This form is to report a safeguarding concern you have related to a partner ministry or the 

work of TEN 

Section 1 – Basic information 

XIII. Name of person reporting:  

XIV. Date of report:  

XV. Date and time of safeguarding concern: 

XVI. Date and time reported to you (if different):  

XVII. Location of safeguarding concern: 

XVIII. If you were not present at the time, who reported the matter to you, what is their role? 

 

Section 2 - Report of the safeguarding incident 

XIII. Tell us about the concern… 

 

XIV. What is the concern you have? 

XV. Who is involved? 

XVI. What did you say and do in response? 

XVII. Anything else you want to add… 

 

Section 3 - Action taken to handle the safeguarding incident 

VII. What action was taken after the concern was reported… 
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