Annex 3
Action Form
Action Form
To be completed by Safeguarding Coordinators and Leads when taking action after receiving a safeguarding concern form. Please ensure this document is stored securely and is password protected.
Once complete it should be sent to Safeguarding.keele@keele.ac.uk to ensure full and accurate record keeping.
	Ref (same as concern form):
	

	Date concern form received:
	

	Name & role:
	

	Contact details:

	

	Referral information (name and date):
	

	Action taken (+ initials and date):
	

	Action taken (+ initials and date):
	

	Action taken (+ initials and date):
	

	Action taken (+ initials and date):
	

	Action taken (+ initials and date):
	

	Action taken (+ initials and date):
	



