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Reporting and Recording Procedures and Guidelines 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Person to whom abuse is 
disclosed 

Contact  
Child Protection Coordinator 

Raff Sirletti: Ext.418 or  
 Designated Senior Manager 
Elizabeth Lawrence: Ext. 359 

 
Ext. 359 

 

Inform SMT  
Elizabeth Lawrence 
Designated Senior   
Manager 

 

Inform Raff Sirletti 
Child Protection 
Coordinator 
 

Follow-up debrief 
with referring 
member of staff – 

counselling offered 

 
Is referral to Children’s Services 

needed? 
No 

Complete 
report, file 
and 

monitor 

 

Contact Referral Unit and / or 
Police, as appropriate, in area 

where student lives 

Children’s 
Services to 
contact 
parents/carer 
as 

appropriate 

 
Send written report to Children’s 

Services within 24 hours 

Yes 
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