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This form should be completed to record the details of any conversation regarding concerns raised at a Branch/Centre. A copy must be sent to The Pony Club Safeguarding Team, along with the incident report form. This form should be completed for disclosures raised by a child/adult at risk or when the concern is reported to statutory agencies. This document should be kept confidential when completed.

	Case File Details

	Date/Time of conversation:
	

	Branch/Centre:
	



	Telephone Caller Details

	Your name:
	

	Caller’s name:
	

	Telephone number:
	

	Additional information




	Call Summary

	Details of the conversation:
Include details of concern and any other relevant information


	Action taken / advice received:
Include description of action and communications, dates, persons involved, etc.




	Print Name:
	Signed:
	Date:



Send completed forms with the incident report form:  
For the attention of The Pony Club Safeguarding Team Email: safeguarding@pcuk.org
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