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Conversation Report Form

This form should be completed to record the details of any conversation regarding concerns raised at an RDA Group. A copy must be sent to RDA UK Safeguarding Team, along with the incident report form. This form can 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.

	Call Information

	Date and time of conversation
	

	Name of Group
	

	Region
	


	Your Information

	Name
	

	Contact Number
	

	Email
	

	Your Role
	


	Caller’s Information

	Name
	

	Contact Number
	

	Email
	

	Role within Group or relationship to child/adult at risk
	

	Additional Information




	Call Summary

	Please provide details of the conversation

Include details of concern and any other relevant information



	Please provide details of actions taken and advice received or given

Include description of action and communications, dates, persons involved, etc.




	Declaration

	Your signature
	

	Print name
	

	Date
	


Completed forms should be stored securely by the Group Safeguarding Officer.

Also send completed forms, along with the safeguarding incident report form, to:

For the attention of RDA Safeguarding Team - Email: safeguarding@rda.org.uk 
RDA Safeguarding (May 2024)
Page 1 of 3 

