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Description automatically generated]MC57 - Summary of referral procedures following receipt of Record of Concern
	Decision 1

No referral to SW.

Establishment based action to progress the concern as deemed appropriate.

Record concern and action in child/young person’s pastoral notes as significant event.

Record of Concern (App3) stored in CP/VP file for child/YP.





	Decision 2

Referral to SW to submit a Request for Assistance. (RFA) App 4

Any RFA referral must be discussed with a parent/ carer in advance of submission.  Agreement should be sought but is not essential. This should be noted in pastoral notes as a significant event.

An RFA should not be submitted for a child or YP who already has an allocated SW. There should be a call to the allocated worker in this instance.

Complete RFA through  www.glasgow.gov.uk/noc_rfa

Record as a significant event in pastoral notes. 

EY establishments – Complete CI E-Form.

Complete Intimation of NOC / ROC (App 5) Send to CYPS enquiries within 2 days. cypsenquiries@glasgow.gov.uk

RFA and Intimation of NOC/ROC printed and stored in CP/VP file for child/YP.



	Decision 3

Child Protection Concern: Decision to submit a Notification of Concern (App 4) due to risk of harm.

Consider parent/child/YP views if appropriate.

If Child / YP has allocated SW, call them and advise of concern. Complete online NOC  www.glasgow.gov.uk/noc_rfa

Child/YP not allocated to SW - call Social Care Connect, 0141 287 0555, advise of concern. Complete online NOC.

Out of usual work hours, call Glasgow & Partners Emergency Social Work Services on 0300 343 1505. Complete online NOC.

Record as a significant event in pastoral notes.

EY establishments – Complete CI E-Form.

Copy of NOC emailed to School Health.

Complete Intimation of NOC/ROC (App 5) Send to CYPS enquiries within 2 days. cypsenquiries@glasgow.gov.uk 

NOC /Intimation of NOC print /store in CP/VP file.


	
Support progressed, monitored and reviewed by school in conjunction with child/YP, parents/carers.

	
Following RFA submission, you will receive confirmation of receipt of RFA and a copy of the RFA.  The email will include the name of the Team Leader and will note actions that are being taken. You should receive feedback regarding action within 2 days. If not received, please contact Team Leader.
	
Following NOC submission, you will receive email confirmation of receipt of the NOC along with a copy of the NOC.  The email will include the name of the Team Leader and will note actions that are being taken. You should receive feedback regarding action within 2 days. If not received, please contact Team Leader.
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