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Guidance notes on completing Appendix 3 – Referral form for case to be considered for review
1. Always use an appropriate confidential mail system when sending the completed form as it will contain information of a confidential nature. Referral forms sent by post should be marked as confidential, referral forms sent by email should be sent to a secure email address (preferably East Riding Council gcsx address.
2. Sections 1 and 2 – complete these sections as fully as possible so that the recipient of the referral form can make direct contact should this be needed. Ensure telephone numbers and email addresses are correctly transposed.
3. Sections 3 and 4 – include only factual information which is known about the adult at risk and the alleged perpetrator. Do not make assumptions about either the adult at risk or the alleged perpetrator.  
4. Section 5 – When describing the incident use factual details only. Describe the circumstances of the incident as you know them. Do not use overly emotive or critical language which may be bias to the reader. Do not attempt to blame people or agencies for what you think may have caused the incident – the review is about looking at what happened to bring out any missed opportunities and the learning from these.
5. Always sign and date the referral form.  

