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	Section 1: Details of person reporting a case 

Briefly explain to the reporter your name, title and details of the organisation.  Indicate that you are going to ask some basic information about the reporter, in the event that the Social Worker would need to contact him/her at a later stage to gain additional information.  Indicate to the reporter that the information shared will be confidential and that the reporter can choose to remain anonymous

	Select anonymity preference of reporter
	Reporter wishes to remain anonymous
( Yes
( No
	Reasons for preference (if relevant)
	

	Relationship with client
	( Relative

( Neighbor / Family friend

( Teacher
( Health Professional
	( Community Based Organisation representative

( Other, specify 
______________________________________

	Name and Surname of reporter (if not anonymous)
	
	Contact details 

(telephone/address)
	

	Name of organization (if applicable) 
	


	Section 2: Details of case / client.  Complete all available information.  If information is not known write “not known” in relevant section

	First Name(s)
	
	Surname
	

	Date of birth (or if not available age): 

	
	Address 
	

	Gender
	( Male

( Female

	Nationality
	( South African

( Other, specify:

	Racial Group
	( Black

( Coloured

( Asian

( White
( Other


	Section 3:  Relevant information about the issue provided by the reporter.  Describe all relevant information as provided by the reporter

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	Section 4:  Action taken 

	Internal referral 
	( Yes
	Referred to:
	

	Referral to external organisation
	( Yes
	Name of organization referred to: 
	

	Other 
	( Yes
	If other, please specify
	


	SSP Name and Surname
	Signature
	SACSSP Number
	Date

	
	
	
	


	RECOMMENDATION / COMMENTS BY INTAKE OFFICER / SUPERVISOR

	

	

	

	

	

	

	Supervisor / Intake Officer Name and Surname
	Signature
	SACSSP Number
	Date

	
	
	
	


	CASE ALLOCATED TO / CASE MANAGER
	

	Instruction to Registry (if relevant)
	( Open file
	( Other, specify
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