
 

OFFICIAL 

• Listen, be non-judgmental, try not to look shocked

• Reflect back what was said, using the child's language

• Believe what they say, accept what they say and take it seriously 

• Don’t make them feel bad by saying “you should have told me earlier”

• Don’t ‘interrogate’ them – let them tell you, try not to interrupt 

• Don’t criticise the perpetrator

• Don’t ask leading questions – use ‘open’ questions to clarify only- where, when, 
what etc

• T.E.D - Tell me what you mean, Explain that to me, Describe that...

Receive

• Stay calm, tell the child they’ve done the right thing in telling you

• Reassure them they are not to blame

• Empathise – don’t tell them how they should be feeling

• Don’t promise confidentiality, explain who needs to know

• Explain what you’ll do next

• Be honest about what you can do

Reassure

• Make a brief, accurate, timely and factual record

• Discuss with the Designated Safeguarding Lead (DSL) or their Deputy, 
without delay

• The DSL will assess the situation and decide on the next steps 

• Things to include:

• Time and full date of disclosure/incident and the time and full date the 
record was made

• An accurate record of what was said or seen, using the child’s words as 
appropriate

• Whether it is 1st or 2nd hand information

• Whether the child was seen/spoken to

• Whether information is fact/ professional judgement

• Full names and roles/status of anyone identified in the report

• Sign the record with a legible signature.

• Record actions agreed with/by the Designated Lead (SMART)

• Avoid acronyms/jargon/abbreviations.

• Action for DSL: Review records regularly; add any new concerns, respond 
to these immediately and record evidence of actions taken and outcomes.    
DO NOT PHOTOGRAPH INJURIES OR MARKS EVEN IF REQUESTED TO DO SO
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