
Receive
 � Do not promise confidentiality, you 

have a duty to share this information 
and refer to Children’s Social Care 
Services.

 � Listen to what is being said without 
displaying shock or disbelief.

 � Accept what is said.

Reassure
 � Reassure the child, but only as far as is 

honest. Don’t make promises you may 
not be able to keep e.g. ‘Everything 
will be alright now’, ‘You’ll never have 
to see that person again’.

 � Do reassure and alleviate guilt, if the 
child refers to it. For example you 
could say, ‘You’re not to blame’.

 � Do not interrogate the child; it is not 
your responsibility to investigate.

 � Do not ask leading questions (e.g. ‘Did 
he touch your private parts?’) Ask 
open questions such as ‘Anything else 
to tell me?’

 � Do not ask the child to repeat the 
information for another member of 
staff.

React
 � Explain what you have to do next and 

who you have to talk to.

 � Take notes it possible or write up 
your conversation as soon as possible 
afterwards.

Record
 � Record the date, time, place, any non-

verbal behaviour and the words used 
by the child (do not paraphrase).

 � Record statements and observable 
things rather than interpretations or 
assumptions.

Refer
 � Whatever the nature of your concerns, 

discuss them with any of the staff 
listed right. This must be done as soon 
as possible. Do not leave overnight.

 � If you are a visitor to the school, you 
should go to reception and ask to 
speak to one of these child protection 
officers.

 � The school will refer to Children’s 
Social Care Services for further advice 
if necessary.

Reflect
 � Ask yourself if you have done 

everything you can within your role.

 � Refer any remaining concerns to 
the designated teacher e.g. any 
knowledge of siblings in the school, or 
previous contact with parents.

Remember: you have a statutory duty under the 
Education Act 2002 to pass on any child protection 
concerns about the child.

If you have concerns about a child associated with this school because of something 
you have seen or heard, or a child discloses something to you, remember the six ‘R’s:
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