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Disclosures and suspicions of sexual or 
serious physical abuse must be handled in a 
way which does not jeopardise the child or 
young person’s safety or any possible 
criminal proceedings 

If you’re in a situation where a child 
discloses abuse to you, or you have 
reasonable suspicions of harm occurring, 
there are a number of steps you need to 
follow 

Has someone told you directly about any type of abuse 
that has happened, is happening, or is likely to happen? 

Receive the information 
and remain calm and neutral 

Respect the child: listen 
carefully to their story but 
avoid expressing your 
views. 

Record: Encourage the 
child to talk in their own 
words and don’t ask 
leading questions. 
Document information 
clearly and accurately 

Reassure: Praise the child 
for sharing the information 
with you and explain this 
cannot remain a secret. 
Explain that you will talk 
with someone whose job it 
is to help children who have 
had these things happen 

 

In a life threatening situation or if alleged 
abuse has just occurred: 

Call 000 

Then immediately contact your key 
contact person: Line 

Manager/Safeguarding Officer/CEO 

For Emergency Situations 

Your next step is to consider 
informing the child or young 
person’s parent or guardian. 

Are there any concerns that 
speaking with the parent or guardian 
could jeopardise the child’s safety? 

Do you have a 
reasonable suspicion 
that a child or young 

person has suffered, is 
suffering or is at 

unacceptable risk of 
suffering harm? 

Inform key 
contact person: 
Line Manager/ 
Safeguarding 
Officer/CEO 

Remain alert 
and calm 

Take detailed 
nots on what 

you have heard 
or observed, 

including 
specific 

behaviour and 
actions 

Record what is 
said however do 

not state your 
view or opinion 
(be objective) 

Inform parent or 
guardian with 

support from key 
contact person 

Yes / unsure 

Yes 

Yes 

No / not 
sure 

No / not 
sure 

No 

Complete ‘Safeguarding Disclosure or Suspicion of Harm Reporting Form’ and send to 
Safeguarding Officer the same day. The Safeguarding Officer will follow policy and legislative 
requirements and may notify; Child Safety Service, Police or a Family Support Service. 

Immediately advise 
your key contact 

person: Line 
Manager/Safeguarding 

Officer/CEO 


