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Receive (1) 

Listen to what is being said, without displaying 

shock or disbelief. Accept what is said. Take 

notes immediately after the conversation has 

taken place. 

 

Reassure (2) 

Reassure the pupil, but only as far as is honest and 

reliable. Don’t make promises you may not be able 

to keep, e.g. ‘Everything will be alright now.’ Do re-

assure and alleviate guilt, if the pupil refers to it e.g. 

‘You are not to blame’ or ‘You are not the only per-

son this has happended to.’ Ensure that you do not 

promise confidentiality. 

React (3) 

 

React to the pupil only as far as is necessary for you 

to be able to refer the matter – don’t ‘interrogate’ 

for full details. It is not your duty to investigate. Do 

not ask leading questions, e.g. ‘What did they do 

next?’ or ‘Where did they touch you?’ Do not ask 

the pupil to repeat it all to another member of staff. 

Do not criticise the alleged perpetrator: the pupil 

may love him/her. Do not promise confidentiality. 

Explain that you have to tell the designated teacher, 

who will decide what to do next. 

Record (4) 

 

Make a record of what is said at the time (you will 
be advised by the Safeguarding Team where to rec-

ord it). Do not destroy original notes, in case the 
courts require them. Record the actual date, time 
and place and any non-verbal behaviour, e.g. ag-
gressive, fearful and anxious. Disclosure/Concern 

forms are available from the School Office and 
MUST be recorded within one hour. Include the pu-
pil’s name, age and ethnicity. Note down the posi-

tion of any bruising. 

Record statements and observable things, rather 
than your interpretations or assumptions. 

Refer (5) 

Refer ASAP to Mrs Little (Designated Safeguarding 

Lead), Helen Fisher (Deputy Designated Safeguard-

ing Lead), Shanie Locke (Pastoral Manager Y7), 

Mary MacDonald (Pastoral Manager Y10/11) or Ad-

am Chapman (Pastoral Manager Y8/9).  

DO NOT LEAVE OVERNIGHT. 

Reflect (6) 

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 sib-

lings in the school, or previous contact with parents. 

 

‘Safeguarding is everyone’s responsibility’ (Gov: 2014) 

Never Forget the 6 R’s 
 

THANK YOU FOR HELPING US TO SAFEGUARD THE CHILDREN. 
Remember: We all have a statutory duty under the Education Act 2002 to pass on any child protection 

concerns about the child. 


