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Guiding Principles to help you gather & record information

Step 1 Step 2 Step 3

Receive and Take Notes | g | Reassure and Listen )| Respond and Take Notes to
Tell Me See 4-6 Senior L&D Manager on Duty
Explain to Me See 7-13

Describe to me

Step 1 - Receive
1. Listen to what is being said, without displaying shock or disbelief
2. Accept what is said and take it seriously

3. Make a note of what has been said as soon as practicable

Step 2 - Reassure

4 Reassure the person, but only so far as is honest and reliable.

5 Don't make promises you may not be able to keep e.g. 'I'll stay with you’ or ‘everything will be
alright now’ or 'I'll keep this confidential’

6 Do reassure e.g. you could say: ‘'l believe you’, 'l am glad you came to me’, 'l am sorry this has
happened’, ‘We are going to do something together to get help’

Step 3 - Respond

7 Respond to the person only as far as is necessary for you to establish whether or not you need
to refer this matter, but do not interrogate for full details

8 Do not ask ‘leading’ questions i.e. ‘did he touch your private parts?’ or ‘did she hurt you?’ Such
questions may invalidate your evidence (and the person’s) in any later prosecution in court.

9 Identify whether this is a current concern or historic. What are the current risks?
10 Has this been reported to anyone else previously.
11 Do not ask the person why something has happened.

12 Do not criticise the alleged perpetrator; the person may care about him/her, and reconciliation
may be possible

13 Do not ask the person to repeat it all for another member of staff. Explain what you have to do
next and whom you have to talk to. Reassure the person that it will be a senior member of staff




