
Procedures for Recording and Reporting Abuse 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Do you think someone 
is being abused? 

Is the Person in 
immediate physical 

danger? 

Yes 
No 

In an Emergency 
Dial 999 

 

Respond 
sensitively 

Listen & reassure 

Do not ask 
questions do not 

investigate 

Do not ask 
questions do not 

investigate 

Write down any disclosure/incident 
information you have as soon as 

possible sign and date it 

Is your manager a potential 
suspect? 

Yes No 

Contact Senior 
Manager immediately 

who will begin the 
process of investigation 

Report to your manager 
or responsible person 
immediately who will 
begin the process of 

investigation 

Complete Reporting 
form and give to 

appropriate manager 


