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SUSPECTED ABUSE WRITTEN PROCEDURE 

 

1/ Find out what happened. Staff member to ask parent what happened and how it 

happened. 

2/ If unsatisfied with the answer, report to the Manager. 

3/ The incident should be written down and dated and signed by both the Manager and 

staff member. 

4/ If the parent was missed in the morning and you are concerned, phone them and find 

out what happened. 

5/ If there is an ongoing pattern tell the parent that you are concerned and are going to 

take it further. 

6/ Contact the Local Authority Designated Officer (LADO) in the child's area (home 

address). If they are from a different borough contact that Boroughs LADO and then 

contact Hillingdon LADO (01895-277463). All concerns need to be followed up in 

writing within 48 hours. 

7/ Contact Ofsted 0300 123 1231. 

 

SUMMARY 

 

1/ Observe the child, listen and take seriously what he/she says. 

2/ Talk to parents/carer, clarify the cause for concern. 

3/ Always remember confidentiality. 

4/ Write down the details of your observations and concerns. 

5/ Contact the LADO. 

6/ The  LADO will treat all information you give sensitively but it is not unusual in the 

child's interest to keep it confidential from the parents. 

7/ Contact Ofsted 0300 123 1231. 

 

SEXUAL ABUSE 

 

1/ Record why you think there is abuse. Describe in detail but do not give an opinion. 

2/ DO NOT TELL PARENTS but contact LADO immediately and relay your worries. 

3/ If a child confides in a staff member REMEMBER do not ask questions about sexual 

abuse but make time to listen and reassure the child as much as possible. Write down as 

much information as soon as possible after talking to the child. 
 


