
 

 

Good Practice Guide – Recording 
 

 

As soon as possible on the same day, make a written record of what you have seen, been told 
or have concerns about. Try to make sure anyone else who saw or heard anything relating to 
the concern also makes a written report.   

 

The written report will need to include: 

 

 the date and time when the disclosure was made, or when you were told about / 
witnessed the incident/s, 

 

 who was involved, any other witnesses including service-users and other staff, 
 

 exactly what happened or what you were told, in the person’s own words, keeping it 
factual and not interpreting what you saw or were told, 
 

 the views and wishes of the adult,  
 

 the appearance and behaviour of the adult and/or the person making the disclosure,  
 

 any injuries observed, 
 

 any actions and decisions taken at this point, 
 

 any other relevant information, e.g. previous incidents that have caused you concern. 

 

Remember to: 

 

 include as much detail as possible,  
 

 make sure the written report is legible, written or printed in black ink, and is of a quality 
that can be photocopied,  

 

 make sure you have printed your name on the report and that it is signed and dated,  
 

 keep the report factual as far as possible. However, if it contains your opinion or an 
assessment, it should be clearly stated as such and be backed up by factual evidence. 
Information from another person should be clearly attributed to them.  
 

 keep the report/s confidential, storing them in a safe & secure place until needed.  

 
 


