
 

 
 
 

Safeguarding and Child Protection Policy 
Autumn 2020-Autumn 2021 

 
Key Contacts in School: 

 

 Jane Griffiths, Headteacher and Designated Safeguarding Lead (DSL) 

 Alice Steinart, Deputy Headteacher and Deputy DSL 

 Patrick Alton, Senior Teacher and Acting Deputy DSL 

 Anthony Jeffery, Safeguarding Governor 

 
 

1. INTRODUCTION AND RATIONALE FOR POLICY 
 

The governors and all school staff recognise that children have a fundamental right 
to learn in a safe environment and to be protected from harm. This is in line with 
the Government’s vision for all services for children and young people and the 
Department for Education Statutory Guidance “Keeping Children Safe in Education” 
September 2020 
 
Young people are less likely to learn effectively and go on to lead positive and 
independent lives if they are not kept healthy and safe.  This school is therefore 
committed to providing an environment which is safe and where the welfare of each 
child is of paramount importance. This will include a commitment to ensuring that all 
pupils feel confident that any concerns they may have will be listened to and acted 
upon. 
 
To this end, governors and school staff are committed to ensuring that all members 
of the school community are aware of school responsibilities and procedures in this 
area. This will include communicating policies and procedures effectively with 
parents/carers, ensuring all staff and relevant governors attend appropriate training 
and working effectively with other professionals on behalf of children in need or 
enquiring into allegations of child abuse. 

 

Keeping_children_safe_in_education_Sep_2020.pdf
Keeping_children_safe_in_education_Sep_2020.pdf


 

This policy is to be read in conjunction with the following appendices: 
APPENDIX A: Child Protection, definitions and indicators of abuse 
APPENDIX B: Procedures when a concern arises 
APPENDIX C: Safeguarding Record Sheet 
APPENDIX D: Ongoing Safeguarding Record Sheet 
APPENDIX E: Safeguarding Agency Referral Log 
APPENDIX F: Child Protection Summary 
APPENDIX G: Early Help 

APPENDIX H:  Management of Concerns 

 



 

2. AIMS OF POLICY 
 
 To raise awareness of all school staff of the importance of safeguarding and child 

protection, and in particular to make clear responsibilities for identifying and 
reporting actual or suspected abuse; 

 To ensure pupils and parents are aware that the school takes child protection 
seriously, listening to children and will follow the appropriate procedures for 
identifying and reporting abuse and for dealing with allegations against staff; 

 To promote effective liaison with other agencies including Early Help Services in 
order to work together for the protection and welfare of all pupils; 

 To support pupils’ development in ways which will foster security, confidence and 
independence; 

 To integrate a safeguarding curriculum within the existing curriculum, allowing 
for continuity and progress through all the Key Stages; 

 To make appropriate links and reference to policies in related areas such as 
discipline and bullying. 

 
This document reflects the content of information all school staff should as part of 
regular safeguarding and child protection training covering the following areas: 
 

 Legislative framework 
 Definitions and categories of abuse and neglect 
 Possible indicators of abuse and neglect 
 Sexual violence and sexual harassment 
 Managing children who are missing education 

 Action by person receiving or identifying a concern 
 Action by designated person 
 Consent – child and parent/carer   
 Recording and the referral process 
 Guidelines for safe practice – professional conduct 

 Reports for case conferences 
 
 

3. GUIDING PRINCIPLES FOR INTERVENTION TO PROTECT CHILDREN 
 

The governors will ensure that the principles identified below, many of which 
derive from the Children Act 1989, are followed by all staff. 
 
 All children have a right to be kept safe and protected from abuse; 
 Child abuse can occur in all cultures, religions and social classes; 
 Staff must be sensitive to the families cultural and social background; 
 Children must have the opportunity to express their views and be heard  
 If there is a conflict of interests between the child and parent, the interests of 

the child must be paramount; 
 The responsibility to initiate agreed procedures rests with the individual who 

identifies the concern; 
 All staff must endeavour to work in partnership with those who hold parental 

responsibility for a child  
 Information in the context of a child protection enquiry must be treated as 

CONFIDENTIAL and only shared with those who need to know. 



 

 All staff should have access to appropriate and regular training  
 School management must allow staff sufficient time to carry out their duties 

in relation to child protection and safeguarding 
 
 

4. RESPONSIBILITIES OF THE DESIGNATED SAFEGUARDING LEAD 
 

Governors will ensure that the school has identified a Designated Safeguarding 
Lead for child protection and that the Head/Designated Safeguarding Lead 
undertakes the following responsibilities: 
 
 To ensure all staff are familiar with school and Borough procedures and 

guidelines for identifying and reporting abuse, including allegations of abuse 
against staff; 

 To ensure all staff receive training in the above, including staff who are 
temporary or start mid-year; 

 To be responsible for co-ordinating action and liaising with school staff and 
support services over child protection issues; 

 To be aware of all children within the school who are the subject of a Child 
Protection Plan or who are Looked After Children and ensure the child’s social 
worker is informed if such children are subject of an exclusion from the 
school;  

 To ensure the school is represented at child protection case conferences, 
Core Group Meetings and Child In Need Meetings and that written reports are 
provided as required; 

 To be aware of new legislation, guidance, policy and procedures in the area 
of Safeguarding and Child protection, including attending central training; 

 To be available to support and advise staff on child protection issues 
generally, and including issues specific to online safeguarding and the 
prevent agenda; 

 To disseminate relevant information between agencies to the appropriate 
staff e.g. to learning mentors; 

 To maintain accurate and secure child protection records and send on to new 
schools (where relevant). 

 To maintain a culture of safeguarding within the school through systems for 
children to share concerns, clear procedures for staff, and through relevant 
safeguarding links within the curriculum 
 

5. RESPONSIBILITIES OF SCHOOL STAFF 
 

a) All school staff have a responsibility to identify and report suspected abuse 
and to ensure the safety and well being of the pupils in their school.  In doing 
so they should seek advice and support as necessary from the 
Head/Designated Teacher and other senior staff members. 

 
b) Staff are expected to provide a safe and caring environment in which children 

can develop the confidence to voice ideas, feelings and opinions.  Children 
should be treated with respect within a framework of agreed and understood 
behaviour. 

 



 

c) All school staff are expected to: 
 Be able to identify signs and symptoms of abuse (Appendix A) including 

specific safeguarding issues outlined in Keeping Children Safe in Education 
e.g. Radicalisation in line with the Prevent Duty 2015, Children Missing from 
Education Child Sexual Exploitation, Female Genital Mutilation in line with 
the mandatory reporting of concerns from October 2015;   

 Report concerns (including concerns about other staff/professionals) 
immediately to the Designated Lead or other senior staff members as 
appropriate (Appendix B); 

 Be aware of the relevant local procedures and guidelines;  
 Monitor and report as required on the welfare, attendance and progress of 

all pupils; 
 Keep clear, dated, factual and confidential records of child protection 

concerns; 
 Respond appropriately to disclosures from children and young people: stay 

calm, reassure without making unrealistic promises, listen, avoid leading 
questions, avoid being judgemental and keep records (Appendix B and C). 

 
6. APPOINTMENT OF STAFF 
 

When appointing staff, Governors will take account of the guidance issued by the 
Local Authority’s Human Resources Section and observe the following safeguards: 

 
 That documentation sent out to potential candidates will make it clear that 

child protection is a high priority of the school and that rigorous checks will 
be made of any candidate before appointments are confirmed; 

 That all references will be taken up and verified; 
 That a reference will always be obtained from the last employer; 
 That at interview candidates will be asked to account for any gaps in their 

career/employment history; 
 That candidates will be made aware that all staff are subject to enhanced 

Disclosure and Barring Service (DBS) checks;   
 Where the applicant has been living abroad, similar enquiries will be made in 

the country of origin relating to the applicant’s qualifications and suitability to 
teach via the TRA Teacher Services system.  

 That evidence of relevant checks will be recorded and stored in a single, 
central location, easily accessible when appropriate and necessary; 

 The school will maintain an accurate Single Central Record for all staff and 
adults in the school; 

 For other volunteers who are not carrying out regulated activity and do not 
have regular contact with children, the headteacher will carry out a risk 
assessment to decide whether an enhanced DBS check should be carried out. 
 
 
 
 



 

 
7. ALLEGATIONS AGAINST STAFF 
 

a. Governors recognise that because of their daily contact with children in a 
variety of situations, including the caring role, teachers and other school staff 
are vulnerable to accusations of abuse. 

 
b. Governors further recognise that, regrettably, in some cases such accusations 

may be true.  The governors, therefore, expect all staff to follow the agreed 
procedures for dealing with allegations against staff (Appendix H). This will 
initially mean a discussion with the designated teacher, headteacher and 
notification/consultation with the Local Authority Designated Officer (LADO). 

 
c. Where an allegation is made about the headteacher the Chair of Governors 

will be informed and the LADO will be notified by the Chair of Governors. 
 

 
8. STAFF CONTACT WITH PUPILS   
In order to minimise the risk of accusations being made against staff as a result of 
their daily contact with pupils, all school staff should familiarise themselves with the 
school’s expectations regarding professional conduct. The use of control and 
physical restraint is last resort and should only be considered in exceptional 
circumstances to keep the child/young person safe and /or those around them safe 
and will only be undertaken by staff trained to do so. A record will be made and 
parents informed.   
 
9. WHISTLEBLOWING 
The school fosters a culture of openness in line with the “Freedom to speak up” 
review and will put in place strategies and procedures to ensure that staff feel 
enabled to raise concerns relating to the safeguarding of children or poor practice 
within the school that may cause a risk to children.  
 
The school recognises that there may be circumstances where staff and pupils feel 
unable to raise concerns or incidents of malpractice within the school environment 
as there is reasonable doubt that these would be dealt with adequately.  
All staff and volunteers have a legal duty to raise concerns where they feel 
individuals or schools/colleges are failing to safeguard and promote the welfare of 
children. Where it is not possible to raise concerns within the school, staff and 
volunteers may report concerns to the following; 
 
• Royal Borough of Kensington and Chelsea’s (RBKC) lead officers for child 
protection or safeguarding where there are issues regarding the welfare of a pupil;  
 
• The following numbers can be used where there are issues regarding the 
school’s overall procedures around safeguarding  
 

 Westminster Diocese Director of Education on 020 7798 9005 
 The Ofsted whistle-blowing line on 0300 123 3155 
 The NSPCC whistleblowing helpline on 0800 028 0285. 

 



 

 
10. PEER ON PEER ABUSE 
There is no clear boundary between incidents that should be regarded as abusive 
and incidents that are more properly dealt with as bullying, sexual experimentation 
etc. This is a matter of professional judgement. If one child or young person causes 
harm to another, this should not necessarily be dealt with as abuse: bullying, 
fighting and harassment between children are not generally seen as child protection 
issues. However, it may be appropriate to regard a young person’s behaviour as 
abusive if: There is a large difference in power (for example age, size, ability, 
development) between the young people concerned; or the perpetrator has 
repeatedly tried to harm one or more other children; or there are concerns about 
the intention of the alleged perpetrator. If the evidence suggests that there was an 
intention to cause severe harm to the victim, this should be regarded as abusive 
whether or not severe harm was actually caused. 

 
The school will ensure that all staff are aware of peer on peer abuse and know what 
action to take when a pupil’s behaviour is likely to cause harm to other pupils. This 
may be through:  
 
• bullying and cyberbullying 
• physical violence 
• sexual violence and sexual harassment 
• upskirting 
• sexting 
• initiation rites (hazing). 

 
 

11.  STAFF TRAINING AND SUPPORT 
 

a. Governors recognise the importance of child protection training for Designated 
Safeguarding Lead and for all other school staff who have contact with 
children. The designated Governor for Child Protection will have specific 
training in their role, available from the Local Authority. 

 
b. Governors expect the Designated Safeguarding Lead to ensure that all school 

staff, including support and ancillary staff, receive training in child protection 
and that new staff are made aware of school policy, procedures and guidelines 
when they join the school and receive annual training thereafter. 

 
c. The Head is also expected to ensure that all staff receive regular support in 

respect of child protection work and know which senior member of staff to 
refer to for advice in the absence of the Designated Safeguarding Lead. 

 
12. CURRICULUM 
 

The governors believe that the school curriculum is important in the protection of 
children.  They will aim to ensure that curriculum development meets the 
following objectives (these are met through the computing and  PSHE 
curriculums): 
 



 

 Developing pupil self-esteem; 
 Developing communication skills; 
 Informing about all aspects of risk; 
 Developing strategies for self-protection; 
 Developing a sense of the boundaries between appropriate and inappropriate 

behaviour in adults; 
 Developing non-abusive behaviour between pupils. 
 Developing an awareness of the safe use of the internet 

 
 

13. CHILDREN WITH SPECIAL EDUCATIONAL NEEDS 
 

Governors recognise that children with special educational needs may be 
especially vulnerable to abuse and expect staff to take extra care to interpret 
correctly apparent signs of abuse or neglect so that changes in behaviour, mood 
and injury are not solely attributed to the child’s SEN or disability. Indications of 
abuse will be reported as for other pupils. The Designated Safeguarding Lead will 
work with the special educational needs co-ordinator to identify pupils with 
particular communication needs, to ensure those children are mentored and 
supported, and to ensure clear guidance is available for staff in relation to their 
responsibilities when working with children with intimate care needs. 
 
Whenever the school places a pupil with an alternative education provider, the 
school will obtain written confirmation of the provider’s safeguarding and child 
protection policies and ensure that appropriate safeguarding checks on 
individuals working at the establishment have been carried out. 

 
The school is aware that some pupils may be living in circumstances that may 
make them more vulnerable to abuse, neglect or poor outcomes and who may 
need help or intervention from Early Help Services or other agencies in order to 
overcome problems or keep them safe (Appendix F).  

 
14. EARLY YEARS  

 

As an early years provider delivering the Early Years Foundation Stage (EYFS), 
the school aims to meet the specific safeguarding and child protection duties set 
out in the Childcare Act 2006 and related statutory guidance. 
https://www.gov.uk/government/publications/early-years-foundation-stage-
framework--2 
 
All safeguarding and child protection procedures listed in this policy will apply 
equally to children in Early Years settings so far as they are relevant to that age 
group. 
 

15. CONTEXTUAL SAFEGUARDING 
 

Safeguarding incidents and/or behaviours can be associated with factors outside the 
school or college and/or can occur between children outside the school or college. 
All staff, but especially the Designated Safeguarding Lead (or deputy) should be 
considering the context within which such incidents and/or behaviours occur. This is 

https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2
https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2


 

known as contextual safeguarding, which simply means assessments of children 
should consider whether wider environmental factors are present in a child’s life that 
are a threat to their safety and/or welfare. Children’s social care assessments should 
consider such factors so it is important that schools and colleges provide as much 
information as possible as part of the referral process. This will allow any 
assessment to consider all the available evidence and the full context of any abuse.  

 
 

16. COMMUNICATING POLICY TO PARENTS AND PUPILS 
 

a. The governors expect parents and pupils to be informed that the school has a 
child protection policy and is required to follow national and local guidance for 
reporting suspected abuse to the Family and Children’s Services Department. 

 
b. Pupils and parents should know how the school’s child protection system works 

and with whom they can discuss any concerns.  They should also be made 
aware of local or national telephone help lines.  

 
 

17. EVALUATING THE EFFECTIVENESS OF SCHOOL’S POLICY. 
 

The governors require the Head to report to them termly on the effectiveness of 
the school’s child protection policy and on associated issues in the school over 
the preceding term.  The staff governor will advise on the day to day working 
effectiveness of the policy. 

 
18. CHILD PROTECTION IN RELATION TO OTHER SCHOOL POLICIES 
 

This child protection policy should be read in conjunction with other relevant 
school policies such as Behaviour, anti-bullying, E-Safety, RSE, Whistleblowing, 
Educational Visits, the Staff Code of conduct.  
 
 

Reviewed February 2020 



 

APPENDIX A  
 

CHILD PROTECTION: DEFINITIONS AND INDICATORS OF ABUSE 
 
Definitions 
 
Child protection is part of the safeguarding agenda that focuses on preventing 
maltreatment and protecting children at risk of neglect or abuse. Under the Children Act 
1989, the school has a legal duty to investigate and take any action to protect children 
where there are concerns that they are at risk of suffering significant harm, which is 
defined as: 
 
Neglect: failure to provide basic care to meet the child’s physical needs, such as not 
providing adequate food, clothing or shelter; failure to protect the child from harm or 
ensure access to medical care and treatment. 
 
Physical abuse: causing physical harm or injury to a child. 
 
Sexual abuse: involving children in sexual activity, or forcing them to witness sexual 
activity, which includes involving children in looking at or the production of 
pornography. 
 
Emotional abuse: failure to provide love and warmth that affects the child’s emotional 
development; psychological ill treatment of a child through bullying, intimidation or 
threats. 
 

Possible indicators of abuse and neglect 

Neglect  Inadequate or inappropriate clothing 
 Appears underweight and unwell and seems 

constantly hungry  

 Failure to thrive physically and appears tired 
and listless 

 Dirty or unhygienic appearance 
 Frequent unexplained absences from school 
 Lack of parental supervision 

Physical abuse  Any injury such as bruising, bite marks, burns 
or fractures where the explanation given is 
inconsistent with the injury  

 Injuries in unexpected places or that are not 
typical of normal childhood injuries or accidents 

 High frequency of injuries 
 Parents seem unconcerned or fail to seek 

adequate medical treatment 

Sexual abuse  Sexual knowledge or behaviour that is unusually 
explicit or inappropriate for the child’s age/stage 
of development 

 Sexual risk taking behaviour including 
involvement in sexual exploitation/older 
boyfriend 

 Continual, inappropriate or excessive 



 

masturbation 
 Physical symptoms such as injuries to genital or 

anal area or bruising, sexually transmitted 
infections, pregnancy 

 Unwillingness to undress for sports 

Emotional abuse  Developmental delay 

 Attachment difficulties with parents and others 
 Withdrawal and low self-esteem 

Indirect indicators 
of abuse and 
neglect 

 Sudden changes in behaviour 
 Withdrawal and low self-esteem 

 Eating disorders 
 Aggressive behaviour towards others 
 Sudden unexplained absences from school 
 Drug/alcohol misuse 
 Running away/going missing 

Parental 
attributes 

 Misusing drugs and/or alcohol  
 Physical/mental health or learning difficulties 
 Domestic violence 
 Avoiding contact with school and other 

professionals 

 
 



 

APPENDIX B 
 
PROCEDURES WHEN A CONCERN ARISES 
 
The school will work to the following policy documents in order to support the protection of 

pupils who are at risk of significant harm. 

 

 Working together to safeguard children (DfE 2018) 
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2 
 

 What to do if you’re worried a child is being abused (DfE2015)  
What to do if you’re worried a child is being abused - Publications - GOV.UK 
 

 The London Safeguarding Children Board child protection procedures 
London Safeguarding Children Board: Child Protection Procedures  
 

 Keeping children safe in education (DfE 2020) 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2 

 

In line with these policies and procedures, the school will: 

 

 identify those pupils where there are child protection concerns and make a referral to 

Social Services where necessary 

 attend child protection case conferences in order to effectively share information about 

risk and harm 

 contribute to the development and monitoring of child protection plans as a member of 

the core group 

 carry out the school’s role in implementing the child protection plan and continually 

monitoring the child’s wellbeing, and liaising with the allocated social worker as 

required. 

 
Recognition 
 

 Staff have a responsibility to identify those children who are suffering from abuse or 

neglect and to ensure that any concerns about the welfare of a pupil are reported to the 

designated safeguarding lead. 

 Staff should refer to Appendix A for a full definition of significant harm and the specific 

indicators that may suggest a pupil may be at risk of suffering significant harm. 

 Any concerns held by staff should be discussed in the first instance with the designated 

safeguarding lead or their deputy and advice sought on what action should be taken. 

Where required, advice on thresholds and indicators of harm can be obtained from the 

social worker on a no-names basis.  

 

 Details of any concerning incidents should also be recorded on the form at Appendix C 

 Concerns may be monitored over time by the Designated Safeguarding Lead and 

recorded on the monitoring/incident form shown at Appendix D. 

 
Dealing with disclosures 
 
If a pupil discloses something concerning to a member of staff, the member of staff should; 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
http://www.londoncp.co.uk/


 

 

 listen to what is said without displaying shock or disbelief and accept what the child is 

saying; 

 allow the child to talk freely; 

 reassure the child but not make promises that it may not be possible to keep, or 

promise confidentiality, as a referral may have to be made to CSSW; 

 reassure the child that what has happened is not their fault and that they were right to 

tell someone; 

 not ask direct questions but allow the child to tell their story; 

 not criticise the alleged perpetrator; 

 explain what will happen next and who has to be told; 

 make a formal record (Appendix C) and pass this on to the designated safeguarding 

lead to add to any ongoing record (Appendix D). 

 

Referral 

 

 Where possible, a decision on whether or not to refer a pupil to Social Services should be 

made by the designated safeguarding lead or their deputy following a discussion with the 

member of staff who has raised concerns. However this should not delay any referral and 

any member of staff may make a referral if this is necessary but the designated 

safeguarding lead should be informed as soon as possible. 

 Referrals should be in writing using an e-CAF referral completed either by the teacher 

raising concerns or by the designated safeguarding lead. Urgent child protection referrals 

will be accepted by telephone but must be confirmed in writing via the e-CAF referral within 

48 hours. 

 Where there is any doubt about whether the concerns raised meet the thresholds for a child 

protection referral, the designated safeguarding lead may discuss the case on a “no names” 

basis with the Child and Family Contact team social worker to obtain advice on how to 

proceed. 

 Parental consent should be sought prior to the referral being made but a referral can be 

made if parents refuse consent where there are safeguarding concerns about the child and 

referral is a proportionate response to these concerns. Consent should not be sought if this 

would place the child at risk of further harm, interfere with a criminal investigation or cause 

undue delay. The DSL will keep a record of referrals, and record whether consent was 

sought and agreed (See appendix E) 

 All referrals will be acknowledged by the Child and Family Contact team manager within 24 

hours and the referrer informed of what action will be taken. 

 If the school does not think the child’s situation is improving within a reasonable timescale 

following referral, this should be taken up with Social Services via the designated 

safeguarding lead. 

 

 

Records 
 
 Child protection records relating to pupils are highly confidential and will be kept in a 

designated welfare file separate to the pupil’s education records. These records will be 

securely held within the school. 

 



 

 The designated safeguarding lead is responsible for ensuring that records are accurate, up 

to date and that recording is of a high standard. 

 All information should be recorded on the safeguarding monitoring/incident form (see 

appendix 2) and all records should be signed and dated.  

 Records should show: 

o what the concerns were; 

o what action was taken to refer on concerns or manage risk within the school; 

o whether any follow-up action was taken; 

o how and why decisions were made. 

 Any incidents, disclosures or signs of neglect or abuse should be fully recorded with dates, 

times and locations. Records should also include a note of what action was taken. 

 Where a child who is subject to a child protection plan transfers to another school, the 

designated safeguarding lead is responsible for ensuring that copies of all relevant records 

are passed to the designated safeguarding lead at the new school.  

 All information obtained by school staff about a pupil will be kept confidential and will 

only be shared with other professionals and agencies with the family’s consent unless 

there are safeguarding concerns that need to be shared with other agencies and seeking 

consent would place the child at further risk.



 

APPENDIX C 

 



 

APPENDIX D 
 

 
 
APPENDIX E 
 

 



 

APPENDIX F 

CHILD PROTECTION SUMMARY 

This summary sheet is for staff, visitors and other volunteers who work in the school to 
support our children. Ensuring such staff and adult helpers read this sheet contributes 

to the school’s commitment to safeguarding and promoting the welfare of pupils. 

As an adult working in this school you have a duty of care towards all pupils. This 
means you should act at all times in a way that is consistent with their safety and 
welfare.  

If you have a concern about a child, particularly if you think s/he may be suffering or at 
risk of suffering harm, it is your responsibility to share the information promptly with 
the Designated Safeguarding Lead, Mrs Jane Griffiths or the deputy DSL who is Mrs 
Alice Steinart.  

The following is not an exhaustive list but you might become concerned as a result of 

  seeing a physical injury which you believe to be non-accidental  

 observing something in the appearance of a pupil which leads you to think his/her 

needs are being neglected  

 witnessing behaviour which gives rise to concern  

 a pupil telling you that s/he has been subjected to some form of abuse  

In any of these circumstances you should write down what you observed or heard, date 
and sign the account and give it to the DSL or deputy.  

If a pupil talks to you about (discloses) abuse you should  

 listen carefully without interruption, particularly if s/he is freely recalling significant 
events  

 only ask sufficient questions to clarify what you have heard. You might not need to 
ask anything but, if you do, you must not ‘lead’ the pupil in any way so should only ask 
‘open’ questions  

 make it clear you are obliged to pass the information on, but only to those who need 
to know  

 tell the DSL or deputy DSL without delay  

 write an account of the conversation as soon as you are able (definitely the same 

day), date and sign it and give it to the DSL.  

Do not ask the pupil to repeat the disclosure to anyone else in school, ask him/her or 
any other pupil to write a ‘statement’, or inform parents. You are not expected to make 
a judgement about whether the child is telling the truth.  

If the behaviour of another adult in the school gives rise to concern you should report it 
to the Headteacher.  

Remember – share any concerns, don’t keep them to yourself. 

A copy of the full child protection policy can be found on the school website. 
 
 
 



 

APPENDIX G 
 
EARLY HELP 

 

Staff will identify children who need extra help at an early stage and provide help and support 

in order to prevent concerns from escalating. In particular, staff will be aware of the needs of 

the following groups of children whose circumstances may mean they will require early help: 

 

o children with disabilities and additional needs, including those with SEN 

o young carers 

o children showing early signs of being drawn into anti-social behaviour 

o children who frequently go missing from home, school or care; 

o children at risk of exploitation through modern slavery and trafficking; 

o children whose home circumstances are negatively affected by adult substance 

misuse or mental ill health or domestic abuse; 

o children who show early signs of abuse or neglect; 

o children at risk of radicalisation; 

o privately fostered children. 

 

 Where the child’s extra needs require services, consideration will be given to what early 

help support can be offered a child by the school.  

 If the child requires an early help service from another agency, the school will make a 

referral to the Early Help service for appropriate help and support.  Staff will consult 

with parents prior to making any referral to discuss the matter and gain consent to refer 

the child. 

 Early help provision should be monitored and reviewed to ensure outcomes for the child 

are improving. If the school believes that this is not the case, consideration should be 

given making a referral for a statutory social work service.  

 Parents can also refer themselves to Early Help 

 



 

APPENDIX H 

 

PROCEDURE FOR MANAGING CONCERNS ABOUT ADULTS WHO WORK WITH 

CHILDREN 

 

 
Procedure for managing concerns about adults who work with children 

 
Introduction and Purpose 
Despite all efforts to recruit safely there will be occasions when allegations of abuse against 
children are raised, or where concerns arise about the conduct of an adult working with 
children. 
This policy complies with Working Together 2015, The London Child Protection Procedures 2014 
and Keeping Children Safe in Education 2020 in addition to the Education Act.  

It is important that all staff know how to recognise and report concerns; this policy should be 
read in conjunction with the Whistle blowing policy and guidance on safe working practice in 
the staff handbook.  

When this policy should be used 
This policy is used in respect of all cases in which it is alleged that a teacher or member of staff 

(including a volunteer) has:- 
 

 behaved in a way that has harmed a child, or may have harmed a child (see Child 
Protection Policy for definition of harm); 
 

 possibly committed a criminal offence against or related to a child; or, 
 

 behaved towards a child or children in a way that indicates he or she would pose a 
risk of harm if they work regularly or closely with children. 

These behaviours should be considered within the context of the four categories of abuse 
(i.e. physical, sexual and emotional abuse and neglect). These include concerns relating to 
inappropriate relationships between members of staff and children or young people, for 
example: 

 Having a sexual relationship with a child under 18 if in a position of trust in respect of 
that child, even if consensual (see ss16-19 Sexual Offences Act 2003);  

 'Grooming', i.e. meeting a child under 16 with intent to commit a relevant offence (see 
s15 Sexual Offences Act 2003);  

 Other 'grooming' behaviour giving rise to concerns of a broader child protection nature 
(e.g. inappropriate text / e-mail messages or images, gifts, socializing etc); 

 Possession of indecent photographs / pseudo-photographs of children. 

If an allegation or concern arises about a member of staff, outside of their work with 
children, and this may present a risk of harm to child/ren for whom the member of staff is 
responsible, the general principles outlined in these procedures will still apply. 

In some cases, an allegation of abuse against someone closely associated with a member of 
staff (e.g. partner, member of the family or other household member) may present a risk of 

http://www.legislation.gov.uk/ukpga/2003/42/contents
http://www.legislation.gov.uk/ukpga/2003/42/contents


 

harm to child/ren for whom the member of staff is responsible.  In these circumstances, a 
strategy meeting / discussion should be convened to consider: 

 The ability and/or willingness of the member of staff to adequately protect the child/ren; 

 Whether measures need to be put in place to ensure their protection; 

 Whether the role of the member of staff is compromised. 

 
How allegations will be managed 
If you have a concern about any adult who works with children this must be immediately 
reported to the headteacher and in her absence, the deputy headteacher. If the concern 
regards the headteacher, the Chair of Governors should be contacted. 
You are reminded: 

 Not to investigate or ask leading questions 
 Make assumptions or offer alternative explanations for action  
 Promise confidentiality to the victim – but do offer assurance that information will only 

be shared on a need to know basis 
 
The headteacher will seek advice from the Local Authority Designated Officer (LADO), the police 
and or children’s social care about how much information should be disclosed to the accused 
person who , subject to any restrictions imposed, be informed of the nature of the allegation 
and how enquiries will be conducted  and the possible outcome.  
If a member of staff believes that a reported allegation or concern is not being dealt with 
appropriately by the school, they should report the matter to the LADO directly 

 

Initial consideration by the designated senior manager and the LADO 

There are up to three strands in the consideration of an allegation: 

 A police investigation of a possible criminal offence;  

 Social care enquiries and/or assessment about whether a child is in need of protection 
or services; 

 Consideration by an employer of disciplinary action. 

The LADO will advise the employer whether or not informing the parents of the child/ren 
involved will impede the disciplinary or investigative processes. Acting on this advice, if it is 
agreed that the information can be fully or partially shared, the employer should inform the 
parent/s. In some circumstances, however, the parent/s may need to be told straight away 
(e.g. if a child is injured and requires medical treatment). 

The accused member of staff will be treated fairly and honestly and helped to understand the 
concerns expressed and the processes involved. S/he will be kept informed of the progress of 
the investigation and the implications of any disciplinary or related process 

Such restrictions remain in place unless or until the teacher is charged with a criminal offence, 
though they may be dispensed with on the application to the Magistrates’ Court by any 
person, if the court is satisfied that it is in the interests of justice to do so, having regard to 
the welfare of: 

a) the person who is the subject of the allegation, and  
b) the victim of the offence to which the allegation relates. 

There is a right of appeal to the Crown Court. 



 

This restriction will apply to allegations made against any teacher who works at a school, 
including supply and peripatetic teachers.  ‘School’ includes academies, Free Schools, 
independent schools and all types of maintained schools. 

There is a new offence of publishing any information in breach of these restrictions. 
Publication includes any communication, in whatever form, which is addressed to the public 
at large or any section of the public. 

   

Further information  

 http://www.londoncp.co.uk/consultation/alleg_staff.html#record  

 Guidance for Safe Working Practice for Adults who work with Children and Young 
People and Guidance for Safer Working Practice for Adults who Work with Children and 
Young People in Education Settings  
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