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Safeguarding Statement 
 
Astley School recognise our moral and statutory responsibility to safeguard and promote the 
welfare of all pupils. We endeavour to provide a safe and welcoming environment where children 
are respected and valued. We are alert to the signs of abuse and neglect and follow clear 
procedures to ensure that children receive effective support, protection and justice. Child 
protection forms part of the school’s safeguarding responsibilities. 
 
Our Safeguarding Children policy draws upon duties conferred by the Children Acts 1989 and 
2004, The Children and Families Act 2014, S175 of the 2020 Education Act, The Education 
(Independent School Standards) Regulations 2014 (for independent schools ), the Non-maintained 
Special Schools (England) Regulations 2015 (for non-maintained special schools) and the 
guidance contained in Working Together to Safeguard Children 2018, the DfE’s statutory Guidance 
“Keeping Children Safe in Education September 2020, Ofsted guidance  and procedure. 
 
COVID-19 
 
Keeping Children Safe in Education (KCSIE) remains in force throughout the response to 
coronavirus (COVID-19). The department has issued non-statutory interim guidance on safeguarding in 

schools, colleges and other providers during the coronavirus outbreak. This guidance supports governing 

bodies, proprietors, senior leadership teams and designated safeguarding leads to continue to have 

appropriate regard to KCSIE and keep their children safe. It suggests where schools and colleges might 

consider safeguarding policy and process differently when compared to business as usual. 

 
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-
other-providers 
 
 

 
Key Personnel 
 
The Designated Safeguarding Lead (DSL) is: Alison Reakes-Williams  

Contact details: head@astley.worcs.sch.uk  Telephone: 01299 822002 

 

The Deputy DSLs are: Julie Turbutt and Bron Wilcox 

Contact details: jmt58@astley.worcs.sch.uk  baw23@astley.worcs.sch.uk Telephone: 01299 

822002 

 

The nominated child protection governors are: Sally Fowler (Curriculum Committee) and 

Lisa Screen (Resources Committee) 

Contact details: email: sfowler@astley.worcs.sch.uk  lscreen@astley.worcs.sch.uk Telephone: 

01299 822002 

 

The Headteacher is: Alison Reakes-Williams  

Contact details: head@astley.worcs.sch.uk  Telephone: 01299 822002 

 

The Chair of Governors is: Marc Stevenson  

Contact details: email:  mstevenson@astley.worcs.sch.uk Telephone: 01299 822002  

 

 
 
 
 
 
 
 

https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers
mailto:head@astley.worcs.sch.uk
mailto:jmt58@astley.worcs.sch.uk
mailto:baw23@astley.worcs.sch.uk
mailto:sfowler@astley.worcs.sch.uk
mailto:lscreen@astley.worcs.sch.uk
mailto:head@astley.worcs.sch.uk
mailto:mstevenson@astley.worcs.sch.uk
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Terminology 
 
Safeguarding and promoting the welfare of children is defined as:  

• protecting children from maltreatment;  
• preventing impairment of children's health or development;  
• ensuring that children grow up in circumstances consistent with the provision of safe 

and     effective care; and  
• taking action to enable all children to have the best outcomes.  

 
Child Protection is a part of safeguarding and promoting welfare. It refers to the activity that 
is undertaken to protect specific children who are suffering, or are likely to suffer, significant 
harm. 
 
Staff refers to all those working for or on behalf of the school, full or part time, temporary or 
permanent, in either a paid or voluntary capacity. 
 
Child includes everyone under the age of 18. 
 
Parents refers to birth parents and other adults who are in a parenting role, for example step-
parents, foster carers and adoptive parents. 
 

 

 

Other named staff and contacts: 

 

• Designated Teacher for Children in Care: Alison Reakes-Williams 

• Prevent Lead: Alison Reakes-Williams 

• Child Sexual Exploitation Lead: Alison Reakes-Williams 

• Nominated Anti-Bullying Governor: Amanda Clark 

• Nominated Mental Health Governor: Claire Freeman 

• Online Safety Co-ordinator: Alison Reakes-Williams 

• Safeguarding in Education Adviser, WCC:   Denise Hannibal 

• Local Authority Designated Officer/Position of Trust:  

Sue Taylor: 01905 846221 Kevin Mills: 01905 845563  Bev Fain: 01905 843861                      
Jo Gandy: 01905 843774   Kenny Edgar: 01905 846747   Emma Arnold: 01905 843113  
Jon Hancock: 01905 843311 

• Safeguarding Training Provider: Babcock Prime. Sally Mills, 07714 210687 
sallymillsconsultant@btinternet.com  

• Family Front Door : 01905 822666 (core working hours) Out of hours or at weekends: 
768020  

• Prevent Single Point of Contact (SPOC): Paul Kinsella 
pkinsella@worcestershire.gov.uk  

 

 

 

To submit an online Cause for Concern notification log onto:  

 

http://www.worcestershire.gov.uk/childrenssocialcare 

 

tel:01905%20845563
tel:01905%20845563
tel:01905%20843861
tel:01905%20843774
tel:01905%20846747
tel:01905%20843113
tel:01905%20843311
mailto:sallymillsconsultant@btinternet.com
mailto:pkinsella@worcestershire.gov.uk
http://www.worcestershire.gov.uk/childrenssocialcare
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1. Introduction 
 
Astley School fully recognises the contribution it can make to protect and support pupils in school. The 
aim of this policy is to safeguard and promote our pupils' welfare, safety, health and well-being by creating 
an honest, open, caring and supportive environment. The pupils' welfare is of paramount importance. 
This policy is also based on the following legislation:  
 

• Section 175 of the Education Act 2002, which places a duty on schools and local  authorities to  
safeguard and promote the welfare of pupils 

• Keeping Children Safe In Education 2020 

• The School Staffing (England) Regulations 2009, which set out what must be recorded on the single 
central record and the requirement for at least one person on a school interview/appointment panel 
to be trained in safer recruitment techniques  

• Part 3 of the schedule to the Education (Independent School Standards) Regulations 2014, which 
places a duty on academies and independent schools to safeguard and promote the welfare of 
pupils at the school  

• The Children Act 1989 (and 2004 amendment), which provides a framework for the care and 
protection of children  

• Section 5B(11) of the Female Genital Mutilation Act 2003, as inserted by section 74 of the Serious 
Crime Act 2015, which places a statutory duty on teachers to report to the police where they discover 
that female genital mutilation (FGM) appears to have been carried out on a girl under 18  

• The Rehabilitation of Offenders Act 1974, which outlines when people with criminal convictions can 
work with children  

• Schedule 4 of the Safeguarding Vulnerable Groups Act 2006, which defines what ‘regulated activity’ 
is in relation to children  

• Statutory guidance on the Prevent duty, which explains schools’ duties under the Counter-Terrorism 
and Security Act 2015 with respect to protecting people from the risk of radicalisation and extremism  

• West Midlands procedures:  

• WCF levels of need guidance: 

• Staff should have regard to the DfE statutory guidance ‘Relationships education, relationships and 
sex education (RSE) and health education’ June 2019 (Last updated July 2019) by including 
opportunities in the curriculum, specifically through PSHE and ICT, for children to develop the skills 
they need to recognise and stay safe from abuse and to know who they should turn to for help. 

       This may include covering relevant issues for schools through Relationships 
 
Education (for all primary pupils) and Relationships and Sex Education (for all secondary pupils) and 
Health Education (for all pupils in state-funded schools) which will be compulsory from September 2020. 
Schools have flexibility to decide how they discharge their duties effectively within the first year of 
compulsory teaching and are encouraged to take a phased approach (if needed) when introducing these 
subjects. The statutory guidance can be found here: 
Statutory guidance: relationships education relationships and sex education (RSE) and health education. 
Colleges may cover relevant issues through tutorials. The following resources may help schools and 
colleges: • DfE advice for schools: 
teaching online safety in schools 
 
• UK Council for Internet Safety (UKCIS)27 guidance: Education for a connected-world 
• National Crime Agency's CEOP education programme: Thinkuknow 
• Public Health England: Rise Above 

 
1.2 This policy applies to all staff, governors, volunteers and visitors to the school. Child protection is the 
responsibility of all staff. We ensure that all parents and working partners are aware of this policy by 
mentioning it in our school prospectus, displaying appropriate information in our reception and on the 
school website and by raising awareness at meetings with parents/carers. 
 
1.3 Where the Governing Body provides services or activities directly under the supervision or 
management of school staff, the school's arrangements for child protection will apply. Where services or 
activities are provided separately by another body, the Governing Body will seek assurance in writing 
that the body concerned has appropriate policies and procedures in place to safeguard and protect 
children and there are arrangements to liaise with the school on these matters where appropriate. 
 
 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/892394/Keeping_children_safe_in_education_2020.pdf
https://westmidlands.procedures.org.uk/
http://www.worcestershire.gov.uk/downloads/file/7962/levels_of_need_guidance_formerly_threshold_guidance
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2. Safeguarding Commitment 
 
2.1 Astley School will adopt an open and accepting attitude towards children as part of its responsibility 
for pastoral care. Staff encourage children and parents/carers to feel free to talk about any concerns and 
to see school as a safe place when there are difficulties. Children's worries and fears will be taken 
seriously, and children are encouraged to seek help from members of staff. 
 
2.2  Astley School will therefore: 
 

• Establish and maintain an ethos where children feel secure and are encouraged to talk and are 
listened to; 

• Ensure that children know that there are adults in the school whom they can approach if they are 
worried or are in difficulty. 

• Include in the curriculum activities and opportunities (specifically through PHSE/ ICT) which equip 
children with the skills they need to stay safe from abuse (including online) and to know where to 
get help. 

• Ensure every effort if made to establish effective working relationships with parents/carers and 
colleagues from other agencies. 

• Operate safer recruitment procedures and make sure that all appropriate checks are carried out on 
new staff and volunteers who will work with children  including identity, right to work, enhanced DBS 
criminal record and barred list (and overseas where needed), references, and prohibition from 
teaching or managing in schools (s128). For senior leaders in Academies/Independent schools and 
for Governors in maintained schools (since September 2018) 

• As Education Safeguarding Practitioners we will liaise with the three safeguarding partners in line 
with Working Together 2018 (updated February 2019) 

• Within our local area, statistics show (May 2020) that anti-social behaviour and violence/sexual 
offences are the most prevalent crimes committed. These are therefore a particular focus for our 
school. Our vision and values are at the heart of teaching our children to avoid these negative 
behaviours. Data taken from https://www.crime-statistics.co.uk 
 

2.3 Safeguarding in the Curriculum  
 
Children are taught about safeguarding in schools. The following areas are among those addressed in 
PSHE/SRE and in the wider curriculum. 
 

• Bullying/Cyberbullying (PSHEC lessons and our E Safety week activities) 

• Drugs, alcohol and substance abuse (PSHEC lessons) 

• Online Safety / Mobile technologies (Through ICT curriculum and E Safety week) 

• Stranger danger (presentations on a two year cycle by outside agencies) 

• Fire and water safety (presentations on a two year cycle by outside agencies) 

• Peer to peer abuse (through our school vision and Christian values) 

• Sexual harassment and sexual violence (through our school vision and Christian values) 

• Road safety (presentations on a two year cycle by outside agencies) 

• Domestic abuse (through our school vision and Christian values) 

• Healthy relationships / Consent (delivered to KS2 on a two year cycle) 

• So called Honour Based Violence issues (HBV) e.g. Forced Marriage, Female Genital 
Mutilation (FGM) (not explicitly covered) 

• Sexual exploitation of children (CSE) (healthy relationships course for KS2)  

• Extremism and Radicalisation (in line with the DfE advice Promoting Fundamental British 
Values as part of SMSC (spiritual, moral, social and cultural education) in Schools (2014)1. 
(Discussed in Team Councils) 

 
2.4 Support 

 
Astley School recognises that children who are abused or who witness violence may find it difficult to 
develop a sense of self-worth and view the world in a positive way.  For such children, school may be 
one of the few stable, secure and predictable components of their lives.  Other children may be vulnerable 
because, for instance, they have a disability, are in care, or are experiencing some form of neglect. Our 
school seeks to remove any barriers that may exist in being able to recognize abuse or neglect in pupils 

 
1https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/380595/SMSC_Guidance_
Maintained_Schools.pdf 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/380595/SMSC_Guidance_Maintained_Schools.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/380595/SMSC_Guidance_Maintained_Schools.pdf
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with Special Educational Needs or Disability.  We will seek to provide such children with the necessary 
support and to build their self-esteem and confidence.  

 
2.5 Raising concerns/complaints .We respond robustly when concerns are raised or complaints made 
(from children, adults including parent/carers) as we recognise that this promotes a safer environment 
and we seek to learn from complaints and comments. The school will take action and seek to resolve the 
concerns in a timely way, keeping people informed as to progress wherever possible. The school's 
complaints procedures are available from the School Office and on the website. 
 

3. Roles and Responsibilities  

 
3.1 All adults working with or on behalf of children have a responsibility to safeguard and promote their 
welfare. This includes a responsibility to be alert to possible abuse and to record and report concerns to 
staff identified with child protection responsibilities within the school (currently called Designated 
Safeguarding Leads). Staff should be aware that they may need to work with other services as needed 
and assist in making decisions about individual children.  
 
The Teachers’ Standards 2012 state that teachers, including head teachers, should safeguard children’s 
wellbeing and maintain public trust in the teaching profession as part of their decisions about individual 
children.  
 
Every member of staff, including volunteers working with children at our school, is advised to maintain 
an attitude of ‘it could happen here’ where safeguarding is concerned and ‘think beyond the obvious’. 
When concerned about the welfare of a child, staff members should always act in the interests of the 
child and have a responsibility to take action as outlined in this policy. They take account of the 'one 
chance rule' in relation to honour violence based issues, that an adult may have only one opportunity to 
save a potential victim. 
 
All staff are encouraged to report any concerns that they have and not see these as insignificant. 
On occasions, a referral is justified by a single incident such as an injury or disclosure of abuse. 
More often however, concerns accumulate over a period of time and are evidenced by building 
up a picture of harm over time; this is particularly true in cases of emotional abuse and neglect. 
In these circumstances, it is crucial that staff record and pass on concerns in accordance with 
this policy to allow the DSL to build up a picture and access support for the child at the earliest 
opportunity. A reliance on memory without accurate and contemporaneous records of concern 
could lead to a failure to protect. Records should be made using CPOMs online reporting and 
tagged for all three DSLs to read. 
 
All staff should be aware of their duty to raise concerns, where they exist, about the attitude or actions of 
colleagues using the school's confidential reporting (whistleblowing) policy. 

Whistleblowing concerns about the Headteacher should be raised with the Chair of Governors, Mr Marc 
Stevenson. Where the Headteacher is also the sole proprietor, concerns should be reported directly to 
the Local Authority Designated Officer (LADO). 
 
Staff will be made aware that if they feel unable to raise a child protection failure internally, they can 
contact the NSPCC whistleblowing helpline. Staff can call 0800 028 0285 – line is available from 8:00 
AM to 8:00 PM, Monday to Friday and email: help@nspcc.org.uk 

 
3.2 The Designated Safeguarding Lead 
 
Governing bodies should ensure an appropriate senior member of staff, from the school leadership team, 
is appointed to the role of designated safeguarding lead. The designated safeguarding lead should take 
lead responsibility for safeguarding and child protection. This should be explicit in the role-holder’s job 
description (see Annex B, which describes the broad areas of responsibility and activities related to the 
role). 
 
It is a matter for individual schools as to whether they choose to have one or more deputy designated 
safeguarding leads. Any deputy (or deputies) should be trained to the same standard as the designated 
safeguarding lead. Whilst the activities of the designated safeguarding lead can be delegated to 
appropriately trained deputies, the ultimate lead responsibility for safeguarding and child protection, as 
set out above, remains with the designated safeguarding lead. This responsibility should not be 
delegated. 
 

https://www.nspcc.org.uk/what-you-can-do/report-abuse/dedicated-helplines/whistleblowing-advice-line/
mailto:help@nspcc.org.uk
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The designated safeguarding lead and any deputies should liaise with the three safeguarding partners 
(Police, Local Authority and Clinical Commissioning Group) and work with other agencies in line with 
Working Together to Safeguard Children. NSPCC- When to call the police should help designated 
safeguarding leads understand when they should consider calling the police and what to expect when 
they do. 
 
During term time, the designated safeguarding lead and/or a deputy should always be available (during 
school hours) for staff in the school to discuss any safeguarding concerns. It is a matter for individual 
schools and the designated safeguarding lead to arrange adequate and appropriate cover arrangements 
for any out of hours/out of term activities. 
 
The designated safeguarding lead and any deputies should undergo training to provide them with the 
knowledge and skills required to carry out the role. The training should be updated every two years. (WCF 
Education Safeguarding SLA -DSL annual training) In addition to their formal training as set out above, 
their knowledge and skills should be updated (for example via e-bulletins, meeting other designated 
safeguarding leads, or taking time to read and digest safeguarding developments), at regular intervals, 
and at least annually, to keep up with any developments relevant to their role. 
 
The names of the Designated Safeguarding Leads for the current year are listed on page 3 of this 
document. 
  
Statutory guidance contains further information on The Role and Responsibilities of the Designated 
Teacher  

 
3.3 Maintained school governors 
 
In accordance with the Statutory Guidance “Keeping Children Safe in Education” September 2020 the 
Governing Body will ensure that: 
 

• The school has a safeguarding Children policy, procedures and training in place which are effective 
and comply with the law at all times. The policy is made available publicly. 

• The policy should be reviewed at least annually or more often, for example in the event of new 
guidance or a significant incident. 

• Governors in maintained schools are required to have an enhanced criminal records certificate 
from the DBS.  

• It is the responsibility of the governing body to apply for the certificate for any of their governors 
who do not already have one.  

• Governance is not a regulated activity and so governors do not need a barred list check unless, in 
addition to their governance duties, they also engage in regulated activity.  

• Schools should also carry out a section 128 check for school governors, because a person subject 
to one is disqualified from being a governor. Using the free Employer Secure Access sign-in portal 
via the Teaching Regulation Agency’s (TRA) 

• Teacher Services’ web page, schools can easily check if a person they propose to recruit as a 
governor is barred as a result of being subject to a section 128 direction. 

• The school operates safer recruitment practices, including appropriate use of references and 
checks on new staff and volunteers. Furthermore, the Head Teacher, a nominated Governor and 
other staff involved in the recruitment process have undertaken Safer Recruitment Training.  

• There are procedures for dealing with allegations of abuse against members of staff and 
volunteers/ people in a position of trust. 

• There is a senior member of the school’s leadership team who is designated to take lead 
responsibility for dealing with child protection (the “Designated Safeguarding Lead”) and there is 
always cover for this role (at least one deputy) with appropriate arrangements for before/after 
school and out of term activities.  

• The Designated Safeguarding Lead undertakes effective Local Authority training (in addition to 
basic child protection training) and this is refreshed every two years. In addition to this formal 
training, their knowledge and skills are updated at regular intervals (at least annually) via 
safeguarding e-briefings etc. 

• The Head Teacher, and all other staff and volunteers who work with children (including early years 
practitioners within settings on the school site), undertake appropriate training which is regularly 
updated (at least every year); and that new staff and volunteers who work with children are made 
aware of the school’s arrangements for child protection and their responsibilities (including this 
policy and Part 1 of Keeping Children Safe in Education 2020). Training should include 
FGM/Prevent/Child Exploitation. 

https://www.npcc.police.uk/documents/Children%20and%20Young%20people/When%20to%20call%20the%20police%20guidance%20for%20schools%20and%20colleges.pdf
https://www.gov.uk/government/publications/designated-teacher-for-looked-after-children
https://www.gov.uk/government/publications/designated-teacher-for-looked-after-children
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• Any deficiencies or weaknesses in these arrangements brought to the attention of the Governing 
Body will be rectified without delay.  

• The Chair of Governors (or, in the absence of a Chair, the Vice Chair) deals with any allegations 
of abuse made against the Head Teacher, with advice and guidance from the Local Authority 
Designated Officer (LADO).  

• Effective policies and procedures are in place and updated annually including a Code of Conduct 
for staff and volunteers -“Guidance for Safer Working Practice for those who work with children in 
education settings October 2015”. 

• Information is provided to the Local Authority (on behalf of the WSCP) when requested, for 
example through the Annual Safeguarding Return (e.g. section 175 audit and the GET SAFE risk 
assessment tool). 

• Governing bodies and proprietors should ensure that children are taught about safeguarding, 
including online safety. Schools should consider this as part of providing a broad and balanced 
curriculum.  

• There is an individual member of the Governing Body who will champion issues to do with 
safeguarding children and child protection within the school, liaise with the Designated 
Safeguarding Lead, and provide information and reports to the Governing Body.  

• The school contributes to inter-agency working in line with statutory guidance “Working Together 
to Safeguard Children” 2018 including providing a co-ordinated offer of Early Help for children who 
require this. This Early Help may be offered directly through school provision or via referral to an 
external support agency. Safeguarding arrangements take into account the procedures and 
practice of the local authority and the Worcestershire Safeguarding Children Partnership (WCSP).  

• GDPR- It is important that governing bodies and proprietors are aware that among other 
obligations, the Data Protection Act 2018 and the GDPR place duties on organisations and 
individuals to process personal information fairly and lawfully and to keep the information they hold 
safe and secure. (See Data protection: toolkit for schools - Guidance to support schools with data 
protection activity, including compliance with the GDPR.) 

• The school complies with all legislative safeguarding duties, including the duty to report suspected 
or known cases of FGM and the duty to prevent young people from being drawn into terrorism. In 
conjunction with the Head and DSL, they should assess the level of risk within the school and put 
actions in place to reduce that risk 

 
3.4  Head Teacher  
 
The Head Teacher of the school will ensure that:  

• The safeguarding policies and procedures adopted by the Governing Body are effectively 
implemented and followed by all staff. 

• Sufficient resources and time are allocated to enable the Designated Safeguarding Lead and other 
staff to discharge their responsibilities, including taking part in strategy discussions and other inter-
agency meetings, and contributing to the assessment of children. 

• Allegations of abuse or concerns that a member of staff or adult working at school may pose a risk 
of harm to a child or young person are notified to the Local Authority Designated Officer in a timely 
manner. 

• All staff and volunteers feel able to raise concerns about poor or unsafe practice in regard to children, 
and such concerns are addressed sensitively and effectively in a timely manner. The NSPCC whistle 
blowing helpline number is also available (0800 028 0285).  

• All staff are made aware that they have an individual responsibility to pass on safeguarding concerns 
and that if all else fails to report these directly to Children’s Social Care (Children’s Services) or the Police. 
 
4 Records, Monitoring and Transfer  
 
4.1 Well-kept records are essential to good child protection practice. All staff are clear about the need to 
record and report concerns about a child or children within the school. The record should include the 
child's words as far as possible and should be timed, dated and signed.  The Designated Safeguarding 
Lead is responsible for such records and for deciding at what point these records should be passed over 
to other agencies.  
 
4.2 Records relating to actual or alleged abuse or neglect are stored apart from normal pupil or staff 
records. Normal records sometimes have markers to show that there is sensitive material stored 
elsewhere. This is to protect individuals from accidental access to sensitive material by those who do not 
need to know. 
 
4.3 Child protection records are stored securely, with access confined to specific staff, e.g. Designated 
Safeguarding Leads and the Head Teacher. 

file:///Z:/U161%20CHS/U695%20Education%20Safeguarding/G3%20SG/GET%20SAFE/Get%20Safe%20Audit%20Tool.docx
file:///Z:/U161%20CHS/U695%20Education%20Safeguarding/G3%20SG/GET%20SAFE/Get%20Safe%20Audit%20Tool.docx
https://www.gov.uk/government/publications/data-protection-toolkit-for-schools
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4.4 Child protection records are reviewed regularly to check whether any action or updating is needed. 
This includes monitoring patterns of complaints or concerns about any individuals (eg. a child who 
repeatedly goes missing) and ensuring these are acted upon. Each stand - alone file should have a 
chronology of significant events. 
 
4.5 When children transfer school, their safeguarding records are also transferred. Safeguarding 
records will be transferred separately from other records and best practice is to pass these directly to a 
Designated Safeguarding Lead in the receiving education setting, with any necessary discussion or 
explanation and to obtain a signed and dated record of the transfer. In the event of a child moving out of 
area and a physical handover not being possible then the most secure method should be found to send 
the confidential records to a named Designated Safeguarding Lead. Files requested by other agencies 
e.g. Police, should be copied.  

 
4.6 A record of any allegations (proven) made against staff is kept in a confidential file by the Head / 
Principal.  

 
5. Procedures for Managing Concerns 

 
5.1 Astley School adheres to child protection procedures that have been agreed locally through 
Safeguarding Worcestershire  https://www.safeguardingworcestershire.org.uk/ 
 
5.2  Where we identify children and families in need of support, we will carry out our responsibilities in 
accordance with the West Mercia Consortium inter-agency procedures and the WSCP Levels of Need 
Guidance. 

 
5.3 The Designated Safeguarding Lead (DSL) should be used as a first point of contact for concerns 
and queries regarding any safeguarding concern in our school. Any member of staff or visitor to the 
school who receives a disclosure of abuse or suspects that a child is at risk of harm must report it 
immediately to the DSL or, if unavailable, to the deputy designated lead. In the absence of either of the 
above, the matter should be brought to the attention of the most senior member of staff.  

 
5.4 All concerns about a child or young person should be reported without delay and recorded in writing 
using the agreed template (From September please use CPOMs – please scan and upload any notes 
made or give them to the DSL).  

 
5.5 The DSL will consider what action to take and have appropriate discussions with parents/carers 
prior to referral to children's social care or another agency unless, to do so would place the child at risk 
of harm or compromise an investigation. 

 
5.6 All referrals will be made in line with local procedures as detailed on the Worcester Children First 
Website. 

 
5.7 If, at any point, there is a risk of immediate serious harm to a child a referral should be made to 
Children’s Services immediately.  Anybody can make a referral.  If the child’s situation does not appear 
to be improving the staff member with concerns should press for re-consideration by raising concerns 
again with the DSL and/or the Head teacher.  Concerns should always lead to help for the child at some 
point.  

 
5.8 Staff should always follow the reporting procedures outlined in this policy in the first instance. 
However, they may also share information directly with Children’s Services, or the police if:  

• the situation is an emergency and the designated senior person, their deputy and the Head teacher 
are all unavailable;  

• they are convinced that a direct report is the only way to ensure the pupil’s safety. 
 
5.9 Any member of staff who does not feel that concerns about a child have been responded to 
appropriately and in accordance with the procedures outlined in this policy should raise their concerns 
with the Head Teacher or the Chair of Governors. If any member of staff does not feel the situation has 
been addressed appropriately at this point they should contact Children’s Services directly with their 
concerns.  
 
5.10 Children missing from education  
All staff should be aware that children going missing, particularly repeatedly, can act as a vital warning 
sign of a range of safeguarding possibilities. This may include abuse and neglect, which may include 

https://www.safeguardingworcestershire.org.uk/
https://westmidlands.procedures.org.uk/
http://www.worcestershire.gov.uk/downloads/file/7962/levels_of_need_guidance_formerly_threshold_guidance
http://www.worcestershire.gov.uk/downloads/file/7962/levels_of_need_guidance_formerly_threshold_guidance
https://westmidlands.procedures.org.uk/
http://www.worcschildrenfirst.org.uk/
http://www.worcschildrenfirst.org.uk/
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sexual abuse or exploitation and can also be a sign of child criminal exploitation including involvement in 
county lines. It may indicate mental health problems, risk of substance abuse, risk of travelling to conflict 
zones, risk of female genital mutilation or risk of forced marriage. Early intervention is necessary to 
identify the existence of any underlying safeguarding risk and to help prevent the risks of a child going 
missing in future. Staff should be aware of their school’s or college’s unauthorised absence and children 
missing from education procedures. 
 
5.11 Children with family members in prison 
Approximately 200,000 children in England and Wales have a parent sent to prison each year. These 
children are at risk of poor outcomes including poverty, stigma, isolation and poor mental health. NICCO 
provides information designed to support professionals working with offenders and their children, to help 
mitigate negative consequences for those children. 
 
5.12 Child Criminal Exploitation (CCE) 
CCE is where an individual or group takes advantage of an imbalance of power to coerce, control, 
manipulate or deceive a child into any criminal activity (a) in exchange for something the victim needs or 
wants, and/or (b) for the financial or other advantage of the perpetrator or facilitator and/or (c) through 
violence or the threat of violence. victim may have been criminally exploited even if the activity appears 
consensual. CCE does not always involve physical contact; it can also occur through the use of 
technology. 
CCE can include children being forced to work in cannabis factories, being coerced into moving drugs or 
money across the country, forced to shoplift or pickpocket, or to threaten other young people. Some of 
the following can be indicators of CCE: 
• children who appear with unexplained gifts or new possessions; 
• children who associate with other young people involved in exploitation; 
• children who suffer from changes in emotional well-being; 
• children who misuse drugs and alcohol; 
• children who go missing for periods of time or regularly come home late; and 
• children who regularly miss school or education or do not take part in education. 
 
5.13 Child Sexual Exploitation (CSE) 
CSE occurs where an individual or group takes advantage of an imbalance of power to coerce, 
manipulate or deceive a child into sexual activity (a) in exchange for something the victim needs or wants, 
and/or (b) for the financial advantage or increased status of the perpetrator or facilitator. The victim may 
have been sexually exploited even if the sexual activity appears consensual. CSE does not always 
involve physical contact; it can also occur through the use of technology. CSE can affect any child or 
young person (male or female) under the age of 18 years, including 16 and 17 year olds who can legally 
consent to have sex. It can include both contact (penetrative and non-penetrative acts) and non-contact 
sexual activity and may occur without the child or young person’s immediate knowledge (e.g. through 
others copying videos or images they have created and posted on social media). 
The above CCE indicators can also be indicators of CSE, as can: 
• children who have older boyfriends or girlfriends; and 
• children who suffer from sexually transmitted infections or become pregnant. 
The department provide: Child sexual exploitation: guide for practitioners 
 
5.14 County Lines 
County lines is a term used to describe gangs and organised criminal networks involved in exporting 
illegal drugs (primarily crack cocaine and heroin) into one or more importing areas [within the UK], using 
dedicated mobile phone lines or other form of “deal line”. 
 
Exploitation is an integral part of the county lines offending model with children and vulnerable adults 
exploited to move [and store] drugs and money. Offenders will often use coercion, intimidation, violence 
(including sexual violence) and weapons to ensure compliance of victims. Children can be targeted and 
recruited into county lines in a number of locations including schools, further and higher educational 
institutions, pupil referral units, special educational needs schools, children’s homes and care homes. 
Children are often recruited to move drugs and money between locations and are known to be exposed 
to techniques such as ‘plugging’, where drugs are concealed internally to avoid detection. Children can 
easily become trapped by this type of exploitation as county lines gangs create drug debts and can 
threaten serious violence and kidnap towards victims (and their families) if they attempt to leave the 
county lines network. 
 
One of the ways of identifying potential involvement in county lines are missing episodes (both from home 
and school), when the victim may have been trafficked for the purpose of transporting drugs and a referral 
to the National Referral Mechanism103 should be considered. If a child is suspected to be at risk of or 

https://www.gov.uk/government/publications/child-sexual-exploitation-definition-and-guide-for-practitioners
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involved in county lines, a safeguarding referral should be considered alongside consideration of 
availability of local services/third sector providers who offer support to victims of county lines exploitation. 
Further information on the signs of a child’s involvement in county lines is available in guidance published 
by the Home Office.  
 
5.15 Domestic abuse 
The cross-government definition of domestic violence and abuse is: any incident or pattern of incidents 
of controlling, coercive, threatening behaviour, violence or abuse between those aged 16 or over who 
are, or have been, intimate partners or family members regardless of gender or sexuality. The abuse can 
encompass but is not limited to: psychological; physical; sexual; financial; and emotional. 
All children can witness and be adversely affected by domestic abuse in the context of their home life 
where domestic abuse occurs between family members. Exposure to domestic abuse and/or violence 
can have a serious, long lasting emotional and psychological impact on children. In some cases, a child 
may blame themselves for the abuse or may have had to leave the family home as a result. 
 
5.16 Operation Encompass  
Astley School receives Operation Encompass Notifications from the Local Authority. Operation 
Encompass notifications highlight that a Domestic Abuse incident has taken place and the police have 
been called. It helps police and schools work together to provide emotional and practical help to children. 
The system ensures that when police are called to an incident of domestic abuse, where there are 
children in the household who have experienced the domestic incident, the police will inform 
Worcestershire Children First, who then inform the school (usually the Designated Safeguarding Lead) 
before the child or children arrive at school the following day. This ensures that the school has up to date 
relevant information about the child’s circumstances and can enable support to be given to the child 
according to their needs. 
 
5.17 Homelessness 
Being homeless or being at risk of becoming homeless presents a real risk to a child’s welfare. The 
designated safeguarding lead (and any deputies) should be aware of contact details and referral routes 
into the Local Housing Authority so they can raise/progress concerns at the earliest opportunity. 
Indicators that a family may be at risk of homelessness include household debt, rent arrears, domestic 
abuse and anti-social behaviour, as well as the family being asked to leave a property. Whilst referrals 
and/or discussion with the Local Housing Authority should be progressed as appropriate, and in 
accordance with local procedures, this does not, and should not, replace a referral into children’s social 
care where a child has been harmed or is at risk of harm. The Homelessness Reduction Act 2017 places 
a new legal duty on English councils so that everyone who is homeless or at risk of homelessness will 
have access to meaningful help including an assessment of their needs and circumstances, the 
development of a personalised housing plan, and work to help them retain their accommodation or find 
a new place to live. The following factsheets usefully summarise the new duties: Homeless Reduction 
Act Factsheets. The new duties shift focus to early intervention and encourage those at risk to seek 
support as soon as possible, before they are facing a homelessness crisis. 
In most cases school and college staff will be considering homelessness in the context of children who 
live with their families, and intervention will be on that basis. However, it should also be recognised in 
some cases 16 and 17 year olds could be living independently from their parents or guardians, for 
example through their exclusion from the family home, and will require a different level of intervention 
and support. Children’s services will be the lead agency for these young people and the designated 
safeguarding lead (or a deputy) should ensure appropriate referrals are made based on the child’s 
circumstances. The department and the Ministry of Housing, Communities and Local Government have 
published joint statutory guidance on the provision of accommodation for 16 and 17 year olds who may 
be homeless and/or require accommodation: here. 
 
5.18 ‘honour-based’ abuse (including Female Genital Mutilation and Forced Marriage) 
So-called ‘honour-based’ abuse (HBA) encompasses incidents or crimes which have been committed to 
protect or defend the honour of the family and/or the community, including female genital mutilation 
(FGM), forced marriage, and practices such as breast ironing. Abuse committed in the context of 
preserving “honour” often involves a wider network of family or community pressure and can include 
multiple perpetrators. It is important to be aware of this dynamic and additional risk factors when deciding 
what form of safeguarding action to take. All forms of HBA are abuse (regardless of the motivation) and 
should be handled and escalated as such. Professionals in all agencies, and individuals and groups in 
relevant communities, need to be alert to the possibility of a child being at risk of HBA, or already having 
suffered HBA. 
 
Actions 
If staff have a concern regarding a child that might be at risk of HBA or who has suffered from HBA, they 
should speak to the designated safeguarding lead (or deputy). As appropriate, they will activate local 

https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
https://www.gov.uk/government/publications/homelessness-reduction-bill-policy-factsheets
https://www.gov.uk/government/publications/homelessness-reduction-bill-policy-factsheets
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safeguarding procedures, using existing national and local protocols for multi-agency liaison with police 
and children’s social care. Where FGM has taken place, since 31 October 2015 there has been a 
mandatory reporting duty placed on teachers. 

 
5.19 FGM mandatory reporting duty for teachers 
Section 5B of the Female Genital Mutilation Act 2003 (as inserted by section 74 of the Serious Crime Act 
2015) places a statutory duty upon teachers along with regulated health and social care professionals in 
England and Wales, to report to the police where they discover (either through disclosure by the victim 
or visual evidence) that FGM appears to have been carried out on a girl under 18. Those failing to report 
such cases may face disciplinary sanctions. It will be rare for teachers to see visual evidence, and they 
should not be examining pupils or students, but the same definition of what is meant by “to discover that 
an act of FGM appears to have been carried out” is used for all professionals to whom this mandatory 
reporting duty applies. Information on when and how to make a report can be found at: Mandatory 
reporting of female genital mutilation procedural information 
Teachers must personally report to the police cases where they discover that an act of FGM appears to 
have been carried out.105 Unless the teacher has good reason not to, they should still consider and 
discuss any such case with the school’s designated safeguarding lead (or deputy) and involve children’s 
social care as appropriate. The duty does not apply in relation to at risk or suspected cases (i.e. where 
the teacher does not discover that an act of FGM appears to have been carried out, either through 
disclosure by the victim or visual evidence) or in cases where the woman is 18 or over. In these cases, 
teachers should follow local safeguarding procedures. The following is a useful summary of the FGM 
mandatory reporting duty: FGM Fact Sheet. 
 
What should schools do?  
Astley School will contact Family Front Door when they have a concern about a child, they should contact 
Family Front Door if the concerns are based on more concrete indicators – i.e., the young person says 
this is going to happen to them, or disclosure that it has happened to them or to an older sister – schools 
should make a child protection referral and inform the Police as required by the mandatory reporting duty. 
Schools should not:  

• Contact the parents before seeking advice from children's social care;  

• Make any attempt to mediate between the child/young person and parents.  
It is important to keep in mind that the parents may not see FGM or Breast Ironing as a form of abuse; 
however, they may be under a great deal of pressure from their community and or family to subject their 
daughters to it. Some parents from identified communities may seek advice and support as to how to 
resist and prevent FGM for their daughters, and education about the harmful effects of FGM and Breast 
Ironing may help to make parents feel stronger in resisting the pressure of others in the community. 
Remember that religious teaching does not support FGM or Breast Ironing.  
 
The ‘one chance’ rule  
In the same way that we talk about the 'one chance rule' in respect of young people coming forward with 
fears that they may be forced into marriage, young people disclosing fears that they are going to be sent 
abroad for FGM are taking the 'one chance', of seeking help.  
It is essential that we take such concerns seriously and act without delay. Never underestimate the 
determination of parents who have decided that it is right for their daughter to undergo FGM. Attempts 
to mediate may place the child/young person at greater risk, and the family may feel so threatened at the 
news of their child's disclosure that they bring forward their plans or take action to silence her.  

 
5.20 Forced marriage 
Forcing a person into a marriage is a crime in England and Wales. A forced marriage is one entered into 
without the full and free consent of one or both parties and where violence, threats or any other form of 
coercion is used to cause a person to enter into a marriage. Threats can be physical or emotional and 
psychological. 
A lack of full and free consent can be where a person does not consent or where they cannot consent (if 
they have learning disabilities, for example). Nevertheless, some perpetrators use perceived cultural 
practices as a way to coerce a person into marriage. Schools and colleges can play an important role in 
safeguarding children from forced marriage. The Forced Marriage Unit has published statutory guidance 
and Multi-agency guidelines, pages 35-36 of which focus on the role of schools and colleges. School and 
college staff can contact the Forced Marriage Unit if they need advice or information: Contact: 020 7008 
0151 or email fmu@fco.gov.uk. 
 
5.21 Preventing radicalisation 
Children are vulnerable to extremist ideology and radicalisation. Similar to protecting children from other 
forms of harms and abuse, protecting children from this risk should be a part of a schools’ or colleges’ 
safeguarding approach. 

https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/496415/6_1639_HO_SP_FGM_mandatory_reporting_Fact_sheet_Web.pdf
https://www.gov.uk/guidance/forced-marriage
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/322307/HMG_MULTI_AGENCY_PRACTICE_GUIDELINES_v1_180614_FINAL.pdf
mailto:fmu@fco.gov.uk
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• Extremism is the vocal or active opposition to our fundamental values, including democracy, the rule of 
law, individual liberty and the mutual respect and tolerance of different faiths and beliefs. This also 
includes calling for the death of members of the armed forces. 
• Radicalisation refers to the process by which a person comes to support terrorism and extremist 
ideologies associated with terrorist groups. 
• Terrorism is an action that endangers or causes serious violence to a person/people; causes serious 
damage to property; or seriously interferes or disrupts an electronic system. The use or threat must be 
designed to influence the government or to intimidate the public and is made for the purpose of advancing 
a political, religious or ideological cause. 
 
As defined in the Government’s Counter Extremism Strategy, 
https://www.gov.uk/government/publications/counter-extremism-strategy. 

 
 As defined in the Revised Prevent Duty Guidance for England and Wales, 
https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-
england-and-wales. 
 
As defined in the Terrorism Act 2000 (TACT 2000), http://www.legislation.gov.uk/ukpga/2000/11/contents  
 
There is no single way of identifying whether a child is likely to be susceptible to an extremist ideology. 
Background factors combined with specific influences such as family and friends may contribute to a 
child’s vulnerability. Similarly, radicalisation can occur through many different methods (such as social 
media or the internet) and settings (such as within the home). 
However, it is possible to protect vulnerable people from extremist ideology and intervene to prevent 
those at risk of radicalisation being radicalised. As with other safeguarding risks, staff should be alert to 
changes in children’s behaviour, which could indicate that they may be in need of help or protection. Staff 
should use their judgement in identifying children who might be at risk of radicalisation and act 
proportionately which may include the designated safeguarding lead (or deputy) making a Prevent 
referral. 
The school’s or college’s designated safeguarding lead (and any deputies) should be aware of local 
procedures for making a Prevent referral. 
 
5.22 Prevent duty 
All schools and colleges are subject to a duty under section 26 of the Counter-Terrorism and Security 
Act 2015 (the CTSA 2015), in the exercise of their functions, to have “due regard109 to the need to 
prevent people from being drawn into terrorism”. This duty is known as the Prevent duty. 
The Prevent duty should be seen as part of schools’ and colleges’ wider safeguarding obligations. 
Designated safeguarding leads and other senior leaders should familiarise themselves with the revised 
Prevent duty guidance: for England and Wales, The guidance is set out in terms of four general themes: 
risk assessment, working in partnership, staff training, and IT policies. 
There is additional guidance: Prevent duty guidance: for further education institutions in England and 
Wales that applies to colleges. 
 
5.23 Channel 
Channel is a voluntary, confidential support programme which focuses on providing support at an early 
stage to people who are identified as being vulnerable to being drawn into terrorism. Prevent referrals 
may be passed to a multi-agency Channel panel, which will discuss the individual referred to determine 
whether they are vulnerable to being drawn into terrorism and consider the appropriate support required. 
A representative from the school or college may be asked to attend the Channel panel to help with this 
assessment. An individual’s engagement with the programme is entirely voluntary at all stages 
Guidance on Channel is available at: Channel guidance. 
 
The Home Office has developed three e-learning modules: 
• Prevent awareness e-learning offers an introduction to the Prevent duty. 
• Prevent referrals e-learning supports staff to make Prevent referrals that are robust, informed and with 
good intention. 
• Channel awareness e-learning is aimed at staff who may be asked to contribute to or sit on a multi-
agency Channel panel. 
Educate Against Hate, is a government website designed to support school teachers and leaders to help 
them safeguard their students from radicalisation and extremism. The platform provides free information 
and resources to help school staff identify and address the risks, as well as build resilience to 
radicalisation. 
For advice specific to further education, the Education and Training Foundation (ETF) hosts the Prevent 
for FE and Training. This hosts a range of free, sector specific resources to support further education 
settings comply with the Prevent duty. This includes the Prevent Awareness e-learning, which offers an 

https://www.gov.uk/government/publications/counter-extremism-strategy
https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-england-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-england-and-wales
http://www.legislation.gov.uk/ukpga/2000/11/contents
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/prevent-duty-guidance/prevent-duty-guidance-for-further-education-institutions-in-england-and-wales
https://www.gov.uk/government/publications/channel-guidance
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
https://www.elearning.prevent.homeoffice.gov.uk/prevent_referrals/01-welcome.html
https://www.elearning.prevent.homeoffice.gov.uk/channel_awareness/01-welcome.html
https://educateagainsthate.com/
https://preventforfeandtraining.org.uk/
https://preventforfeandtraining.org.uk/
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introduction to the duty, and the Prevent Referral e-learning, which is designed to support staff to make 
robust, informed and proportionate referrals. 
The ETF Online Learning environment provides online training modules for practitioners, leaders and 
managers, support staff and governors/Board members outlining their roles and responsibilities under 
the duty. 
 
5.24 Peer on peer/child on child abuse 
Children can abuse other children. This is generally referred to as peer on peer abuse and can take many 
forms. This can include (but is not limited to): abuse within intimate partner relationships; bullying 
(including cyberbullying); sexual violence and sexual harassment; physical abuse such as hitting, kicking, 
shaking, biting, hair pulling, or otherwise causing physical harm; sexting and initiation/hazing type 
violence and rituals. 
 
5.25 Sexual violence and sexual harassment between children in schools and colleges 
Sexual violence and sexual harassment can occur between two children of any age and sex. It can also 
occur through a group of children sexually assaulting or sexually harassing a single child or group of 
children. 
Children who are victims of sexual violence and sexual harassment will likely find the experience stressful 
and distressing. This will, in all likelihood, adversely affect their educational attainment. Sexual violence 
and sexual harassment exist on a continuum and may overlap, they can occur online and offline (both 
physical and verbal) and are never acceptable. It is important that all victims are taken seriously and 
offered appropriate support. Staff should be aware that some groups are potentially more at risk. 
Evidence shows girls, children with SEND and LGBT children are at greater risk. 
Staff should be aware of the importance of: 
• making clear that sexual violence and sexual harassment is not acceptable, will never be tolerated and 

is not an inevitable part of growing up; 
• not tolerating or dismissing sexual violence or sexual harassment as “banter”, “part of growing up”, “just 

having a laugh” or “boys being boys”; and 
• challenging behaviours (potentially criminal in nature), such as grabbing bottoms, breasts and genitalia, 

flicking bras and lifting up skirts. Dismissing or tolerating such behaviours risks normalising them. 
 
What is sexual violence and sexual harassment? It is important that school and college staff are aware 
of sexual violence and the fact children can, and sometimes do, abuse their peers in this way. When 
referring to sexual violence we are referring to sexual violence offences under the Sexual Offences Act 
2003 as described below: 
 
Rape: A person (A) commits an offence of rape if: he intentionally penetrates the vagina, anus or mouth 
of another person (B) with his penis, B does not consent to the penetration and A does not reasonably 
believe that B consents. 
 
Assault by Penetration: A person (A) commits an offence if: s/he intentionally penetrates the vagina or 
anus of another person (B) with a part of her/his body or anything else, the penetration is sexual, B does 
not consent to the penetration and A does not reasonably believe that B consents. 
 
Sexual Assault: A person (A) commits an offence of sexual assault if: s/he intentionally touches another 
person (B), the touching is sexual, B does not consent to the touching and A does not reasonably believe 
that B consents. 
 
What is consent? Consent is about having the freedom and capacity to choose. Consent to sexual 
activity may be given to one sort of sexual activity but not another, e.g.to vaginal but not anal sex or 
penetration with conditions, such as wearing a condom. Consent can be withdrawn at any time during 
sexual activity and each time activity occurs. Someone consents to vaginal, anal or oral penetration only 
if s/he agrees by choice to that penetration and has the freedom and capacity to make that choice. 
 
5.26 Sexual harassment 
When referring to sexual harassment we mean ‘unwanted conduct of a sexual nature’ that can occur 
online and offline. When we reference sexual harassment, we do so in the context of child on child sexual 
harassment. Sexual harassment is likely to: violate a child’s dignity, and/or make them feel intimidated, 
degraded or humiliated and/or create a hostile, offensive or sexualised environment. 
 
Whilst not intended to be an exhaustive list, sexual harassment can include: 
 
• sexual comments, such as: telling sexual stories, making lewd comments, making sexual remarks about 

clothes and appearance and calling someone sexualised names; 
• sexual “jokes” or taunting; 



 

 

16 

• physical behaviour, such as: deliberately brushing against someone, interfering with someone’s clothes 
(schools and colleges should be considering when any of this crosses a line into sexual violence - it is 
important to talk to and consider the experience of the victim) and displaying pictures, photos or 
drawings of a sexual nature; and 

• online sexual harassment. This may be standalone, or part of a wider pattern of sexual harassment 
and/or sexual violence. 

• non-consensual sharing of sexual images and videos; 
• sexualised online bullying; 
• unwanted sexual comments and messages, including, on social media; 
• sexual exploitation; coercion and threats; and upskirting.  
 
Upskirting 
The Voyeurism (Offences) Act, which is commonly known as the Upskirting Act, came into force on 12th 
April 2019. ‘Upskirting’ is where someone takes a picture under a person’s clothing (not necessarily a 
skirt) without their permission and or knowledge, with the intention of viewing their genitals or buttocks 
(with or without underwear) to obtain sexual gratification, or cause the victim humiliation, distress or 
alarm. It is a criminal offence. Anyone of any gender, can be a victim. 
 
The response to a report of sexual violence or sexual harassment. The initial response to a report 
from a child is important. It is essential that all victims are reassured that they are being taken seriously 
and that they will be supported and kept safe. A victim should never be given the impression that they 
are creating a problem by reporting sexual violence or sexual harassment. Nor should a victim ever be 
made to feel ashamed for making a report. 
If staff have a concern about a child or a child makes a report to them, they should follow the referral 
process. As is always the case, if staff are in any doubt as to what to do they should speak to the 
designated safeguarding lead (or a deputy). Additional advice and support 
 
• What to do if you're worried a child is being abused – DfE advice 
• Domestic abuse: Various Information/Guidance - Home Office (HO) 
• Faith based abuse: National Action Plan - DfE advice 
• Relationship abuse: disrespect nobody - Home Office website 
 
See page 95 of KCSIE September 2020, you will find additional advice and support.  

 
5.27 Children with additional vulnerabilities 
There are many children who have additional needs or whose living arrangements may mean that they 
are more vulnerable to harm, for example children with special educational needs, disabled children, 
children in public care or privately fostered children. It is essential that the school knows who shares 
parental responsibility for children and has effective relationships with partner agencies in relation to 
these children (for example, Virtual School for Children in Care). 
The school will ensure that staff have sufficient knowledge and guidance so that they are aware of the 
additional challenges faced by these children and the impact of their additional vulnerabilities. These can 
include: assumptions that indicators of possible abuse such as behaviour, mood and injury relate to a 
child’s disability without further exploration; no single point of contact for the school as a child has a 
number of care-givers and involved professionals; assumptions that state approved care-givers are 
providing safe care for the child; communication needs of a child which can lead to over reliance on 
parental accounts and interpretations. 

 

5.28 Protecting children 

• Governing bodies should be doing all that they reasonably can to limit children’s exposure to the 
above risks from the school’s IT system. As part of this process, governing bodies should ensure their 
school has appropriate filters and monitoring systems in place. 

• Whilst considering their responsibility to safeguard and promote the welfare of children, and provide 
them with a safe environment in which to learn, governing bodies and proprietors should consider the 
age range of their pupils, the number of pupils, how often they access the IT system and the 
proportionality of costs vs risks. 

• The appropriateness of any filters and monitoring systems are a matter for individual schools and 
colleges and will be informed in part, by the risk assessment required by the Prevent Duty. The UK 
Safer Internet Centre has published guidance as to what “appropriate” filtering and monitoring might 
look like: UK Safer Internet Centre: appropriate filtering and monitoring. 

• Guidance on e-security is available from the National Education Network. Support for schools is 
available via the: schools' buying strategy with specific advice on procurement here: buying for 
schools. 

https://www.saferinternet.org.uk/advice-centre/teachers-and-school-staff/appropriate-filtering-and-monitoring
https://www.nen.gov.uk/
https://www.gov.uk/government/publications/schools-buying-strategy
https://www.gov.uk/guidance/buying-for-schools
https://www.gov.uk/guidance/buying-for-schools
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• Whilst filtering and monitoring is an important part of the online safety picture for schools and colleges 
to consider, it is only one part. Governors and proprietors should consider a whole school or college 
approach to online safety. This will include a clear policy on the use of mobile technology in the school 
or college. Many children have unlimited and unrestricted access to the internet via 3G, 4G and 5G in 
particular and the school and college should carefully consider how this is managed on their premises. 

• Whilst it is essential that governing bodies and proprietors ensure that appropriate filters and 
monitoring systems are in place, they should be careful that “over blocking” does not lead to 
unreasonable restrictions as to what children can be taught with regard to online teaching and 
safeguarding. 

• Where children are being asked to learn online at home the department has provided advice to support 
schools and colleges do so safely: safeguarding-in-schools-colleges-and-other-providers and 
safeguarding-and-remote-education 

 
5.29 Allegations against staff 
Astley School staff should be mindful of the position of trust that they are in when working within an 
education setting. They need to comply with guidance about conduct and safe practice, including safe 
use of mobile phones. Pupils' allegations or concerns about staff conduct will be taken seriously and 
followed up in a transparent and timely way. 
This part of the guidance is about managing cases of allegations that might indicate a person would pose 
a risk of harm if they continue to work in regular or close contact with children in their present position, or 
in any capacity with children in a school or college. This guidance should be followed where it is alleged 
that anyone working in the school that provides education for children under 18 years of age, including 
supply teachers and volunteers has: 
 
• behaved in a way that has harmed a child, or may have harmed a child; 
• possibly committed a criminal offence against or related to a child; 
• behaved towards a child or children in a way that indicates he or she may pose a risk of harm to children; 
or 
• behaved or may have behaved in a way that indicates they may not be suitable to work with children. 
This part of the guidance relates to members of staff, supply staff and volunteers who are currently 
working in any school or college regardless of whether the school or college is where the alleged abuse 
took place. Allegations against a teacher who is no longer teaching should be referred to the police. 
Historical allegations of abuse should also be referred to the police. 
 
Members of staff, supply staff and volunteers who are currently working in any school or college 
regardless of whether the school or college is where the alleged abuse took place. Allegations against a 
teacher who is no longer teaching should be referred to the police. Historical allegations of abuse should 
also be referred to the police. 
 
Schools as employers have a duty of care to their employees. They should ensure they provide effective 
support for anyone facing an allegation and provide them with a named contact if they are suspended. 
Where the school is not the employer of an individual they still have responsibility to ensure allegations 
are dealt with appropriately and that they liaise with relevant parties (this includes supply teachers and 
volunteers, see paragraphs on supply teachers below). It is essential that any allegation of abuse made 
against a teacher or other member of staff or volunteer in a school is dealt with very quickly, in a fair and 
consistent way that provides effective protection for the child and, at the same time supports the person 
who is the subject of the allegation. 
 
Supply Teachers 

• In some circumstances schools and colleges will have to consider an allegation against an individual not 
directly employed by them, where its disciplinary procedures do not fully apply, for example, supply 
teachers provided by an employment agency or business (referred to in this section as ‘the agency’). 

• Whilst schools and colleges are not the employer of supply teachers, they should ensure allegations are 
dealt with properly. In no circumstances should a school or college decide to cease to use a supply 
teacher due to safeguarding concerns, without finding out the facts and liaising with the local authority 
designated officer (LADO) to determine a suitable outcome. Governing bodies and proprietors should 
discuss with the agency whether it is appropriate to suspend the supply teacher, or redeploy them to 
another part of the school, whilst they carry out their investigation. 

• Agencies should be fully involved and co-operate in any enquiries from the LADO, police and/or children’s 
social services. The school or college will usually take the lead because agencies do not have direct 
access to children or other school staff, so they will not be able to collect the facts when an allegation is 
made, nor do they have all the relevant information required by the LADO as part of the referral process. 
Supply teachers, whilst not employed by the school or college, are under the supervision, direction and 
control of the governing body or proprietor when working in the school or college. They should be advised 

https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-providers
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to contact their trade union representative if they have one, or a colleague for support. The allegations 
management meeting which is often arranged by the LADO should address issues such as information 
sharing, to ensure that any previous concerns or allegations known to the agency are taken into account 
by the school during the investigation. 

• When using an agency, schools should inform the agency of its process for managing allegations. This 
should include inviting the agency’s human resource manager or equivalent to meetings and keeping 
them up to date with information about its policies. 
 
5.30 What school staff should do if they have safeguarding concerns about another staff member 
who may pose a risk of harm to children 
 
If staff have safeguarding concerns, or an allegation is made about another member of staff (including   
supply staff and volunteers) posing a risk of harm to children, then: 

• this should be referred to the headteacher; 
• where there are concerns/allegations about the headteacher, this should be referred to the chair of 

governors; and 
• in the event of concerns/allegations about the headteacher, where the headteacher is also the sole 

proprietor of an independent school, this should be reported directly to the designated officer(s) at the 
local authority. 

The Headteacher (or Chair of Governors) on all such occasions will discuss the content of the allegation 
with LADO, prior to undertaking any investigation. 
The school will follow the DfE and West Mercia procedures LA procedures for managing allegations 
against staff, a copy of which is available in school. 
 
The Head teacher (or Chair of Governors) will be guided by the LADO and an HR consultant when 
considering suspension or other neutral protective steps. 
 
Publication of material that may lead to the identification of a teacher who is the subject of an allegation 
is prohibited by law; this includes verbal conversations or written material including content placed on 
social media sites. 
 
5.31 Managing Professional Disagreements  
On occasions there will be disagreements between professionals as to how concerns are handled and 
these can impact on effective working relationships. The school will support staff to promote positive 
partnerships within school and with other agencies and will ensure that staff are aware of how to escalate 
concerns and disagreements if appropriate and use the WSCP escalation procedures7 if necessary. 
7http://westmidlands.procedures.org.uk/local-content/4gjN/escalation-policy-resolution-of-professional-
disagreements 
 
5.32 The use of 'reasonable force' in schools and colleges 
There are circumstances when it is appropriate for staff in schools and colleges to use reasonable force 
to safeguard children and young people. The term ‘reasonable force’ covers the broad range of actions 
used by staff that involve a degree of physical contact to control or restrain children. This can range from 
guiding a child to safety by the arm, to more extreme circumstances such as breaking up a fight or where 
a young person needs to be restrained to prevent violence or injury. ‘Reasonable’ in these circumstances 
means ‘using no more force than is needed’. The use of force may involve either passive physical contact, 
such as standing between pupils or blocking a pupil’s path, or active physical contact such as leading a 
pupil by the arm out of the classroom.  
• Departmental advice for schools is available https://www.gov.uk/government/publications/use-of-
reasonable-force-in-schools 
 • Advice for colleges is available on the AOC website. https://www.aoc.co.uk/ 
 
5.33  Private fostering - LA notification when identified 
 Private fostering occurs when a child under the age of 16 (under 18, if disabled) is provided with care 
and accommodation by a person who is not a parent, person with parental responsibility for them or a 
relative in their own home. A child is not privately fostered if the person caring for and accommodating 
them has done so for less than 28 days and does not intend to do so for longer. Such arrangements may 
come to the attention of school staff through the normal course of their interaction, and promotion of 
learning activities, with  
children. 
The school should then notify the local authority to allow the local authority to check the arrangement is 
suitable and safe for the child. 
See DfE statutory guidance Children Act 1989 Private fostering for comprehensive guidance on private 
fostering 

https://westmidlands.procedures.org.uk/
https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools
https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools
https://www.aoc.co.uk/
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A private fostering arrangement occurs when someone other than a parent or a close relative care for a 
child for a period of 28 days or more, with the agreement of the child’s parents. It applies to children 
under the age of 16 or aged under 18 if the child is disabled. Children looked after by the local authority 
or who are placed in a residential school, children’s home or hospital are not considered to be privately 
fostered.  
Private fostering occurs in all cultures, including British culture and children may be privately fostered at 
any age.  
Most privately fostered children remain safe and well but safeguarding concerns have been raised in 
some cases, so it is important that schools are alert to possible safeguarding issues, including the 
possibility that a child has been trafficked into the country.  
By law, a parent, private foster carer or other persons involved in making a private fostering arrangement 
must notify Children’s Services as soon as possible.  If we become aware of a privately fostering 
arrangement, we will check that Children's Services have been informed. 
 
5.34 Looked after children and previously looked after children        
The most common reason for children becoming looked after is as a result of abuse and/or neglect. 
Governing bodies should ensure that staff have the skills, knowledge and understanding to keep looked 
after children safe.  
In particular, they should ensure that appropriate staff have the information they need in relation to a 
child’s looked after legal status (whether they are looked after under voluntary arrangements with consent 
of parents, or on an interim or full care order) and the .child’s contact arrangements with birth parents or 
those with parental responsibility. They should also have information about the child’s care arrangements 
and the levels of. authority delegated to the carer by the authority looking after him/her. The designated. 
Safeguarding lead should have details of the child’s social worker and the name of the .virtual school 
head in the authority that looks after the child.  
 
6 Contextualised Safeguarding 
 
All staff should be aware that safeguarding incidents and/or behaviours can be associated with factors 
outside the school and/or can occur between children outside of these environments. All staff, but 
especially the designated safeguarding lead (and deputies) should consider whether children are at risk 
of abuse or exploitation in situations outside their families. Extra-familial harms take a variety of different 
forms and children can be vulnerable to multiple harms including (but not limited to) sexual exploitation, 
criminal exploitation, and serious youth violence. 
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7 Mental Health 
 
All staff should also be aware that mental health problems can, in some cases, be an indicator 
that a child has suffered or is at risk of suffering abuse, neglect or exploitation. 
Only appropriately trained professionals should attempt to make a diagnosis of a mental health 
problem. Staff, however, are well placed to observe children day-to-day and identify those 
whose behaviour suggests that they may be experiencing a mental health problem or be at risk 
of developing one. 
Where children have suffered abuse and neglect, or other potentially traumatic adverse 
childhood experiences, this can have a lasting impact throughout childhood, adolescence and 
into adulthood. It is key that staff are aware of how these children’s experiences, can impact on 
their mental health, behaviour and education. 
If staff have a mental health concern about a child that is also a safeguarding concern, 
immediate action should be taken, following their child protection policy and speaking to the 
designated safeguarding lead or a deputy. 
The department has published advice and guidance on Preventing and Tackling Bullying, and 
Mental Health and Behaviour in Schools (which may also be useful for colleges). In addition, 
Public Health England has produced a range of resources to support secondary school teachers 
to promote positive health, wellbeing and resilience among young people including its guidance 
Promoting children and young people’s emotional health and wellbeing. Its resources include 
social media, forming positive promote positive health, wellbeing and resilience among young 
people including its guidance Promoting children and young people’s emotional health and 
wellbeing. Its resources include social media, forming positive relationships, smoking and 
alcohol. See Rise Above for links to all materials and lesson plans. 
 
8 Children potentially at greater risk of harm 
 
Children may need a social worker due to safeguarding or welfare needs. (Child in Need and 
Child Protection Plans) Children may need this help due to abuse, neglect and complex family 
circumstances. A child’s experiences of adversity and trauma can leave them vulnerable to 
further harm, as well as educationally disadvantaged in facing barriers to attendance, learning, 
behaviour and mental health. 
Local authorities should share the fact a child has a social worker, and the designated 
safeguarding lead should hold and use this information so that decisions can be made in the 
best interests of the child’s safety, welfare and educational outcomes. This should be 
considered as a matter of routine. There are clear powers to share this information under 
existing duties on both local authorities and schools and colleges to safeguard and promote the 
welfare of children. 
Where children need a social worker, this should inform decisions about safeguarding (for 
example, responding to unauthorised absence or missing education where there are known 
safeguarding risks) and about promoting welfare (for example, considering the provision of 
pastoral and/or academic support, alongside action by statutory services). 
Findings from the Children in Need review, ‘Improving the educational outcomes of Children in 
Need of help and protection’ contains further information; the conclusion of the review, ‘Help, 
protection, education’ sets out action Government is taking to support this. 

 
9 Inspection 
 

• Since September 2019, Ofsted’s inspections of early years, schools and post-16 provision 
are carried out under Ofsted's Education Inspection Framework. Inspectors will always report 
on whether or not arrangements for safeguarding children and learners are effective. 

• In addition to the framework and inspections handbooks, Ofsted publishes specific guidance 
to inspectors on inspecting safeguarding: Inspecting safeguarding in early years, education 
and skills settings. 

• The Independent Schools Inspectorate (ISI) is approved to inspect certain independent 
schools and will also report on safeguarding arrangements. ISI has a published framework 
which informs how it inspects at Independent Schools Inspectorate. 

 

https://www.gov.uk/government/publications/review-of-children-in-need/review-of-children-in-need
https://www.gov.uk/government/publications/review-of-children-in-need/review-of-children-in-need
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/809236/190614_CHILDREN_IN_NEED_PUBLICATION_FINAL.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/809236/190614_CHILDREN_IN_NEED_PUBLICATION_FINAL.pdf
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Other Relevant Policies 

 
The Governing Body's statutory responsibility for safeguarding the welfare of children goes 
beyond compliance with child protection procedures. The safeguarding duty is relevant for the 
discharge of all functions and activities. This policy needs to be considered in conjunction with 
the following policies:  
 

• Behaviour Policy 

• Staff Code of Conduct   

• Racist Incidents (within Behaviour Policy) 

• Anti-Bullying (including Cyber Bullying) (within Behaviour Policy) 

• Physical Interventions/Restraint  (within Behaviour Policy) 

• Special Educational Needs  

• Sexual Violence and Sexual Harassment Policy (within Safeguarding Children policy) 

• Education Visit and Learning Outside Policy  

• First Aid and the Administration of Medicines   

• Health and Safety   

• Healthy Relationships (see PSHEC and SRE policies) 

• Site Security (within Health & Safety policy) 

• Complaints Procedure 

• Grievance Policy 

• Safe and Appropriate Use of Images (within Online Safety policy) 

• Equal Opportunities 

• Continence policy 

• Online Safety  

• Supporting Pupils/Students with Medical Conditions 

• Looked After Children 

• Whistleblowing  
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Annex A 

Logging a Concern about a Child’s Safety and Welfare – all staff and visitors 

 
 
 
 
 
 

Pupil’s Name:                                                     Pupil's name:                                        DOB:                                 Year: 

 

Date: 

 

Time: 

Name: 

 

.......................................................…… 

Print 

 

 

...................................................……… 

Signature 

Position: 

 

Note the reason(s) for recording the incident. 

 

 

 

Details of concern/incident - record the who/what/where/when factually (use reverse or 
continuation sheet if necessary): 

 

 

 

 

Any other relevant information (witnesses, immediate action taken) 

 

 

Action taken 

 

 

 

Reporting staff signature ………………………………………………  Date .....………… 

DSL – Response/Outcome 

 

 

 

DSL signature ………………………………………………………….  Date …………… 
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Annex B: Role of the Designated Safeguarding Lead 
 

Governing bodies, proprietors and management committees should ensure an appropriate senior member 
of staff, from the school or college leadership team, is appointed to the role of designated safeguarding 
lead. The designated safeguarding lead should take lead responsibility for safeguarding and child 
protection (including online safety). This should be explicit in the role holder’s job description. This person 
should have the appropriate status and authority within the school to carry out the duties of the post. They 
should be given the time, funding, training, resources and support to provide advice and support to other 
staff on child welfare and child protection matters, to take part in strategy discussions and inter-agency 
meetings, and/or to support other staff to do so, and to contribute to the assessment of children. 

 
Deputy designated safeguarding leads 
It is a matter for individual schools and colleges as to whether they choose to have one or more deputy 
designated safeguarding leads. Any deputies should be trained to the same standard as the designated 
safeguarding lead and the role should be explicit in their job description. Whilst the activities of the 
designated safeguarding lead can be delegated to appropriately trained deputies, the ultimate lead 
responsibility for child protection, as set out above, remains with the designated safeguarding lead, this 
lead responsibility should not be delegated. 

 
Manage referrals 
The designated safeguarding lead is expected to: 
• refer cases of suspected abuse to the local authority children’s social care as required; 
• support staff who make referrals to local authority children’s social care; 
• refer cases to the Channel programme where there is a radicalisation concern as required; 
• support staff who make referrals to the Channel programme; 
refer cases where a person is dismissed or left due to risk/harm to a child to the Disclosure and Barring 
Service as required; and 
• refer cases where a crime may have been committed to the Police as required. Work with others 
The designated safeguarding lead is expected to: 
• act as a point of contact with the three safeguarding partners; 
• liaise with the headteacher or principal to inform him or her of issues- especially ongoing enquiries under 
section 47 of the Children Act 1989 and police investigations; 
• as required, liaise with the “case manager” (as per Part four) and the designated officer(s) at the local 
authority for child protection concerns in cases which concern a staff member; 
• liaise with staff (especially pastoral support staff, school nurses, IT Technicians, and SENCOs, or the 
named person with oversight for SEN in a college and Senior Mental Health Leads) on matters of safety 
and safeguarding (including online and digital safety) and when deciding whether to make a referral by 
liaising with relevant agencies; and 
• act as a source of support, advice and expertise for all staff. 

 
Training 

The designated safeguarding lead (and any deputies) should undergo training to provide them with the 
knowledge and skills required to carry out the role. This training should be updated at least every two 
years. The designated safeguarding lead should undertake Prevent awareness training. Training should 
provide designated safeguarding leads with a good understanding of their own role, and the processes, 
procedures and responsibilities of other agencies, particularly children’s social care, so they: 
• understand the assessment process for providing early help and statutory intervention, including local 
criteria for action and local authority children’s social care referral arrangements. 

 
have a working knowledge of how local authorities conduct a child protection case conference and a child 
protection review conference and be able to attend and contribute to these effectively when required to do 
so; 

  • ensure each member of staff has access to, and understands, the school’s or college’s child protection 
policy and procedures, especially new and part time staff; 
• are alert to the specific needs of children in need, those with special educational needs and young carers; 
• understand relevant data protection legislation and regulations, especially the Data Protection Act 2018 
and the General Data Protection Regulation; 

 
understand the importance of information sharing, both within the school and college, and with the three 
safeguarding partners, other agencies, organisations and practitioners; 
 
• are able to keep detailed, accurate, secure written records of concerns and referrals; 
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• understand and support the school or college with regards to the requirements of the Prevent duty and 
are able to provide advice and support to staff on protecting children from the risk of radicalisation; 
 
are able to understand the unique risks associated with online safety and be confident that they have the 
relevant knowledge and up to date capability required to keep children safe whilst they are online at school 
or college; 
 
• can recognise the additional risks that children with SEN and disabilities (SEND) face online, for example, 
from online bullying, grooming and radicalisation and are confident they have the capability to support 
SEND children to stay safe online; 
 
• obtain access to resources and attend any relevant or refresher training courses; and 
 
encourage a culture of listening to children and taking account of their wishes and feelings, among all staff, 
in any measures the school or college may put in place to protect them. 
 
In addition to the formal training set out above, their knowledge and skills should be refreshed (this might 
be via e-bulletins, meeting other designated safeguarding leads, or simply taking time to read and digest 
safeguarding developments) at regular intervals, as required, and at least annually, to allow them to 
understand and keep up with any developments relevant to their role. 
 
Raise Awareness 
The designated safeguarding lead should: 
• ensure the school’s or college’s child protection policies are known, understood and used appropriately; 
• ensure the school’s or college’s child protection policy is reviewed annually (as a minimum) and the 
procedures and implementation are updated and reviewed regularly, and work with governing bodies or 
proprietors regarding this; 
• ensure the child protection policy is available publicly and parents are aware of the fact that referrals 
about suspected abuse or neglect may be made and the role of the school or college in this; and 
• link with the safeguarding partner arrangements to make sure staff are aware of any training opportunities 
and the latest local policies on local safeguarding arrangements. 
• help promote educational outcomes by sharing the information about the welfare safeguarding and child 
protection issues that children, including children with a social worker, are experiencing, or have 
experienced, with teachers and school and college leadership staff.  
 
Their role could include ensuring that the school or college, and their staff, know who these children are, 
understand their academic progress and attainment and maintain a culture of high aspirations for this 
cohort; supporting teaching staff to identify the challenges that children in this group might face and the 
additional academic support and adjustments that they could make to best support these children. 
 
Child protection file 
Where children leave the school or college (including for in-year transfers) the designated safeguarding 
lead should ensure their child protection file is transferred to the new school or college as soon as possible. 
This should be transferred separately from the main pupil file, ensuring secure transit, and confirmation of 
receipt should be obtained. 
Receiving schools and colleges should ensure key staff such as designated safeguarding leads and 
SENCOs or the named person with oversight for SEN in colleges, are aware as required. 
In addition to the child protection file, the designated safeguarding lead should also consider if it would be 
appropriate to share any information with the new school or college in advance of a child leaving.  
For example, information that would allow the new school or college to continue supporting victims of 
abuse and have that support in place for when the child arrives. 
 
Availability 
During term time the designated safeguarding lead (or a deputy) should always be available (during school 
or college hours) for staff in the school or college to discuss any safeguarding concerns. Whilst generally 
speaking the designated safeguarding lead (or deputy) would be expected to be available in person, it is 
a matter for individual schools and colleges, working with the designated safeguarding lead, to define what 
“available” means and whether in exceptional circumstances availability via phone and or Skype or other 
such media is acceptable. 
It is a matter for individual schools and colleges and the designated safeguarding lead to arrange adequate 
and appropriate cover arrangements for any out of hours/out of term activities. 
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Annex C: Online Safety 

 

The use of technology has become a significant component of many safeguarding issues. Child sexual 
exploitation; radicalisation; sexual predation: technology often provides the platform that facilitates harm. An 
effective approach to online safety empowers a school or college to protect and educate the whole school 
or college community in their use of technology and establishes mechanisms to identify, intervene in, and 
escalate any incident where appropriate. 

The breadth of issues classified within online safety is considerable, but can be categorised into three areas 
of risk: 

• content: being exposed to illegal, inappropriate or harmful material; for example pornography, fake news, 
racist or radical and extremist views; 

• contact: being subjected to harmful online interaction with other users; for example commercial advertising 
as well as adults posing as children or young adults; and 

• conduct: personal online behaviour that increases the likelihood of, or causes, harm; for example making, 
sending and receiving explicit images, or online bullying. 

Education 

Opportunities to teach safeguarding, including online safety. Resources that could support schools and 
colleges include: 

• Be Internet Legends developed by Parent Zone and Google is a free internet safety curriculum with PSHE 
accredited lesson plans and teaching resources for Key Stage 2 pupils 

• Disrespectnobody is Home Office advice and includes resources on healthy relationships, including sexting 
and pornography 

• Education for a connected world framework from the UK Council for Internet Safety supports the 
development of the curriculum and is of particular relevance to RSHE education and Computing. It is 
designed, however, to be usable across the curriculum and beyond (covering early years through to age 18) 
and to be central to a whole school or college approach to safeguarding and online safety. 

• PSHE association provides guidance to schools on developing their PSHE curriculum 

• Teaching online safety in school is departmental guidance outlining how schools can ensure their pupils 
understand how to stay safe and behave online as part of existing curriculum requirements 

• Thinkuknow is the National Crime Agency/CEOPs education programme with age specific resources 

• UK Safer Internet Centre developed guidance and resources that can help with the teaching of the online 
safety component of the Computing Curriculum. 

Protecting children 

Governing bodies and proprietors should be doing all that they reasonably can to limit children’s exposure 
to the above risks from the school’s or college’s IT system. As part of this process, governing bodies and 
proprietors should ensure their school or college has appropriate filters and monitoring systems in place. 

Whilst considering their responsibility to safeguard and promote the welfare of children, and provide them 
with a safe environment in which to learn, governing bodies and proprietors should consider the age range 
of their pupils, the number of pupils, how often they access the IT system and the proportionality of costs vs 
risks. 

The appropriateness of any filters and monitoring systems are a matter for individual schools and colleges 
and will be informed in part, by the risk assessment required by the Prevent Duty. The UK Safer Internet 
Centre has published guidance as to what “appropriate” filtering and monitoring might look like: UK Safer 
Internet Centre: appropriate filtering and monitoring. 

Guidance on e-security is available from the National Education Network. Support for schools is available 
via the: schools' buying strategy with specific advice on procurement here: buying for schools. 

Whilst filtering and monitoring is an important part of the online safety picture for schools and colleges to 
consider, it is only one part. Governors and proprietors should consider a whole school or college approach 
to online safety. This will include a clear policy on the use of mobile technology in the school or college. 
Many children have unlimited and unrestricted access to the internet via 3G, 4G and 5G in particular and 
the school and college should carefully consider how this is managed on their premises. 

Whilst it is essential that governing bodies and proprietors ensure that appropriate filters and monitoring 
systems are in place, they should be careful that “over blocking” does not lead to unreasonable restrictions 
as to what children can be taught with regard to online teaching and safeguarding. 

The Prevent duty Departmental advice for schools and childcare providers and Prevent Duty Guidance For 
Further Education Institutions 
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Reviewing online safety 

Technology in this area evolves and changes rapidly. A free online safety self-review tool for schools can be 
found via the 360 safe website. UKCIS has published Online safety in schools and colleges: Questions for 
the governing board to help responsible bodies assure themselves that their online safety arraignments are 
effective. 

Education at home 

Where children are being asked to learn online at home the department has provided advice to support 
schools and colleges do so safely: safeguarding-in-schools-colleges-and-other-providers and safeguarding-
and-remote-education 

Staff training 

Governors and proprietors should ensure that, as part of the requirement for staff to undergo regularly 
updated safeguarding training and the requirement to ensure children are taught about safeguarding, 
including online safety, that online safety training for staff is integrated, aligned and considered as part of 
the overarching safeguarding approach. 

Information and support 

There is a wealth of information available to support schools, colleges and parents/carers to keep children 
safe online. The following list is not exhaustive but should provide a useful starting point: 

Advice for governing bodies/proprietors and senior leaders 

• Childnet provide guidance for schools on cyberbullying 

• Educateagainsthate provides practical advice and support on protecting children from extremism and 
radicalisation 

• London Grid for Learning provides advice on all aspects of a school or college’s online safety arrangements 

• NSPCC provides advice on all aspects of a school or college’s online safety arrangements 

• Safer recruitment consortium “guidance for safe working practice”, which may help ensure staff behaviour 
policies are robust and effective 

• Searching screening and confiscation is departmental advice for schools on searching children and 
confiscating items such as mobile phones 

• South West Grid for Learning provides advice on all aspects of a school or college’s online safety 
arrangements 

• Use of social media for online radicalisation - A briefing note for schools on how social media is used to 
encourage travel to Syria and Iraq 

• UK Council for Internet Safety have provided advice on sexting-in-schools-and-colleges and using-
external-visitors-to-support-online-safety-education 

Remote education, virtual lessons and live streaming • Case studies on remote education practice are  
available for schools to learn from each other 

• Departmental guidance on safeguarding and remote education including planning remote education 
strategies and teaching remotely • London Grid for Learning guidance, including platform specific advice • 
National cyber security centre guidance on choosing, configuring and deploying video conferencing • 
National cyber security centre guidance on how to set up and use video conferencing • UK Safer Internet 
Centre guidance on safe remote learning 

Support for children 

• Childline for free and confidential advice 

• UK Safer Internet Centre to report and remove harmful online content 

• CEOP for advice on making a report about online abuse 

Parental support 

• Childnet offers a toolkit to support parents and carers of children of any age to start discussions about their 
online life, to set boundaries around online behaviour and technology use, and to find out where to get more 
help and support 

• Commonsensemedia provide independent reviews, age ratings, & other information about all types of 
media for children and their parents 

• Government advice about protecting children from specific online harms such as child sexual abuse, 
sexting, and cyberbullying 

• Government advice about security and privacy settings, blocking unsuitable content, and parental 
controls 
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• Internet Matters provide age-specific online safety checklists, guides on how to set parental controls on a 
range of devices, and a host of practical tips to help children get the most out of their digital world 

• Let’s Talk About It provides advice for parents and carers to keep children safe from online radicalisation 

• London Grid for Learning provides support for parents and carers to keep their children safe online, 
including tips to keep primary aged children safe online 

• Lucy Faithfull Foundation StopItNow resource can be used by parents and carers who are concerned about 
someone’s behaviour, including children who may be displaying concerning sexual behaviour (not just about 
online) 

• National Crime Agency/CEOP Thinkuknow provides support for parents and carers to keep their children 
safe online 

• Net-aware provides support for parents and carers from the NSPCC and O2, including a guide to social 
networks, apps and games 

• Parentzone provides help for parents and carers on how to keep their children safe online 

• Parent info from Parentzone and the National Crime Agency provides support and guidance for parents 
from leading experts and organisations 

• UK Safer Internet Centre provide tips, advice, guides and other resources to help keep children safe online 
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Annex D - Templates 

List of templates 

• Record of complaint 

• Record of allegation of abuse 

• Safety and welfare concern form 

• Safety and welfare concern form (2) 

• Safety and welfare concern continuation Sheet 

• Individual file chronology 

• Individual file chronology (2) 

• Individual file front sheet 

• Transfer form for child protection records between educational establishments 

• Staff safeguarding training record 

• Safeguarding Lead Supervision notes 

• Safer recruitment record sheet 

• Personal File Checklist 

Please note that childminders who are registered with an agency may need to substitute 
the name of the agency where there is reference to Ofsted. 
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Record of Complaint 

 

Date of complaint: 

A: Source of complaint: 
 

 
Parent (in writing, including email) 
Parent (in person) 
Parent (telephone call) 
 
 

 

 

 

 
 

 
Staff member 
Anonymous 
Ofsted  
 
Other 
 

 

 

 

 

 

 
 

B: Nature of complaint:  
(Reference the EYFS Safeguarding and Welfare Requirements or Childcare Register 
Requirements) 
 
 
 

Please give details of the complaint: 

C: How the complaint was dealt with: 
 

 
Internal investigation 
Investigation by Ofsted 
Investigation by other agencies 
(please state) 
 

 

 

 

  
 

Please give details of any internal investigation or attach any outcome letter from Ofsted: 
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D: Actions and outcomes: 
 

 
Internal actions 
Actions agreed with Ofsted 
Changes to conditions of registration 
Other action taken by Ofsted 
No action 
Actions imposed or agreed with other 
agencies 
 

 

 

 

 

 

 

 
 

 

Please give details: 
 
 
 
 
 
 

Has a copy of this record been shared with parents?  Yes/No 
 

Name of recorder: 
 
 

Date : 
 

Position: 
 
Name: 
 
Signature: 
 

Outcome notified to parent: 
 
 
Date: 
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CONFIDENTIAL - Record of Allegation of Abuse 

 

Member of staff who is subject of allegation 

Name  

Address  
 

DOB  

Position   

Person making allegation 

Name  

Relationship to the child  

Made in writing or verbally?  

Child’s details 

Name  

Age and DOB  

Address  

Parent/carer name and address if 
different from above 

 
 
 

Details of alleged incident/s 

Date of alleged incident/s  

Nature of allegation  
 
 
 

Other relevant information  
 
 
 

Was alleged perpetrator present on the date of incident/s?  

Did the child attend childcare provision on this/these date/s?    

Actions 

Name of contact at Family Front 
Door/LADO 

 

Date and time  

Date and time Ofsted informed  

Further actions advised by 
Children’s Social Care and/Ofsted 

 

 

Person completing this form 

Name  

Position  

Date  

Signature  
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CONFIDENTIAL - Safety and Welfare Concern Form 

Pupil’s Name:                                                            Child's name: D.O.B..                             

Concern Date: 

 

Concern Time: 

Staff Name: 

Print 

Signature 

Staff Role: 

 

Details of concern/incident -  factual record – who/what/where/when 

(continue on reverse of sheet if necessary): 

 

 

 

 

 

Any other relevant information (witnesses, immediate action taken) 

 

 

 

 

 

PASS THIS FORM IMMEDIATELY TO THE DSL 

DSL response/action taken 

 

 

 

 

Signature 

 

 

Date/time 

 

 

 

Shared with parents – 
date/time 

 

 

 

CONFIDENTIAL - Safety and Welfare Concern Form (2) 

Pupil’s Name:                                                            Child's name: D.O.B..                             

Concern Date: Concern Time: 

Staff Name: Signature 
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Staff Role: 

What’s working well 

 

 

 

What are we worried about 
 

What needs to happen 
 

The child’s voice 

 

 

 

 

 

 

PASS THIS FORM IMMEDIATELY TO THE DSL 

DSL response/action taken 

 

 

Signature 

 

 

Date/time 

 

 

 

Shared with parents – 
date/time 

 

CONFIDENTIAL - Safety and Welfare Concern Continuation Sheet 

  

Incident /concern; other relevant information; action taken; outcome 

 

Child's Name:                                                                                       D.O.B. 
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Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Signature 

Details 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Actions 
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CONFIDENTIAL - Individual File Chronology 

 
Name of Child: …………………………………………………                     D.O.B: ……….. 

 

Date 

/time 

Event – 
disclosure/observation/meeting etc. 

Actions 
Supporting 

documentation 
Staff initials 

     

     

     

     

     

     

     

     

     

     

     



 

 

36 

CONFIDENTIAL - Individual File Front Sheet 

Child protection Child in need  Early help                            
 
Child's Name………………………………………      D.O.B. 
………………………… 

Date record started  ..................... 

Any other names by which child known, if relevant   ........................................................ 

Address.............................................................................................................................. 

................................................................................................  Postcode ......................... 

Family members i.e. parents / carers / siblings:                                      

Name Relationship Address Setting / School 

 

 

  

 

 

 

 

 

   

 

 

   

 

Contact details of other professionals (e.g. key social worker, GP) 

Name Agency Contact details 

 

 

 

 

 

 

 

 

   

 

 

 

 

Other than normal registration and development files, are there other files related to this 
child? 

Child protection/safeguarding file of another a related child    YES/NO   

 

please specify 

 

 

Other file for this child e.g. SEN       YES/NO  

 

please specify 
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Transfer Form for Child Protection Records between Educational Establishments  

(Please print all information)  
 

Name of Child ………………………………………………………………………………… 

Date of Birth …………………………………………………………………… 

Unique reference number (schools only) ……………………………………………… 

Home 
address ………………………………………………………………………………………..  

Name of originating establishment ………………………………………………………… 

Address of originating establishment ……………………………………………………… 

Name of current Child Protection Lead …………………………………………………… 

Date file exchanged by hand ……………………………………………………………… 

OR  Date file posted by special delivery ………………………………………………… 

OR  Date information received electronically ……………………………………………… 

Name of receiving establishment …………………………………………………………  

Address of receiving establishment ……………………………………………………… 

Name of receiving Child Protection Lead ……………………………………………… 

Date file received by hand ……………………………………………………………… 

OR  Date received by recorded delivery …………………………………………………… 

OR  Date information received electronically ……………………………………………… 

Signature of receiving Child Protection Lead ……………………………………….      

Date.......................................  

Upon receipt, the receiving setting should  

• Sign this form and keep a copy with the child's CP records  

• Ensure the original form is returned to the originating establishment without 
delay  

The originating establishment should keep the returned form securely
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Safeguarding Training Record 

 

Name 

 

Role 

Training for 

practitioner 

Training for DSL Safer recruitment Managing 

allegations 

Prevent & British 

values 

Date  Due 

date 

Date  Due 

date 

Date  Due 

date 

Date  Due 

date 

Date Due 

date 
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Safeguarding Lead Supervision Notes 

 

DSL Name  

Date of supervision  

Date of last supervision  

Supervisor  

 

Today's agenda 
 

 
 
 
 
 
 
 
 
 
 

 

Actions agreed from last supervision 

1 
 
 

2 
 
 

3 
 
 

4 
 
 

5  

 

Discussion points from today's meeting: 

Update from previous meeting 
 
 
 
 
 

Main points from today's meeting 
 
 

 

Identified training needs 
 
 
 
 

Concerns 
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Further discussion points 
 
 
 
 

Reflection 
 
 
 

Analysis 
 
 
 
 
 

 

Agreed actions from today's meeting 

1 
 
 

2 
 
 

3 
 
 

4 
 
 

5 
 

 

 
 
Staff signature…………………………………………………………………………... 
  
DSL signature…………………………………………………………………………. 
 
Review date……………………………………………………………………………… 
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Safer Recruitment Record Sheet 

 

 
 

Name of applicant 

 
 

Position/ 
role 

Qualification ID check Right to work in UK References DBS 
 

Checked 
by/date 

Documents 
and ref 

numbers 

Checked 
by/date 

Document
s and ref 
numbers 

Checked 
by/date 

No of 
references 
obtained 

Checked 
by/date 

Risk 
assessment 

Disc. 
number 

Checked 
by/date 

Update 
service 
checked 
by/date 

 
 

            

 
 

            

 
 

            

 
 

            

 
 

            

 
 

            

 
 
 
 
 
 
 
 
 
 
 



 

 

 
 

 
 

Personnel File Checklist 

Name  

 Date Evidence seen 

Application Form  

Photo ID seen  

ID checked including address 
(state what document has been seen ie driving 
licence) 

 

Date started school  

Job Title  

Section 128 check  
(new Govs only) 

  

Qualifications evidenced: 
QTS number 
Date seen 
(retain a copy in file) 

 

Prohibition Order Check  

European Economic Area (EEA) Sanction Check  

Childcare Disqualification Declaration  

Barred List check  

Date DBS original Disclosure Certificate checked  

DBS Disclosure number  

Right to Work in the UK 
Date passport/visa/work permit evidenced 
(retain a copy in file) 

 

Medical Screening Form issued  

Date Medical Clearance received  

Date satisfactory reference one received and 
checked 

 

Date satisfactory reference two received and 
checked 

 

Starter form completed and sent to WCC  

Copy of terms and conditions of employment 
received 

 

Annual salary statement (teachers only)  

DBS online application completed 
Reference No: 
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Annex E – Further information from KCSIE 2020 

Additional advice and support 

Abuse 

 
- What to do if you're worried a child is being abused – DfE advice 

- Domestic abuse: Various Information/Guidance - Home Office (HO) 

- Faith based abuse: National Action Plan - DfE advice 

- Relationship abuse: disrespect nobody - Home Office website 

Bullying 

 
- Preventing and Tackling Bullying - DfE advice 

- Cyber bullying: advice for headteachers and school staff - DfE advice 

 

Children missing from education, home or care 

 
- Children missing education - DfE statutory guidance 

- Child missing from home or care - DfE statutory guidance 

- Children and adults missing strategy - Home Office strategy 

 

Children with family members in prison 

 
- National Information Centre on Children of Offenders - Barnardo’s in partnership with HM 

Prison and Probation Service 

 
Child Exploitation 

 
- Trafficking: safeguarding children - DfE and HO guidance 

 

Drugs 

 
- Drugs: advice for schools – DfE and ACPO advice 

- Drug strategy 2017 - Home Office strategy 

- Information and advice on drugs  - Talk to Frank website 

- ADEPIS platform sharing information and resources for schools: covering drug (& alcohol) 

prevention - Website by Mentor UK 

 

“Honour Based Abuse” (so called) 

 
- Female genital mutilation: information and resources- Home Office guidance 

- Female genital mutilation: multi agency statutory guidance - DfE, DH, and HO statutory 

guidance 

 
Health and Well-being 

 

https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/domestic-violence-and-abuse
https://www.gov.uk/government/publications/national-action-plan-to-tackle-child-abuse-linked-to-faith-or-belief
https://www.disrespectnobody.co.uk/relationship-abuse/what-is-relationship-abuse/
https://www.gov.uk/government/publications/preventing-and-tackling-bullying
https://www.gov.uk/government/publications/preventing-and-tackling-bullying
https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/children-who-run-away-or-go-missing-from-home-or-care
https://www.gov.uk/government/publications/missing-children-and-adults-strategy
https://www.nicco.org.uk/
https://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance
https://www.gov.uk/government/publications/drugs-advice-for-schools
https://www.gov.uk/government/publications/drug-strategy-2017
http://www.talktofrank.com/
http://mentor-adepis.org/
http://mentor-adepis.org/
http://mentor-adepis.org/
https://www.gov.uk/government/collections/female-genital-mutilation
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
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- Fabricated or induced illness: safeguarding children  - DfE, DH, HO 

- Rise Above: Free PSHE resources on health, wellbeing and resilience - Public Health 

England 

- Medical-conditions: supporting pupils at school - DfE statutory guidance 

- Mental health and behaviour  - DfE advice 

 

Homelessness 

 
- Homelessness: How local authorities should exercise their functions - Ministry of Housing, 

Communities & Local Government guidance 

 
Online (see also Annex C) 

 
- Sexting: responding to incidents and safeguarding children - UK Council for Internet 

Safety 

 
Private fostering 

 
- Private fostering: local authorities  - DfE statutory guidance 

 

Radicalisation 

 
- Prevent duty guidance- Home Office guidance 

- Prevent duty: additional advice for schools and childcare providers - DfE advice 

- Educate Against Hate website  - DfE and Home Office advice 

- Prevent for FE and Training - Education and Training Foundation (ETF) 

 

Upskirting 

 
- Upskirting know your rights – UK Government 

 

Violence 

 
- Gangs and youth violence: for schools and colleges  - Home Office advice 

- Ending violence against women and girls 2016-2020 strategy - Home Office strategy 

- Violence against women and girls: national statement of expectations for victims - Home 

Office guidance 

- Sexual violence and sexual harassment between children in schools and colleges 

- Serious violence strategy - Home Office Strategy 
 
 

  

 

 

 

https://www.gov.uk/government/publications/safeguarding-children-in-whom-illness-is-fabricated-or-induced
https://www.pshe-association.org.uk/curriculum-and-resources/resources/rise-above-schools-teaching-resources
https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/guidance/homelessness-code-of-guidance-for-local-authorities
https://www.gov.uk/government/groups/uk-council-for-child-internet-safety-ukccis
https://www.gov.uk/government/publications/children-act-1989-private-fostering
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
http://educateagainsthate.com/
http://preventforfeandtraining.org.uk/
https://www.gov.uk/government/news/upskirting-know-your-rights
https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/strategy-to-end-violence-against-women-and-girls-2016-to-2020
https://www.gov.uk/government/publications/violence-against-women-and-girls-national-statement-of-expectations
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/serious-violence-strategy
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