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1. Child Protection Policy 

This policy follows DfE guidelines in Keeping Children Safe in Education (September 2020 KCSIE), Working 

Together to Safeguard Children (July 2018 WTTSC) and the requirements of the Children Act 2004 and follows 

the Prevent Duty 2015 for the prevention of radicalisation.  

‘Child Protection’ is the broad term used to describe the philosophies, standards, guidance and procedures to 

protect children from both intentional and unintentional harm. Safeguarding and promoting the welfare of 

children is everyone’s responsibility. Everyone who comes into contact with children and their families and 

carers has a role to play in safeguarding children.  In order to fulfil this responsibility effectively, staff should 

consider at all times what is in the best interests of the child.   

The Shrubbery promotes an environment in which staff feel able to raise concerns and feel supported in their 

safeguarding roles.  Although there are clear procedures to follow within this policy, any member of staff may 

make a referral to external agencies. The term ‘children’ refers to everyone under the age of 18.   

It should be noted that it is a statutory legal requirement for mobile phones not to be used around young 

children in the EYFS.  

This policy should be read alongside: 

• The Education (Independent School Standards) Regulations 2014  

• KCSIE (Sep 2020)  

• Working Together to Safeguard Children (July 2018)   

• Prevent Duty Guidance: for England and Wales (July 2015)  

• Disqualification under the Childcare Act (July 2018)  

• What do to if you are worried a child is being abused – Advice for practitioners (departmental advice) 

(March 2015)  

• Early Years Foundation Stage Framework (Feb 2018) 

Objectives: 

• Clarify standards of behaviour for staff and pupils 

• Proactively teach pupils about safeguarding;  

• Ensure that systems and procedures are in place to protect pupils;  

• Develop staff awareness of the causes of abuse 

• Develop staff awareness of the risks and vulnerabilities their pupils face 

• Address concerns at the earliest possible stage; and 

• Reduce the potential risks pupils face of being exposed to violence, extremism, exploitation, 

discrimination or victimisation. 

Safeguarding and promoting the welfare of children is defined as:  

• Protecting children from maltreatment  

• Preventing impairment of children’s mental and physical health or development  

• Ensuring that children grow up in circumstances consistent with the provision of safe and effective 

care  

• Acting to enable all children to have the best life chances and to enter adulthood successfully.  

Systems are required to:  

• Prevent unsuitable people working with our pupils  

• Promote safe practice, challenge poor and unsafe practice and take all reasonable measures to 

ensure that risks of harm to pupils’ welfare are minimised  

• Identify circumstances in which there are grounds for concern about a child’s welfare, and 

initiate/take appropriate action to keep them safe (in full partnership with local agencies)  
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• Contribute to effective partnership working between all those involved in providing services for pupils 

(e.g. health, social services, police)  

Responsibilities include:  

• Ensuring that procedures are in place that are in line with the latest version of DfE guidelines ‘Keeping 

Children Safe in Education’ (KCSIE);  

• Operating safe recruitment procedures 

• Ensuring that there are procedures in place for dealing with allegations of abuse against members of 

staff/volunteers  

• Providing a designated person for child protection;  

• Providing training for all staff and training for the designated person in inter agency work (all staff 

every three years and designated person training every two years);   

• Remedying any weaknesses in child protection arrangements without delay;  

• Undertaking an annual review of safeguarding policies and procedures;  

• Ensuring that all staff and volunteers feel able to raise concerns about poor or unsafe practice in 

regard to children, and that such concerns are addressed sensitively and effectively in a timely 

manner. 

Designated People 

Designated Safeguarding Lead (DSL) Mrs Amanda Lees 

Deputy Designated Safeguarding Leads Mrs Georgina White 

Mrs Joanne England 

Ms Katy England 

Miss Shannon Smith 

Governor for Safeguarding and Child Protection Ms Dawn Harvey 

Data Protection Officer Mr Matthew Lees 

 

The Role of the Designated Safeguarding Lead 

The Designated Safeguarding Lead will take lead responsibility for safeguarding and child protection across the 

school. They will take part in strategy discussions and inter-agency meetings, and contribute to the assessment 

of children. They will advise and support other members of staff on child welfare and child protection matters, 

and liaise with relevant agencies such as the local authority and police. Some safeguarding activities may be 

delegated to deputies, although the DSL will retain lead responsibility for the work of deputies and will ensure 

it is completed to the highest standard. 

Multi-Agency Working  

The school is committed to inter-agency working in order to secure the best levels of safeguarding for all of its 

pupils. The school contributes to inter-agency working in accordance with statutory guidance. The school 

works with social care, the police, health services and other services to promote the welfare of children and 

protect them from harm.  

Safer Recruitment 

Our school prioritises embedding a culture of safer recruitment as part of our strategy for preventing harm to 

children. Statutory procedures for checking the suitability of staff and volunteers who work with children are 

always followed, see Safer Recruitment Policy. 

Induction of New Staff  

All staff, including temporary staff and volunteers, are provided with comprehensive induction training that 

includes: 
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• The Safeguarding Children Policy.  

• The identity of the Designated Safeguarding Lead and Deputies  

• A copy of Part 1 of the latest version of ‘Keeping Children Safe in Education’   

• An overview of the Prevent Duty, including its location in the Safeguarding Policy  

• An overview of the Staff Code of Conduct, including its location in the Safeguarding Policy  

• An overview of the Children Missing Education Policy and its location in the Safeguarding Policy  

• An overview of the Equality Policy and direction towards its location on the website  

• Any other Health and Safety issues relevant to the position  

• The school’s Behaviour Policy  

The Role of Staff  

• Staff are particularly important as they are in a position to identify concerns early, provide help for 

children, and prevent concerns from escalating.  

• All staff have a responsibility to provide a safe environment in which children can learn.  

• All staff should be prepared to identify children who may benefit from early help. In the first instance 

staff should discuss early help requirements with the Designated Safeguarding Lead 

• Any staff member who has a concern about a child’s welfare should follow the referral processes set 

out below, remembering that parental consent is not needed if the member of staff feels that the 

child is at risk of harm. Staff may be required to support social workers and other agencies following 

any referral.  

• The Teachers’ Standards 2012 state that teachers, including heads, should safeguard children’s 

wellbeing and maintain public trust in the teaching profession as part of their professional duties.   

Staff Training  

• All staff receive appropriate safeguarding and child protection training that is regularly updated. In 

addition, staff receive safeguarding and child protection updates as required, to provide them with 

the relevant skills and knowledge to safeguard children effectively.  

• All staff, whether full time, part time or voluntary, are made aware of arrangements for Child 

Protection and are provided with the latest version of ‘Keeping Children Safe in Education’, which 

they are required to read.  

• All staff are made aware of the identity of the Designated Safeguarding Lead and Deputies.  

• All staff are made aware of the DfE’s advice about the use of force published on website: 

www.education.gov.uk/aboutdfe/advice/f0077153/use-of-reasonable-force and are aware of what 

constitutes inappropriate physical contact.  

• Staff are trained in full Safeguarding procedures at least every three years, with the DSL and Assistant 

DSLs trained every two years.  

• All staff are aware of the early help process and understand their role in it. This includes identifying 

emerging problems, liaising with the Designated Safeguarding Lead, sharing information with other 

professionals to support early identification and assessment and, in some cases, acting as the lead 

professional in undertaking an early help assessment.  

• Staff are aware of the process for making referrals to children’s social care and for statutory 

assessments under the Children Act 1989  

• All staff know what to do if a child tells them they are being abused or neglected. Staff know how to 

manage the requirement to maintain an appropriate level of confidentiality whilst at the same time 

liaising with relevant professionals such as the designated safeguarding lead and children’s social 

care.  

• All staff have been advised that they are not allowed to take photographs of children using their own 

mobile phone or personal camera.  

• Staff training includes raising awareness of issues including children who run away or go missing, 

female genital mutilation and child sexual exploitation.  

http://www.education.gov.uk/aboutdfe/advice/f0077153/use-of-reasonable-force


6 | P a g e  
 

• Staff training includes understanding how to keep children safe who are looked after by a local 

authority. This includes ensuring that staff have up to date assessment information, the most recent 

care plan, contact arrangements with parents, delegated authority to carers and information available 

to the designated person.  

What Staff Should Look Out For  

Knowing what to look for is vital to the early identification of abuse and neglect. If staff members are unsure 

they should always speak to the Designated Safeguarding Lead.  

• Any child may benefit from early help, but all school staff should be particularly alert to the potential 

need for early help for a child who:  

o Is disabled and/or has specific additional needs  

o Has special educational needs (whether or not they have an Education, Health and Care Plan.  

o Is a young carer  

o Is showing signs of being drawn in to anti-social or criminal behaviour  

o Is frequently missing or goes missing from care or from home  

o Is at the risk of modern slavery, trafficking or exploitation   

o Is in a family circumstance presenting challenges to the child, such as around drug and 

alcohol abuse, adult mental health problems or domestic abuse  

o Has returned home to their family from care  

o Is showing early signs of abuse and/or neglect o Is at the risk of being radicalized or exploited  

• All staff members should be aware of indicators of abuse and neglect so that they are able to identify 

cases of children who may need help or protection. Indicators of abuse and neglect, and examples of 

safeguarding issues are described in Section Two.  

• Departmental advice: What to do if you are worried a child is being abused- Advice for practitioners 

provides more information on understanding and identifying abuse and neglect.  

• Staff members working with children are advised to maintain an attitude of ‘it could happen here’ 

where safeguarding is concerned. When concerned about the welfare of a child, staff members 

should always act in the best interests of the child.   

• Knowing what to look out for is vital to the early identification of abuse and neglect. If staff are 

unsure, they should always speak to the Designated Safeguarding Lead (or Deputy). 

What staff should do if they have concerns about a child?  

If staff have any concerns about a child, they will need to act on them immediately to decide what action to 

take.  

• There should be a conversation with the Designated Safeguarding Lead to agree a course of action.  

• If, in exceptional circumstances, the DSL or Deputy DSL are not available, this should not delay 

appropriate action being taken and any staff member should make a referral to children’s social care.  

If anyone other than the Designated Safeguarding Lead makes the referral, they should inform the Designated 

Safeguarding Lead as soon as is practically possible.   

• Staff should not assume a colleague or another professional will act and share information that might 

be critical in keeping children safe.  

• The local authority should decide within one working day of a referral being made about what course 

of action they are taking and should let the referrer know the outcome. Staff should follow up on a 

referral should that information not be forthcoming. 

• If after a referral the child’s situation does not appear to be improving the Designated Safeguarding 

Lead (or the person that made the referral) should press for re-consideration to ensure their concerns 

have been addressed and, most importantly, that the child’s situation improves. 

https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
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• If early help is appropriate the Designated Safeguarding Lead (or Deputy) should lead on liaising with 

other agencies and setting up an inter-agency assessment as appropriate. Staff may be required to 

support other agencies and professionals in an early help assessment.  

• If early help and or other support is appropriate the case should be kept under constant review and 

consideration given to a referral to children’s social care if the child’s situation doesn’t appear to be 

improving.  

• Whilst all staff should speak to the DSL (or Deputy) with regard to any concern about Female Genital 

Mutilation (FGM), there is a specific legal duty on teachers. If a teacher, in the course of their work in 

the profession, discovers that an act of FGM appears to have been carried out on a girl under the age 

of 18, the teacher must report this to the police.  

Children suffering, or likely to suffer, significant harm  

Where a child is suffering, or is likely to suffer from harm, it is important that a referral to children’s social care 

(and/or the police) is made immediately, remembering that parental consent is not needed if the member of 

staff feels that the child is at risk of harm.  

• Anyone can make a referral.   

• Local authorities, with the help of other organisations as appropriate, have a duty to make enquiries 

under section 47 of the Children Act 1989 if they have reasonable cause to suspect that a child is 

suffering, or is likely to suffer, significant harm. 

Children requiring mental health support 

Schools have an important role to play in supporting the mental health and wellbeing of their pupils. 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. More information can be found in the mental health and behaviour in schools 

guidance.  

Information sharing  

Information sharing is vital in identifying and tackling all forms of abuse and neglect. Fears about sharing 

information must not be allowed to stand in the way of the need to safeguard and promote the welfare and 

protect the safety of children. The Data Protection Act (2018) and GDPR do not prevent the sharing of 

information for the purposes of keeping children safe. School staff should, therefore, be proactive in sharing 

information as early as possible to help identify, assess and respond to risks or concerns about the safety and 

welfare of children, whether this is when problems are first emerging, or where a child is already known to the 

local authority children’s social care. This includes the sharing of information without parental consent where 

there is good reason to do so, i.e. the risk of harm to the child will be increased.  

Further details on information sharing can be found in the GDPR Policy. 

Record Keeping  

All concerns, discussions and decisions made and the reasons for those decisions should be recorded in 

writing. Recording of concerns should:  

• Be written as soon as possible  

• Describe the full sequence of events (before and after)  

• Use the child’s words as much as possible rather than adult interpretation  

• Keep and include rough jottings/notes  

• Be signed and dated, with name and post printed for easy reading by possible outside agencies.  

When making a record, staff should keep an open mind about the concern and be sure to distinguish between 

fact and opinion/speculation.  

 

https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
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Concerns about another Staff Member  

If staff members have safeguarding concerns, or an allegation is made about another staff member, including 

supply staff and volunteers, then this should be referred to the Head teacher. Where there are concerns about 

the Head teacher this should be referred to the Governing Body.  

Staff may consider discussing any concerns with the school’s Designated Safeguarding Lead and make any 

referral via them. 

Concerns about School Safeguarding Practices  

All staff and volunteers should feel able to raise concerns about poor or unsafe practice and potential failures 

in the school’s safeguarding regime and that such concerns will be taken seriously by the SLT.  

Appropriate whistleblowing procedures, which are suitably reflected in staff training and staff behaviour 

policies, are in place for such concerns to be raised with the school’s Senior Leadership Team. Where a staff 

member feels unable to raise an issue with the school or feels that their genuine concerns are not being 

addressed, other whistleblowing channels may be open to them.  

Educating Children  

The non-statutory framework for Personal, Social and Health Education (PSHE) provides opportunities for 

children to learn about keeping safe, and who to ask for help if their safety is threatened. We teach children 

(via PSHE, class and assembly time) to develop a healthy and safe lifestyle and give opportunities to help them:  

• To recognise and manage risks in different situation and then behave responsibly  

• To judge what kind of physical contact is acceptable and unacceptable  

• To recognise when pressure from others (including people they know) threatens their personal safety 

and well-being and develop effective ways of resisting pressure; including knowing when and where 

to get help  

• To understand cyber bullying and to know where to find help  

• To be aware of e-safety when using social messaging or the internet  

• To use assertiveness techniques to resist unhelpful pressure  

• To learn that it is acceptable to talk about their own problems and where to find help.  

The school has appropriate filters and monitoring systems in place to safeguard children from potentially 

harmful and inappropriate online material.  

Listening to Children  

Children will speak to people that they feel they can trust and they feel comfortable with. This will not always 

be a teacher. For this reason, all staff (teaching and non-teaching) are trained in child protection so that they 

know how to respond sensitively to a child’s concerns, whom to approach for advice about them, and the 

importance of not guaranteeing complete confidentiality  

Any member of staff who is approached by a child wanting to talk should listen positively and reassure the 

child. They should record the conversation on an encounter form as soon as possible, distinguishing clearly 

between fact, observation, allegation and opinion, noting any action taken and signing and dating the note. 

They should then inform the Designated Safeguarding Lead (or the Deputy DSLs).  

The member of staff should be aware that the way in which they talk to the child could have an effect on the 

evidence that is put forward if there are subsequent proceedings. Staff should not jump to conclusions, ask 

leading questions, or put words in a child’s mouth. There should be no pressure to talk or to stop the child 

from freely recalling.  

Staff should not promise a child complete confidentiality – instead they must explain that they may need to 

pass information to other professionals to help keep the child or other children safe. 
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Bullying  

A bullying incident should be treated as a child protection concern when there is reasonable cause to suspect 

that a child is suffering, or likely to suffer, significant harm. See the Anti-Bullying Policy for additional 

guidance. 
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Safeguarding Timeline 

  

Child disclosure/staff aware of 

something unusual 

Staff raise concern with Designated Safeguarding Lead, engaging in a conversation and DSL 

enters on CPOMs. 

DSL Investigates 

DSL or class teacher speak to 

parents. 

DSL responds in ‘Notes’ of 

‘Concern’ file on CPOMS 

DSL consults Child Advice & 

Support Team tel: 0121 303 1888 

Advice given from CASS team 

Conversation with parents. Early Help may be suggested Refer to children’s Social Care 
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2. Abuse and Neglect 

Indicators of Abuse and Neglect 
 
Abuse is a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm or by 
failing to act to prevent harm. Children may be abused in a family or in an institutional or community setting 
by those known to them or, more rarely, by others. Abuse can take place wholly online, or technology may be 
used to facilitate offline abuse. Children may be abused by an adult or adults or by another child or children.  
 
All staff should be aware that:  

• abuse, neglect and safeguarding issues are rarely standalone events that can be covered by one 
definition or label. In most cases, multiple issues will overlap with one another.  

•  safeguarding incidents and/or behaviours can be associated with factors outside the school and/or 
can occur between children outside of these environments.  

 

Child abuse may fall into one of the following four categories. These categories represent the criteria for 

registration on the Child Protection Register. 

Physical Abuse  
 
This is a form of abuse that may involve hitting, shaking or otherwise causing physical harm to a child. Physical 
harm may also be caused when a parent or carer fabricates the symptoms of, or deliberately induces, illness in 
a child.  
 
Emotional Abuse  
 
This is the persistent emotional maltreatment of a child such as to cause severe and adverse effects on the 
child’s emotional development. It may involve conveying to a child that they are worthless or unloved, 
inadequate, or valued only insofar as they meet the needs of another person. It may include not giving the 
child opportunities to express their views, deliberately silencing them or ‘making fun’ of what they say or how 
they communicate.  
 
It may feature age or developmentally inappropriate expectations being imposed on children. These may 
include interactions that are beyond a child’s developmental capability as well as overprotection and limitation 
of exploration and learning, or preventing the child participating in normal social interaction.  
 
It may involve seeing or hearing the ill-treatment of another. It may involve serious bullying (including 
cyberbullying), causing children frequently to feel frightened or in danger, or the exploitation or corruption of 
children. Some level of emotional abuse is involved in all types of maltreatment of a child, although it may 
occur alone.  
 
Sexual Abuse  
 
This involves forcing or enticing a child or young person to take part in sexual activities, not necessarily 
involving a high level of violence, whether or not the child is aware of what is happening. The activities may 
involve physical contact, including assault by penetration (for example rape or oral sex) or non-penetrative 
acts such as kissing, rubbing and touching outside of clothing. They may also include non-contact activities, 
such as involving children in looking at or in the production of sexual images, watching sexual activities, 
encouraging children to behave in sexually inappropriate ways or grooming a child in preparation for abuse 
(including via the internet).  
 
Neglect  
 
This is the persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in the 
serious impairment of the child’s health or development. Neglect may occur during pregnancy as a result of 
maternal substance abuse.  
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Neglect may involve a parent or carer failing to: provide adequate food, clothing and shelter (including 

exclusion from home or abandonment); protect a child from physical and emotional harm or danger; ensure 

adequate supervision (including the use of inadequate care-givers); or ensure access to appropriate medical 

care or treatment. It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs. 

Identifying Abuse 

It is always preferable to prevent abuse or for intervention to take place at the earliest possible stage. All 

school staff are well placed to observe outward symptoms which may be due to child abuse. Some of the signs 

and symptoms are as follows: 

Physical 

Bruising / aggression / moody / bed-wetting / absences / lethargy / make up to cover bruising /hanging about 

after school / anxious on Friday afternoon and the end of term.  

Emotional 

Tantrums / attention seeking / mood swings / poor knowledge of right and wrong / isolation / lack of 

communication. Children can be harmed by witnessing abuse, e.g. domestic violence. The child might be 

ignored / belittled / shouted at / terrorised / told they are useless etc. 

Sexual 

Provocative behaviour / new sexual language / fear of adults / secretive / refusing to allow physical contact / 

desire to cleanse / emphasising sex through play / self-mutilation / pregnancy / bleeding / anorexia / bulimia. 

Usually perpetrated by people who are known to, and trusted by, the child, e.g. relatives, family friends, 

neighbours, babysitters, people working in schools, clubs or activities. 

Neglect 

Weight loss or gain / lack of hygiene / fainting / slow physical development / hunger / tiredness/ nightmares / 

imagining friends. Clear lack of parental care. Often poverty contributes. Can include parents/carers failing to 

provide adequate food, clothing and shelter / protect a child from physical and emotional harm or danger / 

ensure adequate supervision or stimulation / ensure access to appropriate medical care or treatment. 

Abuse can take place by one or more pupils against another pupil, and may not involve adults. 

General signs of abuse 

There are many signs of abuse that staff should be aware of. These include: 

• Unexplained delay in seeking treatment which is needed; 

• Incompatible explanations; 

• A series of minor injuries; 

• Unexplained bruising: 

o In and around the mouth; 

o black eyes – especially if both eyes are black and there is no bruising; 

o to forehead or nose; 

o grasp marks; 

o bruising of the ears; 

o linear bruising (particularly buttocks or back); 

o differing age bruising. 

• Bite marks; 

• Burns and scalds; 

• General physical disability; 

• Unresponsiveness in the child; 
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• Soiling and wetting; 

• Change in behavioural pattern; 

• Attention seeking; 

• Anti-social behaviour; 

• Unkempt appearance; 

• Sexually precocious behaviour; 

• Sexualised drawings and play; 

• Sudden poor performance in school; 

• Poor self-esteem; 

• Self-mutilation; 

• Withdrawal; 

• Running away or going missing; 

• Reluctance to return home after school; 

• Resistance to undressing for PE; 

• Resistance to school medicals; 

• Difficulty in forming relationships;  

• Confusing affectionate displays; 

• Poor attendance; 

• Excessive dependence; 

• Poor growth. 

No list of symptoms can be exhaustive. They may give rise to concern but are not in themselves proof that 

abuse has occurred. Where a member of staff is concerned that abuse may have occurred, he or she must 

report this immediately to the Designated Safeguarding Lead. 

We recognise the importance of partnership between home and school but where issues of child abuse or 

suspected child abuse arise, our first and only responsibility is to the child.  

Child Sexual Exploitation 

Child sexual exploitation is a form of child sexual abuse. It occurs where an individual or group takes advantage 

of an imbalance of power to coerce, manipulate or deceive a child or young person under the age of 18 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. Child sexual 

exploitation does not always involve physical contact, it can also occur through the use of technology. 

Like all forms of child sex abuse, child sexual exploitation: 

• can still be abuse even if the sexual activity appears consensual 

• can affect any child or young person (male or female) under the age of 18 years; 

• can include both contact (penetrative and non-penetrative acts) and non-contact sexual activity 

• can take place in person or via technology, or a combination of both 

• can involve force and/or enticement-based methods of compliance and may, or may not, be 

accompanied by violence or threats of violence 

• 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) 

• is typified by some form of power imbalance in favour of those perpetrating the abuse. Whilst age 

may be the most obvious, this power imbalance can also be due to a range of other factors including 

gender, sexual identity, cognitive ability, physical strength, status, and access to economic or other 

resources. 
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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. 

So-called ‘honour-based’ abuse (including Female Genital Mutilation and Forced Marriage) 

So-called ‘honour-based’ abuse (HBV) 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. 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).  

Female Genital Mutilation 

FGM comprises all procedures involving partial or total removal of the external female genitalia or other injury 

to the female genital organs. It is illegal in the UK and a form of child abuse with long-lasting harmful 

consequences. 

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. 

Forced Marriage  

Forced marriage is a term used when a person is made to marry against their will. Forced marriage takes place 

when there is an absence of free and full consent of one or both parties, but the parties are forced to get 

married under duress, including physical and emotional pressure, usually from their families. In the UK, forced 

marriage is considered a serious abuse of human rights and, when it involves a child, a form of child abuse. A 

child marriage is always a forced marriage as children lack the capacity to make a fully informed and 

consensual decision to marry or not.  

Peer on Peer Abuse 

Children can abuse other children. This is generally referred to as ‘peer on peer abuse’ and is most likely to 

include, but may not be limited to: 

• bullying (including cyberbullying) 

• physical abuse such as hitting, kicking, shaking, biting, hair pulling or otherwise causing physical harm 

• sexual harassment, such as sexual comments, remarks, jokes and online sexual harassment, which 

may be stand-alone or part of a broader pattern of abuse; 

• ‘upskirting’, which typically involves taking a picture under a person’s clothing without them knowing 

• sexting (also known as youth produced sexual imagery) 

• initiation/hazing type violence and rituals. 

All staff must be clear as to the school’s policy and procedures with regard to peer on peer abuse. 
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In most instances, the conduct of students towards each other will be covered by the school’s Behaviour 

Policy. Some allegations may be of such a serious nature that they may raise safeguarding concerns.  

It is likely that, to be considered a safeguarding allegation against a pupil, one or more of the following 

features may be found about the allegation: 

• It is made against an older pupil and refers to their behaviour towards a younger pupil or a more 

vulnerable pupil; 

• It is of a serious nature, possibly including a criminal offence; 

• It raises risk factors for other pupils in the school; 

• It indicates that other pupils may have been affected by this student; 

There are many different forms that peer on peer abuse can take. Abuse is abuse and should never be 

tolerated or passed off as ‘banter’ or ‘part of growing up’.  

Upskirting 

The Voyeurism (Offences) Act, which is commonly known as the Upskirting Act, came into force on 12 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 obtain sexual gratification, or cause the victim 

humiliation, distress or alarm. It is a criminal offence. Anyone of any gender, can be a victim. 

Children going 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. 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 the 

school’s unauthorised absence and children missing from education procedures below. 

The school will carry out daily registration and all absences will be dealt with in accordance with the school’s 

Attendance Policy. This policy covers those instances where:  

• there is a repeated pattern of absence; 

• the reason for absence is unclear or unexplained; 

• a member of staff has concerns about the nature of a pupil’s absence. 

 In these instances, the school’s Designated Safeguarding Lead (DSL, or the Deputy DSL), should record the 

welfare concerns and any details in the Safeguarding Log.  

When a pupil leaves the school, the school will contact the receiving school to ensure the child is registered at 

the school and has started to attend. If the school has welfare concerns, the DSL will forward the appropriate 

records to the receiving school.  

When a pupil leaves the school without clear indication of a receiving school, the school will contact the Local 

Authority Safeguarding Children Board to advise them of the situation and to start their tracking procedures.  

Children with Special Educational Needs and Disabilities 

Children with special educational needs (SEN) and disabilities can face additional safeguarding challenges. 

Additional barriers can exist when recognising abuse and neglect in this group of children including: 

• assumptions that indicators of possible abuse such as behaviour, mood and injury relate to the child’s 

disability without further exploration; 

• children with SEN and disabilities can be disproportionally impacted by things like bullying- without 

outwardly showing any signs; and; 

• communication barriers and difficulties in overcoming these barriers 

All staff should have an awareness of safeguarding issues that can put children at risk of harm.  
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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. 

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 Mental Health and Behaviour in Schools. 

Additional information and support 

Departmental advice What to Do if You Are Worried a Child is Being Abused - Advice for Practitioners provides 

more information on understanding and identifying abuse and neglect. Examples of potential indicators of 

abuse and neglect are highlighted throughout the advice and will be particularly helpful for school staff.  

  

https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
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3. Allegations of abuse against staff   

This document outlines school procedure for managing cases of allegations of abuse by a member of staff. It 

refers to Part 4 of the latest version of ‘Keeping Children Safe in Education’ (KCSIE). 

Duties as an employer and an employee 

This policy 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. It 

should be used in respect of all cases in which it is alleged that a teacher or member of staff (including 

volunteers) has: 

• behaved in a way that has harmed a child, or may have harmed a child;  

• behaved towards a child or children in a way that indicates he or she may pose a risk of harm to 

children; 

• behaved or may have behaved in a way that indicates they may not be suitable to work with children. 

This policy relates to all members of staff regardless of where the alleged abuse took place. Allegations against 

a teacher who is no longer teaching will be referred to the police.  

The Shrubbery has a duty of care to its employees. It is essential that any allegation of abuse made against a 

member of staff or volunteer 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. 

Initial considerations 

The procedures for dealing with allegations need to be applied with common sense and judgement. Many 

cases may well either not meet the criteria set out above, or may do so without warranting consideration of 

either a police investigation or enquiries by local authority children’s social care services. In these cases, local 

arrangements should be followed to resolve cases without delay. 

The following definitions should be used when determining the outcome of allegation investigations: 

• Substantiated: there is sufficient evidence to prove the allegation 

• Malicious: there is sufficient evidence to disprove the allegation and there has been a deliberate act 

to deceive 

• False: there is sufficient evidence to disprove the allegation 

• Unsubstantiated: there is insufficient evidence to either prove or disprove the allegation. The term, 

therefore, does not imply guilt or innocence. 

• Unfounded: to reflect cases where there is no evidence or proper basis which supports the allegation 

being made. 

Reporting an allegation 

• All allegations against a member of staff (including volunteers) should be reported to the Head 

teacher 

• In her absence any allegations against a member of staff should be reported to the Assistant Head 

teacher. 

• If the allegation is against the Head teacher the allegation should be reported to the Chair of the 

Governing Body. 

• If the allegation is against a member of the Governing Body, the allegation should be reported to the 

Local Authority Designated Officer. 
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Contacting the local authority 

• In the first instance the Head teacher, or where the Head teacehr is the subject of an allegation the 

Chair of the Governing Body, should immediately discuss the allegation with the designated officer(s) 

at the local authority. 

• All unnecessary delays will be eradicated and the School will not conduct its own investigation of 

allegations without prior consultation with the designated officer and/or the Police. 

• The purpose of an initial discussion is for the designated officer(s) and the case manager to consider 

the nature, content and context of the allegation and agree a course of action. 

• The designated officer(s) may ask the case manager to provide or obtain relevant additional 

information, such as previous history, whether the child or their family have made similar allegations 

previously and the individual’s current contact with children. 

Contacting the police 

• There may be situations when the case manager will want to involve the police immediately, for 

example if the person is deemed to be an immediate risk to children or there is evidence of a possible 

criminal offence. 

• Where there is no such evidence, the case manager should discuss the allegations with the designated 

officer(s) in order to help determine whether police involvement is necessary. 

No further action 

• The initial evaluation with the designated officer(s) may lead to a decision that no further action is 

required; in which case this decision and a justification will be recorded by both the case manager and 

the designated officer(s) 

• The case manager will consider with the designated officer (s) what action should follow both in 

respect of the individual and those who made the initial allegation. 

Informing the accused person 

• The case manager should inform the accused person about the allegation as soon as possible after 

consulting the designated officer(s). 

• It is extremely important that the case manager provides them with as much information as possible 

at that time. 

• However, where a strategy discussion is needed, or police or children’s social care services need to be 

involved, the case manager should not do that until those agencies have been consulted, and have 

agreed what information can be disclosed to the accused. 

Strategy discussion 

If there is cause to suspect a child is suffering or is likely to suffer significant harm, a strategy discussion should 

be convened in accordance with the statutory guidance Working together to safeguard children.  

If the allegation is about physical contact, the strategy discussion or initial evaluation with the police should 

consider that teachers and other school staff are entitled to use reasonable force to control or restrain 

children in certain circumstances, including dealing with disruptive behaviour. 

Wherever possible, a strategy discussion should take the form of a face-to-face meeting and should: 

• Decide whether there should be a police investigation and consider the implications; 

• Consider whether any parallel disciplinary process can take place and agree protocols for sharing 

information; 

• Consider the current allegation in the context of any previous allegations or concerns; 

• Where appropriate, take account of any entitlement by staff to use reasonable force to control or 

restrain children; 

• Consider whether a complex abuse investigation is applicable; 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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• Plan enquiries if needed, allocate tasks and set timescales; 

• Decide what information can be shared, with whom and when 

• Ensure that arrangements are made to protect the child/ren involved and any other child/ren 

affected, including taking emergency action where needed; 

• Consider what support should be provided to all children who may be affected; 

• Consider what support should be provided to the member of staff and others who may be affected; 

• Ensure that all investigations are sufficiently independent; 

Where it is clear that an investigation by the police or children’s social care services is unnecessary, or the 

strategy discussion or initial evaluation decides that is the case, the designated officer(s) should discuss the 

next steps with the case manager. In those circumstances, the options open to the school depend on the 

nature and circumstances of the allegation and the evidence and information available. This will range from 

taking no further action to dismissal or a decision not to use the person’s services in future. 

In some cases, further enquiries will be needed to enable a decision about how to proceed. If so, the 

designated officer(s) should discuss with the case manager how and by whom the investigation will be 

undertaken. In straightforward cases, the investigation should normally be undertaken by a senior member of 

the school’s staff. In other circumstances, such as the nature or complexity of the allegation, the school will 

require an independent investigator. 

Support for employees 

The school has a duty of care to its employees, support for the individual is vital to fulfilling this duty. 

• Individuals should be informed of concerns or allegations as soon as possible and given an 

explanation of the likely course of action, unless there is an objection by the children’s social care 

services or the police. 

• The individual should be advised to contact their trade union representative, if they have one, or a 

colleague for support. 

• They should also be given access to welfare counselling or medical advice if necessary. 

The case manager should appoint a named representative to keep the person who is the subject of the 

allegation informed of the progress of the case and consider what other support is appropriate for the 

individual. Particular care needs to be taken when employees are suspended to ensure that they are kept 

informed of both the progress of their case and current work-related issues. Social contact with colleagues and 

friends should not be prevented unless there is evidence to suggest that such contact is likely to be prejudicial 

to the gathering and presentation of evidence. 

Liaising with the parents or carers of a child or children 

Parents or carers of a child or children involved should be told about the allegation as soon as possible if they 

do not already know of it. However, where a strategy discussion is required, or police or children’s social care 

services need to be involved, the case manager should not do so until those agencies have been consulted and 

have agreed what information can be disclosed to the parents or carers. 

• Parents or carers should also be kept informed about the progress of the case, and told the outcome 

where there is not a criminal prosecution, including the outcome of any disciplinary process. 

• The deliberations of a disciplinary hearing, and the information considered in reaching a decision, 

cannot normally be disclosed, but the parents or carers of the child should be told the outcome in 

confidence. 

• Parents and carers should also be made aware of the requirement to maintain confidentiality about 

any allegations made against teachers whilst investigations are ongoing as set out in section 141F of 

the Education Act 2002. 

• If parents or carers wish to apply to the court to have reporting restrictions removed, they should be 

told to seek legal advice. 
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Support for a child or children 

In cases where a child may have suffered significant harm, or there may be a criminal prosecution, children’s 

social care services, or the police as appropriate, should consider what support the child or children involved 

may need. 

Suspension 

The Head teacher will consider carefully whether the circumstances of a case warrant a person being 

suspended from contact with children at school or whether alternative arrangements can be put in place until 

the allegation or concern is resolved. All options to avoid suspension should be considered prior to taking that 

step. 

The possible risk of harm to children posed by an accused person should be evaluated and managed in respect 

of the child(ren) involved in the allegations. Suspension should not be an automatic response when an 

allegation is reported and is unlikely to be justified on the basis of such concerns alone. 

Suspension should be considered especially in a case where there is cause to suspect: 

• a child or other children at the school is/are at risk of harm;  

• the case is so serious that it might provide grounds for dismissal. 

In cases where the school is made aware that the Secretary of State has made an interim prohibition order in 

respect of an individual at the school it will be necessary to immediately suspend that person from teaching 

pending the findings of the Teacher Regulation Agency’s investigation. 

If immediate suspension is considered necessary, the rationale and justification for such a course of action 

should be agreed and recorded by both the case manager and the designated officer(s). This should also 

include what alternatives to suspension have been considered and why they were rejected. Written 

confirmation should be sent within one working day giving as much detail as appropriate for the reasons for 

the suspension. The person should be informed at the point of their suspension who their named contact is for 

support and provided with their contact details. 

Confidentiality 

It is extremely important that when an allegation is made, the school makes every effort to maintain 

confidentiality and guard against unwanted publicity while the matter is being investigated. The Education Act 

2002 introduced reporting restrictions preventing the publication of any material that may lead to the 

identification of a teacher who has been accused by, or on behalf of, a pupil from the same school (where that 

identification would identify the teacher as the subject of the allegation). The reporting restrictions apply until 

the point that the accused person is charged with an offence, or until the Secretary of State publishes 

information about an investigation or decision in a disciplinary case arising from the allegation. The reporting 

restrictions also cease to apply if the individual to whom the restrictions apply effectively waives their right to 

anonymity by going public themselves or by giving their written consent for another to do so or if a judge lifts 

restriction in response to a request to do so. 

The legislation imposing restrictions makes clear that “publication” of material that may lead to the 

identification of the teacher who is the subject of the allegation is prohibited. “Publication” includes “any 

speech, writing, relevant programme or other communication in whatever form, which is addressed to the 

public at large or any section of the public”. This means that a parent who, for example, published details of 

the allegation on a social networking site would be in breach of the reporting restrictions (if what was 

published could lead to the identification of the teacher by members of the public). 

In accordance with the Association of Chief Police Officers’ (ACPO) guidance the police will not normally 

provide any information to the press or media that might identify an individual who is under investigation, 

unless and until the person is charged with a criminal offence. (In exceptional cases where the police would 
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like to depart from that rule, for example an appeal to trace a suspect, they must apply to a magistrates’ court 

to request that reporting restrictions be lifted). 

The case manager should take advice from the designated officer(s), police and children’s social care services 

to agree the following: 

• who needs to know and, importantly, exactly what information can be shared; 

• how to manage speculation, leaks and gossip; 

• what, if any information can be reasonably given to the wider community to reduce speculation; 

• how to manage press interest if and when it should arise. 

Record keeping 

Details of allegations that are found to have been malicious will be removed from personnel records. However, 

for all other allegations, it is important that a clear and comprehensive summary of the allegation, details of 

how the allegation was followed up and resolved, and a note of any action taken and decisions reached, is kept 

on the confidential personnel file of the accused, and a copy provided to the person concerned. 

The purpose of the record is to enable accurate information to be given in response to any future request for a 

reference, where appropriate. It will provide clarification in cases where future DBS checks reveal information 

from the police about an allegation that did not result in a criminal conviction and it will help to prevent 

unnecessary re-investigation if, as sometimes happens, an allegation re-surfaces after a period of time. The 

record should be retained at least until the accused has reached normal pension age or for a period of 10 years 

from the date of the allegation if that is longer. 

Timescales 

It is in everyone’s interest to resolve cases as quickly as possible consistent with a fair and thorough 

investigation. All allegations should be investigated as a priority to avoid any delay. The time taken to 

investigate and resolve individual cases depends on a variety of factors including the nature, seriousness and 

complexity of the allegation, but these targets should be achieved in all but truly exceptional cases. It is 

expected that the majority of cases will be resolved within three months, and all but the most exceptional 

cases should be completed within 12 months. 

For those cases where it is clear immediately that the allegation is unsubstantiated or malicious, they should 

be resolved within one week.  

Where the initial consideration decides that the allegation does not involve a possible criminal offence it will 

be for the employer to deal with it, although if there are concerns about child protection, the employer should 

discuss them with the designated officer(s). In such cases, if the nature of the allegation does not require 

formal disciplinary action, the employer should instigate appropriate action within three working days. If a 

disciplinary hearing is required and can be held without further investigation, the hearing should be held 

within 15 working days. 

Oversight and monitoring 

The designated officer(s) has overall responsibility for oversight of the procedures for dealing with allegations; 

for resolving any inter-agency issues; and for liaison with the Local Safeguarding Children Board (LSCB) on the 

subject. The designated officer(s) will provide advice and guidance to the case manager, in addition to liaising 

with the police and other agencies, and monitoring the progress of cases to ensure that they are dealt with as 

quickly as possible consistent with a thorough and fair process. Reviews should be conducted at fortnightly or 

monthly intervals, depending on the complexity of the case. 

Police forces should also identify officers who will be responsible for: 

• liaising with the designated officer(s) 

• taking part in the strategy discussion or initial evaluation 
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• subsequently reviewing the progress of those cases in which there is a police investigation 

• sharing information on completion of the investigation or any prosecution. 

If the strategy discussion or initial assessment decides that a police investigation is required, the police should 

also set a target date for reviewing the progress of the investigation and consulting the Crown Prosecution 

Service (CPS) about whether to: charge the individual; continue to investigate; or close the investigation. 

Wherever possible, that review should take place no later than four weeks after the initial evaluation. Dates 

for subsequent reviews, ideally at fortnightly intervals, should be set at the meeting if the investigation 

continues. 

Information sharing 

In a strategy discussion or the initial evaluation of the case, the agencies involved should share all relevant 

information they have about the person who is the subject of the allegation, and about the alleged victim. 

Where the police are involved, wherever possible the employer should ask the police to obtain consent from 

the individuals involved to share their statements and evidence for use in the school’s disciplinary process. This 

should be done as their investigation proceeds and will enable the police to share relevant information 

without delay at the conclusion of their investigation or any court case. 

Children’s social care services should adopt a similar procedure when making enquiries to determine whether 

the child or children named in the allegation need protection or services, so that any information obtained in 

the course of those enquiries which is relevant to a disciplinary case can be passed to the employer without 

delay. 

Disciplinary Action 

The designated officer(s) and case manager should discuss whether disciplinary action is appropriate in all 

cases where: 

• It is clear at the outset or decided by a strategy meeting that a police investigation or LA children’s 

social care enquiry is not necessary; 

• The school is informed by the police or the Crown Prosecution Service that a criminal investigation 

and any subsequent trial is complete, or that an investigation is to be closed without charge, or a 

prosecution discontinued. 

The discussion should consider any potential misconduct or gross misconduct on the part of the member of 

staff, and consider: 

• Information provided by the police and / or Children and Families’ First Response Team; 

• The result of any investigation or trial; 

In the case of supply, contract and volunteer workers, normal disciplinary procedures may not apply. In these 

circumstances, the designated officer(s) and school should act jointly with the providing agency, if any, in 

deciding whether to continue to use the person’s services, or provide future work with children, and if not, 

whether to make a report for consideration of barring or other action. 

The aim of an investigation is to obtain, as far as possible, a fair, balanced and accurate record in order to 

consider the appropriateness of disciplinary action and / or the individual’s suitability to work with children. Its 

purpose is not to prove or disprove the allegation. 

The investigating officer should aim to provide a report within ten working days. On receipt of the report the 

Head teacher should decide, within two working days, whether a disciplinary hearing is needed. If a hearing is 

required, it should be held within 15 working days and should follow the Disciplinary Policy. 
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Following a criminal investigation or a prosecution 

The police should inform the employer and designated officer(s) immediately when a criminal investigation 

and any subsequent trial is complete, or if it is decided to close an investigation without charge, or not to 

continue to prosecute the case after person has been charged. In those circumstances the designated officer(s) 

should discuss with the case manager whether any further action, including disciplinary action, is appropriate 

and, if so, how to proceed. The information provided by the police and/or children’s social care services should 

inform that decision. The options will depend on the circumstances of the case and the consideration will need 

to consider the result of the police investigation or the trial. 

Unsubstantiated and false allegations 

If an allegation is determined to be unsubstantiated or malicious, the designated officers(s) should refer the 

matter to the children’s social care services to determine whether the child concerned needs services, or may 

have been abused by someone else. If an allegation is shown to be deliberately invented or malicious, the 

Head teacher should consider whether any disciplinary action is appropriate against the pupil who made it; or 

whether the police should be asked to consider if action might be appropriate against the person responsible, 

even if he or she was not a pupil. 

Cases in which an allegation was proven to be false, unsubstantiated or malicious will not be included in 

employer references. A history of repeated concerns or allegations which have all been found to be false, 

unsubstantiated or malicious should also not be included in any reference. 

Resignations and ‘settlement agreements’ 

If the accused person resigns, or ceases to provide their services, this should not prevent an allegation being 

followed up in accordance with this guidance. A referral to the DBS must be made if the criteria are met.  

Wherever possible the accused should be given a full opportunity to answer the allegation and make 

representations about it. But the process of recording the allegation and any supporting evidence, and 

reaching a judgement about whether it can be substantiated on the basis of all the information available, 

should continue even if that cannot be done or the accused does not cooperate.  

Settlement/Compromise Agreements, by which a person agrees to resign if the employer agrees not to pursue 

disciplinary action, and both parties agree a form of words to be used in any future reference, should not be 

used in cases of refusal to cooperate or resignation before the person’s notice period expires.  

Referral to the Disclosure and Barring Service (DBS) 

The school will report to the DBS any person (whether employed, contracted, a volunteer or student) whose 

services are no longer used and the DBS referral criteria are met. The report to the DBS should include as much 

evidence about the circumstances of the case as possible.  

There is a legal requirement for the school to make a referral to the DBS if an individual has engaged in 

conduct that harmed (or is likely to harm) a child, or if a person otherwise poses a risk of harm to a child. 

Referral to the Teacher Regulation Agency 

The school is also under a duty to consider making a referral to the Teacher Regulation Agency where a 

teacher has been dismissed (or would have been dismissed had he/she not resigned) and a prohibition order 

may be appropriate. The reasons such an order would be considered are: “unacceptable professional 

conduct”, “conduct that may bring the profession into disrepute” or a “conviction, at any time, for a relevant 

offence”.  

Where a referral has been made to the DBS, it is not necessary for a referral also to be made to the Teacher 

Regulation Agency, as information is shared between the two bodies. Where a dismissal does not reach the 

threshold for DBS referral, separate consideration must be given to a Teacher Regulation Agency referral. 
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4. Policy on the Use of Force to Control or Restrain Children 

The Education Act 2002 (Section 4) clarified the position about the use of physical force by teachers and others 

authorised by the Managing Principal to control or restrain pupils.  

Corporal Punishment 

The law forbids a teacher to use any degree of physical contact which is deliberately intended to punish a 

pupil, or which is primarily intended to cause pain or injury or humiliation. Corporal punishment is not allowed. 

Physical Restraint 

Teachers and other authorised staff may use such force as is reasonable (i.e. using no more force than is 

needed) in all circumstances to prevent a pupil from doing, or continuing to do, any of the following: 

• committing a criminal offence (including behaving in a way that would be an offence if the pupil were 

not under the age of criminal responsibility); 

• injuring themselves or others; 

• causing serious damage to property (including the pupil’s own property); 

• engaging in any behaviour prejudicial to maintaining good order and discipline at the School; 

• anything that would reasonably be regarded as exceptional circumstances. 

This applies when a teacher, or other authorised person, is on the school premises and when he or she has 

lawful control or charge of the pupil elsewhere, e.g. on a field trip or other authorised out of school activity. 

Any occasion where physical intervention is used to manage a child’s behaviour should be recorded and 

parents should be informed about this on the same day. 

Types of Incidents 

There are a wide variety of situations in which reasonable force might be appropriate, or necessary, to control 

or restrain a pupil. They will fall into three broad categories: 

1. where action is necessary in self-defence or because there is imminent risk of injury e.g. a pupil 

attacks a member of staff or another pupil; 

2. where there is a developing risk of injury, or significant damage to property e.g. pupils are fighting, 

misusing dangerous materials, vandalising property, or tries to leave the School and so is at risk; 

3. where a pupil is behaving in a way that is compromising good discipline e.g. a pupil persistently 

refuses to obey an order to leave the classroom or behaves in a way which seriously disrupts the 

classroom. 

Practical Considerations 

Before intervening physically a teacher should, where practicable, tell the pupil who is misbehaving to stop 

and what will happen if he/she does not. The teacher should continue to communicate with the pupil 

throughout the incident and should make it clear that the physical contact will stop as soon as it ceases to be 

necessary. 

In some circumstances, a teacher should not intervene without help (unless it is an emergency) e.g. when 

dealing with an older pupil, or a physically large pupil, or if the teacher believes he or she may be at risk of 

injury. In these circumstances the teacher should remove other pupils who may be at risk and call for 

assistance from colleagues or where necessary call the police. 

Application of Force 

Physical intervention can take several forms. It might involve staff: 

• physically interposing between pupils; 

• blocking a pupil’s path; 
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• holding; 

• pushing; 

• pulling; 

• leading by the hand or arm; 

• shepherding a pupil away by placing a hand in the centre of the back; 

• (in extreme circumstances) using more restrictive holds. 

In exceptional circumstances, where there is an immediate risk of injury, a member of staff may need to take 

any necessary action consistent with the concept of ‘reasonable force’: for example, to prevent a young pupil 

running off the pavement onto a busy road or preventing a pupil hitting someone or throwing something. 

In other circumstances staff should not act in a way that might reasonably be expected to cause injury. Staff 

should always avoid touching or holding a pupil in a way that might be considered indecent. 

Recording Incidents 

It is important that there is a detailed, contemporaneous, written report of any occasion where it has been 

necessary to use force or restraint (except minor or trivial incidents). Immediately following any such incident, 

the member of staff concerned should tell the Head teacher or Assistant Head teacher and provide a written 

report as soon as possible afterwards on an incident form. That should include: 

• the name(s) of the pupil(s) involved and when and where the incident took place; 

• the names of any staff or pupils who witnessed the incident; 

• the reason that force was necessary; 

• how the incident began and progressed, including details of the pupil’s behaviour, what was said by 

each of the parties, the steps taken to defuse or calm the situation, the degree of force used, how 

that was applied and for how long; 

• the pupil’s response, and the outcome of the incident; 

• details of any injury suffered by the pupil, another pupil or a member of staff or damage to property. 

Incidents involving the use of force can cause parents of the pupil involved great concern. It is always advisable 

to inform parents and give them the opportunity to discuss it. 

Any incident requiring restraint of a child will be recorded in the Restraint and Physical Intervention Record 

Book.  

Children with SEND or Medical Conditions 

The Shrubbery recognises that when considering the use of reasonable force towards children with SEND or 

medical conditions, the risks should be carefully considered. Individual behaviour plans and other forms of 

proactive behaviour support can reduce the need for reasonable force. 

Complaints 

Involving parents when an incident occurs, plus a clear policy about physical contact with pupils that staff 

adhere to, should help to avoid complaints from parents. If, however, a parent does submit a formal complaint 

this will be dealt with via school procedures for dealing with allegations against staff.  

Physical Contact with pupils in other circumstances 

There are some occasions where physical contact may be proper or necessary. Some physical contact may be 

necessary during PE lessons or if a member of staff is giving first aid. Young children and children with special 

needs may need staff to provide physical prompts or help. Touching may also be appropriate where a pupil is 

in distress and needs comforting. Teachers will use their own professional judgement when they feel a pupil 

needs this kind of support. 

There may be some children for whom touching is particularly unwelcome. Staff will be informed if this is the 

case. 
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For full details of government advice on the use of physical force by teachers see the DfE’s advice website: 

https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools 

  

https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools
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5. Intimate Care Policy 

All children have a right to safety, privacy and dignity when contact of an intimate nature is required (e.g. 

assisting with toileting or removal of wet/soiled clothing). A care plan will be drawn up and agreed with 

parents for all children who require intimate care on a regular basis. 

Definition of intimate care 

Intimate care can be defined as care tasks of an intimate nature, associated with bodily functions, body 

products and personal hygiene which may involve staff touching parts of the child’s body. Examples include 

care associated with toileting and menstrual management as well as more ordinary tasks such as help with 

washing. 

Aims 

The School aims to: 

• treat children with sensitivity and respect, so that their experience of intimate care is a positive one; 

• ensure privacy appropriate to the child’s age and the situation; 

• allow the child to care for him/herself as far as possible; 

• be aware of, and responsive to, the child’s reactions;  

• ensure that staff have a high awareness of child protection issues and will undertake their duties in a 

professional manner at all times. 

Strategies for dealing with intimate care issues 

Given the right approach, intimate care can provide opportunities to teach children about the value of their 

own bodies, to develop their safety skills and to enhance their self-esteem. Wherever children can learn to 

assist in carrying out aspects of intimate care, they should be encouraged to do so. This practice fits into the 

school’s personal and social development programme in terms of giving children life skills and developing their 

independence. 

Explanations of what is happening are given in a straight forward and reassuring way to the individual child 

considering any religious and/or cultural sensitivities related to aspects of intimate care relevant to the 

individual. 

Facilities, which afford privacy and modesty e.g. separate toilets, are provided and respect is given to a child’s 

preference for a particular care and sequence of care. 

Appropriate terminology for parts of the body and functions are used by staff, who encourage children to use 

these terms as appropriate. 

Changing children who have wet or soiled themselves (EYFS, Year 1 and Year 2) 

We have some very young children in our school who try hard to fit into our daily routines. However, as they 

get more and more engrossed in the activities provided, we understand that from time to time young children, 

especially in the EYFS and Years 1 and 2, will have accidents that require attention. 

Staff should change children who have wet or soiled themselves in order to minimise discomfort and 

embarrassment. For the sake of clarity, parents are informed of the procedures that we follow: 

• staff will change the wet or soiled clothing as soon after the accident as possible; 

• the changing will take place discretely in the toilet area; 

• staff will use disposable gloves; 

• antibacterial wipes will be used to ensure the child is clean; 

• wet or soiled clothing will be stored in a plastic bag to go home with the child; 
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If a child becomes unduly distressed or embarrassed by the experience, the staff concerned should comfort 

and reassure him/her, talk through what they are doing and ensure that the change is completed swiftly. Every 

effort should be made to minimise embarrassment and discomfort. 

It is not usually practicable from the point of view of staffing resources for there to be two members of staff 

involved with a child needing intimate care unless for health and safety reasons e.g. with a child who is ill or 

difficult to move or handle. The best interests of the child need to be considered in making such decisions. 

Whilst the presence of two people may be seen as providing protection against a possible allegation of abuse 

against a member of staff, it further erodes the privacy of the child. 

The use of toilets 

Parents should be encouraged to train their children at home as part of their daily routine, and school should 

reinforce these routines whilst avoiding any unnecessary physical contact. Where possible, staff should be 

mindful of respect for the personal dignity of the pupils when supervising, teaching or reinforcing toileting 

skills. 

Parental rights and responsibilities 

Ultimately it is parents, as the child’s main carers who have responsibility for his/her health. They should give 

relevant information to the School about their child’s medical condition, and any medication involved in 

treatment. 

Cultural and religious sensitivities should be considered in relation to aspects of intimate care. These should be 

discussed with parents, and wherever possible, with the child. All staff involved in delivering intimate care 

should be made aware of these issues relating to individual children and taken into full account in practices. 
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6. Safer Recruitment Policy 

The Head teacher must act reasonably in making decisions about the suitability of each prospective employee 

based on checks and evidence including: criminal record checks (DBS checks), barred list checks and 

prohibition checks together with references and interview information. It is vital that the school creates a 

culture of safe recruitment and, as part of that, adopts recruitment procedures that help deter, reject or 

identify people who might abuse children. 

In order to safeguard children within our schools, we carry out a number of checks on all staff, whether 

permanent, temporary, voluntary, school-based supply or agency-based supply, and maintain a single central 

register documenting that checks have been carried out. 

At the Point of Interview 

All applicants will be required to bring in a minimum of 3 proofs of Identification which verify their name, date 

of birth and current address. Ideally: 

• valid passport, Birth Certificate or driving licence; 

• marriage Certificate, Birth Certificate, NHS Card, NI Card; 

• additional proof of address (recent utility bill, bank statement, etc.) 

These ID documents will also be sufficient if a new DBS Disclosure Application needs to be completed. 

If the applicant is required to hold a specific qualification relevant to the post that has been entered on their 

application, we need to see the original documentation to verify this. 

In the case of teaching staff and many support staff roles, references will have been sought prior to interview, 

in other cases, shortly afterwards. Appointments are always subject to receipt of satisfactory references. 

Procedure with DBSs if Appointed 

A new enhanced DBS with Barred List Information Disclosure Application will be completed if a current valid 

one is not already held. The level of DBS certificate required, and whether a prohibition check is required, will 

depend on the role and duties of the applicant, but it is standard practice for all employees to hold an 

Enhanced DBS with barred list check as the majority of staff will be engaging in regulated activity. In summary, 

a person will be considered to be engaging in regulated activity if as a result of their work they: 

• will be responsible, on a regular basis, for teaching, training, instructing, caring for or supervising 

children in an unsupervised capacity, or providing advice or guidance, or driving a vehicle only for 

children; 

• will carry out paid, or unsupervised unpaid, for a limited range of establishments that provide the 

opportunity for contact with children; 

• engage in relevant intimate or personal care or overnight activity, even if this happens only once. 

A supervised volunteer who regularly teaches or looks after children is deemed not in regulated activity. The 

Department for Education (DfE) has published separate statutory guidance on supervision and regulated 

activity.  

In addition to obtaining the DBS certificate described, anyone who is appointed to carry out teaching work will 

require an additional check to ensure they are not prohibited from teaching. For those engaged in 

management roles an additional check is required to ensure they are not prohibited under section 128 

provisions. 

In addition to the ID documents mentioned above, a five-year address history and any other surnames held 

will be information required on the form. Alternatively, if the applicant has subscribed to it and gives 

permission, the school may undertake an online update check through the DBS Update Service. Individuals can 

join the DBS Update Service when applying for a new DBS check; this will allow them to re-use this check when 

applying for similar jobs. 
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Once the checks are complete, the DBS will send a certificate to the applicant. The applicant must show the 

original to the School before they take up the position, or as soon as practical afterwards. Should DBS 

clearance be delayed and it is necessary for employment to commence before it is received, the school will 

undertake the following procedure: 

• receive the results of a separate Barred List check; 

• undertake a risk assessment on the member of staff concerned and the relevant area(s)/children; 

• ensure that the person in question and relevant surrounding people are aware that the person is not 

to be left alone with children at any time; 

• add a note to the Single Central Register recording the above; 

If a DBS Disclosure Certificate is held and is valid, and there has been no ‘break in service’ of longer than 3 

months away from post, we will need to see and log the document and no further application needs to be 

made. 

If the school knows or has reason to believe that an individual is barred, it commits an offence if it allows the 

individual to carry out any form of regulated activity. There are penalties of up to five years in prison if a 

barred individual is convicted of attempting to engage or engaging in such work. 

Disqualification under the Childcare Act 2006 

For staff who work in childcare provision or who are directly concerned with the management of such 

provision, the school needs to ensure that appropriate checks are carried out to ensure that individuals are not 

disqualified under the Childcare (Disqualification) Regulations 2009. Further information on the staff to whom 

these regulations apply, the checks that should be carried out, and the recording of those checks can be found 

in Disqualification under the Childcare Act 2006 statutory guidance. 

Prohibition from Teaching 

In addition to the DBS checks described, anyone who is appointed to carry out teaching work (including EYFS 

keyworkers or learning support assistants) will require an additional check to ensure they are not prohibited 

from teaching. 

Prohibition orders are made by the Secretary of State following consideration by a professional conduct panel 

convened by the Teacher Regulation Agency. Pending such consideration, the Secretary of State may issue an 

interim prohibition order if he considers that it is in the public interest to do so. 

Prohibition orders prevent a person from carrying out teaching work in schools. A person who is prohibited 

from teaching must not be appointed to work as a teacher in a setting.  

Section 128 Direction 

A section 128 direction prohibits or restricts a person from taking part in the management of an independent 

school. A check for a section 128 direction can be carried out using the Teacher Services’ system. Where the 

person will be engaging in regulated activity, a DBS barred list check will also identify any section 128 direction. 

The use of Agencies and Third-Party Companies 

Should the school seek to employ staff via a supply agency or engage with a third-party company (such as our 

caterers or cleaners), the agency/company must be able to confirm that all relevant checks have been 

undertaken by: 

• confirming in writing what checks have been carried out and informing the school if there is anything 

that may be considered relevant in the context of safeguarding children; 

• providing evidence of the checks carried out on their central record and; 

• ensuring that the staff member is aware that they have to bring in their DBS Certificate, proof of 

qualifications (e.g., QTS Certificate) and ID documents (proving their name, date of birth and address), 

on the first day of their work for the school. 
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The school reserves the right to terminate the contract with the agency without notice should the terms of 

safe recruitment practice be breached by the agency or the member of the agency staff. 

Pre-Appointment Checks 

Any offer of appointment to a successful candidate, including one who has lived or worked abroad, will be 

conditional upon the satisfactory completion of our pre-employment checks. When appointing new members 

of staff, we always: 

• verify a candidate’s identity, preferably from current photographic ID and proof of address except 

where, for exceptional reasons, none is available; 

• obtain a certificate for an enhanced DBS check with a barred list information where the person will be 

engaging in regulated activity; 

• obtain a separate barred list check if an individual will start work in regulated activity before the DBS 

certificate is available; 

• check that a candidate to be employed as a teacher is not subject to a prohibition order issued by the 

Secretary of State, using the Employer Access Online service; 

• verify the candidate’s mental and physical fitness to carry out their work responsibilities through our 

Medical Questionnaire, 

• verify the person’s right to work in the UK. If there is uncertainty about whether an individual needs 

permission to work in the UK, then we follow the advice on the GOV.UK website; 

• if the person has lived or worked outside the UK, make any further checks the school considers 

appropriate; 

• verify professional qualifications, as appropriate; 

• check that a person taking up a management position is not subject to a Section 128 direction; 

• ensure that a candidate employed to be a teacher is not subject to a prohibition order. 

Employment History and References 

We always ask for written information about previous employment history and check that information is not 

contradictory or incomplete. If a candidate for a teaching post is not currently employed as a teacher, we 

check with the school or local authority at which they were most recently employed to confirm details of their 

employment and their reasons for leaving. 

The purpose of seeking references is to obtain objective and factual information to support appointment 

decisions. References are always obtained, scrutinised and any concerns resolved satisfactorily before the 

appointment is confirmed. They are always requested directly from the referee and we do not accept open 

references, for example in the form of ‘to whom it may concern’ testimonials. 

On receipt, references are checked to ensure that all specific questions have been answered satisfactorily. 

They are also compared for consistency with the information provided by the candidate on their application 

form. Any discrepancies will be taken up with the candidate. 

Any information about past disciplinary action or allegations will be considered carefully when assessing the 

applicant’s suitability for the post (including information obtained from the Teacher Services’ checks referred 

to previously). 

Single Central Register 

The school keeps a single central register as a record of all employment checks. The single central record must 

cover the following people: 

• all staff (including supply staff and teacher trainees on salaried routes) who work at the school; 

• all volunteers; 

• all members of the Governing Body. 
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The information that must be recorded in respect of staff members (including teacher trainees on salaried 

routes) is whether the following checks have been carried out or certificates obtained, and the date on which 

each check was completed/certificate obtained: 

• an identity check; 

• a barred list check; 

• an enhanced DBS check/certificate; 

• a prohibition from teaching check; 

•  a section 128 check (for management positions as set out in paragraph 99 for independent schools 

(including free schools and academies)); 

• further checks on people who have lived or worked outside the UK; this would include recording 

checks for those EEA teacher sanctions and restrictions described in paragraph 114; 

• a check of professional qualifications; 

• a check to establish the person’s right to work in the United Kingdom. 

For supply staff, the school also includes whether written confirmation that the employment business 

supplying the member of supply staff has carried out the relevant checks and obtained the appropriate 

certificates, whether any enhanced DBS check certificate has been provided in respect of the member of 

supply staff, and the date that confirmation was received. 

Individuals who have lived or worked outside the UK 

Individuals who have lived or worked outside the UK must undergo the same checks as all other staff. In 

addition, we make any further checks so that any relevant events that occurred outside the UK can be 

considered. These further checks include a check for information about any teacher sanction or restriction that 

an EEA professional regulating authority has imposed, using the Teacher Regulation Agency. 

Trainee/student Teachers 

Where applicants for initial teacher training are salaried by the school, the school must ensure that all 

necessary checks are carried out. As trainee teachers are likely to be engaging in regulated activity, an 

enhanced DBS certificate (including and barred list information) must be obtained. 

Existing Staff 

If the school has concerns about an existing staff member’s suitability to work with children, the school should 

carry out all relevant checks as if the person were a new member of staff. Similarly, if a person working at the 

school moves from a post that was not regulated activity, into work which is regulated activity, the relevant 

checks for the regulated activity must be carried out. Apart from these circumstances, the school is not 

required to request a DBS check or barred list check. 

The school has a legal duty to refer to the DBS anyone who has harmed, or poses a risk of harm, to a child or 

vulnerable adult; where the harm test is satisfied in respect of that individual; where the individual has 

received a caution or conviction for a relevant offence, or if there is reason to believe that individual has 

committed a listed relevant offence; and that individual has been removed from working (paid or unpaid) in 

regulated activity, or would have been removed had they not left. The DBS will consider whether to bar the 

person. Referrals should be made as soon as possible after the resignation or removal of the individual. 

Guidance on referrals can be found on GOV.UK. 

Where a teacher’s employer, including an agency, dismisses or ceases to use the services of a teacher because 

of serious misconduct, or might have dismissed them or ceased to use their services had they not left first, 

they must consider whether to refer the case to the Secretary of State, as required by sections 141D and 141E 

of the Education Act 2002. The Secretary of State may investigate the case, and if s/he finds there is a case to 

answer, must then decide whether to make a prohibition order in respect of the person. 

Volunteers 
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Under no circumstances should a volunteer in respect of whom no checks have been obtained be left 

unsupervised or allowed to work in regulated activity. 

Volunteers who on an unsupervised basis teach or look after children regularly, or provide personal care on a 

one-off basis in schools will be in regulated activity. The school will obtain an enhanced DBS certificate (which 

should include barred list information) for all volunteers who are new to working in regulated activity. Existing 

volunteers in regulated activity do not have to be re-checked if they have already had a DBS check (which 

includes barred list information). 

The Protection of Freedoms Act 2012 amended the Safeguarding Vulnerable Groups Act 2006, removing 

supervised volunteers from regulated activity and applying a duty on the Secretary of State to issue guidance 

to assist regulated activity providers such as schools to decide what level of supervision is required so that this 

exclusion would apply. If the volunteer is to be supervised while undertaking an activity, which would be 

regulated activity if it was unsupervised, the following statutory guidance must be followed: 

Contractors 

The school ensures that any contractor, or any employee of the contractor, who is to work at the school has 

been subject to the appropriate level of DBS check. Contractors engaging in regulated activity will require an 

enhanced DBS certificate (including barred list information). For all other contractors who are not engaging in 

regulated activity, but whose work provides them with an opportunity for regular contact with children, an 

enhanced DBS check (not including barred list information) will be required. In considering whether the 

contact is regular, it is irrelevant whether the contractor works on a single site or across a number of sites. 

Under no circumstances should a contractor in respect of whom no checks have been obtained be allowed to 

work unsupervised, or engage in regulated activity. The school is responsible for determining the appropriate 

level of supervision depending on the circumstances. If a contractor working at the school is self-employed, 

the school should consider obtaining the DBS check, as self-employed people are not able to make an 

application directly to the DBS on their own account. The school always checks the identity of contractors and 

their staff. 

Visitors 

The school does not have the power to request DBS checks and barred list checks, or ask to see DBS 

certificates, for visitors (for example children’s’ relatives or other visitors attending a sports day). The Head 

teacher will use professional judgment about the need to escort or supervise visitors. 

Visiting Speakers 

Visiting speakers invited into school to talk to pupils in assemblies or in classes do not require DBS checks as 

long as they are supervised whilst in the school site. The school will ensure that they are suitable to be with 

children and that the subject matter is appropriate. Visitors conducting activities such as individual interviews 

with pupils that require them to be alone, must have enhanced DBS checks carried out. 

The Prevent Policy should be followed for visiting speakers to ensure that the risk of radicalisation is 

minimised. 

Staff Leaving the School 

The school will also consider making a referral to the Teacher Regulation Agency where a teacher has been 

dismissed (or would have been dismissed had he/she not resigned) and a prohibition order may be 

appropriate. Reasons for such an order include, but are not limited to, unacceptable professional conduct, 

conduct that may bring the profession into disrepute or a conviction, at any time, for a relevant offence. 

Childcare Disqualification Requirements 
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At the end of 2014 the Department for Education published advice on childcare disqualification requirements. 

This advice states that the Childcare Act 2006 (the Act) and the Childcare (Disqualification) Regulations 2009 

(the Regulations) disqualify staff from registration for early years or later years provision if: 

• they are on the DBS Children’s Barred List; 

• they have been cautioned for, or convicted of or charged with, certain violent and sexual criminal 

offences against children and adults, at home or abroad; 

• they are subject of certain other orders relating to the care of children; 

• they have had registration refused, or cancelled, in relation to childcare or children’s homes or have 

been disqualified from private fostering; 

• they live in the same household as another person who is disqualified from registration for early years 

provision (disqualification ‘by association’) 

The Act states that anyone disqualified from registration is unable to provide, or be directly involved in the 

management of, early or later years provision for children under the age of eight. It also states that it is an 

offence to employ anyone to work "in connection with" such provision if they are disqualified. 

The DfE advice states that the Regulations cover staff working in nursery, primary or secondary schools and 

that schools should ask existing employees working in these settings and those who are directly concerned in 

the management of such provision to provide the relevant information not only about themselves but also 

about a person who lives or works in the same household as them. They should also ask for this information as 

part of the pre-employment checks they undertake on appointing new staff. 

Within schools this will apply to all those who currently work with children up to the age of eight, those 

working in connection with that provision, anyone else directly involved in its management and those who are 

recruited to work in, in connection with, or to manage that provision in future. 

Therefore, the school asks all current and future employees to provide the following information about 

themselves or any person who lives in the same household as them: 

• details of any order, determination, conviction, or other ground for disqualification from registration 

under the Regulations; 

• the date of the order, determination or conviction, or the date when the other ground for 

disqualification arose; 

• information about the body or court which made the order, determination or conviction, and the 

sentence (if any) imposed; 

• a certified copy of the relevant order (in relation to an order or conviction) 

During recruitment, candidates who are disqualified, or who are disqualified by association, will be deterred 

from application or rejected. Although it is unlikely that existing members of staff have a disqualification due 

to the rigorous employment checks already in place, any disqualification by association may lead to suspension 

and further investigation. 
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7. Online Safety Policy 

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 to protect and educate the whole school 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. 

Using the internet is a part of the statutory curriculum and a necessary tool for staff and pupils. The purpose of 

using such technologies in school is to raise educational standards, to promote pupil achievement and to 

support the professional work of staff. It is important however to ensure that pupils and staff use the internet 

responsibly and that the school has systems in place to ensure that its usage is as safe as is realistically 

possible. We are committed to teaching children about what is meant by responsible use; how to use 

technological devices and the internet; what to do if you are concerned/worried about a website or something 

you come across connected to technology and the consequences of misuse. 

Using the Internet in School 

The benefits include: 

• access to world-wide educational resources; 

• inclusion in government initiatives; 

• opportunities for educational and cultural exchanges world-wide; 

• cultural, vocational and leisure use in lessons and clubs; 

• access to experts in many fields for pupils and staff; 

• staff professional development through access to national initiatives, educational materials and good 

curriculum practice; 

• communication with support services, parents, professional associations and colleagues; 

• easy exchange of curriculum and administration data. 

The internet enhances learning by: 

• using planned activities to enrich and extend learning; 

• enabling research, including the skills of location, retrieval and evaluation of information; 

• greatly increasing skills in Literacy, particularly in being able to read and evaluate then communicate 

what is important to others; 

• giving pupils the opportunity to exchange information; 

Ensuring Safe and Responsible Use 

Using the Internet: 

• the school uses a “filtered” Internet Service provided a reputable third party, which minimises the 

chance of pupils encountering undesirable material; 

• mobile devices are restricted using appropriate mobile device management software;  

• pupils are only allowed to use the internet when there is a responsible adult present; 
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• where possible staff review and evaluate resources available on web sites to ensure that they are 

appropriate to the age range and ability of the pupils being taught; 

• children are taught how to evaluate whether a website is useful and appropriate for the task and 

what to do if they or another child comes across inappropriate material; 

• children are encouraged to tell a teacher immediately if they come across anything inappropriate; 

• when in school pupils are not allowed to access chat rooms or social networking sites; 

• responsible internet use, including use of social media and messaging, is included in the PSHE 

programme covering both school and home use; 

• failure to use the internet responsibly will result in a child been banned from using the internet for a 

fixed period of time. 

Using Email: 

• the school does not provide email accounts to pupils; 

• pupils may not access personal email accounts from any school computers; 

Social networking: 

• children are not allowed to access social networking sites in school. However, through PSHE they will 

be taught about how to network responsibly; 

• pupils and parents are advised that the use of social network spaces outside of school brings a range 

of dangers for younger pupils. 

Management of the school’s systems: 

• the point of contact on the school’s website is the school address and telephone number. Staff or 

pupils’ home information is never published; 

• all personal details stored on the school’s networks that relate to pupils, parents and staff are kept 

securely through password-protected systems; 

• website photographs that include pupils are carefully selected in line with permission received; 

• the website content is updated and maintained by authorised individuals who have their own 

identification and password in order to be able to access the site; 

• virus protection is updated regularly and the appropriate licenses are in place for every machine; 

• the school’s systems automatically block a range of sites.  

School Website 

We are aware that this may be accessed by anyone, including paedophiles. With this in mind we do not publish 

photographs with names of pupils available. In news releases to the newspaper and newsletters published on 

the website, children are referred to only by their Christian name. Our terms and conditions, which are signed 

by the parents and returned to the School, include a declaration giving permission for pictures of pupils to be 

published on the website and in the prospectus and any other promotional material published by the school. 

Responsibilities of Staff 

• all staff must accept and comply with the terms of this policy; 

• staff are not permitted to use the internet to access chat rooms or social networking sites in school; 

• staff must adopt the same level of professionalism when using the internet at home for personal use 

as they do at school, this includes keeping staff and children’s names and details confidential; 

• staff are encouraged to check the security settings on their own personal profiles on social 

networking sites and ensure that the general public can only access a ‘Limited’ amount of 

information;  

• parents are able to contact staff and teachers on school email accounts; 

• school staff must not add children or parents currently attending the school to their personal social 

networking profiles except in the case where parents are also members of staff.  

• staff will report any offensive emails to the office manager; 
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• staff should ensure that computers are either locked or logged off when not in use. 

Under no circumstances should adults in school access inappropriate images. Accessing child pornography or 

indecent images of children on the Internet, and making and disseminating such material is illegal and, if 

proven, will invariably lead to the individual being barred from work with children and young people. More 

detailed information is contained within the ICT Policy. 

Responsibilities of Parents 

• to encourage children to use the internet and other technology responsibly by following the 

guidelines and recommendations set by the school and outlined in this policy; 

• it is ultimately a parent’s responsibility to closely monitor their son/daughters use of technology 

outside of school - including use of mobile phones, the internet etc. If they have evidence of cyber-

bullying involving school pupils and feel unable to resolve the matter themselves, they should liaise 

directly with the school (normally via the class teacher first) about how best to proceed. 

Safeguarding Children 

Children are taught about the dangers of having conversations with unidentified people in ‘chat rooms’ (e.g. 

that sometimes adults pretend to be young people in order to ‘groom them’ and encourage them to meet 

them after having ‘got to know’ them via the Internet.) They are also taught that if they receive unkind 

messages from members of the school via e-mail or a chat room at home they should immediately tell their 

parents or a member of staff in school as this may be a form of bullying. 

The PSHE Curriculum teaches children about safeguarding, including online. Children are encouraged to adjust 

their behaviours in order to reduce risks and build resilience, including to radicalisation, with particular 

attention to the safe use of electronic equipment and the internet. Children are taught about the risks posed 

by adults or young people who use the internet and social media to bully, groom, abuse or radicalise other 

people, especially children. Internet safety is also taught through the ICT Curriculum. 
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8. Mobile Phone and Camera Policy  

EYFS Setting  

Given the more vulnerable nature of children within the EYFS setting, extra care should be given to the use of 

devices in these year groups. All existing regulations regarding the use of devices apply to the EYFS. The 

following regulations are expected to be of particular note to the EYFS setting:  

• mobile phones must not be used in any teaching area or within the toilet areas; 

• all mobile phones and similar devices must be stored securely away from pupils during contact time 

with children. This includes staff, visitors, parents, volunteers and students; 

• only school devices should be used to take photographs  

It is a statutory requirement that mobile phones are not used around the young children in the Early Years.  

Use of cameras and the manipulation and storage of images  

In this policy terms such as ‘photography’, ‘pictures’, ‘images’, ‘camera’, ‘device’ and ‘digital technology’ 

include both still and video media. The term ‘camera’ includes mobile phones, iPads and other equipment 

which has the capacity to take photographs.  

The school recognises that the appropriate use of photography enhances many aspects of school life and the 

pupils’ education. Mobile phone technology is becoming more and more sophisticated with easier access to 

the internet, social networking sites and instant messaging. Many mobile phones offer camera, video and 

audio recording as standard. This ease of communication raises the potential for certain risks.  

This policy is intended to ensure an environment in which children, parents and staff are safe from images 

being recorded and used inappropriately by providing a clear framework to ensure that the use of cameras and 

the storage of images reflect good practice the safeguarding needs of the pupils are met. 

The policy also recognises that learning to use digital technology is an important part of the ICT curriculum. 

Teaching needs to ensure that pupils are able to learn how to use digital cameras and to edit and store 

photographs with an understanding of safeguarding requirements, for themselves and others, which is 

appropriate for their age and takes due account of the cyber-bullying aspects of the school’s Anti-Bullying 

Policy.  

Photography is used at the school for a variety of purposes, including:  

• recording pupils’ achievements, learning and progress, e.g. providing evidence to support EYFS 

milestones in the Early Years learning stories; 

• providing evidence to support pupils’ application for entrance/scholarship to their future schools; 

• recording school events and providing material for displays; 

• communication with parents, for example to help reassure new parents or carers of young children 

that they have settled well into school life and provide prompt information on their children’s 

activities on residential trips; 

• for publicity purposes; 

The schools Terms and Conditions, signed by all parents on entry, provide for publicity photographs of children 

to be taken by the school unless parents request otherwise. If parents withhold consent for certain aspects of 

photography in relation to their child, this must be respected. Images should be checked to determine 

whether photographs have been taken which inadvertently include pupils for whom consent has not been 

given. If this is the case, images should be destroyed, cropped or otherwise edited to ensure that parental 

consent is respected. If an image is edited for this reason, the original must be destroyed.  

Periodically, professional photographers visit the school by arrangement to take portrait photographs and 

publicity photographs for the prospectus or website. Care should be taken that parental consent is respected. 
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It is not compulsory for pupils to be included in portrait and team photography, nor is there any obligation on 

parents to purchase the resulting photographs.  

Photography by parents  

It is very difficult to police the use of cameras by parents, for example at prize giving, in sporting events or in 

concerts or other performances. However, if members of staff have concerns about the suitability of 

photography by parents, they should consult the Head teacher, who will consider the situation with reference 

to this policy and the school’s safeguarding procedures and take appropriate action 

Any parent who works at the school, for example as a volunteer, must abide by this policy.  

Use of equipment  

Except with permission from the Head teacher, staff may not use their own cameras, phones or other 

equipment to take pictures in school or at school events.  

Users bringing personal devices in to the school must ensure there is no inappropriate or illegal content on the 

device.  

Editing and storage of photographs  

All images taken by members of staff or volunteers at school or on school activities remain the property of the 

school. The school may require images to be deleted or edited as appropriate and may also select images 

taken by members of staff or volunteers for other purposes, with due attention paid to the requirements of 

this policy.  

When editing images, staff must take due professional care and ensure that edited images do not mislead or 

misrepresent. Care must also be taken to ensure that images do not result in their subject being vulnerable to 

embarrassment, teasing, bullying or abuse.  

Close attention must be paid to the storage of images, particularly whilst kept on portable media such as flash 

cards and memory sticks. Staff are responsible for the security of such media and the images they contain and 

must take all reasonable measures to ensure that they are kept safe and do not come into the possession of 

unauthorised people.  

Unless specific prior consent has been obtained, members of staff and volunteers must not post school images 

on personal pages of social networking sites or other websites. The use of images on the school’s official 

Facebook page, website and other approved sites is carefully monitored to ensure that it is in line with this 

policy and parental consent.  

Final responsibility for the appropriate use of photography at school and in connection with school events 

rests with the Head teacher. In circumstances where there is a suspicion that the material on the setting’s 

mobile phone may be unsuitable and provide evidence relating to a criminal offence, the procedures set out in 

the school’s Safeguarding Children Policy will be followed.  

The school assesses the risk of access to archived images by inappropriate individuals to be very low. Staff and 

volunteers must ensure that their use and storage of images maintains a similarly acceptable level of risk.  

Use of personal mobile phones by staff and volunteers  

The School recognises that staff, pupils and volunteers may wish to have their personal mobile phones at work 

for use in case of emergency. However, safeguarding of children within the setting is paramount and it is 

recognised that personal mobile phones have the potential to be used inappropriately and therefore the 

following must be observed:  

• personal mobile phones should only be used outside of working hours and never whilst children are 

present; 

• on arrival at school, staff should switch their mobile phones to silent; 
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• personal mobile phones should be safely stored in lockable cabinet or drawer;  

• mobile phones may be used at break times provided that:  

o pupils are not present;  

o the member of staff is not on duty; 

o this does not prevent the individual from responding to a request for assistance from 

another member of staff, or other aspects of their professional duties.  

• staff, pupils or volunteers who ignore this policy may face disciplinary action;  

• the School’s main telephone number can be used for emergencies by staff or volunteers or by people 

who need to contact them; 

• in circumstances such as outings and off-site visits, staff will agree with the trip leader the appropriate 

use of personal mobile phones in the event of an emergency; 

• where there is a suspicion that the material on a mobile phone may be unsuitable and may constitute 

evidence relating to a criminal offence, the procedures set out in the school’s Safeguarding Children 

Policy will be followed; 

• staff, pupils or volunteers remain responsible for their own property and will bear the responsibility of 

any losses 

• certain members of staff, such as the Head teacher or Assistant Head teacher, are exempt from the 

restrictions on the use of mobile phones whilst on duty so that they can be contacted at all times by 

the school office in case of emergency; 

• by arrangement with the Head teacher, a member of staff’s personal mobile phone may be 

designated as the means of communication for specific activities. The use of mobile phones by staff 

whilst on school duties must respect national legislation and common courtesies. For example, they 

must not be used whilst driving and should be switched to silent at events and venues where this is 

expected.  

Use of personal mobile phones by non-staff  

The School recognises that visitors may wish to have their personal mobile phones with them for use in case of 

emergency. However, safeguarding of children within the setting is paramount and it is recognised that 

personal mobile phones have the potential to be used inappropriately and therefore the following must be 

observed: 

• mobile phones should only be used away from the children and where possible, off site; 

• in circumstances where there is a suspicion that the material on a mobile phone may be unsuitable 

and provide evidence relating to a criminal offence, the procedures set out in the school’s 

Safeguarding Children Policy will be followed; 

• visitors remain responsible for their own property and will bear the responsibility of any losses.  
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9. Sexting Policy  

Most young people today are entirely comfortable with recording their entire lives online, this often includes 

uploading and sharing photos, status messages on what has been happening in their lives or how they are 

feeling. While this ‘finger on the pulse, share all’ culture has some benefits, it can also create an environment 

in which young people make impulsive decisions without thinking through the possible consequences.  

What is sexting?  

Sexting generally refers to the sending of sexually explicit images via text, email or through social networking 

sites. There could be many reasons why young people would want to take these sorts of pictures and send 

them to someone else.  

Sexting is the exchange of self-generated sexually explicit images, through mobile picture messages or 

webcams over the internet. Young people may also call it Cybersex or sending a nudie, picture or selfie. Sexting 

is often seen as flirting by children and young people who feel that it's a part of normal life.  

Sexual photographic images of children under 18 are illegal.  

Consequences  

While sending sexually explicit messages or pictures carries enough problems of its own, it can have real 

consequences if the content is shared with others or uploaded onto a social networking site or website. This 

could result in immediate consequences, possibly within the school environment, or more serious 

consequences for later in life.  

There are many different types of sexting and it is likely that no two cases will be the same. It is necessary to 

carefully consider each case on its own merit. However, it is important to apply a consistent approach when 

dealing with an incident to help protect young people and the school. For this reason, the Designated 

Safeguarding Lead (or Deputy DSL in the absence of the DSL) needs to be informed of any sexting incidents. 

The range of contributory factors in each case also needs to be considered in order to determine an 

appropriate and proportionate response.  

Steps to take in the case of an incident  

1.Disclosure by a student  

Sexting disclosures should follow the normal safeguarding practices and protocols  

A student is likely to be very distressed especially if the image has been circulated widely and if they do not 

know who has shared it, seen it or where it has ended up. They will need pastoral support during the 

disclosure and after the event. They may even need immediate protection or a referral to police or social 

services; parents should be informed as soon as possible (police advice permitting).  

The following questions will help decide upon the best course of action: 

• is the student disclosing about themselves receiving an image, sending an image or sharing an image? 

• what sort of image is it? Is it potentially illegal or is it inappropriate?  

• how widely has the image been shared and is the device in their possession?  

• is it a school device or a personal device?  

• does the student need immediate support and/or protection?  

• are there other students and/or young people involved? 

• do they know where the image has ended up?  

In line with the school’s Behaviour Policy and Exclusion Policy it may be necessary to temporarily exclude a 

pupil (or pupils) from the school pending an investigation into the circumstances surrounding the sexting and 

the impact of the sexting on members of the school community.  
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2- Searching a device 

A device can be examined, confiscated and securely stored if there is reason to believe it contains indecent 

images or extreme pornography.  

When searching a mobile device the following conditions should apply:  

• the action is in accordance with the school’s policies regarding Safeguarding;  

• the search in conducted either by the senior member of staff authorised by the Head teacher or a 

person authorised by her and one other person; 

• a member of the safeguarding team should normally be present; 

• the search should normally be conducted by a member of the same gender as the person being 

searched. However, if the image being searched for is likely to be of a different gender to the person 

‘in possession’ then the device should only be viewed by a member of the same gender as the person 

whose image it is.  

If any illegal images of a young person are found the Designated Safeguarding Lead will discuss this with the 

Police.  

The Association of Chief Police Officers (ACPO) advise that as a general rule it will almost always be 

proportionate to refer any incident involving ‘aggravated’ sharing of images to the Police, whereas purely 

‘experimental’ conduct may proportionately dealt with without referral, most particularly if it involves the 

young person sharing images of themselves.  

‘Experimental conduct’ commonly refers to that shared between two individuals (e.g. girlfriend and boyfriend) 

with no intention to publish the images further. Coercion is not a feature of such conduct, neither are requests 

for images sent from one person to multiple other young persons.  

Any conduct involving, or possibly involving, the knowledge or participation of adults should always be 

referred to the police. If an ‘experimental’ incident is not referred to the Police, the reasons for this should be 

recorded in the school’s Safeguarding Log.  

Never:  

• print out any material for evidence; 

• move any material from one storage device to another; 

• search a mobile device even in response to an allegation or disclosure if this is likely to cause 

additional stress to the student/young person UNLESS there is clear evidence to suggest not to do so 

would impede a police inquiry.  

Always:  

• inform and involve the Local Authority Designated Officer, who will ensure that the Designated 

Safeguarding Lead is able to take any necessary strategic decisions;  

• record the incident; 

• act in accordance with school safeguarding policy.  

If there is an indecent image of a child on a website or a social networking site then the Designated 

Safeguarding Lead will report the image to the site hosting it. Under normal circumstances the DSL would 

follow the reporting procedures on the respective website; however, in the case of a sexting incident involving 

a child or young person where it may be felt that they may be at risk of abuse then the DSL will report the 

incident directly to CEOP https://www.ceop.police.uk/ceop-report so that law enforcement can make an 

assessment, expedite the case with the relevant provider and ensure that appropriate action is taken to 

safeguard the child.  

3 - What to do with the image  

If the image has been shared across a personal mobile device:  

https://www.ceop.police.uk/ceop-report
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Always:  

• confiscate and secure the device(s). Close down or switch the device off as soon as possible. This may 

prevent anyone removing evidence remotely.  

Never:  

• view the image unless there is a clear reason to do so or view it without an additional adult present 

(this additional person does not need to view the image and certainly should not do so if they are of a 

different gender to the person whose image has been shared). The viewing of an image should only 

be done to establish that there has been an incident which requires further action; 

• send, share or save the image anywhere; 

• allow students to do any of the above.  

If the image has been shared across a school network, a website or a social network:  

Always:  

• block the network to all users and isolate the image.  

Never:  

• send or print the image; 

• move the material from one place to another; 

• view the image outside of the protocols in the school’s safeguarding and child protection policies and 

procedures.  

4 - Who should deal with the incident?  

Often, the first port of call for a student is a class teacher. Regardless of who the initial disclosure is made to, 

she/he must act in accordance with the school safeguarding policy, ensuring that the DSL or Assistant DSL are 

involved in dealing with the incident.  

The Designated Safeguarding Lead should always record the incident. There may be instances where the image 

needs to be viewed and this should be done in accordance with protocols.  

The Legal Position  

It is important to be aware that young people involved in sharing sexual videos and pictures may be 

committing a criminal offence. Specifically, crimes involving indecent photographs (including pseudo images) 

of a person under 18 years of age fall under Section 1 of the Protection of Children Act 1978 and Section 160 

Criminal Justice Act 1988.  

Under this legislation it is a crime to:  

• take an indecent photograph or allow an indecent photograph to be taken;  

• make an indecent photograph (this includes downloading or opening an image that has been sent by 

email;  

• distribute or show such an image;  

• possess with the intention of distributing images;  

• advertise; and  

• possess such images  

While any decision to charge individuals for such offences is a matter for the Crown Prosecution Service, it is 

unlikely to be considered in the public interest to prosecute children. However, children need to be aware that 

they may be breaking the law.  
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10. Prevent Policy 

Policy Statement  

The aim of the Prevent Policy is to create and maintain a safe, healthy and supportive learning and working 

environment for our pupils, staff and visitors. We recognise that extremism and exposure to extremist 

materials and influences can lead to poor outcomes for pupils. Failing to challenge extremist views is failing to 

protect our pupils from potential harm and so the Prevent agenda will be addressed as a safeguarding 

concern.  

The Prevent Policy applies to everyone working at or attending the school. It confers responsibilities on the 

Head teacher, school staff, pupils, agency staff and volunteers, contractors, visitors, consultants and those 

working under self-employed arrangements.  

The school has adopted the Prevent Duty 2015 in accordance with legislative requirements.  

Purpose  

All schools 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 regard to the need to prevent people from being drawn 

into terrorism”. This duty is known as the Prevent Duty.  

We aim to encourage working towards a society with a common vision and sense of belonging by all - a society 

in which the diversity of people’s backgrounds and circumstances is appreciated and valued, a society in which 

similar life opportunities are available to all, and a society in which strong and positive relationships exist and 

continue to be developed in the workplace, in schools and in the wider community.  

The purpose of this policy is to:  

• ensure an awareness of Prevent within the school; 

• provide a clear framework to structure and inform our response to safeguarding concerns, including a 

supportive referral process for those who may be susceptible to the measures of extremism; 

• embed British Values into the curriculum and ways of working; 

• recognise current practice that contributes to the Prevent agenda and identify areas for 

improvement.  

In order to fulfil the Prevent Duty 2015, it is essential that staff are able to identify children who may be 

vulnerable to radicalisation, and know what to do when they are identified. Protecting children from the risk of 

radicalisation should be seen as part of the school’s wider safeguarding duties, and is similar in nature to 

protecting children from other harms.  

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 school’s safeguarding 

approach. The definitions used here are:  

• 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;  

• 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.  
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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 need 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.  

National Guidance and Strategies  

Prevent is one of four strands of the Government’s counter terrorism strategy – CONTEST. The UK currently 

faces a range of terrorist threats. Terrorist groups who pose a threat to the UK seek to radicalise and recruit 

people to their cause. Early intervention is at the heart of Prevent in diverting people away from being drawn 

into terrorist activity through radicalisation.  

The National Prevent Strategy objectives are:  

Ideology: To respond to the ideological challenge of terrorism and the threat we face from those promoting it. 

Individuals: To prevent people from being drawn into terrorism and ensure they are given appropriate support. 

Institutions: To work with sectors and institutions where there are risks of radicalisation to address. 

 

Prevent happens before any criminal activity takes place by recognising, supporting and protecting people who 

might be susceptible to radicalisation. The national Prevent Duty confers mandatory duties and responsibilities 

on a range of public organisations and seeks to:  

• respond to the ideological challenge of terrorism and aspects of extremism, and the threat we face 

from those who promote these views; 

• provide practical help to prevent people from being drawn into terrorism and violent extremism and 

ensure they are given appropriate advice and support; 

• work with a wide range of sectors where there are risks of radicalisation which needs to be 

addressed, including education, criminal justice, faith, the internet and health.  

The Government has created a system of ‘threat levels’ that represents the likelihood of a terrorist attack in 

the near future. The current threat level from international terrorism in the UK is severe, which means that a 

terrorist attack is highly likely.  

Objectives  

Our Prevent Policy has five key objectives:  

1. To promote and reinforce shared values, including British Values (including democracy, the rule of law, 

individual and mutual respect and tolerance of different faiths and beliefs); to create space for free and open 

debate; and to listen and support the learner voice.  

2. To breakdown segregation among different student communities including by supporting inter-faith and 

inter-cultural dialogue and understanding; and to engage all pupils in playing a full and active role in wider 

engagement in society.  

3. To ensure student safety and that the school is free from bullying, harassment and discrimination.  

4. To provide support for pupils who may be at risk of radicalisation, and appropriate sources of advice and 

guidance.  
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5. To ensure that pupils and staff are aware of their roles and responsibilities in preventing violent and non-

violent extremism.  

Definitions  

The following are commonly agreed definitions within the Prevent agenda:  

• an ideology is a set of beliefs; 

• radicalisation is the process by which a person comes to support terrorism and forms of extremism 

that may lead to terrorism; 

• safeguarding is the process of protecting vulnerable people, whether from crime, other forms of 

abuse or from being drawn into terrorism-related activity; 

• terrorism is an action that endangers or causes serious violence, damage or disruption and is 

intended to influence the government or to intimidate the public and is made with the intention of 

advancing a political, religious or ideological; 

• vulnerability describes factors and characteristics associated with being susceptible to radicalisation. 

• extremism is vocal or active opposition to fundamental British Values, including democracy, the rule 

of law, Individual and mutual respect and tolerance of different faiths and beliefs.  

Aims  

Leadership and Values  

To create and maintain a school ethos that upholds core values of shared responsibility and wellbeing for all 

pupils, staff and visitors whilst promoting respect, equality and diversity and understanding. This will be 

achieved through:  

• promoting core values of respect, equality and diversity, democratic society, learner voice and 

participation; 

• building understanding of the issues and confidence to deal with them through staff training, 

tutorials, awareness campaigns and community engagement activities; 

• deepening engagement with local communities and faith groups.  

Teaching and Learning  

To provide a curriculum that promotes British Values, knowledge, skills and understanding, to build the 

resilience of pupils by undermining extremist ideology and supporting the learner voice. This will be achieved 

through: 

• embedding British Values, equality, diversity and inclusion, wellbeing and community cohesion 

throughout the curriculum;  

• promoting wider skills development such as social and emotional aspects of learning; 

• a curriculum adapted to recognise local needs, challenge extremist narratives and promote universal 

rights; 

• teaching, learning and assessment strategies that explore controversial issues in a way that promotes 

critical analysis and pro-social values; 

• use of external programmes or groups to support learning while ensuring that the input supports 

school goals and values; 

• encouraging active citizenship.  

Pupil Support  

To ensure that staff take preventative and responsive steps, working with partner professionals, families and 

communities. This will be achieved through:  

• developing strong community links and being aware of what is happening in the locality, including 

within the school’s own community; 
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• implementing anti-bullying strategies and challenging discriminatory behaviour; 

• recognising factors that may increase risk to a pupil, i.e. vulnerability, disadvantage or hardship, and 

implementing early risk management strategies; 

• ensuring that pupils and staff know how to access support in school; 

• supporting at risk pupils through safeguarding; 

• focusing on narrowing the attainment gap between the different groups of pupils.  

Roles and responsibilities  

The Governing Body 

The Governing Body has a legal responsibility under the Prevent Duty to make sure that staff undergo training 

in the Prevent Duty. Additionally, they ensure that:  

• all staff are aware of when it is appropriate to refer concerns about pupils, learners or colleagues to 

the Designated Safeguarding Lead; 

• all staff display British Values; 

• policies and procedures to implement the Prevent Duty are in place and acted on where appropriate.  

Prevent Lead for the School  

The Head teacher is the Prevent Lead and Designated Safeguarding Lead, with responsibility for ensuring that 

our Prevent Strategy is implemented across the school and that any concerns are shared with the relevant 

organisations in order to minimise the risk of our pupils becoming involved with terrorism.  

Staff  

All staff have a responsibility to:  

• create and support an ethos that upholds the school’s mission, vision and values including British 

Values, to create an environment of respect, equality and diversity and inclusion; 

• attend Prevent training in order to have the skills to recognise those who may be vulnerable to 

radicalisation, involved in violent or non-violent extremism, and to know the appropriate action to 

take if they have concerns; 

• report any concerns around extremism or radicalisation via the safeguarding reporting channels; 

• report and remove any literature displayed around the school that could cause offense or promote 

extremist views; 

Managing Risks and Responding to Events  

The school will ensure that it monitors risks and is ready to deal appropriately with issues which arise through 

the following: 

• understanding the nature of threat from violent extremism and how this may impact directly and 

indirectly on the school; 

• identifying, understanding and managing potential risks within the school from external influences; 

• responding appropriately to events reported via local, national or international news that may impact 

on students and communities; 

• ensuring plans are in place to minimise the potential for acts of violent or non-violent extremism 

within the school, 

• ensuring measures are in place to respond appropriately to a threat or incident within the school; 

• continuously developing effective ICT security and responsible user policies.  

• ensuring compliance with related policies.  

Risk Assessment  
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The school assesses the risk of children being drawn into terrorism, including support for extremist ideas that 

are part of terrorist ideology. It is important that staff understand these risks so that the school can respond in 

an appropriate and proportionate way. The school is aware of the risk of online radicalisation through the use 

of social media or the internet.  

Staff are trained to be alert to changes in children’s behaviour that could indicate that they may need help or 

protection. Although the Prevent Duty does not require the school to carry out unnecessary intrusion into 

family life, staff must act if they observe behaviour of concern 

Vulnerability/Risk Indicators  

The following lists are not exhaustive and all or none may be present in individual cases of concern. Nor does it 

mean that vulnerable young people experiencing these factors are automatically at risk of exploitation for the 

purposes of extremism. The accepted view is that a complex relationship between the various aspects of an 

individual’s identity determines their vulnerability to extremism.  

There is no such thing as a ‘typical extremist’ and those involved in extremism come from a range of 

backgrounds and experiences. The following indicators may help to identify factors that suggest a young 

person or their family may be vulnerable or involved with extremism: 

Identity Crisis: 
Distance from cultural/religious heritage and uncomfortable with their place 
in the society around them. 

Personal Crisis: 

Family tensions; sense of isolation; adolescence; low self-esteem; 
disassociating from existing friendship group and becoming involved with a 
new and different group of friends; searching for answers to questions 
about identity, faith and belonging. 

Personal Circumstances 

Migration; local community tensions; events affecting country or region of 
origin; alienation from UK values; having a sense of grievance that is 
triggered by personal experience of racism or discrimination or aspects of 
Government policy. 

Unmet Aspirations: Perceptions of injustice; feeling of failure; rejection of civic life. 

Criminality: 
Experiences of imprisonment; poor resettlement/reintegration, previous 
involvement with criminal groups. 

 

Access to extremist influences: 

• reason to believe that the young person associates with those known to be involved in extremism; 

• possession or distribution of extremist literature or media likely to incite racial/religious hatred or acts 

of violence; 

• use of closed network groups via electronic media for the purpose of extremist activity. 

Experiences, behaviours and influences: 

• experience of peer, social, family or faith group rejection; 

• international events in areas of conflict and civil unrest had a personal impact on the young person 

resulting in a noticeable change in behaviour; 

• verbal or written support of terrorist attacks; 

• first-hand experience of racial or religious hate crime; 

• extended periods of travel to international locations known to be associated with extremism; 

• evidence of fraudulent identity/use of documents to support this; 

• experience of disadvantage, discrimination or social exclusion; 

• history of criminal activity; 

• pending a decision on their immigration/national status. 

More critical risk factors include: 
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• being in contact with extremist recruiters; 

• articulating support for extremist causes or leaders; 

• accessing extremist websites, especially those with a social networking element; 

• possessing extremist literature; 

• justifying the use of violence to solve societal issues; 

• joining extremist organisations; 

• significant changes to appearance/behaviour. 

Referral and Intervention 

Any identified concerns as the result of observed behaviour or reports of conversations to suggest that the 

young person supports terrorism and/or extremism, must be reported to the Designated Safeguarding Lead 

immediately. 

Some concerns may have a security dimension to them and so liaison with the Police may form an early part of 

an investigation. The Police will carry out an initial assessment and, if appropriate, set up a multiagency 

meeting to agree actions for supporting the individual. 

Additional points of referral: 

• 101 – non-emergency police number 

• 020 7340 7264 or counter-extremism@education.gsi.gov.uk  Department for Education dedicated 

helpline 

It may be necessary to make a referral to the Channel programme. Anybody can make a referral – not just the 

Designated Safeguarding Lead. 

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 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. 

Additional support 

The department has published further advice for schools on the Prevent duty. The advice is intended to 

complement the Prevent guidance and signposts to other sources of advice and support. 

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 

multiagency 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 introduction to the 

mailto:counter-extremism@education.gsi.gov.uk
https://www.gov.uk/government/publications/channel-guidance
https://www.elearning.prevent.homeoffice.gov.uk/edu/screen1.html
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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duty, and the Prevent Referral e-learning, which is designed to support staff to make robust, informed and 

proportionate referrals. 

Links to other policies 

This policy should be used in conjunction with the following policies and procedures: 

• Safeguarding Children Policy 

• Equal Opportunities Policy 

• Health and Safety Policy 

• Anti-Bullying Policy 

• Behaviour Policy 

• Whistleblowing Policy 

• Data Protection Policy 

• Use of ICT Policy 
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11. Staff Code of Conduct 

Introduction 

A Code of Conduct is designed to give clear guidance on the standards of behaviour all staff are expected to 

observe. School staff working with and around children are in a unique position of influence and must adhere 

to behaviour that sets a good example and acts as a role model to children of all ages. 

Underpinning Principles 

• the welfare of the child is paramount; 

• staff are responsible for their own actions and behaviour and should avoid any conduct which would 

lead any reasonable person to question their motivations and intentions; 

• staff should work and be seen to work in an open and transparent way; 

• staff should discuss and/or take advice promptly from a member of the Senior Leadership Team over 

any incident which may give rise to concern; 

• records should be made of any such incident and of decisions made or actions agreed; 

• staff should apply the same professional standards regardless of gender or sexuality; 

• all staff should know that the Head teacher is the designated person for Child Protection and be 

familiar with the School’s Safeguarding Policy. 

Duty of Care 

All staff, whether paid or voluntary, have a duty to keep young people safe and protect them from physical 

and emotional harm. This duty is in part exercised through the development of respectful, caring and 

professional relationships between staff and pupils and behaviour by staff that demonstrates integrity, 

maturity and good judgement. 

Staff are accountable for the way in which they exercise authority, manage risk, use resources and protect 

pupils from discrimination and avoidable harm. There are legitimate high expectations about the nature of the 

professional involvement of staff in the lives of children. When individuals accept a role that involves working 

with children and young people, they need to understand and acknowledge the responsibilities and trust 

inherent in that role. 

Employers have a duty of care towards their employees which requires them to provide a safe working 

environment for staff and guidance about safe working practices. 

Setting an Example 

All staff have a responsibility to maintain public confidence in their ability to safeguard the welfare and best 

interests of pupils. They should adopt high standards of personal conduct in order to maintain the confidence 

and respect of their peers, pupils and the public in general. An individual's behaviour, either in or out of the 

workplace, should not compromise her/his position within the work setting or bring the school into disrepute. 

All staff who work in schools provide a role model for behaviour and conduct which can be copied by pupils. All 

staff must, therefore, demonstrate high standards of conduct in order to encourage our pupils to do the same. 

Power and Positions of Trust 

All adults working with pupil’s in education settings are in positions of trust in relation to the young people in 

their care. A relationship between a member of staff and a pupil cannot be a relationship between equals. 

There is potential for exploitation and harm of vulnerable young people; staff have a responsibility to ensure 

that an unequal balance of power is not used for personal advantage or gratification.  

Guidelines for Staff 

Staff should always maintain appropriate professionalism and wherever possible, they should avoid behaviour 

which might be misinterpreted by others, and report and record any incident with this potential. They have a 
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responsibility to maintain public confidence in their ability to safeguard the welfare and best interests of the 

pupils. They should adopt high standards of personal conduct in order to maintain that confidence. 

Staff need to ensure that their behaviour does not inadvertently lay them open to allegations of abuse. They 

need to treat all pupils with respect and try, as far as possible, not to be alone with a child or young person. 

Where this is not possible, for example, in an instrumental music lesson, or sports coaching lesson, it is good 

practice to ensure that others are within earshot. Where possible, a gap or barrier should be maintained 

between teacher and child at all times. 

Conduct Outside Work 

Staff must not engage in conduct outside work which could seriously damage the reputation and standing of 

the school, the employee’s own reputation or the reputation of other members of the school community.  

Staff may undertake work outside school, either paid or voluntary, provided that it does not conflict with the 

interests of the school nor be to a level which may contravene the working time regulations or affect an 

individual's work performance. 

Confidentiality 

Members of staff may have access to confidential information about pupils in order to undertake their 

everyday responsibilities. In some circumstances staff may be given additional highly sensitive or private 

information. They should never use confidential or personal information about a child or his/her family for 

their own, or others’ advantage. 

Confidential information about pupils should never be used casually in conversation or shared with any person 

other than on a need to know basis. In circumstances where the pupil’s identity does not need to be disclosed 

the information should be used anonymously. Confidential information about pupils must be held securely. 

Confidential information about pupils must not be held off the school site other than on security protected 

school equipment. 

There are some circumstances in which a member of staff may be expected to share information about a pupil, 

for example when abuse is alleged or suspected. In such cases, individuals have a duty to pass information on 

without delay, but only to those with designated child protection responsibilities. If a member of staff is in any 

doubt about whether to share information or keep it confidential he or she should seek guidance from the 

Designated Safeguarding Lead. 

Adults need to be aware that although it is important to listen to and support pupils, they must not promise 

confidentiality or request pupils to do the same under any circumstances.  

Private Meetings with Pupils 

Staff should be aware that private meetings with individual pupils may give rise to concern. There will be 

occasions where a one to one meeting is necessary but such interviews should be conducted in a room with 

visual access or with the door open and another pupil or adult should be present or nearby. Where such 

conditions cannot apply, staff should ensure that another adult knows that the interview is taking place. 

Meetings with pupils away from the School premises should only be arranged with the specific approval of the 

Head teacher. 

Social Contact 

Staff should not establish or seek to establish social contact with pupils for the purpose of securing a friendship 

or to pursue or strengthen a relationship. If a young person seeks to establish social contact, or is this occurs 

coincidentally, the member of staff should exercise his/her professional judgment in making a response and be 

aware that such social contact in person could be misconstrued and may place the member of staff in a very 

vulnerable position. 
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Staff must not give their personal details such as home/mobile phone number, home/e-mail address to pupils 

or parents unless it has been agreed in advance with the Head teacher. No child should be in, or invited into, 

the home of an adult who works with them unless the reason for this has been firmly established and agreed 

with parents and senior leaders or the home has been designated by the organisation or regulatory body as a 

work place e.g. childminders, foster carers. 

Social Networking Sites and Online Gaming 

Staff may use social networking sites for personal use. However, the school requires that profile and photos of 

the member of staff are secured as private so that pupils or parents do not have access to personal data or 

images. Staff should not request or use any means of personal contact with pupils via text messaging, instant 

messaging or similar. There should be no contact with pupils through social networking websites in accordance 

with the School Safeguarding Policy and Use of ICT Policy. 

Staff must deny current or recent pupil’s access to their profiles so they do not put themselves in a vulnerable 

position. Staff should be aware that they leave themselves open to a charge of professional misconduct if 

images of a member of staff in a compromising situation are made available on a public profile by anyone. 

If a pupil does gain access to the profile of a member of staff by impersonation the Head teacher should be 

informed immediately. Where relationships exist between staff and those who are also parents at the school, 

or personal friends who are parents at the school, social networking is acceptable but caution must be 

exercised so that professional standards are maintained and staff do not compromise themselves or the 

school. 

As soon as a member of staff becomes aware that they are in an online game with a pupil of the school, the 

member of staff should cease to play against that pupil and should not enter any games containing that player 

as part of the group. Under no circumstances should staff seek out pupils and/or share their own gamer 

tags/ID with pupils, or use school equipment to play online games. 

Staff should also avoid contact with parents through these means. 

Physical Contact with Pupils 

There are occasions, such as comforting a distressed child, when it is appropriate and proper for staff to have 

physical contact with pupils. This would normally happen with younger children, but staff must take care to 

behave professionally and use their professional judgment at all times. 

It is acknowledged that some staff are likely to come into physical contact with pupils from time to time in the 

course of their duties. Examples include: 

• showing a pupil how to use a piece of apparatus or equipment; 

• demonstrating a move or exercise during games or PE; 

• restraining a pupil physically to prevent injury. 

Physical contact should never be secretive or represent a misuse of authority. If a member of staff believes 

that an action could be misinterpreted, the incident and circumstances should be recorded as soon as possible, 

the DSL informed and, if appropriate, a copy placed on the pupil’s file. 

Any physical contact should be the minimum required for care, instruction or restraint. 

Physical Education and other activities that require physical contact 

Some staff, for example, those who teach PE and games, or who offer music tuition, will on occasions have to 

initiate physical contact with pupils in order to support a pupil so they can perform a task safely, to 

demonstrate the use of a particular piece of equipment/instrument or assist them with an exercise. This 

should be done with the pupil’s agreement. 
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Staff should consider alternatives where it is anticipated that a pupil might misinterpret any such contact, 

perhaps involving another member of staff or a less vulnerable student in the demonstration. Contact under 

these circumstances should be for the minimum time necessary to complete the activity and take place in an 

open environment. Staff should remain sensitive to any discomfort expressed verbally or non-verbally by the 

pupil. 

Sexual Contact 

Any sexual behaviour with or towards a child or young person is illegal. Children and young people are 

protected by the same laws as adults in relation to non-consensual sexual behaviour. They are additionally 

protected by specific legal provisions regardless of whether there is consent or not. 

All adults working in the school who have contact with pupils are in positions of trust and therefore are 

prohibited from having a relationship with any pupil regardless of age. It is an offence under section 16 of The 

Sexual Offences Act 2003 for a person aged 18 or over to have a sexual relationship with a child under 18 

where that person is in a position of trust in respect of that child, even if the relationship is consensual. 

There are occasions when adults embark on a course of behaviour known as 'grooming' where the sole 

purpose is to gain the trust of a child or young person, and manipulate that relationship so that sexual abuse 

can take place. Staff and volunteers should be aware that conferring special attention without good reason or 

favouring a pupil has the potential to be construed as being part of a grooming' process, which is a criminal 

offence. 

Inappropriate contact does not just involve physical contact but includes inappropriate conversations.  

Gifts from Pupils and Parents 

Staff need to take care that they do not accept any gift that might be construed as a bribe by others, or lead 

the giver to expect preferential treatment. 

There are occasions when pupils or parents wish to pass small tokens of appreciation to staff, for example at 

Christmas or as a thank-you, and this is acceptable. However, it is unacceptable to receive gifts on a regular 

basis or of any significant value. Any member of staff receiving gifts or entertainment valued at more than 

£100 must disclose this to the Head teacher. 

Members of staff may not give personal gifts to students. This could be misinterpreted as a gesture either to 

bribe, or single out the young person. It might be perceived that a 'favour' of some kind is expected in return. 

Any reward given to a pupil should be consistent with school policy, recorded, and not based on favouritism. It 

is acceptable for staff to offer prizes of small value in certain tasks or competitions. 

Infatuations 

Staff need to be aware that it is not uncommon for children to be strongly attracted to a member of staff 

and/or develop an infatuation. Staff should be aware that such circumstances always carry a high risk of words 

or actions being misinterpreted and for allegations to be made against staff. 

A member of staff who becomes aware that a child may be infatuated with themselves or a colleague should 

discuss this at the earliest opportunity with the DSL so that appropriate action can be taken. In this way, steps 

can be taken to avoid hurt and distress for all concerned. 

Behaviour Management 

All pupils have a right to be treated with respect and dignity. Corporal punishment is illegal and this School 

does not use corporal punishment. Staff should not use force as a form of punishment. They should try to 

diffuse situations before they escalate. All members of staff should adhere to the School’s Behaviour Policy. 

Physical Intervention 
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Any physical restraint is only permissible when a child is in imminent danger of inflicting an injury on 

himself/herself or on another, and then only as a last resort when all efforts to diffuse the situation have 

failed. Another member of staff should, if possible, be present to act as a witness. All incidents of the use of 

physical restraint should be recorded in writing and reported immediately to the Head teacher who will decide 

what to do next.  

Under no circumstances should physical force be used as a form of punishment. The use of unwarranted 

physical force is likely to constitute a criminal offence. 

One to One Situations 

Staff working in one to one situations with children and young people are more vulnerable to allegations. 

Teachers and others should recognise this possibility and plan and conduct such meetings accordingly. Every 

attempt should be made to ensure the safety and security needs of both staff and pupils are met. 

Pre-arranged meetings with pupils away from the school premises will not be permitted unless approval is 

obtained from their parent and the Head teacher. 

Extra-Curricular 

Staff should take particular care when supervising pupils in the less formal atmosphere of an after-school 

activity. Parents should be informed about the activity; the member of staff should undertake a risk 

assessment and ensure that their behaviour remains professional at all times. 

First Aid 

First Aid arrangements are in line with the School’s First Aid Policy. Staff should ensure that their actions 

cannot be misconstrued when administering first aid and wherever possible another member of staff should 

be present or aware of the action being taken.  

Administering Medication 

See the Sickness and Medication Policy for detailed information. Staff should ensure that their actions cannot 

be misconstrued when administering medication and wherever possible another member of staff should be 

present or aware of the action being taken. 

Intimate Care 

All children have a right to safety privacy and dignity when contact of an intimate nature is required. For 

example, assisting with toileting or removing wet/soiled clothing, for children within the Early Years Setting. A 

care plan should be drawn up and agreed with parents if a pupil who requires intimate care on a regular basis 

in accordance with the Safeguarding Policy. Children should be encouraged to act as independently as 

possible and to undertake as much of their own personal care as is practicable. 

Relationships between Staff 

The School recognises that relationships may develop between members of staff. Where this happens the 

members of staff concerned should be aware that the relationship should not interfere with their ability to 

fulfil their professional duties in accordance with their Contract of Employment. Neither should their actions 

bring the school into disrepute or affect the smooth running of the school. Staff are reminded that they should 

behave in a professional manner at all times whilst in school. Overt displays of affections are not appropriate. 

Staff Dress Code 

A person's dress and appearance are matters of personal choice and self-expression. However staff and 

volunteers should recognise that they are role models to the children and their choice of dress should uphold 

the school’s expectations for the children. Staff and volunteers must ensure they are dressed decently, safely 

and appropriately for the tasks they undertake. Those who dress or appear in a manner which could be 
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considered as inappropriate could render themselves vulnerable to criticism or allegations of misconduct. 

Please refer to the school Dress Code Policy for more details For further information.  

Whistleblowing 

Whistleblowing is the mechanism by which staff can voice their concerns, made in good faith, without fear of 

repercussion. Please refer to the school Whistleblowing Policy for more details. 

Staff should acknowledge their individual responsibilities to bring matters of concern to the attention of senior 

leadership and/or relevant external agencies. This is particularly important where the welfare of children may 

be at risk. 

Sharing Concerns and Recording Incidents 

All staff should be aware of the school's child protection procedures, including procedures for dealing with 

allegations against staff. Staff who are the subject of allegations are advised to contact their professional 

association. 

In the event of an incident occurring, which may result in an action being misinterpreted and/or an allegation 

being made against a member of staff, the relevant information should be clearly and promptly recorded and 

reported to the Head teacher. Early discussion with a parent could avoid any misunderstanding.  
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12. Whistleblowing Policy 

Introduction 

Whistleblowing has been defined as: 

“the disclosure by an employee or professional of confidential information which relates to some danger, 

fraud or other illegal or unethical conduct connected with the work place, be it of the employee or his/her 

fellow employees’’. (Public Concern at Work Guidelines 1997) 

Statutory protection for employees who whistleblow is provided by the Public Interest Disclosure Act 1998 

(“PIDA”). The PIDA protects employees against victimisation if they make a protected disclosure within the 

meaning of the PIDA and speak out about concerns about conduct or practice within the school which is 

potentially illegal, corrupt, improper, unsafe or unethical or which amounts to malpractice. 

This policy applies to all school staff including full and part time, casual, temporary, substitute staff and to 

individuals undertaking work experience in the school. 

Aims 

The Governing Body is committed to high standards and will treat whistleblowing as a serious matter. In line 

with the Governing Body’s commitment to openness, probity and accountability, members of staff are 

encouraged to report concerns which will be taken seriously, investigated and appropriate action taken in 

response. 

This policy aims to: 

• give confidence to members of staff about raising concerns about conduct or practice which is 

potentially illegal, corrupt, improper, unsafe or unethical or which amounts to malpractice or is 

inconsistent with school standards and policies so that s/he is encouraged to act on those concerns; 

• Provide members of staff with avenues to raise concerns; 

• Ensure that members of staff receive a response to the concerns they have raised and feedback on 

any action taken; 

• Offer assurance that members of staff are protected from reprisals or victimisation for whistleblowing 

action undertaken in good faith and within the meaning of the PIDA. 

Safeguard Against Reprisal, Harassment and Victimisation 

The Governing Body will not tolerate harassment or victimisation of members of staff when matters are raised 

in accordance with the PIDA provisions. Any member of staff who victimises or harasses a member of staff as a 

result of their having raised a concern in accordance with the whistleblowing policy will be dealt with under 

the staff disciplinary procedures. 

Confidentiality 

The Governing Body recognises that members of staff may want to raise concerns in confidence and will do its 

utmost to protect the identity of members of staff who raise a concern and do not want their name disclosed. 

However, investigation into the concern could reveal the source of the information; and statements may be 

required from the member of staff as part of the evidence, which would be seen by all parties involved. If the 

investigation leads to prosecution and the whistleblower is likely to be call in to give evidence in court.  

Anonymous Allegations 

Staff should put their name to allegations whenever possible – anonymous concerns are much less powerful. 

Nonetheless anonymous allegations may be considered under this whistleblowing procedure especially 

concerns raised relating to the welfare of children. In relation to determining whether an anonymous 

allegation will be taken forward the Governing Body will take the following factors into account: 
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• the seriousness of the issue raised; 

• the credibility of the concern; 

• the likelihood of confirming the allegation and obtaining information provided. 

Untrue and Malicious/Vexatious Allegations 

If a member of staff makes an allegation in good faith but it is not confirmed by further inquiry the matter will 

be closed and no further action taken. If, however, the inquiry shows that untrue allegations were malicious 

and/or vexatious or made for personal gain then the Governing Body will consider taking disciplinary action 

against the member of staff. 

Allegations Concerning Child Protection Issues 

If a member of staff raises a concern related to a child protection issue, the Designated Safeguarding Lead 

should urgently consult the LA Officer designated to lead on child protection. 

Reasons for Whistleblowing 

Staff must acknowledge their individual responsibility to bring matters of concern to the attention of a 

member of SLT. There should be transparency and accountability in relation to how concerns are received and 

handled. 

Reasons for whistle blowing include: 

• each individual has a responsibility for raising concerns about unacceptable practice or behaviour; 

• to prevent the problem worsening or widening; 

• to protect or reduce risks to others; 

• to prevent becoming implicated yourself. 

What stops people from whistle blowing: 

• starting a chain of events which spirals; 

• disrupting the work or project; 

• fear of getting it wrong; 

• fear of repercussions or damaging careers; 

• fear of not being believed. 

How to Raise a Concern 

Concerns should be expressed in writing to the Head teacher as Designated Safeguarding Lead. If the concern 

involves the Head teacehr then the Governing Body should be the first point of contact. It is expected that the 

person receiving the allegation will become the investigating officer. However, it is at the discretion of this 

person to delegate the investigation to another person if they feel this is appropriate. 

If the concern needs to have Police or other statutory authority involvement, the whistleblowing process will 

be halted until the statutory authorities have completed their investigations and confirmed that it is 

appropriate to continue with the whistleblowing process. 

Your concern should be in writing for the avoidance of doubt. You should set out the background and history 

of the concern; giving names, dates and places where possible, and explaining the reason for your concerns. If 

you feel unable to put the matter in writing you can still raise your concern verbally and should telephone or 

arrange to meet the appropriate person. You can also ask your trade union or professional association to raise 

the matter on your behalf or to support you in raising the concern. 

Response to Whistleblowing 

The matter raised may: 

• need inquiry internally in the school; 
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• need to be passed to the Police if it relates to alleged criminal activity; 

• need to be referred to the LA Officer designated to lead on safeguarding if there is a concern relating 

to child protection. 

At this stage concerns/allegations are neither accepted nor rejected. 

The Inquiry Report 

Following completion of the inquiry process the investigating officer will make a written report and if 

necessary action will be taken. This may result in a trigger for the Disciplinary Procedure to be implemented 

against the person reported. The whistleblower will also be notified of the outcome. The report will not 

contain the whistleblower’s name unless you have expressly stated that you wish to be named. 

Self-reporting 

There may be occasions where a member of staff has a personal difficulty, perhaps a physical or mental health 

problem, which they know to be impinging on their professional competence. Staff have a responsibility to 

discuss such a situation with the Head teacher so professional and personal support can be offered to the 

member of staff concerned. Whilst such reporting will remain confidential in most instances, this cannot be 

guaranteed where personal difficulties raise concerns about the welfare or safety of children. 

It is recognised that whistle blowing can be difficult and stressful. Advice and support is available from the 

Assistant Head teacher or Head teacher. 
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13. Children Missing Education Policy 

Introduction 

All children, regardless of their circumstances, are entitled to an efficient, full time education that is suitable to 

their age, ability, aptitude and any special educational needs they may have. Children missing education are 

children of compulsory school age who are not registered pupils at a school and are not receiving suitable 

education otherwise than at a school. Children missing education are at significant risk of underachieving, 

being victims of harm, exploitation or radicalisation, and becoming NEET (not in education, employment or 

training) later in life. 

Effective information sharing between parents, schools and local authorities is critical to ensuring that all 

children of compulsory school age are safe and receiving suitable education. 

Local authorities’ responsibilities 

Local authorities have a duty under section 436A of the Education Act 1996 to make arrangements to establish 

the identities of children of compulsory school age in their area who are not registered pupils at a school and 

are not receiving suitable education otherwise. 

The local authority should consult the parents of the child when establishing whether the child is receiving 

suitable education. Those children identified as not receiving suitable education should be returned to full 

time education either at a school or in alternative provision. Prompt action and early intervention are crucial 

to discharging this duty effectively and in ensuring that children are safe and receiving suitable education. 

Local authorities should have robust policies and procedures in place to enable them to meet their duty in 

relation to these children, including that there are effective tracking and enquiry systems in place, and 

appointing a named person to whom schools and other agencies can make referrals about children who are 

missing education. 

Some children who are missing from education can be identified and supported back into education quickly; 

other children who have experienced more complex problems face tougher obstacles to getting back into 

suitable education. 

Local authorities should have in place arrangements for joint working and information sharing with other local 

authorities and agencies. Individual local authorities can determine the specific detailed arrangements that 

work best in their area that not only meet this statutory duty but also enable them to contribute to a range of 

work aimed at improving outcomes for children. The Working together to safeguard children statutory 

guidance provides advice on inter-agency working to safeguard and promote the welfare of children. 

Where there is concern for a child’s welfare, this should be referred to local authority children’s social care. If 

there is reason to suspect a crime has been committed, the police should also be involved. Where there is a 

concern that a child’s safety or well-being is at risk, it is essential to act without delay. 

Local authorities have other duties and powers to support their work on CME. These include: 

• arranging suitable full-time education for permanently excluded pupils from the sixth school day of 

exclusion; 

• safeguarding children’s welfare, and their duty to cooperate with other agencies in improving 

children’s well-being, including protection from harm and neglect; 

• serving notice on parents requiring them to satisfy the local authority that the child is receiving 

suitable education, when it comes to the local authority’s attention that a child might not be receiving 

such education, 

• issuing School Attendance Orders (SAOs) to parents who fail to satisfy the local authority that their 

child is receiving suitable education, if the local authority deems it is appropriate that the child should 

attend school; 

• prosecuting parents who do not comply with a SAO; 
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• prosecuting or issuing penalty notices to parents who fail to ensure their school-registered child 

attends school regularly;  

• applying to court for an Education Supervision Order for a child to support them to go to school. 

Parents’ responsibilities 

Parents have a duty to ensure that their children of compulsory school age are receiving suitable fulltime 

education. Some parents may elect to educate their children at home 12 and may withdraw them from school 

at any time to do so, unless they are subject to a School Attendance Order. 

Where a parent notifies the school in writing that they are home educating, the school must delete the child’s 

name from the admission register and inform the local authority. However, where parents orally indicate that 

they intend to withdraw their child to be home educated, the school should consider notifying the local 

authority at the earliest opportunity. 

Children with Education, Health and Care (EHC) plans or statements of special educational needs (SEN) can be 

home educated 13. Where the EHC plan or statement sets out SEN provision that the child should receive at 

home, the local authority is under a duty to arrange that provision. Where the EHC plan or statement names a 

school or type of school as the place where the child should receive his or her education but the parent 

chooses to home educate their child, the local authority must assure itself that the provision being made by 

the parent is suitable. In such cases, the local authority must review the plan or statement annually to assure 

itself that the provision set out in it continues to be appropriate and that the child’s SEN continue to be met. 

The School’s responsibilities 

The school enters pupils on the admission register at the beginning of the first day on which the school has 

agreed, or been notified, that the pupil will attend the school. If a pupil fails to attend on the agreed or notified 

date, the school undertakes reasonable enquiries to establish the child’s whereabouts and consider notifying 

the local authority at the earliest opportunity. 

The school monitors pupils’ attendance through its daily register. The school informs local authorities of the 

details of pupils who fail to attend regularly or have missed ten school days or more without permission. The 

school monitors attendance closely to address poor or irregular attendance. 

The school is required to notify the local authority when a pupil’s name is to be removed from the admission 

register at a non-standard transition point under any of the fifteen grounds set out in the regulations as soon 

as the ground for removal is met. 

Recording information in the school’s admission register 

It is important that the school’s admission register is accurate and kept up to date. The school regularly 

encourages parents to inform the office of any changes whenever they occur, through using existing 

communication channels such as regular emails and newsletters. This assists both the school and local 

authority when making enquiries to locate children missing education. 

Where a parent notifies the school that a pupil will live at another address, the school is required to record in 

the admission register: 

• the full name of the parent with whom the pupil will live; 

• the new address; 

• the date from when it is expected the pupil will live at this address. 

Where a parent of a pupil notifies the school that the pupil is registered at another school or will be attending 

a different school in future, the school must record in the admission register: 

• the name of the new school; 

• the date when the pupil first attended or is due to start attending that school. 
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Children at particular risk of missing education 

Pupils at risk of harm/neglect 

Children may be missing from education because they are suffering from abuse or neglect. Where this is 

suspected schools should follow local child protection procedures. However, if a child as in immediate danger 

or at risk of harm, a referral should be made immediately to children’s social care (and the police if 

appropriate). The Department’s statutory guidance Keeping children safe in education provides further advice 

for schools on safeguarding children. 

Children of Service Personnel 

Families of members of the Armed Forces are likely to move frequently – both in the UK and overseas and 

often at short notice. Schools should contact the MoD Children’s Education Advisory Service (CEAS) on 01980 

618244 for advice on arrangements to ensure continuity of education for those children when the family 

moves. 

Missing children and runaways 

Children who go missing or run away from home or care may be in serious danger and are vulnerable to crime, 

sexual exploitation or abduction as well as missing education. 

Children and young people supervised by the Youth Justice System 

Children who have offended or are at risk of doing so are also at risk of disengaging from education. Local 

authority Youth Offending Teams (YOTs) are responsible for supervising those young people (aged 8 to 18). 

Children who cease to attend a school 

There are many reasons why a child stops attending a school. It could be because the parent chooses to home 

educate their child. However, where the reason for a child who has stopped attending a school is not known, 

the local authority should investigate the case and satisfy itself that the child is receiving suitable education. 

 


