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1. Introduction 

 

The purpose of this policy is to inform all staff, parents, governors and volunteers at 

Kingsmead School about our statutory responsibilities for safeguarding children.  The policy 

also aims to enable everyone to fully understand their roles in effectively safeguarding 

children, and to explicitly illustrate the processes and practices that best enable this to 

happen. 

 

This policy follows the procedures established by the Somerset Safeguarding Children 

Board (SSCB) for all agencies in Somerset who work with Children and Families. 

 

This policy reflects the schoolôs statutory safeguarding responsibilities as outlined in the key 

documents: 

 

Keeping Children Safe in Education (Department for Education ï September 2016) 

Working Together to Safeguard Children (Department for Education ï June 2016) 

 

From July 2015 schools also have a duty to protect children from the risk of radicalisation 

and extremism (Section 26 Counter terrorism and security Act, 2015).  As part of their 

wider safeguarding duties, staff must be alert to the possibility of radicalisation and be aware 

of appropriate indicators.   

 

For the purposes of this policy the term óChildrenô refers to any young person under the age 

of 18.   
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For the purposes of this policy, the term óSafeguardingô is defined as: 

¶ Actions and processes that aim to protect children from maltreatment or the 

impairment of their health or development.  

¶ Ensuring that children grow up in circumstances consistent with the provision of safe 

and effective care 

¶ Taking action to enable all children to have the best outcomes 

 

For the purposes of this policy, the term óChild Protectionô refers more specifically to: 

¶ Children who are at risk of serious harm or have been seriously harmed.   

¶ The multi-agency statutory processes and practices in place to support children who 

have either a Child Protection (C.P.) Plan or a Children in Need (C.I.N.) Plan ï or are 

in the process of being assessed by Childrenôs Social Care for such a plan.   

 

For the purposes of this policy, the term óstaffô refers to: 

¶ Full or part-time employees 

¶ Temporary employees,  

¶ Professionals working in the school on behalf of another agency 

¶ Volunteers 

¶ Governors 

 

This Policy operates in conjunction with the following polices: 

 

¶ AEN Policy 

¶ Anti-Bullying Policy 

¶ Attendance Policy 

¶ Behaviour Policy 

¶ Children Looked After Policy 

¶ Complaints Policy 

¶ Critical Incidents Policy 

¶ Drugs and Substances Policy 

¶ Health and Safety Policy 

¶ ICT and Online Safety Policy 

¶ Medical Treatment Policy 

¶ PSHCE Policy 

¶ Sex and Relationships Education Policy 

¶ Staff and Volunteer Acceptable Use: ICT & Online Safety Policy 

¶ Staff Disciplinary Policy 

¶ Student and Parent/Carer Acceptable Use: ICT & Online Safety Policy 

¶ Tragedy Policy 

¶ Whistleblowing Policy 

 

There are three main elements to our safeguarding policy: 

 

1. Prevention ï through the teaching and pastoral support offered to the students 

within the whole school protective ethos. 
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2. Protection ï by following agreed procedures, ensuring all staff are appropriately 

recruited, trained and supported to respond appropriately and sensitively to 

safeguarding/ Child Protection concerns.  All staff are trained to recognise and report 

concerns early so that we can engage early help. 

 

3. Support ï to students who may have been abused. 

 

It is vital that children receive the right help at the right time to address risks and prevent the 

escalation of risk.  Research and Serious Case Reviews have repeatedly shown the 

dangers of failing to take early and effective action.  It is especially important to emphasise 

the importance of communicating with other agencies and working together to protect 

children. 

 

It is absolutely vital that we foster a professional ethos where appropriate staff: 

 

¶ Are aware of the changes in childrenôsô behaviour/ appearance which may indicate 

they are in need of help or protection 

¶ Act on and refer the early signs of neglect 

¶ Listen to the views of the child 

¶ Keep appropriate and clear records 

¶ Assess concerns appropriately if matters do not improve 

¶ Share information promptly 

¶ Challenge those who appear not to be taking appropriate action 

 

This policy will be reviewed annually by the governing body, and is available on the schoolôs 

website. 

 

2. School Commitment 

 

Our core values explicitly state that we should care for and respect all members of the 

school community.  The safeguarding of children is at the heart of these core values and 

there is nothing more important than the welfare and safety of children in our care. 

 

Children have an absolute right to feel safe and be listened to.  This fundamental principle 

underpins our practices through both the pastoral system, student voice and the curriculum.   

 

We will always endeavour to reflect relevant safeguarding issues through our PSHCE 

curriculum, as well as acting in accordance with our duty to promote British Values of 

democracy, tolerance, the rule of law and respect for others of different backgrounds and 

faiths. 

 

Children cannot learn effectively or make good progress unless they feel safe, respected 

and listened to.  Our other core values of aspiration and determination can only be fully 

realised within a whole school ethos where student well-being and safety lie at its core. 
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Everyone within the school community who has contact with children and families has a 

responsibility and a duty to safeguard children and should be fully aware of their statutory 

responsibilities to do this. 

 

We are therefore fully committed to establishing and developing an ethos where: 

 

¶ Students feel safe, are encouraged to talk to trusted adults and are listened to 

¶ Students know where they can go, and to whom they can speak to if they have 

concerns 

¶ The Student Support systems offer opportunities for students to discuss concerns 

¶ The Student Welfare Officer is able to be contacted to discuss concerns 

¶ Students have the opportunity to learn about the skills need to stay safe from abuse 

ï including e-safety 

¶ Students understand rules and boundaries and know that positive behaviour will be 

praised, and other behaviours challenged. 

¶ All staff are fully aware of their safeguarding responsibilities 

¶ Studentsô self-esteem and motivation are supported through our Core Values 

¶ Effective working relationships with Parents/Carers and other agencies are 

professional and constructive. 

 

3. Statutory Framework 

 

In order to safeguard and promote the welfare of children, the school will act in accordance 
with the following legislation and guidance:  
 

¶ The Children Act 1989 ï Especially Section 17 and section 47 

 

¶ The Children Act 2004 ï the establishment of Local Safeguarding Boards 

 

¶ Education Act 2002 (section 175)  

 

¶ Keeping Children Safe in Education (DfE ï September 2016) 

 

¶ What to Do If Youôre Worried a Child is Being Abused (March 2015) 

 

¶ Information Sharing (2015) 

 

¶ Safeguarding Children and Safer Recruitment in Education (DfES 2006)  

 

¶ Working Together to Safeguard Children (DfE June 2016)  

 

¶ The Education (Pupil Information) (England) Regulations 2005  

 

¶ Dealing with Allegations of Abuse Against Teachers and Other Staff (DfE 2011)  

 

¶ Information Sharing: Advice for Practitioners Providing Safeguarding Services to 
children, young people and carers (DfE 2015)  
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¶ Keeping Children Safe in Education (DfE September 2016) places the following 
responsibilities on all schools:  

 

¶ Schools should be aware of and follow the procedures established by the Somerset 
Safeguarding Children Board  

 

¶ Staff should be alert to signs of abuse and know to whom they should report any 
concerns or suspicions  

 

¶ Schools should have procedures (of which all staff are aware) for handling suspected 
cases of abuse of pupils, including procedures to be followed if a member of staff is 
accused of abuse, or suspected of abuse  

 

¶ A Designated Senior Person (Designated Safeguarding Lead - DSL) should have 
responsibility for co-ordinating action within the school and liaising with other 
agencies. At least one Deputy Designated Safeguarding Lead (DDSL) will work 
alongside the DSL  

 

¶ When considering sharing information with other professional agencies in order to 
safeguard a child it is important to ensure that the Data Protection Act 1998 is 
considered. Any information shared must be proportionate to the need and level of 
risk; relevant to the purpose; adequate to ensure it can be understood and acted on; 
accurate with facts clearly stated and relevant opinion identified as such; timely ï in 
order to reduce risk of harm. Information should be shared securely and a record 
kept.  

 

¶ The Designated Safeguarding Lead and Deputies should undergo updated child 
protection training at regular intervals but at least annually.  

 

There will be an annual safeguarding report by the Designated Safeguarding Lead (DSL) to 

Governors in the Autumn Term of each year.  This is a statutory duty arising out of the 

Education Act 2002 (Section 157).  This report will be filed with the Full Governors Minutes 

and will be based on the annual audit completed for the Somerset Safeguarding Children 

Board.   

 

The annual report is an opportunity for governors to discuss safeguarding and child 

protection at a strategic level.  It is not an opportunity to discuss individual cases and 

anonymity must be preserved. 

 

4. Key Roles and Responsibilities 

Designated Safeguarding Lead(s) 

The Designated Safeguarding Lead is: 

Name:  Andy Dunnett 

Role:  Senior Assistant Headteacher 

The Deputy Designated Safeguarding Lead is: 

Name:  Mo Colley 

Role:  Leader of Inclusion (With additional responsibility for Looked after Children) 
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It is the role of the Designated Safeguarding Lead (and DDSL) to:  

 
¶ Ensure that he/she receives refresher training at least annually to keep his or her 

knowledge and skills up to date  

¶ Ensure that the Headteacher and all staff members receive appropriate child 
protection training which is regularly updated, at least annually. Act as a source of 
support, advice and expertise to staff on matters of safeguarding.  

¶ Ensure staff are aware of how to identify children who may benefit from early help, 
how they may have a role in it and how they may support the assessment process  

¶ Ensure that new staff receive a safeguarding children induction within 5 working days 
of commencement of their contract  

¶ Ensure that appropriate supplies of Concern Forms, Body Charts and other relevant 
stationary are available to all staff 

¶ Attend relevant Child protection or CIN Meetings 

¶ Ensure that all visitors and temporary staff are informed of the schoolôs safeguarding 
procedures in writing on arrival and that a briefing is delivered within 3 days.  

¶ Ensure that the school operates within the legislative framework and recommended 
guidance  

¶ Ensure that the  Headteacher is kept fully informed of any concerns, especially 
ongoing enquiries under section 47 of the Children Act 1989 and police investigations 

¶ Develop effective working relationships with other agencies and services  

¶ Decide upon the appropriate level of response to specific concerns about a child e.g. 
discuss with parents, offer an assessment under the Early Help Assessment/ 
Common Assessment Framework (CAF) or refer to Childrenôs Social Care.  

¶ Liaise and work with Childrenôs Services: Safeguarding and Specialist Services over 
suspected cases of child abuse  

¶ Manage referrals to Childrenôs Social Care and where appropriate, the Disclosure 
and Barring Service and the Police  

¶ Ensure that accurate safeguarding records relating to individual children are kept 
separate from the academic file in a secure place, marked 'Strictly Confidential' and 
are passed securely should the child transfer to a new provision  

¶ Submit reports to and ensure the schoolôs attendance at child protection 
conferences; contribute to decision making at said conferences and deliver relevant 
actions planned to safeguard the child  

¶ Ensure that the school effectively monitors children about whom there are concerns, 
phoning rather than texting for first day absence and notifying Childrenôs Services: 
Safeguarding and Specialist Services when there is an unexplained absence of more 
than two days for a child who is the subject of a child protection plan. 

¶ Ensure that the school is aware of and meeting the specific needs of children in 
need, looked after children, those with special educational needs and young carers  

¶ Provide guidance to parents, children and staff about obtaining suitable support  

¶ Ensure that information related to Safeguarding is available to parents on the website 
and that parents are made aware of the schoolsô procedures.  

¶ Undergo Prevent Awareness training in order to provide support and advice to staff 
on protecting children from the risk of radicalisation and extremist views  
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The Governing Body 

The Governing Body fully recognises its responsibilities with regard to safeguarding and 
promoting the welfare and safety of children and will ensure it complies with the duties set 
out in legislation (Keeping Children Safe in Education ï DfE September 2016).  
 
 
The nominated governor for safeguarding/ child protection is:  
 
Name:   Eva Heim  
 
The Governing Body will:  

¶ Designate a governor for Safeguarding who will oversee the Trustôs Safeguarding 
procedures and processes.  

¶ Appoint a Designated Safeguarding Lead (DSL) who must be a member of the 
Senior Leadership Team (SLT) and a minimum of one Deputy Designated 
Safeguarding Leads (DDSL).  

¶ Ensure that the school contributes to inter-agency working in line with Working 
Together to Safeguard Children 2016  

¶ Ensure that safeguarding arrangements are in accordance with the Somerset 
Safeguarding Children Board (SSCB) 

¶ Appoint designated teachers to promote the educational achievement of Looked 
After Children (Mo Colley)  

¶ Ensure safeguarding is considered when reporting children missing from education.  

¶ Ensure all staff within the school read at least Part 1 of Keeping Children Safe in 
Education, Statutory Guidance for schools and colleges, September 2016, and sign 
to acknowledge this  

¶ Monitor staff training in relationship to Safeguarding: regularly reviewing the training 
log, overseeing the Annual Safeguarding report and sampling training  

¶ Ensure an annual report is made to the Governing Body on safeguarding matters. 
This report will be based on the annual audit completed for the Somerset 
Safeguarding Children Board (SSCB)  

¶ Ensure that this Policy is revised and updated annually, along with the staff code of 
conduct.  

¶ Act on any allegation made against the Headteacher in liaison with the Local 
Authority (LA).  

¶ Ensure the DSL attends Prevent Awareness training and that staff are aware of their 
duties in terms of promoting British Values and seeking to prevent radicalisation  

¶ Ensure children are taught about safeguarding.  

¶ Ensure procedures are in place to handle allegations against staff and volunteers  

¶ Ensure procedures are in place to handle allegations against other children  

¶ Ensure a written policy on recruitment is in place which is up to date in terms of 
requirements  

¶ Ensure staff are appropriately checked prior to appointment or undertaking a 
regulated activity (see Safer Recruitment Policy) in order to prevent harm to children  

¶ Ensure at least one person on the appointment panel at interviews is Safer 
Recruitment trained  

¶ Ensure the Single Central Register is correctly maintained  

¶ Ensure that staff who work with primary children under the age of 8 have been asked 
to disclose for disqualification purposes  

¶ Ensure a childôs wishes and feelings are considered when determining action and 
providing services  



8 
 

Term 2- 2018 ï Safeguarding and Child Protection   
Author: Deputy Headteacher ï Personal Development, Behaviour & Welfare  

¶ Ensure confidentiality is not agreed by staff and that staff always act in the best 
interests of the child 

 
Reasonable measures must be taken to ensure site security 

¶ Access to the site must be monitored and appropriate signage clearly displayed 

¶ All staff and visitors must wear an identification badge at all times 

¶ Visitors must sign in at Reception having read and acknowledged the importance of 
the safeguarding statement displayed in the reception area, and wear a Visitors 
badge for the duration of their stay.  

¶ Any adult without a badge must be challenged.  

¶ Governors must set the example by wearing their ID badges when in school. 

 

5. Practical Advice ï When To Be Concerned 

All staff need to be aware that the main categories of abuse are: 

¶ Physical Abuse 

¶ Emotional Abuse 

¶ Sexual Abuse 

¶ Neglect 

 

All staff should be concerned about a child if he/she presents with indicators of possible 

significant harm within these four categories and report these concerns immediately to the 

DSL. (See Appendix 1 for full details) 

.  
Generally, in an abusive relationship the child may:  
 

¶ Appear frightened of the parent/s or other household members e.g. siblings or others 
outside of the home  

 

¶ Act in a way that is inappropriate to her/his age and development (full account needs 
to be taken of different patterns of development and different ethnic groups)  

 

¶ Display insufficient sense of óboundariesô, lack stranger awareness  
 

¶ Appear wary of adults and display ófrozen watchfulnessô  
 

¶ Have erratic attendance  
 

There are other key areas relating to safeguarding that staff need to be fully aware of. These 

key areas can be summarised as: 

¶ Attendance 

¶ Breast Binding/ Ironing 

¶ Bullying (Including Cyber Bullying) 

¶ Child Sexual Exploitation (CSE) 

¶ Children Missing from Education (CME) ï Appropriate referrals when the school 

believes a young person is missing from education will be sent to the local authority ï 

see attendance policy.) 

¶ Domestic Violence 

¶ Drug and Substance Misuse 

¶ Educational Visits 

¶ Fabricated or Induced Illness 
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¶ Faith Abuse 

¶ Female Genital Mutilation (FGM) 

¶ Fixed Marriage 

¶ Gangs/ Youth Violence 

¶ Gender Based Violence (Violence Against Women and Girls) 

¶ Harassment and Discrimination 

¶ Hate 

¶ Honour based violence 

¶ Intimate Care 

¶ Management of Contactors 

¶ Management of Visitors 

¶ Meeting the Needs of Students with medical Conditions, including Mental Ill Health 

¶ Peer on Peer Abuse 

¶ Private Fostering (The local authority will be informed if concerns regarding private 

fostering are raised). 

¶ Providing First Aid 

¶ Racist Abuse 

¶ Radicalisation & The Prevent Strategy 

¶ Relationship Abuse 

¶ Self-Harm 

¶ Sexting 

¶ Teenage Relationship Abuse 

¶ Trafficking 

 

Recent legislation prioritises the importance of staff being aware of the following key areas 

and as such it is important to explicitly make reference to them in the main body of the 

policy: 

 

Child Sexual Exploitation 

 

Children and young people under the age of sixteen cannot, by law consent to sexual 

intercourse and anyone engaging in sexual activity with a child under the age of sixteen is 

committing an offence.  Although the age of consent is sixteen, it is illegal for those under 

eighteen to be paid for sexual services in money or in kind.  All children involved in sexual 

exploitation should be treated as victims of abuse, even those aged between 16 and 18.  

Concern that a child, young person or vulnerable adult may be involved in sexual 

exploitation or at risk of being drawn into it will always initiate action to ensure a childôs 

safety and welfare. 

 

The definition of Child Sexual Exploitation can be understood as follows: 

 

The sexual exploitation of children and young people under 18 involves exploitative 

situations, contexts and relationships where young people(or a third person or persons) 

receive ósomethingô (e.g. food, accommodation, drugs, alcohol, cigarettes, affection, gifts, 

money) as a result of them performing , and/or another or others performing on them, sexual 

activities. 

 

Child sexual Exploitation can occur through the use of technology without the childôs 

immediate recognition; for example being persuaded to post sexual images on the internet/ 
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mobile phones without immediate payment or gain.  In all cases, those exploiting the child/ 

young person have power over them by virtue of their age, gender, intellect, physical 

strength and/or economic or other resources.  Violence, coercion and intimidation are 

common, involvement in exploitative relationships being characterised in the main by the 

child or young personôs limited availability of choice resulting from their social/ economic 

and/ or emotional vulnerability. 

 

(National Working Group for Sexually Exploited Children and Young People 2008) 

 

Although the definition of CSE is long and detailed, in essence such abuse is characterised 

by children and young people receiving goods, favours and money in return for sexual 

activity.  Staff need to be aware to recognise risk groups and indicating factors of CSE that 

may include an awareness of an inappropriate relationship, a boyfriend/ girlfriend who 

appears genuine but becomes abusive or any suggestion of links to organised crime/ 

prostitution. 

 

Risk Groups might include: 

 

¶ A history of running away 

¶ Homelessness 

¶ Those in care 

¶ Young people with learning difficulties 

¶ Migrant Children 

¶ Unaccompanied asylum seeking children 

¶ Those disengaged from education 

¶ Young people involved with substance abuse 

¶ Young people in gangs 

¶ Poor mental health 

¶ Parental drug/alcohol abuse 

¶ Disrupted family life 

¶ Domestic violence 

¶ History of physical or sexual abuse 

 

Indicating factors might include: 

 

¶ Going missing for a period of time 

¶ Returning home late 

¶ Disengagement from education 

¶ Poor school attendance 

¶ Appearing with unexplained gifts. Jewellery/ money etc 

¶ Associating with others with involved in sexual exploitation 

¶ Frequently in the company of older people ï particularly girlfriends or boyfriends 

¶ Poor sexual health 

¶ Mood swings 

¶ Drug/ Alcohol misuse 

¶ Inappropriate sexualised behaviour ï especially around strangers 

¶ Association with óriskyô adults 

¶ Chronic tiredness 

¶ Secretive behaviour 
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¶ Low-level crime (e.g shoplifting) 

¶ Self-harm 

¶ Talking about visiting different areas- particularly at night. 

 

If any member of staff recognises any of the above risk factors or indicating factors they 

should make a referral to the DSL immediately. 

 

Further information about CSE can be found in óTackling Child Sexual Exploitationô (HM 

Gov 2015). 

 

Female Genital Mutilation (FGM) 

 

Since 1985 it has been a serious criminal offence under the Prohibition of Female 

Circumcision Act to perform FGM or to assist a girl to perform FGM on herself.  The Female 

Genital Mutilation Act 2003 criminalises FGM being carried out on UK citizens overseas.  

Anyone found guilty of the offence faces a maximum penalty of 14 years in prison. 

 

All staff should be aware that girls at risk of FGM may not be aware of the practice or that it 

might be performed on them, so sensitivity should be shown when approaching the subject. 

 

Any Known cases of FGM must be reported to the DSL who then has a mandatory 

reporting duty to inform the police. 

 

FGM is practised in predominantly in North African countries, the Middle East and Asia.  

FGM is more prominent in urban areas in the UK, but Kingsmead School will remain vigilant 

to the fact that it could occur anywhere in the UK. 

 

The risk factors that staff need to be aware of are: 

 

¶ Low level of integration into UK society 

¶ Mother or sister who has undergone FGM 

¶ Girls who are withdrawn from PSHCE 

¶ Visiting female elder from the country of origin 

¶ Being taken on a long holiday to the country of origin 

¶ Talk about a óspecial procedureô to become a woman. 

 

Further information on FGM can be found in óMandatory Reporting of Female Genital 

Mutilation ï Procedural Informationô (Home Office 2015) and óMulti Agency Statutory 

Guidance on Female Genital Mutilationô (HM Gov 2016). 

 

Safeguarding Students Who are Vulnerable to Extremism/ Radicalisation 

 

Safeguarding children who are vulnerable to the risk of radicalisation/ extremism is a vital 

part of the Prevent Strategy.   

 

All Staff will have received bespoke training linked to the Prevent Strategy and Channel 

Programme. 

 

The Government approach to reducing the risk of terrorism is called CONTEST and has four 

parts to it: 
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¶ Protect ï To prevent the threat of a terrorist attack 

¶ Prepare ï To mitigate the impact of a terrorist attack 

¶ Pursue ï To stop terrorist attacks 

¶ PREVENT ï To stop people becoming terrorists or supporting terrorism 

 

The PREVENT aspect to this approach is central to safeguarding practices.  All staff should 

be aware of the ideologies in this area of safeguarding that include: 

 

¶ Animal rights extremism 

¶ Islamic extremism 

¶ Left-wing extremism 

¶ Right-wing extremism 

 

Extremism can be defined as an active opposition to fundamental British values that involve 

violence or the threat of violence. 

 

Staff need to be aware of indicating factors relating a vulnerability to extremism and report 

any concerns to the DSL ï these might include: 

 

¶ A discomfort about identity and belonging 

¶ A personal crisis 

¶ A sense of isolation 

¶ Low self esteem 

¶ Involvement with a new group of ófriendsô 

¶ Searching for óanswersô about faith, beliefs, identity or belonging. 

 

More critical risk factors might be: 

 

¶ Being in contact with extremist recruiters 

¶ Accessing violent extremist websites, especially those with a social networking 

element 

¶ Possessing or accessing violent literature 

¶ Using extremist narratives to explain personal disadvantage 

¶ Justifying violence to solve societal issues 

¶ Joining or seeking to join extremist organisations 

¶ Significant changes to behaviour/ appearance 

¶ Experiencing a high level of social isolation, resulting in issues of identity crisis and/ 

or personal crisis. 

 

If any member of staff has concerns, they should inform the DSL who will follow the 

Channel/ Prevent procedure (See Appendix 2). 

 

6. Dealing with Disclosures 

If any of the following occur: 

 

¶ A student discloses information about abuse 

¶ A member of staff suspects a student or young person may have been abused 
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¶ A Third party expresses concern 

¶ A staff member witnesses an abusive situation involving another staff member.  

 

The guidelines below should be followed: 

 

¶ Listen to what is being said without displaying shock or disbelief  

 

¶ Accept what is being said  

 

¶ Allow the child to talk freely  

 

¶ Reassure the child, but not make promises which it might not be possible to keep  

 

¶ Not promise confidentiality ï it might be necessary to refer to Childrenôs Services: 
Safeguarding and Specialist Services  

 

¶ Reassure him or her that what has happened is not his or her fault  

 

¶ Stress that it was the right thing to tell  

 

¶ Listen, only asking questions when necessary to clarify. Do not interrogate or enter 
into detailed investigations: phrases such as ñTell me what happenedò, ñWhen 
ééò are acceptable. Phrases such as ñDid he hit you?ò are not.  

 

¶ Not criticise the alleged perpetrator  

 

¶ Explain what has to be done next and who has to be told  

 

¶ Make a written record (see Record Keeping) ï and share the written report promptly 
with a DSL/ DDSL. 

 

¶ Pass the information to the Designated Safeguarding Lead or Deputy without delay  

 

Members of staff MUST NOT: 

  

¶ Investigate suspected/alleged abuse themselves.  
 

¶ Evaluate the grounds for concern.  
 

¶ Seek or wait for proof.  

 

¶ Discuss the matter with anyone other than the DSL or Headteacher. (Unless already 
raised with a line manager in the first instance). 

 

The Childrenôs Social Care Department and CAIT (Children Abuse and Investigation Team - 
Police) are the only agencies that can investigate allegations of abuse.  

 



14 
 

Term 2- 2018 ï Safeguarding and Child Protection   
Author: Deputy Headteacher ï Personal Development, Behaviour & Welfare  

The flowchart in Appendix 3 outlines the óWhat to do Ifô process when abuse or neglect is 
suspected. 

 

Support  

 

Dealing with a safeguarding disclosure from a child can be stressful. The member of 
staff/volunteer should, therefore, consider seeking support for him/herself and discuss this 
with the Designated Safeguard Lead.  

 

Anybody can make a referral.  

 

If, at any point, there is a risk of immediate serious harm to a child a referral should be made 

to Childrenôs Social Care immediately or the police should be contacted.  It is always best 

practice if this is managed by the DSL or another appropriately trained member of staff. 

 

 

7. Procedures ï Staff Responsibilities/ Record Keeping 
 
If any member of staff is concerned about a child he or she must inform the Designated 
Safeguarding Lead.  
 
In an emergency where the safety of a student(s) is acutely at risk, staff should call 999 
immediately.  
 
The welfare of the child is of paramount importance. This takes precedence over sensitivities 
about relations with parents/carers, the likely reaction of other parents/carers and the 
community and any wish a child might have for complete confidentiality (which cannot be 
guaranteed).  
 
Members of staff not following the procedures could put themselves at risk of disciplinary 
action and the child concerned at risk. As long as the procedures are adhered to, members 
of staff will receive the full support of the school and the Governing Body. 
 
When a child has made a disclosure, the member of staff should:  

 

¶ Make brief notes as soon as possible after the conversation.  

 

¶ Not destroy the original notes in case they are needed by a court ï hand to 
Designated Safeguarding Lead for filing  

 

¶ Record the date, time, place and any noticeable non-verbal behaviour and the words 
used by the child  

 

¶ Use the Body Chart (Appendix 4) to indicate the position of any injuries  

 

¶ Record statements and observations rather than interpretations or assumptions  

 

All records need to be given to the Designated Safeguarding Lead promptly. No copies 
should be retained by the member of staff. 
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The member of staff should use the Concern Form (See Appendix 5) to record the account.  
It may also be appropriate to include a copy of the Body Chart (See Appendix 4) if 
describing suspected physical abuse. 
 
The concern form is the most important form in the record keeping system, as it triggers any 
actions that follow. 
 
It is important that it includes: 
 

¶ The Childôs first and last name 

¶ The Day, date and time 

¶ A clear, concise and factual description of the concern 

¶ Indicate who is who in the report, give the role of each person and donôt use initials 
 
The member of staff must record information in writing regarding the concerns on the same 
day.  
 
If the account is recorded in any other format, the DSL will transfer it onto the appropriate 
Concern Form as soon as is possible. 
 
The DSL will decide whether the concerns should be referred to Childrenôs Services or 
Safeguarding and Specialist Services ï or if the concerns require support through other 
methods including an óEarly Help Assessmentô. 
 
If it is decided to make a referral to Childrenôs Services, this will be discussed with the 
Parents/ Carers by the DSL, unless to do so would place the child at further risk of harm. 
  
Information regarding Thresholds and decisions about thresholds can be found in Appendix 
6. The threshold documents themselves are available online at: 
 
http://sscb.safeguardingsomerset.org.uk/protocols-procedures-and-reviews/threshold-
documents/ 
 
The DSL will make contact with Childrenôs Services by Telephone and/or by the additional 

EHA form at the earliest opportunity.  Somerset Direct can be contacted on 0300 123 2224. 
 
In many cases the concerns do not reach the threshold for a Child Protection Referral 
(Section 47 Significant Harm) but that of a Child in Need (Section 17 Complex Support 
Needs) or an óearlierô intervention.   
 
This óearlierô intervention is the function of the Early Help Assessment (Previously the 
Common Assessment Framework ï CAF). This will identify an appropriate level of support 
for the young person/ family, which might be of a multi-professional nature, using PFSAôs or 
óGet Setô services.  The Early Help Assessment process will also identify a lead professional 
who will bring appropriate professionals together to empower the family to address concerns 
raised.  This is typically managed at óTeam around the Childô Meetings (TAC). 
 
Details of the Early Help Process are available at the Professional Choices Website:  
 
www.professionalchoices.org.uk 
 
The Early Help Assessment process (See Appendix 7) is a central part of Safeguarding and 
provides access to early support for young people and families.  The DSL, DDSL and other 

http://sscb.safeguardingsomerset.org.uk/protocols-procedures-and-reviews/threshold-documents/
http://sscb.safeguardingsomerset.org.uk/protocols-procedures-and-reviews/threshold-documents/
http://www.professionalchoices.org.uk/
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professionals in School (PFSAôs/ Welfare Officer/ Leaders of Student Support) may play a 
role in recognising when an appropriate Early Help Assessment might be made. 
 
 

 

Other Responsibilities 

All staff have a responsibility to be mindful of other safeguarding good practice by wearing 

identity badges at all times, and challenging those on the school site who seem not to be 

wearing an identity/ visitors badge. 

All staff also have a professional duty to keep up to date with safeguarding legislation and 

read any relevant information passed on by the DSL or attend appropriate training at regular 

intervals. 

8. Confidentiality 

 

Safeguarding children raises issues of confidentiality that must be clearly understood by all 
staff/volunteers in schools.  

 

¶ All staff have a responsibility to share relevant information about the protection of 
children with other professionals, particularly the investigative agencies (Childrenôs 
Services: Safeguarding and Specialist Services and the Police).  

 

¶ No adult must ever guarantee confidentiality to any student. Staff should make 
students aware that if they disclose information that may be harmful to themselves or 
others, then certain actions will need to be taken.  

 

¶ Staff/volunteers who receive information about children and their families in the 
course of their work should share that information only within appropriate 
professional contexts.  

 

9. Further Record Keeping 

 

The DSL has responsibility for maintaining the good record keeping of Safeguarding/ Child 

Protection documentation/ files. 

 

If a student has had any initial safeguarding concern raised about them, the DSL will open a 

safeguarding file, which will be kept securely in a locked location and separate from their 

main file.  The DSL will only discuss safeguarding issues in the file with relevant staff on a 

óneed to knowô basis. 

 

Students who are subject to a Child Protection Plan or a Child in Need Plan should have a 

separate Child Protection file which will be kept securely in a locked location and separate 

from their main file.  The file will be used to store any minutes/ plans from CP/ CIN 

Conferences or Meetings.  The DSL will only discuss issues in the file with relevant staff on a 

óneed to knowô basis. 
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Safeguarding and Child Protection files should have a chronology sheet at the front of them 

(See Appendix 8) to outline any incidents/ phone calls/ observations or actions in 

chronological order that pertain to safeguarding. 

 

If a student moves to another school or college (KS5 Transition), the file will be sent by the 

DSL to the appropriate DSL at the school by recorded delivery, with a notice of delivery form 

(See Appendix 9) that will be signed and returned to the DSL. 

 

Any Safeguarding or Child Protection files from transition (KS2) will be immediately signed 

for and filed securely by the DSL.  The DSL will only discuss Safeguarding/ Child Protection 

issues in the file with relevant staff on a óneed to knowô basis. 

 

Students with a Child Protection Plan will be added to the confidential register by the DSL 

and information regarding any impact of the plans will be shared with relevant staff by the 

DSL. 

 

Safeguarding Records should be kept by the studentôs last educational establishment until 

the student is 26 years of age, then disposed of securely. 

 

The DSL will maintain records to inform the annual safeguarding report to Governors. 

 

 

10. Information Sharing 

 

When children are suffering or may be at risk from suffering significant harm, concerns must 

always be shared with Childrenôs Social Care or the Police. 

 

We will always endeavour to work in partnership with Parents and Carers and seek their 

consent to share relevant information. 

 

If parents do not consent, the duty to refer overrides this, as the safety of the child is 

paramount. 

 

Seeking consent is not required, if to do so would: 

 

¶ Place a person at increased risk of harm (usually the child, but also a family member 

or another person) 

¶ Prejudice the prevention, detection or prosecution of a serious crime 

¶ Lead to an unjustifiable delay in making enquiries. 

 

11. The Single Central Record (SCR) 

 

The Single Central Record will be kept up to date and show: 

 

¶ All staff who work at the school 

¶ All others who work in regular contact with children in the school including volunteers 
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¶ All members of the proprietor body 

 

The SCR will record anyone that visits the school on more than three occasions each month. 

 

The SCR will include the following checks: 

 

¶ An Identity check 

¶ A barred list check 

¶ An enhanced DBS check 

¶ A prohibition from teaching check (For anyone who has a teaching qualification) 

¶ Further checks on people living or working outside the UK 

¶ A check on professional qualifications 

¶ A check to establish the personôs right to work in the UK 

 

12. Safer Recruitment 

 

We always foster a culture of safer recruitment that deters, rejects or identifies anyone who 

might harm children. 

 

At least one person on interviewing panels will have completed óSafer Recruitmentô training. 

 

Advertisement, interviewing and selection/appointment processes will be mindful of óSafer 

Recruitmentô best practice at all times. 

 

13. Training 

 

Kingsmead is committed to arranging relevant, regular and up to date training for all staff in 

relation to safeguarding and Child Protection. 

 

All named Safeguarding Leads have level 3 training that is updated every two years.  All 

staff receive SSCB Update Training annually and Safeguarding is central to the induction of 

new staff. 

 

The DSL is fully trained as an óUpdateô trainer ï and as a Prevent facilitator/ trainer. 

 

Weekly Update training resources are received by the DSL and shared with relevant staff. 

 

Training events in relation to relevant issues such as CSE, Prevent and other topical areas 

are regularly attended by Safeguarding leads and other staff as required. 

 

The DSL will coordinate and monitor such training. 

 

14. Managing Allegations against Staff 

 

It is important for all staff to be aware of how to minimise their vulnerability to allegations.  As 

such staff are required to read the óEstablishing Good Practiceô guidelines in Appendix 10. 
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Staff must also be aware of the Government Document óGuidance for Safer Working 

Practice for Adults Who Work with Children and Young People in an Educational 

Settingô. 

 

Allegations by a child or young person will always be recorded and reported.  If any member 
of staff has a concern about the conduct of other adults in the school, the concern should be 
taken to the DSL or the Headteacher.  If the concern is about the Headteacher, it should be 
referred to the Chair of Governors. 
 
In all instances the Headteacher will be informed.  
 
If the concern involves the Headteacher then the Chair of Governors will be informed.  
 
The Chair of Governors:  
 
Mrs Gill Turner 01984 623218 
 
In the absence of the Chair of Governors, the Vice Chair should be contacted.  
 
The Vice Chair of Governors:  
 
Mrs  Judith Jackson 01823 433813 
 
In situations where it is felt that a member of staff has: 
 

¶ Behaved in a way that has harmed a child, or may have harmed a child; 
 

¶ Possibly committed a criminal offence against a child; or 
 

¶ Behaved towards a child or children in a way that indicates he or she would pose a 
risk of harm to children. 

 
The Local Authority Designated Officer (LADO) for Allegations Management (Using an ARF 
ï See Appendix 11) and HR , will be informed and the DSL/ Headteacher will need to await 
for advice from the LADO before further investigations are made. 
 
The Local Authority Designated Officer  
 
Anthony Goble 0300 123 2224  
 
The recipient of an allegation must not unilaterally determine its validity, and failure to report 
it in accordance with procedures is a potential disciplinary matter.  
 
Allegations will be handled according to the Staff Disciplinary policy.  

 
It is important that staff are familiar with The Whistle Blowing Policy to understand how to 

raise a concern. 

 

In the event of any dismissal for safeguarding concerns, the Disclosure and Barring Service 
(DBS) will be informed.  
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If staff receive a disclosure it is important to reassure the child that what he/she says will be 
taken very seriously and everything possible done to help.  
 
If staff are in the room when a student begins to disclose concerns to another person, they 
should stay unobtrusively in the background. Staff may be able to support/witness what has 
been said if required.  
 

15. Managing Allegations against Other Students 

 

At Kingsmead School, we believe that all students have a right to attend school and learn in 

a safe environment.  Students should be free from harm by adults and other students in the 

school. 

 

We recognise that some studentsô behaviour will sometimes negatively affect the learning 

and well-being of others.  This behaviour will usually be managed in line with the schoolôs 

behaviour policy. 

 

Occasionally, allegations may be made against students by others in the school which are of 

a safeguarding nature. 

 

These could include Physical abuse, Emotional abuse, Sexual abuse or Sexual Exploitation. 

 

When an allegation is made about another student of a safeguarding nature, the member of 

staff must inform the DSL. 

 

A record should be made of the allegation, and Childrenôs Social Care should be contacted 

and appropriate action taken. 

 

If the allegation indicates a potential criminal offence has taken place, the DSL will contact 

parents/ carers (of both the alleged perpetrator and victim) and the Police. 

 

If the complaint is not taken up by Childrenôs Social Care or the Police, a thorough 

investigation should take place using the schoolôs behaviour guidelines. 

 

Glossary of Terms 

 

ARF ï Allegations Referral Form 

CIN ï Child in Need 

CP ï Child protection 

CSC ï Children Social Care 

DDSL ï Deputy Designated Safeguarding Lead 

DfE ï Department for Education 

DSL ï Designated Safeguarding Lead 

HR ï Human Resources 

LADO ï Local Authority Designated Officer 

SSCB ï Somerset Safeguarding Children Board 

 



21 
 

Term 2- 2018 ï Safeguarding and Child Protection   
Author: Deputy Headteacher ï Personal Development, Behaviour & Welfare  
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Appendix 1 ï Indicators of Harm. ï The Poster below outlines signs of abuse or neglect - 
More detailed information can be found at: 

 

https://www.nspcc.org.uk/preventing-abuse/signs-symptoms-effects/ 

 
  

 

 

 

https://www.nspcc.org.uk/preventing-abuse/signs-symptoms-effects/
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APPENDIX 2: Process map for Schools staff reporting a concern of a vulnerable individual 

 
 

Prevent and Channel 

 

 

 

 

 

 

  

 

 

 

  

 

 

 

  

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It is important for you as a member of staff to know where to go if you have a concern 

that someone may be on the route to radicalisation. Below is a flow chart which aims 

to show the process as to which you can follow: 

Member of staff identifies concern. 

Concern reported to Schools 

Safeguarding Lead or Line Manager 

Safeguarding with member of staff gather more 
information where possible and identifies what 

further action is required 

If there is no 

immediate risk 

If there an is 

immediate 

risk call 999 

1. Speak with Somerset Direct 

Or your other options 

are: 

2. Call 101 and ask 

for Local Policing 

Team 

3. Contact your Regional Police 

Prevent & Channel Lead  

(DI Mandy Pilling 07585307109 or 

DI Sam Norman 07881268432) 

4. Email: 

channelsw@avonandsomerset.pnn.p

olice.uk 

5. Call the Anti-terrorist 

Hotline on 0800 789 321 



24 
 

Term 2- 2018 ï Safeguarding and Child Protection   
Author: Deputy Headteacher ï Personal Development, Behaviour & Welfare  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Further information gathering with your institution and 

other key agencies that the individual is involved with. 

Are there shared concerns between partners? Is there a 

vulnerability to radicalisation? 

Police will organise a Multi-Agency 

Channel meeting which will be made of 

key partners. The meeting will be 

chaired by your Local Authority. 

Implement support plan 

depending on level of risk. 

Regularly review process ï Channel Panel 

members work together to review progress and 

reduce risks. 

The individual will exit the 

Channel process when all 

partner agencies feel that 

the vulnerability to 

radicalisation has been 

completely removed or 

significantly lessened. 

If it is deemed there 

is low risk ïfurther 

action within 

normal support.  

Key agency 

progresses with 

further monitoring. 

Yes 

N

o 

It is important to remember 

that consent is gained with 

the individual to be part of 

Channel support and 

intervention. 

Once a referral has exited the process, it will be reviewed at 6 and 

12 months.  If concerns remain, the individual can be      re-referred. 
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APPENDIX 3:  What to do if you are worried a child is being abused 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Useful Information and contacts: 

 

Somerset Direct: 0300 123 2224 children@somerset.gov.uk 

 

Somerset Safeguarding Children Board 

http://sscb.safeguardingsomerset.org.uk 

 

 

óWhat to do if you are worried a child is being abusedô ï 

government document 

No further child protection action. May need 

to ensure necessary services are provided 

by own agency or other agency. Record 

discussion. Consider EHA. 

Discuss with Designated Safeguarding 

Lead 

Concerns remain 

Member of staff has concerns about a childôs welfare 

In an emergency call 999 Discuss with line manager 

No longer have 

concerns 

Concerns remain 

Referencing the SSCB threshold document 

 

Follow the Child Sexual 

Exploitation Screening Tool 

process 

Initiate a Early Help 

Assessment (EHA) 

Phone Somerset Direct with 

the concerns and follow up 

with an email within 48 

hours 

children@somerset.gov.uk 

0300 123 2224 

 

 

mailto:children@somerset.gov.uk
http://sscb.safeguardingsomerset.org.uk/
https://slp.somerset.org.uk/sites/somersetlscb/LSCB%20Documents/What%20to%20Do%20if%20You're%20Worried%20a%20Child%20is%20Being%20Abused%20-%20Summary.pdf
https://slp.somerset.org.uk/sites/somersetlscb/LSCB%20Documents/CSE%20screening%20and%20CSE%20MASH%20referral%20process.pdf
https://slp.somerset.org.uk/sites/somersetlscb/LSCB%20Documents/CSE%20screening%20and%20CSE%20MASH%20referral%20process.pdf
https://slp.somerset.org.uk/sites/somersetlscb/LSCB%20Documents/CSE%20screening%20and%20CSE%20MASH%20referral%20process.pdf
mailto:children@somerset.gov.uk
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Appendix 4 ï Body Chart 
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Appendix 5 ï Concern Form 
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Appendix 6 ï Threshold Flowchart and Information
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Appendix 7 ï Early Help Assessment Guidance 
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