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Key Definitions 
 
Safeguarding This is broader than child protection, and includes protecting children from 

ƳŀƭǘǊŜŀǘƳŜƴǘΤ ǇǊŜǾŜƴǘƛƴƎ ǘƘŜ ƛƳǇŀƛǊƳŜƴǘ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ƘŜŀƭǘƘ ƻǊ ŘŜǾŜƭƻǇƳŜƴǘΤ 
ensuring that children are growing up in circumstances consistent with the provision 
of safe and effective care; and taking action to enable all children to have the best 
outcomes.  

 
Local Safeguarding Partners Local Safeguarding Partners are the new arrangements being introduced to 

replace LSCBs (Local Safeguarding Children Boards) from September 2018 (transition 
arrangements will be in place until September 2019). A safeguarding partner in 
relation to a local authority area in England is defined under the Children Act 2004 
(as amended by the Children and Social Work Act, 2017) as: 

a) The local authority 
b) A clinical commissioning group for an area any part of which falls within the 

local authority area 
c) The chief officer of police for an area any part of which falls within the local 

authority area 
The three safeguarding partners are expected to agree on ways to coordinate 
safeguarding services so that children are safeguarded and their welfare promoted. 
Detailed guidance on these arrangements can be found in Chapter 3 of Working 
Together to Safeguard Children 2018. 

 
LADO Local Authority Designated Officer(s) for Child Protection.  Each local authority 

should have designated a particular officer, or team of officers, to be involved in 
the management and oversight of allegations against people that work with 
childrenΦ ¢ƘŜ ǘŜǊƳ Ψ[!5hΩ ƛƴ ǘƘƛǎ ŘƻŎǳƳŜƴǘ ƛǎ ǳǎŜŘ ŦƻǊ convenience to designate 
these local authority designated officer(s) or other appropriate first point of 
contact for child protection concerns, whatever terminology the LSCB/local 
safeguarding partners may use. 

 
 
IFD (CADT) Integrated Front Door ( formerly Central Advice and Duty Team) provide a single 

contact point to the Department of Adult Social Services and Children and Young 
tŜƻǇƭŜΩǎ 5ŜǇŀǊǘƳŜƴǘΦ ¢hey aim to answer any questions about how to get support 
from them. If you contact IFD, they will give you the advice and information you 
need to find out what support could be available to you. They have an out-of-hours 
emergency service which is run by a team who aims to make any situation safe 
until daytime services can be used.  

A full list of key terms is set out in Appendix B1. 
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A1. Identifying and Responding to Pupils at Risk of Harm 
 
Identifying and Recognising Abuse 
 
School staff who have day-to-day contact with pupils are particularly well placed to observe outward signs 
of abuse such as changes in behaviour or developmental concerns. Staff are under an obligation to ensure 
that they are alert to signs of abuse and neglect, and to question the behaviour of children and 
parents/carers without necessarily taking what they are told at face value. They should make sure they know 
where to turn to if they need to ask for help, and that they refer concerns to the Designated Safeguarding 
Lead if they suspect that a child is at risk of harm or is in immediate danger. Safeguarding children is 
ŜǾŜǊȅƻƴŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅΣ ŀƴŘ ƛǘ ƛǎ ōŜǘǘŜǊ ǘƻ ƘŜƭǇ ŎƘƛƭŘǊŜƴ ŀǎ ŜŀǊƭȅ ŀǎ ǇƻǎǎƛōƭŜ ōŜŦƻǊŜ ƛǎǎǳŜǎ ŜǎŎŀƭŀǘŜ ŀƴŘ 
become more damaging. It is important not to let other considerations, like the fear of damaging 
relationships with adults, get in the way of protecting children from abuse and neglect. If you have concerns 
to report, you should view this as the beginning of a process of enquiry, not an accusation. 
 
The identification of child abuse is almost always arrived at through piecing together a variety of factors as 
in a jigsaw puzzle, rather than there being one definite sign, symptom or injury. It is dangerous to assemble 
check lists of indicators of abuse in the belief that this will make identification simple and straightforward. 
The key is always one of context, for example, the site and type of injury, the age and development stage of 
the child, how the parent(s) said the injury happened, what the child said and so on. Many children will 
exhibit some indicators of abuse at some time and the presence of one or more should not be taken as proof 
that abuse is occurring. However, if you suspect abuse has occurred you must always speak to the 
Designated Safeguarding Lead.  
 
There are some common areas, which may indicate the possibility of abuse. Remember though that they 
should never be taken on their own as absolute proof that abuse has occurred: 
ω 5ƻŜǎ ǘƘŜƛǊ ŜȄǇƭŀƴŀǘƛƻƴ ǘŀƭƭȅ ǿƛǘƘ ǘƘŜ ƛƴƧǳǊȅ ǎǳǎǘŀƛƴŜŘΚ 
ω 5ƛŘ ǘƘŜȅ ǎŜŜƪ ƳŜŘƛŎŀƭ ƘŜƭǇ ǿƛǘƘƛƴ ǊŜŀǎƻƴŀōƭŜ ǘƛƳŜ ǎŎŀƭŜΚ 
ω Lǎ ǘƘŜǊŜ ŀ ǇŀǘǘŜǊƴ ƻŦ ǊŜŎǳǊǊƛƴƎ ƛƴƧǳǊƛŜǎκǇǊƻōƭŜƳǎ ǿƛǘƘ ǘƘŜ ŎƘƛƭŘΚ 
ω ²Ƙŀǘ ƛǎ ǘƘŜ ǇŀǊŜƴǘǎΩ ƎŜƴŜǊŀƭ ŀǘǘƛǘǳŘŜ ǘƻǿŀǊds the child? 
ω Iƻǿ Řƻ ǘƘŜȅ ǊŜŀŎǘ ǘƻ ȅƻǳ ŀǎ ŀ ǇǊƻŦŜǎǎƛƻƴŀƭΚ 
 
Bear in mind that some children may be more vulnerable to abuse. Children with disabilities, for instance, 
may be especially vulnerable because they may have an impaired capacity to resist or avoid abuse, or may 
have speech, language and communication needs which make it difficult to tell others what is happening. 
 
Diagnosing child abuse is not a simple process. We know that child abuse does occur, and we must be 
willing, indeed have a duty, to take action to protect children from abuse. An awareness of possible 
indicators of child abuse means that we are more likely to be able to recognise it and help the child. 
Sometimes children may present with signs and symptoms of abuse. At other times there will not be 
obvious indicators. Some information on the signs of abuse are included in the school Safeguarding Policy. 
Fuller notes are set out below: 
 
Some injuries are highly suggestive of abuse: 
ω IŀƴŘ-slap marks 
ω DǊƛǇ ƳŀǊƪǎΣ ƻŦǘŜƴ ǾƛǎƛōƭŜ ƛŦ ŀ ŎƘƛƭŘ has been shaken and sometimes the only physical 
indicator of sexual abuse if a child has been forcibly held by the abuser 
ω .ǊǳƛǎƛƴƎ ƛƴ ǳƴǳǎǳŀƭ ǇƻǎƛǘƛƻƴǎΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ƎŜƴƛǘŀƭ ŀǊŜŀ 
ω .ƭŀŎƪ ŜȅŜǎΣ ƻŦǘŜƴ ŎŀǳǎŜŘ ōȅ ŘƛǊŜŎǘ ōƭƻǿΣ ŀƭǘƘƻǳƎƘ ǘƘŜȅ Ƴŀȅ ƻŎŎǳǊ ŦǊƻƳ ŀƴ accidental bang 
on the bridge of the nose or forehead 
ω .ƛǘŜ ƳŀǊƪǎΣ ƻŦǘŜƴ ŜǾƛŘŜƴŎŜ ƻŦ ōǊǳƛǎƛƴƎΣ ŀƴŘ ǘŜŜǘƘ ƳŀǊƪǎ 
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ω ! ǘƻǊƴ ŦǊŀŜƴǳƳ όǇƛŜŎŜ ƻŦ ǎƪƛƴ ǿƘƛŎƘ ŀǘǘŀŎƘŜǎ ƛƴǎƛŘŜ ǳǇǇŜǊ ƭƛǇ ǘƻ ƎǳƳύ Ƴŀȅ ōŜ ǘƘŜ ǊŜǎǳƭǘ ƻŦ ŀ ŘƛǊŜŎǘ ōƭƻǿ ƻǊ 
of an object being forced into the mouth 
ω aǳƭǘƛǇƭŜ ŦǊŀŎǘǳǊŜǎ ƻǊ ŦǊŀŎǘǳǊŜǎ ƻŦ ǾŀǊȅƛƴƎ ŀƎŜ 
ω tƻƛǎƻƴƛƴƎ 
ω LƴƧǳǊƛŜǎ ǘƻ ǘƘŜ ƎŜƴƛǘŀƭ ƻǊ ǊŜŎǘŀƭ ŀǊŜŀΣ ƛƴŎƭǳŘƛƴƎ ǳƴŜȄǇƭŀƛƴŜŘ ǎƻǊŜƴŜǎǎ ƻǊ ōƭŜŜŘƛƴƎΣ ǎŜȄǳŀƭƭȅ transmitted 
diseases and pregnancy 
ω tƻƻǊ ǇƘȅǎƛŎŀƭ ŎŀǊŜΣ ƛƴŎƭǳŘƛƴƎ ƛƴŀŘŜǉǳŀǘŜ ƘȅƎƛŜƴŜΣ ƛƴŀǇǇropriate dress, constant hunger and lack of 
attention to medical need 
ω wŜǎǘǊƛŎǘŜŘ ƎǊƻǿǘƘ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘ Ƴŀȅ ōŜ ŀ ǊŜǎǳƭǘ ƻŦ ƴƻƴ-organic failure to thrive 
 
{ƛƳƛƭŀǊƭȅΣ ŎƘƛƭŘǊŜƴΩǎ ōŜƘŀǾƛƻǳǊ Ƴŀȅ ƎƛǾŜ ŎƭǳŜǎ ǘƘŀǘ ǘƘŜȅ ŀǊŜ ƻr have been abused (although it should be 
remembered that children show signs of distress for other reasons too, e.g. divorce of parents, death of a 
family member): 
 
ω ! ŦŜŀǊ ƻŦ ŀŘǳƭǘǎ ƎŜƴŜǊŀƭƭȅ ƻǊ ŎŜǊǘŀƛƴ ŀŘǳƭǘǎ ƛƴ ǇŀǊǘƛŎǳƭŀǊ 
ω tƻƻǊ ǇŜŜǊ ǊŜƭŀǘƛƻƴǎƘƛǇǎ ǿƛǘƘ ƻǘƘŜǊ ŎƘƛƭŘǊŜƴ ŀƴŘ ŀƴ ƛƴŀōƛƭƛǘȅ ǘƻ Ƴake friends 
ω !ƎƎǊŜǎǎƛƻƴ ŀƴŘ ŀŎǘƛƴƎ-out behaviour 
ω {ƻŎƛŀƭ ƛǎƻƭŀǘƛƻƴ ŀƴŘ ǿƛǘƘŘǊŀǿŀƭ 
ω tǎŜǳŘƻ-maturity 
ω CǊƻȊŜƴ ŀǿŀǊŜƴŜǎǎ όŀ ŎƻƳōƛƴŀǘƛƻƴ ƻŦ ƭŀŎƪ ƻŦ ŜȄǇǊŜǎǎƛƻƴ ŀƴŘ ǿŀǘŎƘŦǳƭƴŜǎǎύ 
ω 5ŜǘŀŎƘƳŜƴǘ 
ω {ƭŜŜǇ ŘƛǎǘǳǊōŀƴŎŜ 
ω wǳƴƴƛƴƎ ŀǿŀȅ 
ω 9ŀǘƛƴƎ ŘƛǎƻǊŘŜǊǎ 
ω tǎȅŎƘƻƭƻƎƛŎal problems 
ω tǎȅŎƘƻǎƻƳŀǘƛŎ ŎƻƳǇƭŀƛƴǘǎ όǘƘŀǘ ƛǎΣ ƛƭƭƴŜǎǎ ŎŀǳǎŜŘ ōȅ ƘƛŘŘŜƴ ŦŜŀǊ ƻǊ ŀƴȄƛŜǘȅύ 
ω [ƻǿ ŀǘǘŀƛƴƳŜƴǘ ƻǊ ŀ ǎǳŘŘŜƴ ŘǊƻǇ ƛƴ ǎŎƘƻƻƭ ǇŜǊŦƻǊƳŀƴŎŜ 
ω {ŜƭŦ ŘŜǎǘǊǳŎǘƛǾŜ ōŜƘŀǾƛƻǳǊΣ ƛƴŎƭǳŘƛƴƎ ǎǳōǎǘŀƴŎŜ ŀōǳǎŜ ŀƴŘ ǎǳƛŎƛŘŜ 
 
Contact with parents (unless they are suspected of abuse) is an important component of recognising abuse 
ς their attitudes, responses and explanations must be evaluated as part of the jigsaw of recognition. 
Children have the right to be protected from abuse. This applies regardless of parental circumstances and 
any sympathy one feels for the parents concerned. 
 
Safeguarding incidents and/or behaviours should also be considered within the context in which they occur 
ς ǘƘŀǘ ƛǎΣ ǘƘŜ ǿƛŘŜǊ ŜƴǾƛǊƻƴƳŜƴǘŀƭ ŦŀŎǘƻǊǎ ƛƴ ŀ ŎƘƛƭŘΩǎ ƭƛŦŜ ǘƘŀǘ Ƴŀȅ ōŜ ŀ ǘƘǊŜŀt to their safety and/or 
ǿŜƭŦŀǊŜΦ /ƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ ŀǎǎŜǎǎƳŜƴǘǎ ǎƘƻǳƭŘ ŎƻƴǎƛŘŜǊ ǎǳŎƘ ŦŀŎǘƻǊǎ ǎƻ ƛǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ǇǊƻǾƛŘŜ ŀǎ 
much information as possible as part of any referral process. This will allow an assessment to consider all 
the available evidence and the full context of any abuse.  
 

Categories of Abuse 
 
Staff may become alerted to the possibility of child abuse by: 
ω bƻǘƛŎƛƴƎ ǎƛƎƴǎ ŀƴŘ ǎȅƳǇǘƻƳǎ ƻŦ ŀōǳǎŜ 
ω !ƭƭŜƎŀǘƛƻƴǎ ƳŀŘŜ ōȅ ŀƴƻǘƘŜǊ ǇŜǊǎƻƴ 
ω !ƴ ŀŘƳƛǎǎƛƻƴ ŦǊƻƳ ǎƻƳŜƻƴŜ ǿƘƻ ǎŀȅǎ ǘƘŜȅ ŀǊŜ ƘŀǊƳƛƴƎ a child 
ω ! ŎƘƛƭŘ ǘŜƭƭƛƴƎ ǘƘŜƳ ƻǊ ǎƘƻǿƛƴƎ ǘƘŜƳ ǘƘŀǘ ǘƘŜȅ ƘŀǾŜ ōŜŜƴ ƳƛǎǘǊŜŀǘŜŘΦ 
 
The lists below are neither exclusive nor exhaustive. 
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Physical abuse  
A form of abuse which may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating 
or otherwise causing physical harm to a child. Physical harm may also be caused when a parent or carer fabricates 
the symptoms, or deliberately induces, illness in a child. 
 
Possible signs 
ω CǊŀŎǘǳǊŜǎ ƻǊ ŀƴȅ ōǊǳƛǎƛƴƎ ƻƴ ŀ ōŀōȅ 
ω .ǊǳƛǎŜǎ ŀƴŘ scratches to face and head 
ω tƛƴŎƘ ƳŀǊƪǎ ƻǊ ōƛǘŜ ōǊǳƛǎŜǎ 
ω .ǊǳƛǎƛƴƎ ŀǊƻǳƴŘ ōƻǘƘ ŜȅŜǎ ǎƛƳǳƭǘŀƴŜƻǳǎƭȅ 
ω ¢ƻǊƴ ŦǊŀŜƴǳƭǳƳ όǎƪƛƴ ƭƛƴƪƛƴƎ ǳǇǇŜǊ Ƨŀǿ ŀƴŘ ƭƛǇύ 
ω CƛƴƎŜǊǘƛǇ ōǊǳƛǎƛƴƎ ƻƴ ŦǊƻƴǘ ŀƴŘ ōŀŎƪ ƻŦ ŎƘŜǎǘ όƎǊƛǇǇƛƴƎύ 
ω CƛƴƎŜǊ ƻǊ ƘŀƴŘ ƳŀǊƪǎ ƻƴ ŀƴȅ ǇŀǊǘ ƻŦ ǘƘŜ ōƻŘȅ 
ω [ƛƎŀǘǳǊŜ ƳŀǊƪǎ ƻƴ ƴŜŎƪΣ ŀǊƳǎΣ ƻǊ ƭŜƎǎ 
ω /ƛƎŀǊŜǘǘŜ ōǳǊƴǎ 
ω [ƛƴŜŀǊ ǎƘŀǇŜŘ ōǳǊƴǎ ƻǊ ōǊǳƛǎŜǎ όŜΦƎΦ ƛǊƻƴΣ ǊŀŘƛŀǘƻǊύ 
ω άbƻƴ-ŎŀǎŎŀŘŜέ ǎŎŀƭŘǎ 
ω IŜŀŘ ƛƴƧǳǊȅΣ Ƴŀȅ ōŜ ƴƻ ƻǳǘǿŀǊŘ ǎƛƎƴ ƻŦ ƛƴƧǳǊȅ 
ω tƻƛǎƻƴƛƴƎ 
ω .ŀƭŘ ǇŀǘŎƘŜǎ 
ω wŜŎǳǊǊŜƴǘ ǳƴŜȄǇƭŀƛƴŜŘκǳƴǘǊŜŀǘŜŘ ƛƴƧǳǊƛŜǎ ƻǊ lingering illness 
 
Possible behavioural indicators of physical abuse 
ω 9ȄǇƭŀƴŀǘƛƻƴ ƛƴŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ ƛƴƧǳǊȅ 
ω wŜŦǳǎŀƭ ǘƻ ŘƛǎŎǳǎǎ ƛƴƧǳǊƛŜǎ 
ω CŜŀǊ ƻŦ ƎƻƛƴƎ ƘƻƳŜ ƻǊ ǇŀǊŜƴǘǎ ōŜƛƴƎ ŎƻƴǘŀŎǘŜŘ 
ω !ǊƳǎ ŀƴŘ ƭŜƎǎ ƪŜǇǘ ŎƻǾŜǊŜŘ ƛƴ Ƙƻǘ ǿŜŀǘƘŜǊ ƻǊ ŦŜŀǊ ƻŦ ǳƴŘǊŜǎǎƛƴƎ 
ω !ggressive bullying behaviour 
ω CǊƻȊŜƴ ǿŀǘŎƘŦǳƭƴŜǎǎκŎƻǿŜǊƛƴƎκŦƭƛƴŎƘƛƴƎ ŀǘ ǎǳŘŘŜƴ ƳƻǾŜƳŜƴǘǎ 
ω ²ƛǘƘŘǊŀǿŀƭ ŦǊƻƳ ǇƘȅǎƛŎŀƭ ŎƻƴǘŀŎǘ 
ω CŜŀǊ ƻŦ ƳŜŘƛŎŀƭ ƘŜƭǇ 
ω !ŘƳƛǎǎƛƻƴ ƻŦ ŜȄŎŜǎǎƛǾŜ ǇǳƴƛǎƘƳŜƴǘ 
ω wǳƴƴƛƴƎ ŀǿŀȅ 
ω {ŜƭŦ ŘŜǎǘǊǳŎǘƛǾŜ ǘŜƴŘŜƴŎƛŜǎ 
 
Emotional abuse  
 ¢ƘŜ ǇŜǊǎƛǎǘŜƴǘ ŜƳƻǘƛƻƴŀƭ ƳŀƭǘǊŜŀǘƳŜƴǘ ƻŦ ŀ ŎƘƛƭŘ ǎǳŎƘ ŀǎ ǘƻ ŎŀǳǎŜ ǎŜǾŜǊŜ ŀƴŘ ŀŘǾŜǊǎŜ ŜŦŦŜŎǘǎ ƻƴ ǘƘŜ ŎƘƛƭŘΩǎ 
emotional development. It may involve conveying to children 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 
ƻǇǇƻǊǘǳƴƛǘƛŜǎ ǘƻ ŜȄǇǊŜǎǎ ǘƘŜƛǊ ǾƛŜǿǎΣ ŘŜƭƛōŜǊŀǘŜƭȅ ǎƛƭŜƴŎƛƴƎ ǘƘŜƳ ƻǊ ΨƳŀƪƛƴƎ ŦǳƴΩ ƻŦ ǿƘŀǘ ǘƘŜȅ ǎŀȅ ƻǊ Ƙƻǿ ǘƘŜȅ 
communicate. It may feature age or developmentally inappropriate expectations being imposed on children. 
¢ƘŜǎŜ Ƴŀȅ ƛƴŎƭǳŘŜ ƛƴǘŜǊŀŎǘƛƻƴǎ ǘƘŀǘ ŀǊŜ ōŜȅƻƴŘ ŀ ŎƘƛƭŘΩǎ ŘŜǾŜƭƻǇƳŜƴǘŀƭ ŎŀǇŀōƛƭƛǘȅ ŀǎ ǿŜƭƭ ŀǎ ƻǾŜǊǇǊƻǘŜŎǘƛƻƴ 
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), casing 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. 
 
Possible signs 
ω {ǇŜŜŎƘ ŘŜƭŀȅΣ ǇƻƻǊ ǾŜǊōŀƭ ŀōƛƭƛǘȅΣ ƭŀŎƪ ƻŦ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǎƪƛƭƭǎ 
ω .ŜŘ ǿŜǘǘƛƴƎΣ ǎƻƛƭƛƴƎ όǿƛǘƘƻǳǘ ǇƘȅǎƛŎŀƭ ŎŀǳǎŜύ 
ω [ŀŎƪ ƻŦ ŎƻƴŎŜƴǘǊŀǘƛƻƴΣ ƭŜŀǊƴƛƴƎ ǇǊƻōƭŜƳǎ 
ω ¦ƴǊŜŀǎƻƴŀōle fear of new situations 
ω 9ŀǘƛƴƎ ŘƛǎƻǊŘŜǊǎ όƻǾŜǊ ŜŀǘƛƴƎ ƻǊ ǳƴŘŜǊ ŜŀǘƛƴƎύ 
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ω LƴŀǇǇǊƻǇǊƛŀǘŜ ŜƳƻǘƛƻƴŀƭ ǊŜǎǇƻƴǎŜǎ ǘƻ ǎǘǊŜǎǎŦǳƭ ǎƛǘǳŀǘƛƻƴǎ 
ω [ƻǿ ǎŜƭŦ-esteem 
ω {ŜƭŦ-mutilation 
ω !ƭŎƻƘƻƭΣ ŘǊǳƎΣ ǎƻƭǾŜƴǘ ŀōǳǎŜ 
 
Possible behaviour 
ω hǾŜǊ-reacting to mistakes 
ω hōǎŜssive behaviour (e.g. rocking, twisting hair, sucking thumb) 
ω ²ƛǘƘŘǊŀǿŀƭ ŦǊƻƳ ǊŜƭŀǘƛƻƴǎƘƛǇǎ ǿƛǘƘ ƻǘƘŜǊ ŎƘƛƭŘǊŜƴ 
ω CŜŀǊ ƻŦ ǇŀǊŜƴǘǎ ōŜƛƴƎ ŎƻƴǘŀŎǘŜŘ 
ω 9ȄǘǊŜƳŜǎ ƻŦ ǇŀǎǎƛǾƛǘȅ ƻǊ ŀƎƎǊŜǎǎƛƻƴ 
ω !ǘǘŜƴǘƛƻƴ ǎŜŜƪƛƴƎ 
ω /ƘǊƻƴƛŎ ǊǳƴƴƛƴƎ ŀǿŀȅ 
ω /ƻƳǇǳƭǎƛǾŜ ǎǘŜŀƭƛƴƎΣ ǎŎŀǾŜnging for food or clothes 
ω LƳǇŀƛǊŜŘ ŎŀǇŀŎƛǘȅ ǘƻ ŜƴƧƻȅ ƭƛŦŜ 
 
Sexual abuse  
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 masturbation, kissing, 
rubbing and touching outside of clothing.  They may also include non-contact activities such as involving children in 
looking at or the production of sexual images, watching sexual activities encouraging children to behave in sexually 
inappropriate ways, or grooming a child in preparation for abuse. Sexual abuse can take place online, and technology 
can be used to facilitate offline abuse. Sexual abuse is not solely perpetrated by adult males. Women can also commit 
acts of sexual abuse, as can other children. The sexual abuse of children by other children is a specific safeguarding 
issue in education. 
 
Possible signs 
ω /ǊƛŜǎ ƘȅǎǘŜǊƛŎŀƭƭȅ ǿƘŜƴ ƴŀǇǇȅ ƛǎ ŎƘŀƴƎed 
ω ²ŜǘǘƛƴƎ ŀƴŘ ǎƻƛƭƛƴƎ ǘƘŜƳǎŜƭǾŜǎ 
ω {ǳŘŘŜƴ ŘǊƻǇ ƛƴ ǎŎƘƻƻƭ ǇŜǊŦƻǊƳŀƴŎŜκǇƻƻǊ ŎƻƴŎŜƴǘǊŀǘƛƻƴ 
ω hōǎŜǎǎŜŘ ǿƛǘƘ ǎŜȄǳŀƭ ƳŀǘǘŜǊǎ ŀǎ ƻǇǇƻǎŜŘ ǘƻ ƴƻǊƳŀƭ ŜȄǇƭƻǊŀǘƛƻƴ 
ω /ƘŀƴƎŜǎ ŦǊƻƳ ōŜƛƴƎ ƘŀǇǇȅ ŀƴŘ ŀŎǘƛǾŜ ǘƻ ōŜƛƴƎ ŦŜŀǊŦǳƭ ŀƴŘ ǿƛǘƘŘǊŀǿƴ 
ω ¦ƴŜȄǇƭŀƛƴŜŘ ǎƻǳǊŎŜǎ ƻŦ ƳƻƴŜȅκƎifts 
ω ¦ǊƛƴŀǊȅ ƛƴŦŜŎǘƛƻƴǎΣ ōƭŜŜŘƛƴƎ ƻǊ ǎƻǊŜƴŜǎǎ ƛƴ ǘƘŜ ƎŜƴƛǘŀƭκŀƴŀƭ ŀǊŜŀǎ 
ω ±ŀƎƛƴŀƭ ŘƛǎŎƘŀǊƎŜ ς vaginal warts 
ω {ƻǊŜƴŜǎǎ ŀƴŘ ōƭŜŜŘƛƴƎ ƛƴ ǘƘŜ ǘƘǊƻŀǘ 
ω /ƘǊƻƴƛŎ ŀƛƭƳŜƴǘǎ ŜΦƎΦ ǎǘƻƳŀŎƘ ǇŀƛƴǎΣ ƘŜŀŘŀŎƘŜǎ ǿƛǘƘƻǳǘ ƻōǾƛƻǳǎ ŎŀǳǎŜ 
ω 9ŀǘƛƴƎ ŘƛǎƻǊŘŜǊǎ 
ω .ŜŎƻƳŜǎ ǎŜǾŜǊŜƭȅ depressed 
ω Iŀǎ ŀ ǇƻƻǊ ǎŜƭŦ-image 
ω ¦ǎŜǎ ŀƭŎƻƘƻƭκŘǊǳƎǎ ǘƻ ŜȄŎŜǎǎ 
ω bƻǘ ŀƭƭƻǿŜŘ ǘƻ ƘŀǾŜ ŦǊƛŜƴŘǎ ŀǊƻǳƴŘ ƻǊ Ǝƻ ƻǳǘ ƻƴ ŘŀǘŜǎ 
ω CŜŀǊŦǳƭ ƻŦ ǳƴŘǊŜǎǎƛƴƎ ŦƻǊ ǇƘȅǎƛŎŀƭ ŜŘǳŎŀǘƛƻƴ 
ω ±ŜƴŜǊŜŀƭ ƛƴŦŜŎǘƛƻƴ 
ω tǊŜƎƴŀƴŎȅ 
 
Possible behaviour 
ω hǾŜǊƭȅ ŎƻƳǇƭƛŀƴǘ ōŜƘŀǾƛƻǳǊ 
ω .ŜƘaves in a sexually inappropriate way in relation to their age 
ω ²ƛǘƘŘǊŀǿƴ ŀƴŘ ǳƴƘŀǇǇȅΣ ƛƴǎŜŎǳǊŜ ŀƴŘ άŎƭƛƴƎȅέ 
ω tƭŀȅǎ ƻǳǘ ǎŜȄǳŀƭ ŀŎǘǎ ƛƴ ǘƻƻ ƪƴƻǿƭŜŘƎŜŀōƭŜ ŀ ǿŀȅ ŦƻǊ ǘƘŜƛǊ ŀƎŜ 
ω {ŀȅ ǘƘŜƳǎŜƭǾŜǎ ǘƘŀǘ ǘƘŜȅ ŀǊŜ ōŀŘ ƻǊ ǿƛŎƪŜŘ 
ω !ǊǊƛǾƛƴƎ ŜŀǊƭȅ ŀǘ ǎŎƘƻƻƭ ŀƴŘ leaving late with few, if any, absences 
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ω 9ȄŎŜǎǎƛǾŜ ƳŀǎǘǳǊōŀǘƛƻƴ ς exposing themselves 
ω 5ǊŀǿƛƴƎǎ ƻŦ ǎŜȄǳŀƭƭȅ ŜȄǇƭƛŎƛǘ ƴŀǘǳǊŜ 
ω !ǘǘŜƳǇǘǎ ǘƻ ǎŜȄǳŀƭƭȅ ŀōǳǎŜ ŀƴƻǘƘŜǊ ŎƘƛƭŘ 
ω wŜŎǳǊǊƛƴƎ ƴƛƎƘǘƳŀǊŜǎ ŀƴŘκƻǊ ŦŜŀǊ ƻŦ ǘƘŜ ŘŀǊƪ 
ω IŀŘ ŀ άŦǊƛŜƴŘ ǿƘƻ Ƙŀǎ ŀ ǇǊƻōƭŜƳέ ŀƴŘ ǘƘŜƴ ǘŜƭƭǎ ŀōƻǳǘ ǘƘŜ ŀōǳǎŜ ƻŦ άŀ ŦǊƛŜƴŘέ 
ω {ŜƭŦ-mutilation/attempted suicide 
ω wǳƴƴƛƴƎ ŀǿŀȅ 
ω tǊƻǎǘƛǘǳǘƛƻƴ 
 
Neglect  
¢ƘŜ ǇŜǊǎƛǎǘŜƴǘ ŦŀƛƭǳǊŜ ǘƻ ƳŜŜǘ ŀ ŎƘƛƭŘΩǎ ōŀǎƛŎ ǇƘȅǎƛŎŀƭ ŀƴŘκƻǊ ǇǎȅŎƘƻƭƻƎƛŎŀƭ ƴŜŜŘǎ ƭƛƪŜƭȅ ǘƻ ǊŜǎǳƭǘ ƛƴ ǘƘŜ ǎŜǊƛƻǳǎ 
ƛƳǇŀƛǊƳŜƴǘ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ health or development.  Neglect may occur during pregnancy, for example, as a result of 
maternal substance abuse. Once a child is born, neglect may involve a parent or carer failing to: provide adequate 
food, shelter and 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); ensure 
access to appropriate medical care or treatment. It may also include neglect ofΣ ƻǊ ǳƴǊŜǎǇƻƴǎƛǾŜƴŜǎǎ ǘƻΣ ŀ ŎƘƛƭŘΩǎ 
basic emotional needs. 
 
Possible signs 
ω ¦ƴƪŜƳǇǘ ŀǇǇŜŀǊŀƴŎŜΣ ǇƻƻǊ ǇŜǊǎƻƴŀƭ ƘȅƎƛŜƴŜ 
ω tƻƻǊ ǎƪƛƴκƘŀƛǊ ŎƻƴŘƛǘƛƻƴ 
ω 5ǊƻǇ ǘƘǊƻǳƎƘ ƘŜƛƎƘǘκǿŜƛƎƘǘ ŎŜƴǘƛƭŜǎ 
ω {Ƴŀƭƭ ǎǘŀǘǳǊŜ όǿƘŜǊŜ ƴƻǘ ŀ ŦŀƳƛƭȅ ŎƘŀǊŀŎǘŜǊƛǎǘƛŎύ 
ω /ƻƴǎǘŀƴǘ ǘƛǊŜŘƴŜǎǎ 
ω wŜǇŜŀǘŜŘ ŀŎŎƛŘŜƴǘǎ 
ω ¦ƴǘǊŜŀǘŜŘ ƳŜŘƛŎŀƭ ŎƻƴŘƛǘƛƻƴǎ 
ω LƴŀǇǇǊƻǇǊƛŀǘŜ ŎƭƻǘƘƛƴƎ 
ω /ƻƴǎǘŀƴǘ ƘǳƴƎŜǊ 
ω CǊŜǉǳŜƴǘ ƭŀǘŜƴŜǎǎ ƻǊ ƴƻƴ-attendance at school 
ω !ŎŎƛŘŜƴǘŀƭ ǎŜƭŦ-poisoning 
ω {ŜǾŜǊŜ ǘŀƴǘǊǳƳǎ 
ω Lǎƻƭŀǘƛƻƴ ǿƛǘƘƛƴ ǎŎƘƻƻƭ 
ω [ŀŎƪ ƻŦ ǘǊǳǎǘ 
ω ¦ƴŜȄǇƭŀƛƴŜŘ ǘǳƳƳȅ pains 
ω 9ŀǘƛƴƎ ǇǊƻōƭŜƳǎ 
ω CŜŀǊ 
ω {ŜƭŦ ƘŀǊƳ 
ω 5ŜǇǊŜǎǎƛƻƴ ƻǊ ǎƛƎƴǎ ƻŦ ǿƛǘƘŘǊŀǿŀƭ ƻǊ ǊŜƎǊŜǎǎƛƻƴ 
 
Possible behaviour 
ω Lƴŀōƛƭƛǘȅ ǘƻ ŦƻǊƳ ŦǊƛŜƴŘǎƘƛǇǎκǊŜƭŀǘƛƻƴǎƘƛǇǎ 
ω tǎŜǳŘƻ-mature or sexually explicit behaviour 
ω !ƛǊ ƻŦ ŘŜǘŀŎƘƳŜƴǘ ς άŘƻƴΩǘ ŎŀǊŜέ ŀǘǘƛǘǳŘŜ 
ω /ƘǊƻnic running away 
ω /ƻƳǇǳƭǎƛǾŜ ǎǘŜŀƭƛƴƎ 
ω {ŎŀǾŜƴƎƛƴƎ ƻŦ ŦƻƻŘ ŀƴŘ ŎƭƻǘƘŜǎ 
ω [ƻǿ ǎŜƭŦ-esteem 
ω bŜǳǊƻǘƛŎ ōŜƘŀǾƛƻǳǊ όŜΦƎΦ ǊƻŎƪƛƴƎΣ ǘƘǳƳō ǎǳŎƪƛƴƎΣ ƘŀƛǊ ǘǿƛǎǘƛƴƎύ 
ω Lƴŀōƛƭƛǘȅ ǘƻ ƳŀƪŜ ǎƻŎƛŀƭ ǊŜƭŀǘƛƻƴǎƘƛǇǎ 
ω ¢ŜƴŘŜƴŎȅ ǘƻ ŘŜǎǘǊƻȅ ǘƘƛƴƎǎ 
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Children missing from education 
 
Regular school attendance is crucial for children educationally, but also important for their social and 
emotional development. Furthermore, a child going missing from an education setting, particularly 
repeatedly, can act as a vital warning sign of a range of safeguarding issues. This may include abuse and 
neglect and such children are at risk of being victims of harm, exploitation or radicalisation. It may also 
indicate mental health problems, risk of substance abuse, risk of travelling to conflict zones, risk of FGM or 
risk of forced marriage. Staff should treat prolonged or repeated absence, or particular patterns of absence, 
with no satisfactory explanation, as a potential safeguarding issue and take action accordingly.  
 
It is a regulatory requirement for EYFS setting to have a written procedure to be followed in the event of a 
parent and/or carer failing to collect a child at the appointed time, or in the event of a child going missing 
at, or away from, the setting (Statutory Framework 3.73). 
 
Promoting School Attendance 
Schools should promote good attendance. Contact should be made with parents on the first day of an 
unauthorised absence, and explanations for absence should be followed up rigorously when the child 
returns to school. Any concerns regarding these explanations should be reported to the Head/DSL 
(depending on the nature of the explanation). 
 
Requests for leave of absence should be very carefully considered by the Head and only granted in 
exceptional circumstances, in accordance with the DfE guidelines (School Attendance November 2016) 

 
Monitoring Absence 
Class teachers and tutors should review the attendance record of the pupils for whom they are 
immediately responsible on a regular basis. Extended, regular or patterned absence from school can be an 
indicator of a wellbeing or safeguarding issue, and should always be followed up. The attendance of pupils 
with known welfare and attendance concerns should be monitored particularly closely.  
 
Types/patterns of absence of particular concern (e.g. those associated with FGM or forced marriage) should 
be ŎƻǾŜǊŜŘ ƛƴ ǘƘŜ ǎŎƘƻƻƭΩǎ ǊŜƎǳƭŀǊ ǎŀŦŜƎǳŀǊŘing updates and further information can be found via links in 
Keeping Children Safe in Education. 
 
The nature of action to be taken will depend on the age of the child and individual circumstances, but may 
well involve: 

¶ An initial confidential discussion with the pupil herself 

¶ A discussion with parents 

¶ A discussion with the year group/key stage lead, pastoral deputy, nurse or DSL 
Any concern and action taken should be recorded in writing and a note placed on the pupil file. 
 
Peer-on-peer abuse 
 
Peer-on-peer abuse is any form of physical, sexual, emotional and financial abuse, and coercive control, 
ŜȄŜǊŎƛǎŜŘ ōŜǘǿŜŜƴ ŎƘƛƭŘǊŜƴ ŀƴŘ ǿƛǘƘƛƴ ŎƘƛƭŘǊŜƴΩǎ ǊŜƭŀǘƛƻƴǎƘƛǇǎ όōƻǘƘ ƛƴǘƛƳŀǘŜ ŀƴŘ ƴƻƴ-intimate). It can take 
various forms, including: serious bullying, relationship abuse, domestic violence, child sexual exploitation, 
youth violence, harmful sexual behaviour (see below), and/or gender based violence.  
 
Abuse by peers should be taken as seriously as abuse perpetrated by an adult ς ŘƻƴΩǘ ōŜ ŘƛǎƳƛǎǎƛǾŜ ƻǊ ǎŜǘ 
high thresholds. Peer on peer abuse, including verbal abuse, should be recognised as a potential 
ǎŀŦŜƎǳŀǊŘƛƴƎ ƛǎǎǳŜ ŀƴŘ ƴŜǾŜǊ ōŜ ǘƻƭŜǊŀǘŜŘ ƻǊ ǇŀǎǎŜŘ ƻŦŦ ŀǎ ƘƻǊǎŜǇƭŀȅΣ ǘŜŀǎƛƴƎ ƻǊ ΨōŀƴǘŜǊΩΦ The threshold for 
dealing with an issue of pupil behaviour or bullying under the safeguarding procedure is, subject to local 
specifics as in any other case, when there is reasonable cause to suspect that a child is suffering, or likely to 
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suffer, significant harm. Also bear in mind that there may be a risk to young children / young people other 
than the current victim.  
 
In cases of bullying (especially sexist, sexual and transphobic bullying due to the potential seriousness of 
violence), schools must always consider whether safeguarding processes need to be followed. 
 
Key principles: 

¶ Educate pupils to recognise and respond appropriately to peer abuse 

¶ Investigate any allegation of peer abuse promptly and thoroughly 

¶ Implement the safeguarding and anti-bullying policies and procedures 

¶ Seek advice from statutory agencies, and be prepared to make a referral if the case meets the 
threshold set by the LSCB/local safeguarding partners 

¶ Follow the advice for practitioners in ²Ƙŀǘ ǘƻ Řƻ ƛŦ ȅƻǳΩǊŜ ǿƻǊǊƛŜŘ ŀ ŎƘƛƭŘ ƛǎ ōŜƛƴƎ ŀōǳǎŜŘ 

¶ A co-ordinated multi-agency approach is required 

¶ Multi-agency assessment should be carried out in each case 

¶ The needs of young people who abuse should be considered separately from the needs of the 
victim ς and schools should be alert to the fact that a child who has harmed another child may 
themselves be a victim 

¶ Good record keeping of related conversations, meetings, communications and any intervention is 
essential. 

 
A young abuser should be the subject of a child protection conference (CPC) if s/he is considered personally 
to be at risk of continuing significant harm. 
 

Sexual violence and sexual harassment between children  
 
Detailed advice on this issue is available in the DfE publication  Sexual violence and sexual harassment 
between children in schools and colleges, and guidance on managing reports can be found in Part 5 of 
Keeping Children Safe in Education. Key points have been summarised below. However, the guidance itself 
should be referred to for more detailed information.  
 
What is meant by sexual violence and sexual harassment?  
¶ Sexual violence and sexual harassment can occur between two children of any age and sex, or 

between groups of children 
¶ Both sexes may be affected, although girls are more likely to be victims of sexual violence, and boys 

are more likely to be perpetrators of sexual harassment 
¶ Children with SEND, and pupils who are LGBT or perceived to be LGBT, are likely to be more 

vulnerable  
¶ Sexual violence refers to rape, assault by penetration or sexual assault 
¶ Sexual harassment includes such things as sexual comments; sexual jokes; physical behaviour such 

as deliberately brushing against someone, or displaying pictures or photos of a sexual nature; and 
online activity including sharing of images or video (sexting) or making inappropriate sexual 
comments (this list is not exhaustive) 

¶ Harmful sexual behaviours in children are those which are inappropriate, problematic, abusive and 
violent 

¶ When considering harmful sexual behaviour, the ages and developmental stages of the children 
involved should be considered  

 
A whole school approach  
¶ {ŜȄǳŀƭ ǾƛƻƭŜƴŎŜ ŀƴŘ ǎŜȄǳŀƭ ƘŀǊŀǎǎƳŜƴǘ ǎƘƻǳƭŘ ōŜ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ǎŎƘƻƻƭΩǎ ōǊƻŀŘŜǊ ŀǇǇǊƻŀŎƘ ǘƻ 

safeguarding and should be clear and easy to understand for staff, parents and pupils 
¶ It should be clear to all that sexual violence and sexual harassment is not acceptable, will never be 

tolerated and is not an inevitable part of growing up 

https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
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¶ Sexual violence and sexual harassment should be included in staff training and age-appropriate 
PSHE 

 
Initial response to reports of sexual violence and sexual harassment  
¶ Schools should prepare for possible incidents, for instance by reviewing the specialist support 

potentially available 
¶ Reports of sexual violence are often complex and require difficult decisions to be made ς online 

concerns can be especially complicated 
¶ Staff should not assume that someone else is dealing with the incident, and should discuss 

concerns with the DSL 
¶ The initial response to a disclosure is important and schools should ensure the victim is taken 

seriously and supported. A victim should never be given the impression that they are creating a 
problem by reporting sexual violence or sexual harassment. Nor should a victim ever be made to 
feel ashamed for making a report 

¶ Schools should act in the best interests of the child. The needs and wishes of the child should be 
paramount (along with protecting the child) in any response 

¶ General safeguarding principles apply in responding to incidents. Where an incident occurs off site, 
ǘƘŜ ǎŎƘƻƻƭΩǎ ŘǳǘƛŜǎ ǊŜƳŀƛƴ ǘƘŜ ǎŀƳŜ  

¶ Decisions are ultimately for a school to make on a case-by-case basis, with the DSL taking a leading 
role, and supported by other agencies such as childǊŜƴΩǎ ǎƻŎƛŀl care or the police  

¶ Schools should make a risk and needs assessment in cases of a report of sexual violence (the need 
for a risk assessment following a report of sexual harassment should be decided on a case by case 
basis). The assessment should consider the victim, alleged perpetrator and other children at the 
school, be recorded and kept under review.  

 

 
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.(Working Together to Safeguard Children 
February). 

 
Child sexual exploitation is a crime with devastating and long lasting consequences for its victims and their 
families. Any child, in any community may be vulnerable to CSE: it affects both boys and girls from all ethnic 
groups. Some key points to bear in mind are: 
 

¶ It can affect any child or young person under the age of 18, including 16 and 17 year olds who can 
legally consent to have sex 

¶ It can involve force, violence or threats of violence, or enticement-based methods of compliance 

¶ Lǘ Ƴŀȅ ƻŎŎǳǊ ǿƛǘƘƻǳǘ ǘƘŜ ǾƛŎǘƛƳΩǎ ƛƳƳŜŘƛŀǘŜ ƪƴƻǿƭŜŘƎŜ όŜΦƎΦ ǘƘǊƻǳƎƘ ǇƻǎǘƛƴƎ ƛƳŀƎŜǎ ƻƴ ǎƻŎƛŀƭ 
media) 

¶ It can be perpetrated by individuals or groups, males or females, adults or children 

¶ It can be a one-off incident or a series of incidents, and range from opportunistic to complex 
organised abuse 

¶ The power imbalance typical of CSE may manifest itself in different ways: for example age, gender, 
sexual identity, cognitive ability, physical strength, status etc. 
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Children rarely self-report CSE, so it is important that practitioners are aware of potential indicators of risk, 
including: 
ω Unexplained gifts or new possessions 
ω Association with other young people involved in exploitation 

¶ Isolation from peers/social networks 
ω Relationships with controlling or significantly older individuals or groups 

¶ Concerning use of the internet and other social media 

¶ Excessive receipt of texts/phone calls, multiple callers 
ω Inappropriately sexualised behaviour for age, sexually transmitted infections or pregnancy 
ω Changes in emotional well-being 
ω Increased secretiveness 
ω Misuse of drugs and alcohol 
ω Going missing for periods of time or regularly coming home late, and 
ω Regularly missing school or education or not taking part in education 

However CSE can occur without any of these risk indicators being obviously present.  

 
Detailed non-statutory guidance on CSE can be found at  
https://www.gov.uk/government/publications/child-sexual-exploitation-definition-and-guide-for-
practitioners 
Some informative short films on CSE have been made available by the University of Bedfordshire at 
https://www.beds.ac.uk/ic/films 
 

Child Criminal Exploitation (County Lines) 

 
In July 2017 the DFE produced further guidance in respect of criminal 
exploitation with the expectation that all frontline school staff will become 
familiar with the guidance. It provides: 
 
- ŀ ŘŜŦƛƴƛǘƛƻƴ ƻŦ ǘƘŜ ǘŜǊƳ ΨŎƻǳƴǘȅ ƭƛƴŜǎ ŜȄǇƭƻƛǘŀǘƛƻƴΩ 
 
- describes the impact on young people 
 
- describes characteristics of children who may be vulnerable  
 
- sets out signs to look out for and how to respond 
 
- provides useful case studies 
 
 

County Lines Exploitation is the police term for urban gangs supplying drugs to suburban areas and market 
and coastal towns using dedicated phone lines. It involves child criminal exploitation as the gangs use 
children and vulnerable people to move drugs and money. The gang may establish a base by taking over a 
ǾǳƭƴŜǊŀōƭŜ ŀŘǳƭǘΩǎ ƘƻƳŜΦ LǎǎǳŜǎ ƛƴǾƻƭǾŜŘ ƛƴŎƭǳŘŜ ŘǊǳƎǎΣ ǾƛƻƭŜƴŎŜΣ ƎŀƴƎǎΣ ǎŀŦŜƎǳŀǊŘƛƴƎΣ ŎǊƛƳƛƴŀƭ ŀƴŘ ǎŜȄǳŀƭ 
exploitation, modern slavery and missing persons. 
 
It can affect a child or young person or vulnerable adult and is still exploitation even if the activity appears 
consensual. It can involve force or enticement-based methods together with threats of violence or actual 
violence. It can be perpetuated by individuals or groups, males or females and young people or adults. It 
typically involves some form of power imbalance, including gender, cognitive ability, physical strength, 
status and access to economic or other resources. 
 

https://www.gov.uk/government/publications/child-sexual-exploitation-definition-and-guide-for-practitioners
https://www.gov.uk/government/publications/child-sexual-exploitation-definition-and-guide-for-practitioners
https://www.beds.ac.uk/ic/films
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Whilst young people aged 15-16 years old are most commonly exploited, children as young as 12 are 
known to be exploited by gangs to act as drug couriers. Both males and females are exploited, with social 
media sometimes used to make the initial contact.  
 
CŀŎǘƻǊǎ ǘƘŀǘ ƘŜƛƎƘǘŜƴ ŀ ǇŜǊǎƻƴΩǎ ǾǳƭƴŜǊŀōƛƭƛǘȅ ƛƴŎƭǳŘŜΥ 
 

¶ having poor experience of neglect, physical and/or sexual abuse 

¶ lack of a safe/stable home environment, now or in the past (domestic violence or parental 
substance misuse, mental health issues or criminality, for example) 

¶ social isolation or social difficulties 

¶ economic vulnerability 

¶ homelessness or insecure accommodation status 

¶ connections with other people involved in gangs 

¶ having a physical or learning disability 

¶ having mental health or substance misuse issues 

¶ being in care (particularly those in residential care and those with interrupted care histories) 
 
{ƻƳŜ ƛƴŘƛŎŀǘƻǊǎ ƻŦ Ψ/ƻǳƴǘȅ [ƛƴŜǎΩ ƛƴǾƻƭǾŜƳŜƴǘ ŀƴŘ ŜȄǇƭƻƛǘŀǘƛƻƴ ƛƴŎƭǳŘŜΥ 
 

¶ persistently going missing from school or home and/or being found out-of-area 

¶ unexplained acquisition of money, clothes or mobile phones 

¶ excessive receipt of texts/phone calls 

¶ relationships with controlling/older individuals or groups 

¶ leaving home/care without explanation 

¶ suspicion of physical assault/unexplained injuries 

¶ parental concerns 

¶ carrying weapons 

¶ significant decline in school results/performance 

¶ gang association or isolation from peers or social networks 

¶ self-harm or significant changes in emotional well-being 
 
LŦ ȅƻǳ ŀǊŜ ŎƻƴŎŜǊƴŜŘ ŀōƻǳǘ ŀ ŎƘƛƭŘ ȅƻǳ ǎƘƻǳƭŘ Ŧƻƭƭƻǿ ȅƻǳǊ [ƻŎŀƭ {ŀŦŜƎǳŀǊŘƛƴƎ /ƘƛƭŘǊŜƴ .ƻŀǊŘΩǎ/local 
safeguarding partner procedures. If you believe a child is at immediate risk of harm you should contact 
the police. 
 
The DfE guidance Criminal Exploitation of Children and Vulnerable Adults: County Lines Guidance 
provides a useful flowchart to guide your thinking. 
 
NSPCC Childline and Mind can be sources of support for young people. 

 
Domestic Abuse 
 
5ƻƳŜǎǘƛŎ ŀōǳǎŜ Ŏŀƴ ōŜ ŘŜŦƛƴŜŘ ŀǎ Ψŀƴȅ ƛƴŎƛŘŜƴǘ ƻǊ ǇŀǘǘŜǊƴ ƻŦ ƛƴŎƛŘŜƴǘǎ ƻŦ ŎƻƴǘǊƻƭƭƛƴƎΣ ŎƻŜǊŎƛǾŜΣ ǘƘǊŜŀǘŜƴƛƴƎ 
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 
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It is estimated that one in five children are exposed to domestic abuse. Exposure to domestic abuse and/or 
violence can have a serious, long lasting emotional and psychological impact on children. Children 
ǿƛǘƴŜǎǎƛƴƎ ŘƻƳŜǎǘƛŎ ŀōǳǎŜ ƛǎ ǊŜŎƻƎƴƛǎŜŘ ŀǎ ΨǎŜǊƛƻǳǎ ƘŀǊƳΩ ƛƴ ƭŀǿΦ Lƴ ǎƻƳŜ ŎŀǎŜǎΣ ŀ ŎƘƛƭŘ Ƴŀȅ ōƭŀƳŜ 
themselves for the abuse or may have had to leave the family home as a result. Domestic abuse can also be 
a sign that children are suffering another type of abuse or neglect.  
 
Domestic abuse can be difficult to identify as children often learn to keep their feelings to themselves and 
may feel like violence in their home life must be kept secret. However, the stress of living with abuse may 
lead some visible indicators which include: 

¶ aggression or bullying 

¶ withdrawal 

¶ attention seeking 

¶ anti-social behaviour 

¶ depression or anxiety 

¶ difficulties with school work  

¶ eating disorders 

¶ drug or alcohol abuse 

¶ constant colds, headaches, mouth ulcers, asthma, eczema 
 
Domestic abuse affecting young people can also occur within their personal relationships, as well as in the 
context of their home life. Young people experience the highest rates of domestic abuse of any age group, 
and 95% of young people experiencing abuse within their intimate relationships are female1.  

 
National Domestic Abuse Helpline 0808 2000 247 (24 hours) 
http://www.nationaldomesticviolencehelpline.org.uk/  
 
²ƻƳŜƴΩǎ !ƛŘ ǿŜōǎƛǘŜ ŦƻǊ ŎƘƛƭŘǊŜƴ ŀƴŘ ȅƻǳƴƎ ǇŜƻǇƭŜΥ http://thehideout.org.uk/  

 
Female Genital Mutilation (FGM) and other forms of so-ŎŀƭƭŜŘ ΨƘƻƴƻǳǊ ōŀǎŜŘΩ 
violence 
 
So-ŎŀƭƭŜŘ ΨƘƻƴƻǳǊ ōŀǎŜŘΩ violence (HBV) encompasses crimes which have been committed to protect or 
defend the honour of the family and/or the community. This includes FGM, forced marriage and practices 
such as breast ironing. All forms of HBV 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 HBV they should activate 
local safeguarding procedures, using existing national and local protocols for multi-agency liaison with the 
police ŀƴŘ ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜΦ  

 
Female genital mutilation (sometimes referred to as female circumcision) refers to procedures that 
intentionally alter or cause injury to the female genital organs for non-medical reasons. The practice is 
illegal in the UK, as is taking a British national or permanent resident abroad for FGM or helping someone 
to do this. It has been estimated that over 20,000 girls under the age of 15 are at risk of FGM in the UK each 
year, and that 66,000 women in the UK are living with the consequences of FGM. Most of the women and 
girls from practising communities live in the major UK cities, including London, Manchester, Sheffield, 
Liverpool, Birmingham and Cardiff. The girls may be taken to their countries of origin so that FGM can be 
carried out during the summer holidays, allowing them time to 'heal' before they return to school. There 
are also worries that some girls may have FGM performed in the UK. 
 

                                                
1 SafeLives Childrenôs Insights data. The full report can be found at http://www.safelives.org.uk/knowledge-

hub/spotlights/spotlight-3-young-people-and-domestic-abuse  

http://www.nationaldomesticviolencehelpline.org.uk/
http://thehideout.org.uk/
http://www.safelives.org.uk/knowledge-hub/spotlights/spotlight-3-young-people-and-domestic-abuse
http://www.safelives.org.uk/knowledge-hub/spotlights/spotlight-3-young-people-and-domestic-abuse
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Schools have a legal duty to safeguard children at risk, and FGM is a form of child abuse with long-lasting 
harmful physical and emotional consequences. Girls who are threatened with, or who have undergone 
FGM may withdraw from education, restricting their educational and personal development. Any 
indications that FGM is a risk, is imminent, or has already taken place will be dealt with under the child 
protection procedures in the Safeguarding and Child Protection Policy. In support of this provision, schools 
are advised to raise awareness of FGM among staff, ensure that sources of information and advice are 
available to both staff and pupils (ƛƴŎƭǳŘƛƴƎ ǎƛƎƴǇƻǎǘǎ ŦƻǊ ŀŎŎŜǎǎƛƴƎ ŀŘŘƛǘƛƻƴŀƭ ƘŜƭǇΣ ŜΦƎΦ ǘƘŜ b{t//Ωǎ 
ƘŜƭǇƭƛƴŜΣ /ƘƛƭŘ[ƛƴŜ ǎŜǊǾƛŎŜǎΣ ŀƴŘ ŀǇǇǊƻǇǊƛŀǘŜ ōƭŀŎƪ ŀƴŘ ŜǘƘƴƛŎ ƳƛƴƻǊƛǘȅ ǿƻƳŜƴΩǎ ƎǊƻǳǇǎ), include FGM in 
the curriculum in relevant classes, and create an open environment in which girls feel able to discuss such 
concerns without inhibition. 
 
There is a range of potential indicators that a girl may be at risk of FGM, including: 

¶ Being in a family where other members have undergone FGM 

¶ Parents withdrawing the girl from PSHE or learning about FGM 

¶ Parents planning to take the girl out of the country for a prolonged period 

¶ A girl appearing anxious, depressed and withdrawn and her educational performance, aspirations 
or motivation declining 

¶ A giǊƭ ŎƻƴŦƛŘƛƴƎ ǘƘŀǘ ǎƘŜ ƛǎ ǘƻ ƘŀǾŜ ŀ ΨǎǇŜŎƛŀƭ ǇǊƻŎŜŘǳǊŜΩ ƻǊ ŀǘǘŜƴŘ ŀ ǎǇŜŎƛŀƭ ƻŎŎŀǎƛƻƴ ǘƻ ΨōŜŎƻƳŜ ŀ 
ǿƻƳŀƴΩ 

Further information on warning signs can be found in the statutory guidance at  
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-
mutilation  
 
There is also a resource pack available:  
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-
mutilation-resource-pack 
 
If there is a disclosure of abuse of this kind, or staff are concerned for any other reason, they are advised: 

¶ not to reveal to anyone other than the Designated Safeguarding Lead that their enquires might be 
related to FGM, as this could increase risk to the pupil 

¶ ƴƻǘ ǘƻ ŜƴƎŀƎŜ ƛƴƛǘƛŀƭƭȅ ǿƛǘƘ ǘƘŜ ǇǳǇƛƭΩǎ ǇŀǊŜƴǘǎ ƻǊ ŦŀƳƛƭȅΣ ƻǊ ƻǘƘŜǊǎ ǿƛǘƘƛƴ ǘƘŜ ŎƻƳƳǳƴƛǘȅ 

¶ to alert the Designated Safeguarding Lead to their concerns immediately. This member of staff will 
then activate local safeguarding procedures, liaisinƎ ǿƛǘƘ ǘƘŜ ǇƻƭƛŎŜ ŀƴŘ ŎƘƛƭŘǊŜƴΩǎ ƻǊ ŀŘǳƭǘǎΩ ǎƻŎƛŀƭ 
care. If a pupil has disclosed that she is at risk in this way, the case will still be referred to social care 
ŜǾŜƴ ƛŦ ƛǘ ƛǎ ŀƎŀƛƴǎǘ ǘƘŜ ǇǳǇƛƭΩǎ ǿƛǎƘŜǎ. In all situations the girl should be offered counselling and 
medical help, and an assessment should be made of other related females who may be at risk. 

For further information on what to do if there are concerns that a student may be at risk of or has 
undergone FGM, or if a student stops attending school, see Chapter 9 of the Multi-Agency Practice 
Guidelines. 
 
From October 2015, it became a statutory duty on teachers to report to the police where they discover that 
FGM appears to have been carried out on a girl under 18. Unless a teacher has good reason not to, they 
ǎƘƻǳƭŘ ǎǘƛƭƭ ŎƻƴǎƛŘŜǊ ŀƴŘ ŘƛǎŎǳǎǎ ŀƴȅ ǎǳŎƘ ŎŀǎŜ ǿƛǘƘ ǘƘŜ 5{[ ŀƴŘ ƛƴǾƻƭǾŜ ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ ŀǎ 
appropriate.2 
 
Information on when and how to make a report can be found at 
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-
procedural-information  
 
Further information and support materials can be found at: 

                                                
2 A factsheet on the new duty can be found at 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/496415/6_1639_HO_SP_FGM_mandato

ry_reporting_Fact_sheet_Web.pdf 

https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/496415/6_1639_HO_SP_FGM_mandatory_reporting_Fact_sheet_Web.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/496415/6_1639_HO_SP_FGM_mandatory_reporting_Fact_sheet_Web.pdf
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¶ https://www.gov.uk/government/collections/female-genital-mutilation  

¶ NHS Choices  http://www.nhs.uk/Conditions/female-genital-mutilation/Pages/Introduction.aspx  

¶ CƻǳƴŘŀǘƛƻƴ ŦƻǊ ²ƻƳŜƴΩǎ IŜŀƭǘƘ wŜǎŜŀǊŎƘ ŀƴŘ 5ŜǾŜƭƻǇƳŜƴǘ όChw²!w5ύ ŀǘ 
http://www .forwarduk.org.uk  

 
Forced Marriage is a crime in England and Wales. A forced marriage is one entered into without the full and 
free consent of one or both parties and where violence, threats or any other form of coercion is used to 
cause a person to enter into a marriage. Threats can be physical or emotional or psychological. Further 
information can be found in the statutory guidance and multi-agency guidelines (see p.35-6 for the role of 
schools and colleges).   
 

Other specific safeguarding issues 
 
Guidance on other specific safeguarding issues (including fabricated or induced illness, faith abuse and 
teenage relationship abuse) can be found via the GOV.UK website ς links can be found in Keeping Children 
Safe in Education Annex A. The TES website and NSPCC website are other good sources of information.  
 

Impact of Abuse 
 
Abuse in all its forms can affect a child at any age from nursery stage to sixth form. It is well documented that 
pupil performance and behaviour can be adversely affected. The effect can be so damaging that the 
ŎƻƴǎŜǉǳŜƴŎŜǎ ŀǊŜ ŦŜƭǘ ǘƘǊƻǳƎƘƻǳǘ ŀ ǇŜǊǎƻƴΩǎ ƭƛŦŜΦ CƻǊ ŜȄŀƳǇƭŜΣ ŀƴ ŀŘǳƭǘ ǿƘƻ ǿŀǎ ŀōǳǎŜŘ ŀǎ ŀ ŎƘƛƭŘ Ƴŀȅ ōŜ 
unable to, or have great difficulty in, sustaining stable trusting relationships or may develop an excessive and 
harmful use of drugs or alcohol. The adverse effects of abuse can be helped considerably by an appropriate 
response to handling disclosures by the professionals involved, therapeutic and/or professional support if 
required and, importantly, family support. 
 
 

Historical Abuse 
 
Reports of abuse that happened in the past still need to be reported in accordance with GDST/ATB 
ǇǊƻŎŜŘǳǊŜǎΦ ! ǇǳǇƛƭ ǊŜǇƻǊǘƛƴƎ άƘƛǎǘƻǊƛŎŀƭ ŀōǳǎŜέ Ƴŀȅ ōŜƴŜŦƛǘ ŦǊƻƳ ŦŀƳƛƭȅ ǎǳǇǇƻǊǘ ŀƴŘ Ƴŀȅ ƴŜŜŘ ǎǇŜŎƛŦƛŎ 
therapeutic/professional help. In addition child protection agencies will need to consider whether or not to 
conduct a child protection investigation, as a crime may have been committed and other children with whom 
the alleged abuser is (or has been) living or working may have been abused or be at risk of significant harm.  
 

Responding to Safeguarding Concerns 
 
Taking Appropriate Action  
Individual schools provide pupil support in a variety of ways, through comprehensive and effective pastoral 
care, specific support for pupils through the Special Educational Needs Coordinator (SENCO), whole school 
Anti-Bullying strategies, Personal Social and Health Education (PSHE) and Sex and Relationship Education 
(SRE) programmes, special whole school events, and specific intervention to meet the needs of individual 
pupils.  
 
A safeguarding concern may come to the attention of staff/volunteers in a variety of ways, such as: 

¶ A pupil may disclose that s/he is being abused at home, school or elsewhere; 

¶ A staff member or volunteer may become suspicious that a child is being abused; 

¶ A third party (e.g. another pupil, a parent/family member or colleague) may share their concerns with a 
member of staff/volunteer; 

¶ ! ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦκǾƻƭǳƴǘŜŜǊ Ƴŀȅ ƘŀǾŜ ƎŜƴŜǊŀƭ ŎƻƴŎŜǊƴǎ ŀōƻǳǘ ŀ ǇǳǇƛƭΩǎ ƘŜŀƭǘƘ ƻǊ ǿŜƭƭōŜƛƴƎΦ 
 

https://www.gov.uk/government/collections/female-genital-mutilation
http://www.nhs.uk/Conditions/female-genital-mutilation/Pages/Introduction.aspx
http://www.forwarduk.org.uk/
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/322310/HMG_Statutory_Guidance_publication_180614_Final.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/322307/HMG_MULTI_AGENCY_PRACTICE_GUIDELINES_v1_180614_FINAL.pdf
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Responding to a disclosure/safeguarding concern 
Staff must be aware that the way in which they talk to a child can have an effect on the validity of evidence 
which can be brought in any subsequent criminal proceedings.  
 
Dos 

¶ Stay calm and listen carefully 

¶ Explain sensitively that you must inform the Designated Safeguarding Lead (use their name) so that s/he 
can make sure that they can be helped to stay safe. It is important for all pupils, including very young 
children, that they are reassured that the matter will only be disclosed to people who need to know. 
Guidance on confidentiality, information sharing and consent is set out in further detail below  

¶ Allow the child to talk freely and listen without criticising 

¶ Accept what the pupil says and do not ask for further detail  

¶ Acknowledge how hard it was for them to tell you and show by voice tone and/or facial expression that 
you are taking their concerns seriously 

¶ Keep questions to a minimum: only use questions if you have to make sense of what the child is trying to 
communicate to you 

¶ Ask ONLY open questions ŜΦƎΦ ά¢Ŝƭƭ ƳŜ ǿƘŀǘ Ƙŀǎ ƘŀǇǇŜƴŜŘέ NOT άŘƛŘ ǎƘŜκ ƘŜκ Řƻ ϝϝϝ ǘƻ ȅƻǳέΦ  ά ²Ƙƻ 
ŘƛŘ ǘƘƛǎέ NOT ά5ƛŘ ϝϝϝ Řƻ ǘƘƛǎ ǘƻ ȅƻǳέ 

¶ Reassure the child that they were right to tell you, that it is not their fault and explain whom you will 
have to tell (the Designated Safeguarding Lead) and why 

¶ ²ƘŜƴ ȅƻǳ ŀǊŜ ǊŜŎƻǊŘƛƴƎ ǘƘŜ ŎƘƛƭŘΩǎ ŀŎŎƻǳƴǘ ƻŦ ŜǾŜƴǘǎΣ ǿƘŜǊŜ ǇƻǎǎƛōƭŜ ǳǎŜ ǘƘŜ ŎƘƛƭŘΩǎ exact words and 
phrases even if these are childish words, or you think it is rude or inappropriate language 

¶ Note any external signs of possible injury or neglect but do not undress or examine the child 

¶ Report your concerns to the Designated Safeguarding Lead immediately and well before the end of the 
same school day. 

 
5ƻƴΩǘǎ 

¶ Do not promise confidentiality όƻǊ ƳŀƪŜ ŀƴȅ ƻǘƘŜǊ ǇǊƻƳƛǎŜǎ ȅƻǳ ŎŀƴΩǘ ƪŜŜǇύ 

¶ 5ƻƴΩǘ interrupt the child who is freely telling their account of what happened 

¶ 5ƻƴΩǘ Ǉǳǘ ǿƻǊŘǎ ƛƴǘƻ ǘƘŜ ŎƘƛƭŘΩǎ ƳƻǳǘƘ όƛΦŜΦ ŦƛƴƛǎƘ ǘƘŜ ŎƘƛƭŘΩǎ ǎŜƴǘŜƴŎŜǎ ŦƻǊ ƘƛƳκƘŜǊύ 

¶ Avoid asking the child for details 

¶ Avoid making assumptions about the pupil or their family 

¶ Avoid jumping to conclusions or speculating about what happened or might have happened or making 
accusations 

¶ Try to avoid an overly emotional reaction, such as expressing disgust, shock or disbelief 

¶ 5ƻƴΩǘ ŀǘǘŜƳǇǘ ǘƻ ǳƴŘǊŜǎǎ ǘƘŜ ǇǳǇƛƭ ƛƴ ƻǊŘŜǊ ǘƻ ŜȄŀƳƛƴŜ ƘƛƳκƘŜr in an attempt to determine the nature 
of any such injuries/neglect 

¶ 5ƻƴΩǘ ŎƻƭƭǳŘŜ with any other person in relation to concerns about the ǇǳǇƛƭΩǎ ǿŜƭŦŀǊŜ ƻǊ ƘƻƭŘ ƻƴ ǘƻ 
significant information about the ǇǳǇƛƭΩǎ ǿŜƭŦŀǊŜ 

¶ 5ƻƴΩǘ ŎƻƴŦǊƻƴǘ ǘƘŜ ŀƭƭŜƎŜŘ ŀōǳǎŜǊ    

¶ 5ƻƴϥǘ ōǳǊŘŜƴ ǘƘŜ ǇǳǇƛƭ ǿƛǘƘ Ǝǳƛƭǘ ōȅ ŀǎƪƛƴƎ ǉǳŜǎǘƛƻƴǎ ǎǳŎƘ ŀǎ ϦǿƘȅ ŘƛŘƴΩǘ ȅƻǳ ǘŜƭƭ ƳŜ ōŜŦƻǊŜΚϦ 

¶ Don't interrogate or pressure the pupil to provide information 

¶ Don't ask any potentially leading questions such as those that start with the words, how, what, when, 
where and why 

¶ Don't criticise the alleged perpetrator, this may be someone they love 

¶ Don't make promises that you cannot keep such as "I'll stay with you all the time" or "it will be alright 
now". 

 
Staff should record any safeguarding concerns or disclosures on the Record of Safeguarding Concern form, 
and report them immediately, well before the end of the same school day, to the Designated Safeguarding 
Lead. Clear communication arrangements must be in place for all staff working out of normal school hours 
to contact the Designated Safeguarding Lead and/or local child protection agencies.   
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The school should also notify the Legal Department at Trust Office of any safeguarding issues in the following 
circumstances: 

¶ The issue involves an allegation against a member of staff, a volunteer or the Principal  

¶ The issue relates to concerns about the education provided to the pupil  

¶ The issue involves referral to external agencies 

¶ The issue could result in a claim against the Trust/ATB ƻǊ ŀŦŦŜŎǘ ǘƘŜ {ŎƘƻƻƭΩs reputation 
 
It is not the role of the GDST/ATB (including Principals and the Designated Safeguarding Lead/s) to investigate 
suspected or alleged abuse; this is the role of the Police and Social Services. 
 
 

Multi -Agency Policy and Practice 

 
The GDST/ATB recognises the critical importance of actively contributing to multi-agency safeguarding 
policy and practice: άάEveryone who works with children has a responsibility for keeping them safe. No 
ǎƛƴƎƭŜ ǇǊŀŎǘƛǘƛƻƴŜǊ Ŏŀƴ ƘŀǾŜ ŀ Ŧǳƭƭ ǇƛŎǘǳǊŜ ƻŦ ŀ ŎƘƛƭŘΩǎ ƴŜŜŘǎ ŀƴd circumstances and, if children and families 
are to receive the right help at the right time, everyone who comes into contact with them has a role to play 
in identifying concerns, sharing information and taking prompt action.3έΦ 
 
Wherever a concern is raised with the Designated Safeguarding Lead, they should, in consultation with the 
Principal where possible, always consider seeking advice or guidance from the LADO, Social Services/CADT, 
or other local agencies involved in the safeguarding and welfare of children (such as an educational 
psychologist or CAMHS). This may be the case where there is a serious child protection allegation, or where 
ǘƘŜǊŜ ƛǎ ŀ ƎŜƴŜǊŀƭ ŎƻƴŎŜǊƴ ŀōƻǳǘ ŀ ǇǳǇƛƭΩǎ ǿŜƭƭ-being and health. 
 
Early Help Assessment (formerly CAF) 
An early help assessment is undertaken when it appears a child and family would benefit from coordinated 
support from more than one agency. The assessment should identify what help the child and family need to 
prevent needs escalating to a point where intervention would be needed via a statutory assessment under 
the Children Act 1989. The early help assessment should be undertaken by a lead professional who could be 
a teacher, SENCO, GP, family support worker and/or health visitor.  
 
An Early Help Assessment is not a referral. The Designated Safeguarding Lead should discuss with CADT 
whether it would be more appropriate to undertake an Early Help Assessment or to make an immediate 
referral. 
 
Decision to refer to Social Services 
When making the decision to make a referral to social services which could activate a child protection 
investigation, advice to determine whether it is appropriate to obtain consent, or notify parents in advance 
of making the referral and, if applicable, how to approach gaining consent of parents and pupils concerned 
should be sought from the local child protection agencies, preferably CADT.  Advice can also be sought from 
the Legal Department at Trust Office. Any advice received should be recorded on a Record of Safeguarding 
/ƻƴŎŜǊƴ ŦƻǊƳΦ ¢Ƙƛǎ ŀŘǾƛŎŜ Ŏŀƴ ōŜ ǎƻǳƎƘǘ ǿƛǘƘƻǳǘ ǊŜǾŜŀƭƛƴƎ ǘƘŜ ŎƘƛƭŘΩs identity and can help the Principal 
decide whether or not to make a formal referral, and how to deal with the sensitive issue of consent. 
Generally, the consent of parents should be obtained before making a formal referral, unless to do so would 
place the child at significant risk of harm.  However, the decision as to whether, when and what to tell 
parents should be agreed in advance with CADT. Please also refer to the Seven Golden Rules of Information 
Sharing which deals with the issue of consent. 
   

                                                
3 Working Together to Safeguard Children 2018 p.11 
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In the event of a school making a referral to Social Services, they should agree with Social Services exactly 
what the child and parents will be told, by whom and when. The Designated Safeguarding Lead  should also 
ask to be kept informed of the timing of any strategy discussions between Social Services and the police, 
which will decide whether and how to investigate. The Designated Safeguarding Lead (accompanied by or in 
close liaison with the staff member who knows the child best) should be prepared to contribute to the 
ǎǘǊŀǘŜƎȅ ŘƛǎŎǳǎǎƛƻƴ ƻƴ ǘƘŜ ōŀǎƛǎ ƻŦ ǘƘŜ ǎŎƘƻƻƭΩǎ ƪƴƻǿƭŜŘƎŜ ƻŦ ǘƘŜ ŎƘƛƭŘΦ  {ƻƳŜ ŜȄŀƳǇƭŜ ƴƻǘŜǎ ŦƻǊ 5ŜǎƛƎƴŀǘŜŘ 
Safeguarding Leads to use as a starting point when preparing for strategy meetings are available in the 
Safeguarding Documentation/Best Practice folder in the Safeguarding section of the GDST staff intranet. 
 
Unsatisfactory response from Child Protection Agencies 
The local authority should make a decision, within one working day of a referral being made, about the type 
of response that is required and should let the referrer know the outcome. The referrer should follow up if 
this information is not forthcoming.  A record of each contact with Social Services, including the name of the 
officer with whom the School has spoken, and the date and time of the call, should be kept.  
 
In the event of the school not being satisfied with the response, the Principal should liaise directly with the 
LADO to try to resolve a more satisfactory outcome for the pupil concerned.  Failing this, the Principal should 
ǿǊƛǘŜ ǘƻ ǘƘŜ 5ƛǊŜŎǘƻǊ ƻŦ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛces.  As a last resort, the Principal should request the Chief Executive 
to write to the Chair of the LSCB/local safeguarding partners, whose role is to help ensure that all agencies 
are working effectively and collaboratively together to safeguard children and that any barriers to effective 
multi-agency working are properly addressed.   

 
 
Duty to Report Concerns about the Management of Safeguarding 

 
It is recognised that children cannot be expected to raise concerns in an environment where staff fail to do 
so.  Where staff or volunteers reasonably believe that safeguarding concerns exist, or where they have 
concerns regarding the management of safeguarding issues, it is their duty to raise those concerns, and the 
duty of the senior leadership team to take them seriously. Staff and volunteers should be encouraged to raise 
ŎƻƴŎŜǊƴǎ ŀōƻǳǘ ǇƻƻǊ ƻǊ ǳƴǎŀŦŜ ǇǊŀŎǘƛŎŜ ŀƴŘ ǇƻǘŜƴǘƛŀƭ ŦŀƛƭǳǊŜǎ ƛƴ ǘƘŜ ǎŎƘƻƻƭΩǎ ǎŀŦŜƎǳŀǊŘƛƴƎ ǊŜƎƛƳŜΦ ¢ƘŜ Řǳǘȅ 
to report concerns about the management of safeguarding is part of the Code of Conduct and the 
Whistleblowing Policy is included in the staff induction pack. It should also be reflected in staff training. 
 
The member of staff or volunteer should bring their concerns to the attention of the Designated Safeguarding 
Lead, or in a case where the concerns relate to the actions or inaction of the Designated Safeguarding Lead, 
to the Principal. 
 
However, where a member of staff or volunteer reasonably believes these reporting routes to be 
inappropriate, or has reported concerns and no action has been taken, they should contact the Company 
Secretary of the ATB or CADT directly. The NSPCC whistleblowing helpline is also available: tel. 0800 028 0285 
(8am-8pm, Mon-Fri) email: help@nspcc.org.uk  
  
Details of the Whistle Blowing procedure can be found on the GDST staff intranet in the HR (Grievances & 
Related Procedures) section. 
 
  

mailto:help@nspcc.org.uk
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A2. Confidentiality, Information Sharing, Consent and Record Keeping 
 
In order to effectively safeguard children and enable intervention, secure and appropriate information 
sharing between agencies is essential.  Often, it is only when information from different sources is put 
together that risks can be properly identified.  All staff need to be clear about when to share information to 
ƘŜƭǇ ƪŜŜǇ ŀ ŎƘƛƭŘ ǎŀŦŜ ƻǊ ǇǊƻƳƻǘŜ ŀ ŎƘƛƭŘΩǎ ǿŜƭŦŀǊŜΦ 
 
Where you have reason to believe that a child may be suffering or may be at risk of suffering significant 
harm, you should always consider referring to social services in line with LSCB/local safeguarding partner 
guidelines. 
 
It is important to recognise that significant harm does not simply arise from deliberate abuse or gross 
neglect.  It can also arise where a child is failing to thrive for no known reason, for example because they 
are suffering from an undiagnosed medical condition.  If parents refuse to provide medical information or 
to seek medical help, again information sharing may be justified.  Where you have concerns that the 
actions of some may place a child at risk of significant harm, it may be possible to justify sharing 
information with or without consent for the purposes of identifying people for whom preventative 
interventions are appropriate. 
 
Seven Golden Rules of Information Sharing 

1. Remember that the General Data protection Regulation (GDPR), Data Protection Act 2018 
and human rights law are not barriers to justified information sharing, but provide a 
framework to ensure that personal information about living individuals is shared 
appropriately. 

2. Be open and honest with the individual (and/or their family where appropriate) from the 
outset about why, what, how and with whom information will, or could bebe shared, and 
seek their agreement, unless it is unsafe or inappropriate to do so. 

3. Seek advice from other practitioners, or your information governance lead, if you are in any 
doubt about sharing the information concerned, without disclosing the identity of the 
individual where possible..  In such cases it is recommended that advice is sought from the 
Legal Department.  

4. Where possible, share with informed consent where appropriate and, where possible, 
respect the wishes of those who do not consent to having their information shared.  Under 
the GDPR and Data Protection Act 2018 you may share information without consent if, in 
your judgement, there is a lawful basis to do so, such as where safety may be at risk. You 
will need to base your judgement on the facts of the case. When you are sharing or 
requesting personal information from someone, be clear of the basis upon which you are 
doing so. Where you do not have consent, be mindful that an individual might not expect 
information to be shared. It is recommended that advice is sought from the Legal 
Department. 

5. Consider safety and well-being: base your information sharing decisions on considerations 
of the safety and wellbeing of the individual and others who may be affected by their 
actions. 

6. Necessary, proportionate, relevant, adequate, accurate, timely and secure: ensure that the 
information you share is necessary for the purpose for which you are sharing it, is shared 
only with those individuals who need to have it, is accurate and up to date, is shared in a 
timely fashion, and is shared securely. 

7. Keep a record of your decision and the reasons for it, whether the decision is to share the 
information or not.  If you decide to share, then record what you have shared, with whom 
and for what purpose. This record should include the date, time and name of person 
making the decision and details of any relevant advice from CADT/the LADO/other 
agencies.  The note should distinguish between fact and opinion where possible. 
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Sources of Advice 
If staff have a safeguarding concern or a concern about the well-being of a pupil, and are unsure about 
whether or how to share information appropriately, guidance should be sought from: 

¶ Contacting ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ (which can be on a no names basis) for advice 

¶ Information Sharing: advice for practitioners providing safeguarding services July 2018 

¶ What to do if you are worried a child is being abused 2015 

¶ The LƴŦƻǊƳŀǘƛƻƴ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ hŦŦƛŎŜ (ICO), which includes ICO GDPR FAQs and guidance from 
the department 

 
Specific guidance on confidentiality for School Nurses/Welfare Leads is contained in the Roles and 
Responsibilities: School Nurse section of these procedures.  
 
 

Record Keeping 
 
Good record keeping is essential for effective safeguarding practice and schools should therefore ensure that 
all records should:  

¶ Be written up as soon as possible and in any event within 48 hours, signed and dated  

¶ Clearly distinguish between fact and opinion 

¶ Contain name(s), date, the event, any action taken and to be taken 

¶ Be a record of what was said  

¶ Contain details of any advice received from CADT/the LADO or other agencies and their details 

¶ The Designated Safeguarding Lead must be informed.  They will determine what information must 
be shared with which other staff and local agencies, in accordance with the Information Sharing and 
Consent guidance.  The record should be updated to reflect who the information has been shared 
with, the basis for the decision to share, whether there was consent, and any advice obtained in 
relation to sharing the information 

¶ Staff must be aware that their records may be used in criminal proceedings. Recording procedures 
need to be followed in conjunction with procedures relating to confidentiality, and information 
sharing requirements.  

A template form for schools to adapt to suit their local requirements is contained in Appendix A1 Record of 
Safeguarding Concern form. 
 

Secure storage, sharing and retention of sensitive personal information  
 

1. Safeguarding and Pastoral care information concerning individual students should be held on a 
suitable information management system. CPOMS is to be introduced across the GDST from 
September 2018.  

¶ Internal and external reports or medical documents received electronically should be 
uploaded onto this application and the original email deleted. If received in paper format 
the document should be scanned and uploaded and the original destroyed. 

 
2. Where this is not appropriate, safeguarding and pastoral care information should be stored in an 

approved secure file area, such as SharePoint, OneDrive or Google drive. Access control permissions 
must be applied restricting access to those individuals who need it. 
 

3. Paper records containing sensitive safeguarding and pastoral information (including all special 
categories of personal data) should be avoided where possible 

https://ico.org.uk/
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¶ Concerns received by e-mail this should stored on a suitable information management 
system, or secure file area, and the original email deleted. 

¶ Where a paper record is received this should be scanned onto a suitable information 
management system, or secure file area, and the original email deleted  

¶ Where it is necessary to retain a paper record it should be stored in a locked filing cabinet. 
 

4. Where it is necessary to share documents with staff the document should be stored in an approved 
secure file area (with access control permissions applied). A link to documents should be sent via 
email rather than the document itself restricting access to those individuals with permissions to 
access the folder. 
 

5. Where it is necessary to email a document containing Safeguarding or Pastoral information either 
internally or externally, the document should be encrypted or password protected. Passwords must 
be shared separately. 
 

6. In terms of retention, all data on the safeguarding file potentially forms part of the important story 
that may be needed retrospectively for many years. No records of safeguarding concerns should be 
destroyed before the conclusion of the Independent Inquiry into Child Sexual Abuse, led by 
Professor Alexis Jay, which began in July 2015 and is expected to continue until 2020.  
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A3. Code of Conduct: Promoting Safe Practice 
 
Procedures for promoting safe practice in this section are indivisible from and expected to operate in 
conjunction with other ATB and school policies including: 
 

¶ Equal Opportunities Policy 

¶ Behaviour / Discipline Policies 

¶ Anti Bullying Policy 

¶ Policies relating to Physical Intervention 

¶ Disciplinary Procedure 

¶ ICT Acceptable Use Agreement 

¶ Social Media Policy 

¶ Administration of Medicines Protocol 

¶ Other codes of conduct  
 

These Procedures incorporate guidance produced by the DfE ƛƴ ǘƘŜ ŘƻŎǳƳŜƴǘ ΨDǳƛŘŀƴŎŜ ŦƻǊ {ŀŦŜǊ ²ƻǊƪƛƴƎ 
Practice for Adults ǿƘƻ ǿƻǊƪ ǿƛǘƘ /ƘƛƭŘǊŜƴ ŀƴŘ ¸ƻǳƴƎ tŜƻǇƭŜ ƛƴ 9ŘǳŎŀǘƛƻƴ {ŜǘǘƛƴƎǎΩ нл15. Schools are 
recommended to refer to this guidance for more detailed advice on a range of issues including: 
 

¶ Infatuations 

¶ One to One Situations 

¶ Transporting Pupils 

¶ Educational Visits and After School Activities 
 

 
Basic Principles 
The ATB expects all staff and volunteers to: 

¶ Treat pupils with respect, dignity, sensitivity and fairness 

¶ Value and respect all pupils as individuals 

¶ 5ŜƳƻƴǎǘǊŀǘŜ ǘƘŀǘ ǘƘŜȅ ŀǊŜ ǿƛƭƭƛƴƎ ǘƻ ƭƛǎǘŜƴ ǘƻ ǇǳǇƛƭǎΩ ǾƛŜǿǎ ŀƴd opinions 

¶ Provide suitable opportunities for pupils to be involved in decision making processes 

¶ Provide positive encouragement and praise to all pupils 

¶ Provide an example of good conduct for pupils 

¶ Ensure that relationships with pupils remain on a professional footing 

¶ Avoid behaviour that could lead a reasonable observer to question their conduct, intentions or 
suitability to care for children 

¶ If they have concerns about other members of staff or volunteers or the management of safeguarding 
in the school, to report these to the Designated Safeguarding Lead, or (should this reporting route be 
inappropriate) to the Principal 

¶ Consider whether their relationships and associations both within and outside of the workplace 
(including online) may have implications for the safeguarding of children in the school, and be aware 
that they should raise these in order to help schools identify whether arrangements are necessary to 
support them and ensure ŎƘƛƭŘǊŜƴΩǎ ǎŀŦŜǘȅ  

¶ Alert the school as appropriate to any changes to their own personal circumstances which may affect 
their suitability to work with children. This includes informing their line manager of any medical 
condition, disability or medication that may affect their ability to do their job, and of any charge or 
summons to appear in court in relation to a criminal offence (other than minor road traffic violations) 
Staff and others who work with children in the early years or directly manage the setting are expected 
to disclose any convictions, cautions, court orders, reprimands and warnings they have received  which 
may affect their suitability to work with children (whether received before or during their employment 
at the setting). 
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Guidelines on Acceptable Behaviour of Staff and Volunteers  
 
In the way you speak: 

¶ Do not address a pupil by any name other than his/her first or preferred name 

¶ Do not encourage or engage in inappropriate humour or chat or gestures (e.g. swearing, sexual 
connotation or innuendo) 

¶ Do not allow pupils to use inappropriate language unchallenged. Positively challenge inappropriate chat 
e.g. racist/ sexist comments, swearing or sexual jokes  

¶ !ǾƻƛŘ ŜȄŎŜǎǎƛǾŜ ǇŜǊǎƻƴŀƭ ŎƻƳǇƭƛƳŜƴǘǎ ŀōƻǳǘ ŀ ǇǳǇƛƭΩǎ ŀǇǇŜŀǊŀƴŎŜ 

¶ Do not dictate orders by shouting but request or provide direction to staff or pupils 

¶ Do not enter into arguments or heated debates in front of pupils or parents 
 

In your conduct: 

¶ Be mindful of how you touch pupils ς your actions could be misconstrued. Do not carry a child unless 
absolutely necessary and try not to handle a child below the shoulder unless there is a justifiable reason 
for doing so 

¶ Be cautious when comforting a distressed pupil with physical contact ς which should never be in private. 
Whenever a teacher touches a child she/he should be aware that the action may be misconstrued or 
ŎŀǳǎŜ ƻŦŦŜƴŎŜΦ .ŜŀǊ ƛƴ ƳƛƴŘ ǘƘŜ ǇǳǇƛƭΩǎ ŀƎŜ ŀƴŘ ŜǘƘƴƛŎƛǘȅΣ ǘƘŜ nature of the distress and her needs and 
the physical environment. Common sense dictates, however, there are some situations where 
appropriate physical contact is either necessary or reasonabƭŜ ŀŎǘƛƻƴ ǘƻ ǘŀƪŜ όǎŜŜ ōŜƭƻǿύΦ LŦ ŀ ƎƛǊƭΩǎ 
reaction shows that she is uncomfortable with being touched, the teacher should adjust his/her 
behaviour accordingly 

¶ If you need to talk to a pupil privately, make sure that this does not put you at risk, i.e. the room 
should afford privacy but still be in the view of others. If any physical contact occurs in a one-to-one 
situation, a prompt report should be made to the DSL 

¶ aŀƭŜ ǎǘŀŦŦ ŀƴŘ ǾƻƭǳƴǘŜŜǊǎ ǎƘƻǳƭŘ ŀǾƻƛŘ ŜƴǘŜǊƛƴƎ ƎƛǊƭǎΩ ǘƻƛƭŜǘǎΣ ŎƘŀƴƎƛƴƎ ǊƻƻƳǎ ƻǊ ǎƘƻǿŜǊǎ ŜȄŎŜǇǘ ƛƴ ŀƴ 
absolute emergency and ideally accompanied by a female member of staff/volunteer. Situations where 
male staff have had to enter these particular areas shƻǳƭŘ ōŜ ƻǇŜƴƭȅ ŘƛǎŎǳǎǎŜŘ ǿƛǘƘ ǘƘŜ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ 
line manager as soon as practical and if necessary recorded  

¶ Do not offer car journeys to pupils unless in an emergency and ideally with parental permission. 
Always inform your line manager and log details and reason for the journey ASAP. Staff must ensure 
they have appropriate insurance in accordance with the information on school trips on the GDST staff 
intranet 

¶ Do not arrange to socialise with pupils at events other than those relating to school events and with the 
permission of parents/guardians and Head (e.g. end of term celebrations, at weekends or evenings) 

¶ Do not make visits to pupils in their homes or receive pupils at your home unless in an emergency, 
sanctioned jointly by the Head and Director of Legal Trust Office, and ideally with parental permission.  

¶ If, in exceptional circumstances, a home visit is considered to be necessary for any reason which is not 
an emergency, a risk assessment must be conducted and documented in accordance with the Safer 
wŜŎǊǳƛǘƳŜƴǘ /ƻƴǎƻǊǘƛǳƳΩǎ DǳƛŘŀƴŎŜ ŦƻǊ {ŀŦŜǊ ²ƻǊƪƛƴƎ tǊŀŎǘƛŎŜΣ ŀƴŘ ŀǇǇǊƻǾŜŘ ƛƴ ŀŘǾŀƴŎŜ ōȅ ǘƘŜ IŜŀŘ 
and the Director of Legal, who must also conduct regular reviews of any repeat visit 

¶ {ŎƘƻƻƭǎ ǿƘƛŎƘ ǎǇƻƴǎƻǊ ƻǾŜǊǎŜŀǎ ǇǳǇƛƭǎ ǘǊŀǾŜƭƭƛƴƎ ǘƻ ǘƘŜ ¦Y ŀƭƻƴŜ ǳƴŘŜǊ ǘƘŜ ¦Y±LΩǎ ǘƛŜǊ п ǎȅǎǘŜƳ ŀǊŜ 
responsible for ensuring appropriate living arrangements are in place. So-ŎŀƭƭŜŘ άƘƻƳŜǎǘŀȅέ 
arrangements are provided by local residents and are subject to private fostering regulations. 
Suggestions from members of staff to act as foster carers of a tier 4 sponsored pupil must be handled 
carefully and in view of the risks to the school, its staff and pupils. Staff must not be encouraged to carry 
out a homestay arrangement or given an indication that this is part of their role as a school employee. 
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Any homestay provided by a member of staff is the responsibility of the member of staff to undertake 
and arrange, and the school must be satisfied it is appropriate in all the circumstances. The requirement 
to carry out a full risk assessment and conduct regular reviews applies to any homestay arrangement 
involving a member of staff. Annual safeguarding audits will include a review of any homestay 
arrangement involving a member of staff. 

¶ Do not single out individual pupils for special gifts or favours or unnecessary individual attention 

¶ Do not allow any allegations made by a pupil or third party to go unchallenged, unrecorded or not acted 
upon. 

 
        In your use of electronic communications/IT: 

¶ Do not give pupils personal contact details (e.g. e-mail, telephone numbers or address),  take personal 
contact details from pupils except in an emergency, (in which case  a member of SLT must always be 
informed)  

¶ It should noǘ ōŜ ƴŜŎŜǎǎŀǊȅ ŦƻǊ ǎǘŀŦŦ ǘƻ ƘŀǾŜ ǇǳǇƛƭǎΩ ǇŜǊǎƻƴŀƭ ŎƻƴǘŀŎǘ ŘŜǘŀƛƭǎ ƻƴ ŀ ǊƻǳǘƛƴŜ ōŀǎƛǎΦ ²ƘŜǊŜ 
staff might require such details e.g. for the organisation of school activities such as school trips, it is 
essential that the school provides a contact number for the pupils and it is made clear that whenever 
personal contact numbers are taken from pupils, the lists are destroyed after the trip and are never 
stored in any device belonging to a member of staff 

¶ Exercise caution in use of social media, and ensure you are working within the confines of the 
GDST/ATB ICT Acceptable Use Agreement and any other GDST/ATB guidance on the use of social 
media 

¶ Do not engage with pupils using personal social media channels. For example, staff must not become 
Facebook friends with current pupils (or former pupils below the age of 18) on personal accounts, and 
must not follow them, or communicate with them, on Twitter, WhatsApp, Snapchat or Instagram 

 
The guidelines above do not apply in relation to the behaviour of staff towards their own children or other 
close relatives if these children are GDST pupils. Staff with children at their school are expected to use their 
common sense and careful judgement in determining appropriate boundaries whilst ensuring that 
ǎŀŦŜƎǳŀǊŘƛƴƎ ŎƻƴǎƛŘŜǊŀǘƛƻƴǎ Řƻ ƴƻǘ ŀŘǾŜǊǎŜƭȅ ŎƛǊŎǳƳǎŎǊƛōŜ ǘƘŜƛǊ ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ƛƴǘŜǊŀŎǘƛƻƴǎ ǿƛǘƘ ǇŜŜǊǎΦ 
They should discuss matters with the Head or DSL in advance if uncertain about any specific situation, and 
likewise inform the Head immediately if something occurs which is problematic or could be misconstrued.  
 
Use of Mobile Phones and Cameras 
In order to prevent allegations of inappropriate activities, including against EYFS staff, staff must not store 
images of pupils (taken in a school capacity*) on any personal device. Any images taken on personal devices 
must be downloaded to school systems as soon as reasonably possible and the personal copy permanently 
removed. Staff must be careful to avoid taking any photos of pupils that could be construed as 
inappropriate, and any photos that may inadvertently be seen as inappropriate should be destroyed. 
* applies to staff with relatives who are GDST pupils 
 
Misuse of Alcohol and Drugs 
All staff and volunteers are not permitted to misuse, or be under the influence of, alcohol or illegal drugs, on 
GDST premises or whilst in charge of pupils at any other venue in the UK or abroad.  Disciplinary Action may 
follow if these guidelines are not upheld.  
 

Physical Contact between Staff and Pupils 
 
Safeguarding pupils requires both pupils and staff to be clear about safe and acceptable physical contact. 
However it is just as important for all staff and volunteers to feel comfortable in contributing to providing a 
safe and caring environment for all pupils, especially for very young children. Staff and volunteers need to 
ŦŜŜƭ ŎƻƳŦƻǊǘŀōƭŜ ƛƴ ǊŜǎǇƻƴŘƛƴƎ ǘƻ ǇǳǇƛƭǎΩ ǇǊŀŎǘƛŎŀƭ ŀƴŘ ŜƳƻǘƛƻƴŀƭ ƴŜŜŘǎΦ  
It is important to avoid making assumptions about whether or not a pupil wants physical contact, even with 
very young children, or to assume that one response fits all circumstances. Members of staff should use their 
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ǇǊƻŦŜǎǎƛƻƴŀƭ ƧǳŘƎŜƳŜƴǘ ƛƴ ǎǇŜŎƛŦƛŎ ǎƛǘǳŀǘƛƻƴǎΣ ǘŀƪƛƴƎ ƛƴǘƻ ŀŎŎƻǳƴǘ ǘƘŜ ǇǳǇƛƭΩǎ ƴŜŜŘǎ ŀǘ ǘƘŜ ǘƛƳŜΣ their age, 
stage of development, gender, ethnicity and background. 
 
If a member of staff believes that an incident could be misinterpreted, they should inform the Designated 
Safeguarding Lead immediately. 
 
When is Physical Contact with Pupils Acceptable? 
The paramount consideration is the need of the child. Staff should use their professional judgement to 
comfort or reassure children while maintaining appropriate distance. Never do anything of a personal nature 
for children that they can do for themselves (e.g. help with toileting, putting on sun cream, drying after 
swimming or getting dressed).   
 
There are times when it is appropriate for a member of staff/ volunteer to touch a pupil, for example: 

¶ Young children in particular quite often need immediate physical comfort after a fall/ injury 

¶ Helping very young children with personal care tasks (dressing/ drying after swimming) *see also 
acceptable behaviour above 

¶ Strapping seat belts for young children 

¶ Some pupils with particular disabilities 

¶ Providing first aid treatment 

¶ Pupil recovering from an accident (e.g. pupils using crutches or be in plaster) 

¶ Pupils who are extremely emotionally upset 

¶ To avoid accident or injury in an emergency 

¶ Some contact sports see further Appendix B5 

¶ Some arts activities see further Appendix B6 

¶ Holding the hand of a child at the front/back of the line when going to assembly or when walking 
together around the school  

  
If a child needs to sit on your lap, sit the child on your lap in a quiet area, in view of other staff or pupils and 
ŀǎƪ ǘƘŜ ŎƘƛƭŘ ǘƻ ǎƛǘ ΨǎƛŘŜ ǎŀŘŘƭŜΩΣ ƛΦŜΦ ǿƛǘƘ ƘƛǎκƘŜǊ ƭŜƎǎ ǘƻƎŜǘƘŜǊΣ ŦƻƭŘŜŘ ŀŎǊƻǎǎ ȅƻǳǊ ƭŀǇΦ  
 
Responding to Pupils Making Physical Contact with You 
Should a pupil of any age seek you out for physical contact or seem to want to establish an intimate 
relationship with you always discuss this with your line manager. It may be that other staff have experienced 
similar issues with the same pupil or group of pupils.  
   
For example, a young child needs to be encouraged to demonstrate their affection in different ways in 
ŘƛŦŦŜǊŜƴǘ ǎƛǘǳŀǘƛƻƴǎΦ !ƴ ƻƭŘŜǊ ǇǳǇƛƭ Ƴŀȅ ƘŀǾŜ ŘŜǾŜƭƻǇŜŘ ŀ άŎǊǳǎƘέ ƻƴ ȅƻǳ ŀƴŘ ǘƘƛǎ ƴŜŜŘǎ ǘƻ ōŜ ǎŜƴǎƛǘƛǾŜƭȅ ŀƴŘ 
openly managed with your line manager, to avoid leaving you open to allegations of misconduct or abuse.   
 
In all situations where a pupil initiates inappropriate physical contact, it is the responsibility of the adult to 
distance themselves and help the pupil understand the importance of personal boundaries. It is important 
that the incident and the circumstances should be reported to the Designated Safeguarding Lead and 
recorded as soon as possible, and, if appropriate, a copy placed on the confidential file relating to that pupil.  
 
Sexual Behaviour 
Children of any age may behave in a sexual way. 
 
Pupils may need guidance on: 

¶ Self-Awareness 

¶ Social Skills 

¶ Establishing appropriate peer relationships 

¶ Bullying 

¶ Emotional support 
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¶ Information and advice about how their behaviour may be perceived by others and possible 
consequences of their behaviour 

 
Older students may need guidance regarding sex and relationship counselling. At BHSA, the HWBM may be 
able to assist and guidance is given through PSHE and SRE programmes.  
 
Sometimes, inappropriate sexual behaviour may require the pupil to receive advice and guidance from 
professionals outside of the school. It is also possible that inappropriate sexual behaviour is a sign that the 
pupil could be at risk of significant harm. These matters need to be considered under the school safeguarding 
procedures.  
 
Abuse of Trust  
Under the Sexual Offences Act 2003, it is a criminal offence for any person over 18 in a position of trust to 
engage in a sexual relationship with a pupil under муΤ ǘƘƛǎ ŎƻƴǎǘƛǘǳǘŜǎ Ψ!ōǳǎŜ ƻŦ ¢ǊǳǎǘΩΦ ¢Ƙƛǎ ƛǎ ǘƻ ǇǊŜǾŜƴǘ 
adults abusing their position of trust, for example by persuading, encouraging or intimidating pupils into 
certain behaviours or activities.  
 
The law applies to anyone working in schools in a paid or voluntary capacity, including sixth formers and gap-
year students, even if they do not teach the child and even if pupils are of an age to consent to sexual activity 
and applies even if both parties consent to the sexual relationship.  
 
A sexual or intimate relationship between a member of staff or volunteer and a sixth former over the age of 
18 is also unacceptable, even though not a criminal offence, and will be dealt with under the provisions of 
the ATB disciplinary procedure and is likely to be considered as gross misconduct. 
 
Schools must ensure that all staff, volunteers and gap-year students are informed about the requirements 
ŀƴŘ ƛƳǇƭƛŎŀǘƛƻƴǎ ƻŦ ά!ōǳǎŜ ƻŦ ¢ǊǳǎǘΦέ ŀƴŘ ǘƘŀǘ ǘƘŜ D5{¢/ATB extends the requirements of staff behaviour 
and the consequences of non-compliance with these procedures to include inappropriate relationships with 
6th formers who are 18 years old. 

 
Confidentiality  
 
Members of staff have access to confidential, personal information in order to undertake their everyday 
responsibilities. This information must be handled responsibly and sensitively. 
 
 It is important to: 

¶  Avoid sharing information casually in conversation or other than on a need-to-know basis 

¶ Avoid holding sensitive discussions about pupils in public areas, such as corridors, dining areas or 
playgrounds 

¶ Keep notes and records about pupils suitably secure 

¶ Be careful about the kinds of personal information about pupils which are on view in staff rooms, work 
areas and offices, especially if these areas are used or visited by parents, visitors or contractors 

¶ Make sure you are familiar with the Record Keeping section within the Safeguarding Procedures 

¶ Ensure you are familiar with your responsibilities under the General Data Protection Regulations and 
Data Protection Act 2018 (further guidance is available on the GDST staff intranet) 

 
In areas where confidentiality may be an issue, it is important to remember that it is the welfare and safety 
of the pupil which is the key focus.  
 
Children need to be educated that other members of staff may have to pass information on to others in order 
to help them and keep them safe. In certain circumstances, it may also be the case that pupils themselves 
receive a disclosure, and should understand the importance of passing such information on, and who to 
speak to.  It is important to reassure pupils, including very young children, that if their personal information 
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is shared it will only be passed on to those who need to know and will not become common knowledge 
amongst other staff/pupils.  This can be brought to the attention of pupils through: 

¶ PSHE and Sex and Relationships Education 

¶ RS/RE discussions on ethical issues 

¶ Assemblies 

¶ Part of induction arrangements for new pupils 

¶ Displays of material about external organisations which offer help and support 

¶ Leaflets and other material telling pupils and parents/carers about pastoral care arrangements 

¶ Discussions with parents/carers 
Where applicable, include a clear and pupil-friendly statement about confidentiality within material 
produced by the School Nurse, Student Welfare Lead or Learning Mentor. 
 
Lǘ ƛǎ ŜǎǎŜƴǘƛŀƭ ǘƘŀǘ ǎǘŀŦŦ ŀǾƻƛŘ ōŜƛƴƎ ǇǊŜǎǎǳǊŜŘ ƛƴǘƻ ǇǊƻƳƛǎƛƴƎ ǘƘŀǘ ǘƘŜȅ ǿƛƭƭ ƪŜŜǇ ƛƴŦƻǊƳŀǘƛƻƴ ΨǎŜŎǊŜǘΩ ǿƘŜƴ 
pupils give them information about changes in their family, their concerns, worries or other possible 
indications of abuse. The dangers of keeping secrets are that this approach:    

¶ helps perpetuate the cycle of secrecy and concealment which characterises much abusive behaviour 

¶ leads to the child feeling a greater sense of betrayal when material has to be disclosed, again reinforcing 
a sense that adults cannot be trusted 

¶ will put you into an impossible situation, for example, if the child then discloses evidence of extensive 
abuse or a situation in which a vulnerable sibling is clearly at risk of significant harm. See Section 2 for 
further guidance on Confidentiality, Information Sharing and Consent. 

 

Behaviour Management 
 
Individual schools are expected to develop policies relating to, and communicate clearly to all pupils and 
parents/carers, their model of positive discipline (including a hierarchy of sanctions) in order to encourage 
positive behaviour, respect for others and a sense of self-ŘƛǎŎƛǇƭƛƴŜ ŀǇǇǊƻǇǊƛŀǘŜ ǘƻ ǘƘŜ ǇǳǇƛƭǎΩ ŀƎŜ ŀƴŘ 
understanding.  
 
 
The Behaviour Policy or Code must include the promotion of good behaviour, self-discipline and respect, and 
show the place of rewards and sanctions.  Regard should be had to the DfE Guidance Behaviour and Discipline 
in Schools which covers the following key areas: 

¶ Duties under the Equality Act 2010 including issues related to pupils with disabilities and how 
reasonable adjustments are made for these pupils 

¶ A consistent approach to behaviour management 

¶ Strong school leadership 

¶ Classroom management 

¶ Rewards and sanctions; behaviour strategy and the teaching of good behaviour 

¶ Staff development and support 

¶ Support systems for pupils 

¶ Liaison with parents and other agencies 

¶ Managing pupils' transition 

¶ Organisation and facilities 

¶ Disciplinary action against pupils who are found to have made malicious accusations against staff. 
 
Individual school Behaviour and Sanctions Policies should also reflect the following guidelines: 
 
Sanctions that are permissible 

¶ Removal from the group/class 

¶ Withdrawal from break or lunch time activities 

¶ Withdrawal from any school trip, sporting or arts event which is not essential to the curriculum 
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¶ Completion of assigned work 

¶ Carrying out a useful task in school 

¶ Detention (with 24 hoursΩ notice and consideration of safe return home of pupil if outside school hours; 
it cannot be used informally at the end of the school day)  

 
The requirement to give 24 hoursΩ notice of detention has recently been rescinded. However schools are 
strongly advised to retain previous practice and give 24 hoursΩ notice of a detention and consider the safe 
return home of the pupil if after school hours. 
 
It would be acceptable for staff or volunteers to help a pupil recognise and understand their behaviour by 
talking calmly about feelings and the consequences of tƘŜƛǊ ōŜƘŀǾƛƻǳǊΣ ƛƴŎƭǳŘƛƴƎ ƘŜƭǇƛƴƎ ǘƘŜƳ ǘƻ άǇǳǘ 
ǘƘŜƳǎŜƭǾŜǎ ƛƴ ǘƘŜ ƻǘƘŜǊ ǇŜǊǎƻƴΩǎ ǎƘƻŜǎέΦ   
 
Sanctions which are not permissible 

¶ Physical violence e.g. punching, kicking, pushing, shaking or pulling limbs, hair or clothing 

¶ Persistent or aggressive shouting (other than to ensure safety in an emergency) 

¶ Throwing missiles e.g. objects, books, pencil cases, chalk, rubbers 

¶ Humiliation (e.g. wearing distinctive or inappropriate clothes) 
No forms of corporal punishment are permissible. Corporal punishment is defined as; 
 

ά!ƴȅ ŘŜƎǊŜŜ ƻŦ ǇƘȅǎƛŎŀƭ ŎƻƴǘŀŎǘ ǿƘƛŎƘ ƛǎ ŘŜƭƛōŜǊŀǘŜƭȅ ƛƴǘŜƴŘŜŘ ǘƻ ŎŀǳǎŜ ǇŀƛƴΣ ƛƴƧǳǊȅ ƻǊ ƘǳƳƛƭƛŀǘƛƻƴέ 
 
Controlling Anger and Responding to Aggression 
In the unlikely event of a staff member or volunteer feeling threatened verbally by a pupil, s/he could: 

¶ Point out to the pupil that their language is inappropriate and offensive and tell them to stop 

¶ Direct the pupil to an activity, task or quiet area 

¶ Request the pupil to report to a teacher / the Principal / wait in reception area (depending on the 
ǇǳǇƛƭΩǎ ŀƎŜ ŀƴŘ ǳƴŘŜǊǎǘŀƴŘƛƴƎύ ǇǊƻǾƛŘŜŘ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ŎƻƴǎƛŘŜǊŜŘ ǘƘŜ ǎŀŦŜǘȅ ƻŦ ǘƘŜ ǇǳǇƛƭ 

¶ wŜǉǳŜǎǘ ǘƘŜ ǇǳǇƛƭ ǘƻ ƭŜŀǾŜ ǘƘŜ ǊƻƻƳ όŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ǇǳǇƛƭΩǎ ŀƎŜ ŀƴŘ ǳƴŘŜǊǎǘŀƴŘƛƴƎύ ǇǊƻǾƛŘŜŘ ǘƘŀǘ 
you have considered the safety of the pupil 

¶ LŦ ŀ ǇǳǇƛƭ ǊŜƳƻǾŜǎ ƘƛƳκƘŜǊǎŜƭŦ ŦǊƻƳ ȅƻǳǊ ŎƘŀǊƎŜΣ ȅƻǳ ǎƘƻǳƭŘ ǎǳƎƎŜǎǘ ŀ ǎŀŦŜ ǇƭŀŎŜ ŦƻǊ ƘƛƳκƘŜǊ ǘƻ άŎƻƻƭ 
ƻŦŦέ ŀƴŘ ŜƴǎǳǊŜ ǘƘŀǘ ŀƴƻǘƘŜǊ ǎǘŀŦŦ ƳŜƳōŜǊ ƻǊ ǾƻƭǳƴǘŜŜǊ ŎƘŜŎƪǎ ǘƘŀǘ ǘƘŜ ǇǳǇƛƭ ƛǎ ǎŀŦŜ 

¶ LŦ ǘƘŜ ǇǳǇƛƭ ŀǇǇŜŀǊǎ ǘƻ ōŜ ǇƭŀŎƛƴƎ ƘƛƳκƘŜǊǎŜƭŦ άŀǘ Ǌƛǎƪέ ȅƻǳ Ƴǳǎǘ ŎƻƴǘŀŎǘ ŀƴƻǘƘŜǊ ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦ 
immediately to help you respond to the situation. 

 
In the unlikely event of a staff member or volunteer feeling threatened physically by a pupil, you will have to 
judge whether it is best for you to: 

¶ walk away and get further help, or 

¶ calmly reason with the pupil 
 
If you are so emotionally upset that you leave the pupils in your charge you must inform another member of 
staff immediately, to allow for the safe supervision of the pupils.     
 
You should always report the incident to your line manager or supervisor so that you can be supported and 
the pupil can be sanctioned appropriately and receive guidance on her behaviour.  
 
Use of Reasonable Force 
All members of staff (and other staff people whom the Principal has temporarily put in charge of pupils such 
as volunteers or parents accompanying students on a school organised visit and volunteers with the 
tǊƛƴŎƛǇŀƭΩs permission) are legally entitled to use reasonable force to control or restrain pupils but must not 
use force as a punishment.  This entitlement applies not only whilst on school premises but also whenever 
the teacher (or other person with the PrincipalΩǎ ǇŜǊƳƛǎǎƛƻƴύ Ƙŀǎ ƭŀǿŦǳƭ ŎƻƴǘǊƻƭ ƻǊ ŎƘŀǊƎŜ ƻŦ ǇǳǇƛƭǎΦ 
When can reasonable force be used? 
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¶ Reasonable force can be used to prevent pupils from hurting themselves or others, from damaging 
property, or from causing disorder.  

¶ In schools, force is used for two main purposes ς to control pupils or to restrain them. 

¶ The decision on whether or not to physically intervene is down to the professional judgement of the staff 
member concerned and should always depend on the individual circumstances.  

 
The following list is not exhaustive but provides some examples of situations where reasonable force can 
be used: 
 

¶ To prevent immediate danger/injury to the pupil concerned, any other pupils, staff, or volunteers  

¶ To prevent serious damage to property 

¶ To prevent serious breaches of school discipline 

¶ To prevent a pupil behaving in a way that disrupts a school event or a school trip/visit 

¶ To remove disruptive children from the classroom where they have refused to follow an instruction 
to do so 

¶ To prevent a pupil leaving the classroom where allowing the pupil to leave would risk their safety or 
lead to behaviour that disrupts the behaviour of others 
 

Safe methods of reasonable force must be used for the shortest period of time necessary and with the 
minimum amount of force necessary to achieve the desired result. 
 
When using reasonable force in response to risks presented by incidents involving pupils with SEND or 
medical conditions, schools should carefully recognise the additional vulnerability of these groups. They 
should also consider their duties under the Equality Act 2010 in relation to making reasonable adjustments. 
 
In addition to the general power to use reasonable force, Heads/Principals and authorised staff can "use 
such force as is reasonable in the circumstances for exercising that power" in relation to  a search for knives 
or weapons, alcohol, illegal drugs and stolen items, tobacco and cigarette papers, fireworks and 
pornographic images.  Guidance on the power to search without consent is available from the DfE, and 
included in the Drugs, Alcohol and Tobacco Guidance in the Legal section of the GDST staff intranet. 
 
The use of inappropriate or excessive force may result in disciplinary action or criminal charges. 

¶ Inappropriate use of force is using force as a punishment or when the situation could have been 
resolved without using force or degrading the pupil; 

¶ Excessive force is using too much force and / or using force for too long a period of time. 
 
There is no legal requirement to have a separate policy on the use of restraint, however it is recommended 
ǘƘŀǘ ǿƘŜǊŜ ǘƘƛǎ ƛǎ ƴƻǘ ǘƘŜ ŎŀǎŜ ǘƘŜ ǎŎƘƻƻƭΩǎ ōŜƘŀǾƛƻǳǊ ǇƻƭƛŎȅ ŀŘŘǊŜǎǎŜǎ ǘƘŜ ǳǎŜ ƻŦ ŦƻǊŎŜΦ Lƴ ŜƛǘƘŜǊ ŎŀǎŜΣ ǘƘŜ 
relevant policy should include:  

¶ A statement that corporal punishment is forbidden and examples of what is regarded as corporal 
punishment 

¶ Clear examples of when restraint may be used 

¶ Acknowledgement of the legal duty to make reasonable adjustments for disabled children. 

¶ A recording and reporting protocol for incidents when restraint was required, including guidance on 
when to report use of force to parents 

¶ Support for staff who have had to use restraint 

¶ Follow up and support for pupils who may have witnessed the incident 
 
 
The policy should also include sections on the following: 

¶ the objectives of: 
o Maintaining the safety of pupils and staff 
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o Preventing serious breaches of school discipline and serious damage to property 

¶ Minimising the need to use force 

¶ Staff authorised to use force 

¶ Deciding whether to use force and should say that staff should only use force when: 
o The potential consequences of not intervening were sufficiently serious to justify considering 

use of force 
o The chances of achieving the desired result by other means were low; and 
o The risks associated with not using force outweighed those of using force 
o The policy should also emphasise the importance of only using the minimum force necessary to 

achieve the desired result 

¶ Staff training 

¶ Post-incident support 
 
All incidŜƴǘǎ ƛƴǾƻƭǾƛƴƎ ǳǎŜ ƻŦ ǊŜǎǘǊŀƛƴǘ Ƴǳǎǘ ōŜ ǊŜǇƻǊǘŜŘ ŀƴŘ ǊŜŎƻǊŘŜŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ǎŎƘƻƻƭΩǎ ƻǿƴ 
internal policies and procedures.  
For further information schools should refer to the DfE guidance Use of Reasonable Force in Schools 2013.  
 
 
Corporal Punishment 
All staff, including volunteers, must be aware that corporal punishment is illegal and must not be used in 
GDST schools for any reason, whether or not on school premises.  Teachers may use physical intervention to 
avert an immediate danger of personal injury to, or an immediate danger to the property of, a person or 
child.   
 
Knives or Weapons 
The GDST/ATB will not tolerate the carrying or use of any weapons. Staff or volunteers who become aware 
of a knife, weapon or instrument they suspect may be used to cause harm to any person or to self harm (e.g. 
blades), must inform their line manager or supervisor immediately.  
 
The line manager/ supervisor must immediately assess the situation and consider if there is an immediate 
risk or danger to any persons in the vicinity. If so contact the police and: 

1. consider if the pupil can be approached sensitively and asked to relinquish the weapon/ instrument 
safely; 

2. direct other pupils to a place of safety if necessary, before approaching the pupil concerned. 
 
If the weapon/ instrument is relinquished without further incident, the school pastoral support team will 
need to consider: 

¶ ¢ƘŜ ǇǳǇƛƭΩǎ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ǘƘŜ ǎƛǘǳŀǘƛƻƴ ŀƴŘ ƛƴǘŜƴǘ 

¶ Communication with parents/ carers 

¶ Disciplinary action or Pastoral Care Plan, including additional professional help depending on the 
context of the individual case 

¶ Appropriate disposal of any weapon (possibly contact with the police) 

¶ Developing a risk management strategy for the individual pupil concerned, in order to ensure the future 
safety and well-being of pupils, staff & volunteers at the school. 
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Appendix A1  
Academy Record of Safeguarding Concern 

 

This form should be used whenever there is any safeguarding or welfare concern regarding any 
pupil at the school. Safeguarding includes protecting children from maltreatment, preventing 
impairment of their health or development, ensuring that children are growing up in 
circumstances consistent with the provision of safe and effective care, and taking action to 
enable all children to have the best outcomes.   
 
This form should be completed as soon as possible after any specific disclosure or cause for 

concern and sent immediately to the Designated Safeguarding Lead with any contemporaneous 

notes.  Completion of the form should not delay reporting to the Designated Safeguarding Lead.   

  
Staff/Volunteer name ΧΧΧΧΧΧΧΧΧΧΧΧΦΦ  wƻƭŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ  
 
tǳǇƛƭ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ  CƻǊƳΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ 
 
Day & ŘŀǘŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦ  ¢ƛƳŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 
 
Disclosure OR Nature of concern 
Record full details of conversation or reasons for concern (use continuation sheet if necessary): 
 
 
 
 
 
 
 
 
 

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΧΧΧΧΧΧΧΧΧΦΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

¢ƘŜ ǇǳǇƛƭΩǎ ǾƛŜǿǎ ŀƴŘ ǿƛǎƘŜǎ 

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 

 

¶ Where possible use the exact words and phrases used by the pupil, do not translate into 

άǇǊƻǇŜǊ ǘŜǊƳǎέΣ ŀƴŘ ƴƻǘŜ ƴƻƴ-verbal behaviour 

¶ Note any witnesses or others people who are aware of the situation 

¶ Where there is a more general wellbeing concern state all facts giving rise to the concern 

¶ Clearly distinguish between fact, observation, allegation and opinion 
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Did you explain to the pupil that you would need to refer the matter to the Designated Safeguarding 
Lead, and that you could not promise confidentiality? YES/NO 
²Ƙŀǘ ǿŀǎ ǘƘŜ ǇǳǇƛƭΩǎ ǊŜǎǇƻƴǎŜΚ ώbƻǘŜ ŜȄŀŎǘ ǿƻǊŘǎ ǿƘŜǊŜ ǇƻǎǎƛōƭŜϐ 
 

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 

 
Action Taken/Follow up  

 

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 

 

{ƛƎƴŜŘ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ ¢ƛƳŜ ŀƴŘ ŘŀǘŜ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦ 

 

This completed form, together with any other note taken should be passed to the Designated 

Safeguarding Lead  or Deputy Designated Safeguarding Lead as soon as possible and in any event no 

later than the end of the timetabled day. However if an allegation or complaint is made against the 

Designated Safeguarding Lead, this information should be passed directly to the Principal.  

 
For use by Designated Safeguarding Lead/Principal (use continuation sheet if necessary) 
Comments/Action taken and follow up (include feedback given, details of any agencies contacted and 
whether Trust Office has been informed) 
 

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ

ΧΧΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦΦ.............................................

.............................................................................................................................................................................

.............................................................................................................................................................................

.............................................................................................................................................................................

.............................................................................................................................................................................

................. 

 
Signature of Designated Safeguarding LeadΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 
 
SignatǳǊŜ ƻŦ tǊƛƴŎƛǇŀƭΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 

  



 

35 

 

Appendix A2 - Sources of Support for Staff and Volunteers  
 
[to be completed with local details for staff reference] 
 
Staff or volunteers may feel adversely affected by incidents of abuse they have been exposed to personally 
or professionally. Trust Office People/HR Department (contact no. 020 7393 6646) and/or the confidential 
staff Employee Assistance Programme (provided by BUPA ς contact no. 0300 123 1090) will be able to offer 
advice and help.  
 
The following organisations may also be helpful sources. 
 
Counselling Services 
 

Organisation Contact Details 

Your Local General Practitioner may be able to 
arrange free counselling through your local GP 
surgery 

 

Lists of professionally qualified counsellors and 
therapists in your area can be obtained from 
MIND or the British Association for Counselling 
and Psychotherapy (BACP)  

www.mind.org.uk 
 
http://www.bacp.co.uk/  

Local Citizens Advice Bureau  ¢ŜƭΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 

Education Support Partnership www.educationsupportpartnership.org.uk 
free helpline 08000 562 561 

¢ƘŜ ²ƻƳŜƴΩǎ ¢ƘŜǊŀǇȅ /ŜƴǘǊŜ http://www.womenstherapycentre.co.uk/  
Tel: 020 7263 7860  

Parentline Plus www.parentlineplus.org.uk 
Tel: 0808 800 2222 

The Samaritans http://www.samaritans.org/  
Tel: 08457 90 90 90  

The NSPCC Child Protection Helpline: (24-hour 
free service that will give advice and 
information) 

help@nspcc.org.uk 
Tel: 0808 800 5000 
 

The NSPCC Whistleblowing Helpline 0800 028 0285 
help@nspcc.org.uk  

The Professionals Online Safety Helpline (POSH)  
 

0844 381 4772 
http://www.saferinternet.org.uk/about/helpline 

Your Local Social Services  
Your Out of Hours Social Services 

¢ŜƭΧΧΧΧΧΧΧΧΧΧΧΦΦ 
¢ŜƭΧΧΧΧΧΧΧΧΧΧΧΦΦ 

Emergency Duty Team   

Other school contacts e.g. school counsellor, 
Student Welfare Lead Professional, Learning 
Mentor, Youth Worker 

 

 

 
 
 
 

http://www.mind.org.uk/
http://www.bacp.co.uk/
http://www.educationsupportpartnership.org.uk/
http://www.womenstherapycentre.co.uk/
http://www.parentlineplus.org.uk/
http://www.samaritans.org/
mailto:help@nspcc.org.uk
mailto:help@nspcc.org.uk
http://www.saferinternet.org.uk/about/helpline
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Appendix A3 
 

Role of the Designated Safeguarding Lead  
 
The Designated Safeguarding Lead (DSL) is the senior member of staff designated to take lead 
responsibility for safeguarding and child protection (including online safety) at the school, and to 
support all other staff in dealing with any child protection concerns that arise. This person should 
have the status and authority within the school to carry out the duties of the post including 
committing resources and, where appropriate, supporting and directing other staff. 
 
Key aspects of the role include: 
V Making sure that all staff are aware of how to raise safeguarding concerns 
V Ensuring that all staff understand the symptoms of child abuse and neglect 
V Referring any concerns to social care 
V Monitoring children who are the subject of child protection plans 
V Maintaining accurate and secure child protection records 
V 9ƴǎǳǊƛƴƎ ǘƘŀǘ ŀƭƭ ǎǘŀŦŦ ŀŘƘŜǊŜ ǘƻ ǘƘŜ ǎŎƘƻƻƭΩǎ ǎŀŦŜƎǳŀǊŘƛƴƎ ǇƻƭƛŎȅ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ 
V Promoting a safe environment 

 
The broad areas of responsibility for the DSL are:  
 
Managing referrals  
The DSL is expected to: 
 
ω   [ƛŀƛǎŜ ǿƛǘƘ ǎǘŀŦŦ ƻƴ ƳŀǘǘŜǊǎ ƻŦ safety and safeguarding and when deciding whether to make 

a referral by liaising with the relevant agencies.  
 

¶ Act as a point of contact with the three safeguarding partners 
 
ω   wŜŦŜǊ ŀƭƭ ŎŀǎŜǎ ƻŦ ǎǳǎǇŜŎǘŜŘ ŀōǳǎŜ ǘƻ ǘƘŜ ƭƻŎŀƭ ŀǳǘƘƻǊƛǘȅ ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ ŀƴŘΥ  

o ¢ƘŜ ΨŎŀǎŜ ƳŀƴŀƎŜǊΩ ŀƴŘ ŘŜǎƛƎƴŀǘŜŘ ƻŦŦƛŎŜǊόǎύ ŦƻǊ ŎƘƛƭŘ ǇǊƻǘŜŎǘƛƻƴ ŀǘ ǘƘŜ [ƻŎŀƭ !ǳǘƘƻǊƛǘȅ 
concerns (all cases which concern a staff member); 

o Disclosure and Barring Service (cases where a person is dismissed or left due to risk/harm 
to a child); and/or 

o Police (cases where a crime may have been committed).  

 
ω   [ƛŀƛǎŜ ǿƛǘƘ ǘƘŜ IŜŀŘ ǘƻ ƛƴŦƻǊƳ ƘƛƳκƘŜǊ ƻŦ ƛǎǎǳŜǎ ŜǎǇŜŎƛŀƭƭȅ ƻƴƎƻƛƴƎ ŜƴǉǳƛǊƛŜǎ ǳƴŘŜǊ ǎŜŎǘƛƻƴ 

47 of the Children Act 1989 and police investigations 
  
ω   !Ŏǘ ŀǎ ŀ ǎƻǳǊŎŜ ƻŦ ǎǳǇǇƻǊǘΣ ŀŘǾƛŎŜ ŀƴŘ ŜȄǇŜǊǘƛǎŜ for all staff on matters of safety and 

safeguarding  
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Training 
The DSL should receive appropriate training carried out every two years in order to:  

o Understand the assessment process for providing early help and intervention, for 
example through locally agreed common and shared assessment processes such as early 
help assessments 

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

o 9ƴǎǳǊŜ ŜŀŎƘ ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦ Ƙŀǎ ŀŎŎŜǎǎ ǘƻ ŀƴŘ ǳƴŘŜǊǎǘŀƴŘǎ ǘƘŜ ǎŎƘƻƻƭΩǎ ŎƘƛƭŘ ǇǊƻǘŜŎǘƛƻƴ 
policy and procedures, especially new and part time staff 

 
o Be alert to the specific needs of children in need, those with special educational needs 

and young carers 
 

o Understand relevant data protection legislation and regulations, especially the Data 
Protection Act 2018 and the General Data Protection Regulations 

 
o Understand the importance of information sharing, both within school and college, and 

with the three safeguarding partners, other agencies, organisations and practitioners 
 

o Understand the unique risks with online safety, particularly with reference to vulnerable 
groups such as pupils with SEND, and be confident that they have the relevant knowledge 
and up to date capability to keep children safe online 

 
o Be able to keep detailed, accurate, secure written records of concerns and referrals 
 
o Obtain access to resources and attend any relevant or refresher training courses 
 
o Encourage a culture of listening to children and taking account of their wishes and 

feelings, among all staff, in any measures the school or college may put in place to protect 

them 

In addition to the formal training, the DSL should update her/his knowledge at regular intervals 
and at least annually, in order to keep up with any developments relevant to their role. 
The DSL is also responsible for organising staff safeguarding training, delivering the training where 
appropriate, and keeping accurate records of all training undertaken. 
 
Raising Awareness  
The DSL should ensure ǘƘŀǘ ǘƘŜ ǎŎƘƻƻƭΩǎ ǇƻƭƛŎƛŜǎ ŀǊŜ ƪƴƻǿƴ ŀƴŘ ǳǎŜŘ ŀǇǇǊƻǇǊƛŀǘŜƭȅΥ  
 

o 9ƴǎǳǊŜ ǘƘŀǘ ǘƘŜ D5{¢Ωǎ {ŀŦŜƎǳŀǊŘƛƴƎ and Child Protection Policy and Safeguarding 
Procedures (as reviewed at least annually by the GDST) are customised with appropriate 
names and contact details; and that implementation is reviewed regularly. Work with 
Trust Office to ensure that documentation and procedures are reviewed in an annual 
audit 
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o Ensure that the Safeguarding and Child Protection Policy is available publicly on the 
ǎŎƘƻƻƭΩǎ ǿŜōǎƛǘŜΣ ŀƴŘ ǇŀǊŜƴǘǎ ŀǊŜ ŀǿŀǊŜ ƻŦ ǘƘŜ ŦŀŎǘ ǘƘŀǘ ǊŜŦŜǊǊŀƭǎ ŀōƻǳǘ ǎǳǎǇŜŎǘŜŘ ŀōǳǎŜ 
or neglect may be made and the role of the school in this 

 
o Ensure that staff are kept informed of changes to the Safeguarding and Child Protection 

Policy and to the Safeguarding Procedures and to other relevant legislation and guidance, 
in particular Keeping Children Safe in Education 

 
o Link with the LSCB/local safeguarding partners and Trust Office to make sure staff are 

aware of training opportunities and the latest local policies on safeguarding  

The DSL is also responsible for ensuring information relating to safeguarding concerns is sought from 

any feeder schools and, where children leave the school, ensuring their child protection file is 

transferred to the new school as soon as possible. This should be transferred separately from the 
main pupil file, via secure transit, and confirmation of receipt should be obtained.  
 
Preventing radicalisation 
In accordance with the Prevent duty, the DSL has the following responsibilities: 

o Act as the first point of contact and provide advice and support for parents, pupils, 
teaching and support staff and external agencies in all matters relating to the Prevent 
Duty 

o Co-ordinate Prevent Duty procedures in the School 

o Undergo appropriate training on the Prevent Duty, such as the Home Office 'Workshop to 
Raise Awareness of Prevent' (WRAP) training 

o Undergo appropriate training on the Channel programme 

o Assess the training needs of all school staff in relation to the Prevent Duty, and implement 
and maintain an ongoing training programme for staff including induction training for all 
newly appointed staff and volunteers; keeping records of such staff training 

o Monitor the keeping, confidentiality and storage of records in relation to the Prevent Duty 

o Liaise with local Prevent co-ordinators, the police and local authorities and existing multi-

agency forums in all necessary or appropriate circumstances relating to the Prevent Duty.  

 

Role of the deputy Designated Safeguarding Lead 

 
The Deputy Designated Safeguarding Lead is the member of staff designated to deputise for the 
DSL in child protection matters at the school. This person should have the status and authority 
within the school to carry out the duties of the post including committing resources and, where 
appropriate, supporting and directing other staff. 
 
¢ƘŜ 5ŜǇǳǘȅ 5{[Ωǎ ǊƻƭŜ Ƴŀȅ ŜƴŎƻƳǇŀǎǎ ǘǿƻ ŘƛƳŜƴǎƛƻƴǎΥ 

1. 5ŜǇǳǘƛǎŜ ŦƻǊ ǘƘŜ 5{[ ƛƴ ǘƘŜ ƭŀǘǘŜǊΩǎ ŀōǎŜƴŎŜΣ ŎƻǾŜǊƛƴƎ ŀƭƭ ŀǊŜŀǎ ƻŦ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŘŜǎŎǊƛōŜŘ ƛƴ 

the DSL Role 

2. Lead on child protection responsibilities within a defined section of the school. 

The deputy DSL must be trained to the same standard as the DSL.  
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B1. Safeguarding Strategy Statement 
 

The GDST/ATB Safeguarding Strategy forms a fundamental part of our approach to providing excellent 
pastoral care to all pupils, including those who may be over the age of 18 years.  All pupils, regardless of 
age, special needs or disability, racial/cultural heritage, religious belief and sexual orientation have the right 
to protection from all types of harm and abuse and the promotion of their welfare.  
 
The GDST/ATB Safeguarding Strategy consists of:- 

1. GDST/ATB Safeguarding and Child Protection Policy  
2. GDST/ATB Safeguarding Procedures 
3. GDST /ATB Model School Safeguarding and Child Protection Policy  
4. Training to equip staff and volunteers to carry out their responsibilities in relation to safeguarding 

and promoting the welfare of pupils.  
 
The Safeguarding Strategy provides a clear framework within which individual schools will develop systems 
and local procedures to:- 

¶ Prevent unsuitable people working with children 

¶ Identify pupils who are at risk of, and/or are likely to suffer significant harm and take appropriate action, 
and promote the welfare of pupils in need of additional support 

¶ Record and share information appropriately 

¶ Respond to allegations against staff and volunteers 

¶ Promote safe practice and challenge poor and unsafe practice. 
 

Adherence to the GDST/ATB Safeguarding Strategy is mandatory for all staff and volunteers.  
 
Schools have a legal obligation to have a written policy for safeguarding pupils and procedures for 
implementing the policy. Schools are required to adopt and customise the GDST/ATB Model School 
Safeguarding and Child Protection Policy for local use, with relevant additional information to support their 
particular situation and locality, e.g. names of relevant staff, school routine, local school and multi-agency 
procedures, and relevant contacts within the local child protection agencies. It is important that each school 
ensures that their own Policy and related procedures are compatible with and meet all requirements of their 
Local Safeguarding Children Board. 
 
In the relevant section of its policy and procedures each school should include names, addresses and contact 
details of multi-agency child protection and safeguarding staff, as well as any additional sources of local 
support for both staff and pupils, including, for example:  

¶ Local Authority Designated Officer(s) for Child Protection (LADO);  

¶ Local Social Services Department4 ό/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎύ όƻŦ ǿƘƛŎƘ ǘƘŜ [!5h ǿƛƭƭ ōŜ ǇŀǊǘύΤ 

¶ Out of Hours Social Services Emergency Duty Team; 

¶ Chair of LSCB/local safeguarding partners;  

¶ Other local agencies who may be able to provide additional help such as CAMHS (Child and Adolescent 
Mental Health Services);  

¶ Other Child Protection Agencies such as the Police. 
 
Individual schools are encouraged to establish positive communication with their LSCB/local safeguarding 
partners to ensure compliance with any changes in local protocol and access to relevant support from their 
LSCB/local safeguarding partners.   
 

 
 

                                                
4 This may also be referred to as Childrenôs Social Care or local authority childrenôs social care, or Social Services 
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Relevant Guidance 
 
Individual schools should have full copies of (or access to) all guidance documents including:  

¶ The Children Act 2004  

¶ What to do if you are worried a Child is being Abused March 2015 

¶ Working Together to Safeguard Children July 2018  

¶ Keeping Children Safe in Education September 2018 

¶ Disqualification under the Childcare Act 2006 September 2018 

¶ Information Sharing: advice for practitioners providing safeguarding services July 2018  

¶ DBS Referral Guidance (as may be amended from time to time) 

¶ Teacher misconduct- regulating the teaching profession March 2014 (and related guidance) 

¶ Use of Reasonable Force in Schools July 2013 

¶ Preventing and Tackling Bullying October 2014 

¶ Statutory Framework for the Early Years Foundation Stage (EYFS) September 2014 

¶ Prevent Duty Guidance, Channel Guidance, and Prevent Departmental Advice 2015 

¶ The use of social media for online radicalisation July 2015 

¶ Sexting in schools and colleges: responding to incidents and safeguarding young people UKCCIS  

¶ EHRC Guidance What equality law means for you as an education provider: schools March 2014 

¶ Supervision of activity with children which is regulated activity when unsupervised September 2012 

¶ Guidance for Safer Working Practice for Adults who work with Children and Young People in Education 
Settings October 2015 

¶ Promoting the education of looked-after children and previously looked-after children  February 2018 

¶ Supporting pupils at school with medical conditions December 2015 

¶ Screening, searching and confiscation: advice for schools January 2018 

¶ Mental Health and Behaviour in Schools March 2016 

¶ Counselling in schools: a blueprint for the future February 2016 

¶ Sexual violence and sexual harassment between children in schools and colleges May 2018 

¶ Criminal Exploitation of Children and Vulnerable Adults: County Lines Guidance July 2017 
 

 
In addition, it is best practice for schools to hold full copies of the relevant legislative and regulatory 
documents as appropriate, for example guidance issued by Ofsted. 
 
Schools should also be aware of the relevant sections of the Safeguarding Vulnerable Groups Act 2006 as 
amended by the Protection of Freedoms Act 2012, and the legislation restricting the publication of allegations 
of teacher misconduct incorporated by the Education Act 2011. 
 
Equality 
In meeting its safeguarding obligations schools should be mindful of their obligations under the Equality Act 
2010, which covers discrimination against a pupil or prospective pupil on grounds of sex, race, caste, 
disability, religion or belief, sexual orientation, gender reassignment, pregnancy or maternity.  
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B2. Roles and Responsibilities 
 
GDST/ATB 
The GDST/ATB has produced a Trust-wide Safeguarding and Child Protection Policy and Safeguarding 
Procedures, which have been made available to all schools and ǇǊƻǾƛŘŜ ŀ ŦǊŀƳŜǿƻǊƪ ŦƻǊ ǎŎƘƻƻƭǎΩ ƻǿƴ ǇƻƭƛŎƛŜǎ 
and procedures. Trust Office will also provide advice and support where required on all safeguarding issues. 
The GDST/ATB will ensure that the implementation of this framework by individual schools is regularly 
monitored and reviewed. Specific roles and responsibilities are set out below. 
 
Academy Trust Board 
As the proprietor, the ATB has the following responsibilities: 

¶ To annually review the GDST/ATB Safeguarding and Child Protection Policy and Procedures, and 
approve any substantive changes. The policy is formally re-approved on a three yearly basis. 

¶ To oversee compliance with the Safeguarding and Child Protection Policy and other relevant audit 
processes as required 

¶ To nominate a member of the ATB ŀǎ Ψ{ŀŦŜƎǳŀǊŘƛƴƎ [ŜŀŘΩ to take leadership responsibility for 
safeguarding at the academies, delegating where appropriate to members of the GDST Senior 
Management Team 

¶ To receive reports on the outcome of annual academy safeguarding audits. 
In addition, the ATB shall receive an annual report on key regulatory changes and actions taken to address 
any emerging themes. A separate report will be made on any serious safeguarding issue.  
 
Chief Executive 
The Chief Executive has overall responsibility for safeguarding across the Trust, which is delegated as set 
out in the Safeguarding and Child Protection Policy and Procedures. The Chief Executive also signs off on 
minor amendments to the Safeguarding and Child Protection Policy. 
 
Head of Legal 
The Head of Legal is the nominated GDST safeguarding lead with reference to responding to safeguarding 
incidents and allegations against members of staff, and thus: 

¶ Is the first point of contact in the event of a safeguarding issue and/or allegation against a member 
of staff being reported by a school; 

¶ Is kept informed and provides the school with advice and guidance, particularly in the event of a 
referral being made to Social Services; 

¶ Leads the procedures (in place of the Head) in the event of an allegation being made against the 
Head;  

¶ Where required, assists the school in making a referral to the DBS (and the Teaching Regulation 
Agency (TRA) where relevant) where the GDST ceases to use the service of any person for being 
considered unsuitable to work with children, in accordance with our legal duty; 

¶ Where required to do so, provides information requested by the DBS and/or NCTL in respect of a 
member of staff or volunteer, in accordance with our legal duty;   

¶ Reports to the Charity Commission where required; 

¶ Is the first point of contact for staff raising concerns under the duty to report concerns about the 
management of safeguarding, where it is necessary to consult outside the school;  

¶ Ensures the checks mandated by recruitment legislation are carried out for Members of the ATB 
and Trust Office staff; 

¶ Maintains a central record of safeguarding incidents reported to Trust Office, reviewing these 
termly, and reporting annually to Council on safeguarding incidents in schools. 

 

Director of Innovation and Learning 

The Director of Innovation and Learning is the nominated GDST safeguarding lead, with specific reference 
to Policy, Procedures and compliance, and thus: 
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¶ Draws up the Safeguarding and Child Protection Policy (GDST/ATB and schools template versions) 
and the GDST/ATB Safeguarding Procedures; 

¶ Reviews the Policy and Procedures annually and as required by changes in legislation, guidance and 
practice; 

¶ Keeps related policies (e.g. Anti-Bullying, Recruitment etc.) under review from the safeguarding 
perspective; 

¶ Monitors the area of safeguarding and ensures the latest national guidance is reflected in 
GDST/ATB policy and practice; 

¶ Reviews the central record of safeguarding incidents reported to Trust Office each term (not 
applicable to the Academies);  

¶ Recommends to the Chief Executive amendments to the Policy, Procedures (and related policies 
and procedures) as required by the outcome of annual internal review of policies and procedures, 
safeguarding audit processes, changes in legislation, issues raised and recommendations from 
other committees (e.g. Health and Safety Committee etc.), and from reviews of the central record 
of safeguarding incidents; 

¶ Signs off on amendments to the Procedures; 

¶ Monitors and reviews compliance with the Policy and Procedures via the school safeguarding audit, 
and ensures any recommendations made are put into practice by schools 

¶ Reports to the Audit Committee on the outcomes of internal audit; 

¶ Arranges for the provision of any further central training or support felt to be necessary to 
complement school and LSCB/local safeguarding partner training. 

 
Procedures for reporting specific safeguarding issues to Trust Office and for the annual internal safeguarding 
audit are set out in Appendix B11. 
 
Principals 
The Principal is responsible to the ATB for compliance with statutory requirements in relation to 
safeguarding. S/he should therefore ensure that: 

¶ Sufficient staff are appointed to undertake the role of Designated Safeguarding Leads (DSL) and Deputy 
Designated Safeguarding Leads in relation to the size and composition of the school, the number of 
sites and the needs of pupils on each site. Schools that have separate sites or separate management 
lines should have a designated person for each section. A designated practitioner should also be named 
to take responsibility for safeguarding children within the EYFS. ¢ƘŜ 5{[ ǎƘƻǳƭŘ ōŜ ƻƴ ǘƘŜ ǎŎƘƻƻƭΩǎ 
leadership team and have the appropriate authority and be given the time, funding, training, resources 
and support to provide advice and support to other staff on child welfare and protection matters, to 
take part in strategy discussions and inter-agency meetings ς and/or to support other staff to do so ς 
and to contribute to the assessment of children. Designated Safeguarding Lead(s) should have regular 
reviews of their own practice and opportunities to discuss any concerns they may have.  

¶ The Designated Safeguarding Leads are provided with job descriptions which specify that they have 
lead responsibility for safeguarding and child protection issues, including liaising with the Local Social 
{ŜǊǾƛŎŜǎ 5ŜǇŀǊǘƳŜƴǘ ό/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎύ ά{ƻŎƛŀƭ {ŜǊǾƛŎŜǎέΣ ǊŜǇǊŜǎŜƴǘƛƴƎ ǘƘŜ ǎŎƘƻƻƭ ƛƴ ƛƴǘŜǊ-agency 
working, online safety and liaising with parents (broad areas of responsibility for the DSL are set out in 
Annex B of Keeping Children Safe in Education). The role of Deputy DSLs must also be explicit in their 
job descriptions 

¶ All Designated Safeguarding Leads have undertaken training to equip them to exercise their 
responsibilities effectively, including training on child protection and inter-agency working and training 
ƛƴ ǘƘŜ [/{.Ωǎ ŀǇǇǊƻŀŎƘ ǘƻ tǊŜǾŜƴǘ ŘǳǘƛŜǎΣ refreshed at least every two years (and with updates at least 
annually). This training may be provided by the local social services department or an external welfare 
agency acceptable to the LSCB/local safeguarding partners. It is recommended that the school obtains 
written confirmation from the LSCB/local safeguarding partners that the training is at the appropriate 
level for a Designated Safeguarding Lead (some Local Authorities will refer to this as level 3 hw Ψ{ƛƎƴǎ 
ŀƴŘ {ȅƳǇǘƻƳǎΩ training). Deputies should be trained to the same standard as DSLs.  
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¶ A number of staff have undertaken safer recruitment training, so that at least one member of a 
recruitment panel involved in all stages of the recruitment process has been trained, and to allow a 
margin for staff availability/turnover. Staff are advised to refresh their training every two years. 

¶ All staff and voluntŜŜǊǎ Ŧƻƭƭƻǿ ǘƘŜ ǎŎƘƻƻƭΩǎ Safeguarding and Child Protection Policy and procedures, 
and sign the Agreement to Work in Accordance with the GDST/ATB Safeguarding Strategy (form at 
Appendix B4), a signed copy of which should be kept on the relevant member of stŀŦŦΩǎ ŦƛƭŜ.  

¶ All staff and volunteers (including the Principal him/herself) have undertaken up to date and 
appropriate training to equip them to carry out their responsibilities for safeguarding effectively, 
refreshed  regularly (and with annual updates), in line with advice from the LSCB/local safeguarding 
partners (this can be provided by the designated person as long as their inter-agency training is up to 
date). For inspection purposes, schools will need to demonstrate that they consult with their LSCB/ local 
safeguarding partners regarding the most appropriate schedule, level and focus for this training. 

¶ All staff are informed as soon as possible of any changes to the Academy Safeguarding Policy or 
Procedures. 

¶ Safeguarding training for all staff is included as a key area in all induction procedures and is regularly 
referred to when reminding staff of key procedures at the start of each academic year, noting any 
changes to the procedures or to the relevant contact details. 

¶ Arrangements are made (if necessary through supply cover) to allow the Designated Safeguarding 
Lead(s) to attend strategy meetings, child protection conferences or to contribute to the assessment 
of a pupil ΨLƴ bŜŜŘΩ. 

¶ Procedures for dealing with allegations of abuse against staff/volunteers are followed and that all staff 
and volunteers are aware of them. 

¶ The required referral is made to the DBS (and the TRA) in cases of ǘŜŀŎƘŜǊǎΩ serious professional 
misconduct) where the school ceases to use the services of any person for being considered unsuitable 
to work with children. 

¶ The Local Governing Board is kept informed of school developments and the safeguarding strategy, 
although they have no formal role in relation to safeguarding.  

¶ The Principal reviews the SCR regularly and at least termly to ensure that all regulatory appointment 
checks are carried out correctly  

¶ Any deficiencies or weaknesses with regard to safeguarding matters in their school are brought to the 
attention of the Chair of the ATB and are remedied without delay. 

 
Designated Safeguarding Leads 
The main role of the Designated Safeguarding Lead (DSL) is to refer cases of suspected abuse or allegations 
to the local child protection agencies as appropriate and in accordance with LSCB/local safeguarding partner 
procedures. The DSLs should keep the Principal informed about pupil welfare/child protection issues and 
ensure that there is always cover for their role (including for any out of hours/out of term activities) and that 
arrangements for cover are communicated clearly to staff. DSLs must: 

¶ Have a working knowledge of how their LSCB/local safeguarding partners operate, and have received 
training on how to identify child abuse and their local referral protocol, how to support children in 
need, and how to contribute effectively to a child protection conference; in addition to record keeping 
and promoting a culture of listening to children (see Keeping Children Safe in Education Annex B) 

¶ Receive appropriate training in child protection and inter-agency working as advised by the LSCB/local 
safeguarding partners at least every two years, and in addition to formal training, update their 
knowledge and stills at regular intervals and at least annually, in order to keep up with developments 
relevant to the role 

¶ Undertake Prevent awareness training in order to be able to identify children at risk of radicalisation 
and provide advice and support to other members of staff protecting children from the risk of 
radicalisation 

¶ ¢ŀƪŜ ƭŜŀŘ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ƻƴƭƛƴŜ ǎŀŦŜǘȅΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ƻǾŜǊǎƛƎƘǘ ƻŦ ǘƘŜ ŀŎŀŘŜƳȅΩǎ ƛƴǘŜǊƴŜǘ ƳƻƴƛǘƻǊƛƴƎ 
reports 

¶ Be responsible for ensuring that all cases of suspected or actual child protection concerns are 
investigated and managed in accordance with appropriate guidance. 
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¶ Refer cases of suspected abuse or allegations to local Social Services as appropriate and in accordance 
with LSCB/local safeguarding partner procedures. 

¶ Ensure that they are aware of the latest national and local guidance and requirements in relation to 
safeguarding, and keep the Principal, staff and volunteers informed as appropriate. 

¶ Act as a source of advice and support within the school in relation to safeguarding concerns.  

¶ Ensure that all staff and volunteers have the relevant level of regular training in child protection and 
Prevent awareness, and keep an up to date, itemised record of such training, including induction, 
refresher updates (e.g. during INSET which covers child protection), updates to Keeping Children Safe 
in Education, and safer recruitment training. 

¶ Ensure staff and volunteers have access to and understand their role in the child protection procedures, 
particularly part time staff, supply staff, peripatetic staff, newly qualified staff, newly appointed staff, 
before/after school care staff, catering staff, cleaning staff, caretakers, volunteers and gap year 
students. 

¶ ²ƻǊƪ ǿƛǘƘ ¢Ǌǳǎǘ hŦŦƛŎŜ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ ǎŎƘƻƻƭΩǎ {ŀŦŜƎǳŀǊŘƛƴƎ tƻƭƛŎȅ ƛǎ ǊŜǾƛŜǿŜŘ ŀƴŘ ǳǇŘŀǘŜŘ 
annually, and that the latest version is available on the school web site. 

¶ Work with the Principal ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ŀƴȅ ŘŜŦƛŎƛŜƴŎƛŜǎ ƻǊ ǿŜŀƪƴŜǎǎŜǎ ƛŘŜƴǘƛŦƛŜŘ ƛƴ ǘƘŜ ǎŎƘƻƻƭΩǎ ǇƻƭƛŎȅ 
or procedures are reported to the Director of Innovation and Learning without delay. 

A sample role description for the Designated Safeguarding Lead and deputy Designated Safguarding Lead can 
be found in appendix B13. 
 
Local Governing Boards (Academies) 
The Local Governing Board (LGB) needs to ensure that its members understand that the LGB has no formal 
responsibilities in relation to child protection and safeguarding, since these fall to the ATB, acting through 
the CEO and GDST staff. The LGB should however: 

¶  Familiarise itself with the schoolΩs safeguarding policy and procedures. 

¶ Designate a member ŀǎ ŀ ΨŎƘŀƳǇƛƻƴΩ for Safeguarding. 

¶ Satisfy itself that a culture of safeguarding is promoted at the school. 
 
Responding to allegations: 

¶ Clear arrangements should be in place for communication by the Vice Principal and Chair of ATB with 
the Chairman of Local Governing Board and LADO in the rare event of an allegation being made against 
the Principal. 

¶ In cases of allegations against staff, members of the Local Governing Board need to have accurate 
information in line with the agreed communication plan and ahead of public speculation or media 
interest. The information given should not breach the reporting restrictions introduced by the 
Education Act 2011, confidentiality or include unnecessary details. 

 
The Student Welfare Lead  
The Student Welfare Lead (HWBM)/school nurse plays a vital part in promoting the health, welfare and 
development of pupils and is in an excellent position to contribute to the effective delivery of the 
Safeguarding Strategy.  The HWBM/nurse is guided by the Nursing anŘ aƛŘǿƛŦŜǊȅ /ƻǳƴŎƛƭΩǎ ǊǳƭŜǎ ŀƴŘ ŎƻŘŜǎ 
of conduct, which allows them to provide confidential medical advice and treatment to pupils, including on 
matters relating to sexual health and treatment. The HWBM/nurse is however required to use her 
professional judgement in each individual case and to encourage the pupil or student to: 

¶ Inform her parents/carers about treatment she receives or is considering; 

¶ /ŀǊŜŦǳƭƭȅ ŎƻƴǎƛŘŜǊ ǇƻǎǎƛōƭŜ ƛƳǇƭƛŎŀǘƛƻƴǎ ƻŦ ǎǳŎƘ ǘǊŜŀǘƳŜƴǘ ƛƴ ǊŜƭŀǘƛƻƴ ǘƻ ǘƘŜ ǇǳǇƛƭΩǎ ǊŀŎƛŀƭ ŀƴŘ ŎǳƭǘǳǊŀƭ 
heritage and /or religious persuasion. 

 
In addition, the HWBM/nurse must be aware of their duty to disclose information if they believe a child may 
be at risk of harm. If she has ŀƴȅ ŎŀǳǎŜ ŦƻǊ ŎƻƴŎŜǊƴ ŀōƻǳǘ ŀ ǇǳǇƛƭΩǎ ǎŀŦŜǘȅ ƻǊ ǿŜƭŦŀǊŜ she must report this in 
ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ǎŎƘƻƻƭΩǎ ǎŀŦŜƎǳŀǊŘƛƴƎ ǇǊƻŎŜŘǳǊŜǎΦ  .ƻǘƘ ǇǳǇƛƭǎ ŀƴŘ ǎǘŀŦŦ ƴŜŜŘ ǘo be clear that the HWBM 
can offer confidential medical advice and treatment, including to pupils under 16 years, but that they must 
report any concerns about the welfare or safety of pupils to the Designated Safeguarding Lead.  The 
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HWBM/nurse should ensure that they fully understand their safeguarding obligations, and how this can 
override medical confidentiality, and be familiar with the provisions and guidance in relation to Information 
Sharing and Consent. Guidance on managing these competing duties can be sought from the Legal 
Department at Trust Office.  
 
The HWBM/nurseΩǎ ǊƻƭŜǎ ŀƴŘ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ǎƘƻǳƭŘ ōŜ ŀƎǊŜŜŘ ŀƴŘ ŎƭŜŀǊƭȅ ŎƻƳƳǳƴƛŎŀǘŜŘ with staff, pupils 
and parents. School Nurses should receive Level 3 safeguarding training, as recommended by the GDST 
Safeguarding Committee at their meeting on 29 March 2017 and in the best practice guidance document 
ΨSafeguarding Children and Young People: Roles and Competencies for Health Care StaffΩ. If the HWBM/nurse 
is providing counselling the Academy needs to ensure that she has received appropriate training on 
counselling skills and have access to consultative support and supervision, in accordance with the relevant 
professional guidelines issued by BCAP, BPS or an equivalent professional body. Given the nature of the 
HWBM/nurseΩǎ ǊƻƭŜ ŀƴŘ ǘƘŜ Ǉƻǎǎƛōƛƭƛǘȅ ƻŦ ƻƴŜ ǘƻ ƻƴŜ ŎƻƴǘŀŎǘ ǊŜƎŀǊŘƛƴƎ ǇŜǊǎƻƴŀƭ ƛǎǎǳŜǎΣ ǊŜŎƻǊŘǎ Ƴǳǎǘ ōŜ Ŧǳƭƭȅ 
and accurately maintained and be marked confidential. Accurate recording will help the HWBM/nurse 
demonstrate her decision making process when situations on a one to one basis with a pupil develop over a 
period of time and/or information needs to be shared with others or, if a pupil moves school, be transferred 
to the new school nurse/doctor.  
       
Learning Mentor, Counsellors and Youth Worker 
Schools need to ensure that Learning Mentors, school counsellors and Youth Workers are clear about the 
scope and nature of their role and that they receive adequate support and supervision, particularly if they 
are providing one to one counselling sessions to individual pupils.  Expectations of recording should be the 
same as those set out above for the HWBM/nurse. If they have ŀƴȅ ŎŀǳǎŜ ŦƻǊ ŎƻƴŎŜǊƴ ŀōƻǳǘ ǘƘŜ ǇǳǇƛƭΩǎ 
safety or welfare they must report this in accordance with the school Safeguarding Procedures. Schools 
need to ensure that systems are in place for the Learning Mentor, school counsellor or Youth Worker to 
liaise closely with the HWBM/nurse about any issue that is outside their areas of experience.   
 
Special Education Needs Coordinator (SENCO)  
When the Designated Safeguarding Lead is alerted to concerns about an individual pupil, s/he should 
consult with the Special Educational Needs Coordinator if the concern is about a pupil who is on the SEN 
Register. However, the DSL should not delay following the child protection procedures whilst trying to 
gather information from the SENCO. Consultation with the SENCO would be particularly helpful in cases 
where the pupil has communication difficulties or behaviour problems.  
 
 

  

http://www.rcpch.ac.uk/sites/default/files/page/Safeguarding%20Children%20-%20Roles%20and%20Competences%20for%20Healthcare%20Staff%20%2002%200%20%20%20%20(3)_0.pdf


 

47 

 

B3. Safeguarding Communication Plan 
 
Schools need to consider a variety of media and means of communicating their safeguarding strategy. 
 
Staff and Volunteers  
All staff and volunteers need to be properly equipped to respond to pupils sensitively and in accordance with 
the GDST/ATB Safeguarding Procedures. Schools (i.e. through the named Designated Safeguarding Lead) 
need to ensure that all staff and volunteers are familiar with and understand the Safeguarding Strategy and 
Procedures, through induction programmes, supervision, and ongoing support and training. 
 
All teaching and support staff, visiting teachers and volunteers should be made aware of and have access to 
a copy of the full Safeguarding Procedures, including those whose role requires them to work outside the 
normal school day e.g. before/after school care,  and residential school trips.  On appointment, all staff and 
volunteers receive a core set of information.   
 
Step One 
Staff/volunteers have a short briefing meeting with their line manager or supervisor about the Safeguarding 
Strategy and have an opportunity to clarify any queries. 
 
Step Two 
Staff/volunteers are given a copy of the core set of safeguarding information (via Net Consent or hard copy):  
1. SchoolSafeguarding Policy  
2. Part One of Keeping Children Safe in Education 2015(including Annex A for school leaders and those who 

work directly with children) 
3. The Whistleblowing Policy  
4. Safeguarding Procedures tŀǊǘ ! Ψ¢ƘŜ tǊŀŎǘƛŎŜ ƻŦ {ŀŦŜƎǳŀǊŘƛƴƎΩ  
5. Any other information relevant to their role and responsibilities.  
 
For staff who cannot read English, or at all, schools should take steps to ensure they understand the key 
information. 
 
Step Three 
The staff member/volunteer must sign the Agreement to work in accordance with the School Safeguarding 
Policy (see Appendix B4a).  A copy of this signed Agreement must be kept securely on the staff file.  
There is a simplified version of the Agreement (see Appendix B4b) for staff who cannot reasonably be 
required to meet the expectations of the standard Agreement (e.g. because of limited English). The 
Designated Safeguarding Lead should take the decision on whether it is acceptable for specific members of 
staff to sign the simplified rather than the standard agreement, and ensure that the briefing the member of 
staff receives covers all the essential points of the policy and procedure documents.  
 
Pupils 
Pupils should be made aware of the Safeguarding Policy through their programme of PSHE work, contribution 
to developing Codes of Practice, School Councils and other means of sharing information appropriate to their 
age and understanding (e.g. Student Planners). Schools are encouraged to consult with pupils about 
strategies in order to make their school feel safe and inform day-to-day practice and the future development 
of the GDST/ATB Safeguarding Strategy. 
 
Parents/Carers 
Each school should communicate to parents/carers the scope and limitations of its responsibilities to ensure 
the well-being of pupils, and highlight that parents/carers also have responsibility for securing the welfare of 
their children. Parents/carers need to understand that the school may need to share information and work 
ƛƴ ǇŀǊǘƴŜǊǎƘƛǇ ǿƛǘƘ ƻǘƘŜǊ ŀƎŜƴŎƛŜǎ ǿƘŜƴ ǘƘŜǊŜ ŀǊŜ ŎƻƴŎŜǊƴǎ ŀōƻǳǘ ŀ ŎƘƛƭŘΩǎ ǿŜƭŦŀǊŜΣ ŀƴŘ ǘƘŀǘ ƛǘ Ƴay be 
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necessary to do so without their consent. Schools should provide information about the range of ways the 
school delivers pastoral care and approaches safeguarding pupils.  
 
Communicating regularly with parents/carers about personal safety, health matters, PSHE /SRE, and the 
Safeguarding Policy helps to build a good foundation and two way flow of communication, should more 
sensitive issues need to be raised for individual pupils or for the whole school. 
 
Generally, schools should involve parents/carers at an early stage should welfare concerns be identified.  If 
there could be any reason not to involve or notify the parent/carer (e.g. because the concern may relate to 
a parent/carer or other family member), advice should be sought from CADT in the first instance, to establish 
whether it is appropriate to involve or notify the parent/carer, or seek their consent at this stage.  Further 
guidance is set out below in relation to Information Sharing and Consent, and the Legal Department can also 
provide guidance.  
 
Schools need to work with parents/carers to ensure appropriate support is identified and the nature and 
sources of support are explored with parents/carers and the pupil concerned (according to their age and 
understanding).   
 
School Doctors and Nurses 
{ŎƘƻƻƭ ŘƻŎǘƻǊǎ ŀƴŘ ƴǳǊǎŜǎ ǎƘƻǳƭŘ ǊŜŎŜƛǾŜ ŀ ŎƻǇȅ ƻŦ ǘƘŜ {ŎƘƻƻƭΩǎ {ŀŦŜƎǳŀǊŘƛƴƎ ŀƴŘ /ƘƛƭŘ tǊƻǘŜŎǘƛƻƴ tƻƭƛŎȅ 
and these Procedures for their information.  Schools should consider the role of their school doctors and 
nurses in relation to safeguarding, and ensure that they understand their obligations and their duties in 
accordance with the Information Sharing and Consent guidance.  Schools should check the current job 
descriptions of these roles and contact Trust Office with any queries. 
 
Members of School Governing Boards should receive a copy of thŜƛǊ ǎŎƘƻƻƭΩǎ Safeguarding and Child 
Protection Policy and Procedures. 
 
GDST/ATB Council Members will be provided with a copy of the GDST/ATB Safeguarding Policy and 
Procedures by Trust Office. 
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B4. Related Safeguarding Procedures 
 

Anti-Bullying 
 
Bullying is behaviour by an individual or group, repeated over time, that intentionally hurts another individual 
or group either physically or emotionally. Bullying can take many forms but the main types are physical, 
emotional, verbal and cyber bullying. Bullying can cause considerable distress to pupils to the extent that it 
affects their health and development or in extreme cases cause them significant harm. 
 
A bullying incident should be treated as a child protection concern where there is 'reasonable cause to 
suspect that a child is suffering, or is likely to suffer, significant harm.'  In such cases the incident should be 
reported and dealt with in accordance with these Procedures. 
 
All schools should have in place rigorously enforced whole school Anti-Bullying strategies based on the 
ŀŎŀŘŜƳȅΩǎ Anti-Bullying Policy and the DfE Guidance Preventing and Tackling Bullying 2014. 
 

Child Protection and Online Safety 
 
The Internet offers a vital resource to pupils, staff and parents/carers in terms of education and learning 
resources and for communication networks across the globe. However we also know that new technology 
gives people who are sexually interested in children a new medium to network, share information and 
fantasies, explore new identities and normalise their behaviour. This adds another dimension to the degree 
and nature of the risks to children. Developments in technology happen considerably faster than legislation 
and best practice guidance can keep up with and so it is imperative to remain vigilant about ongoing 
developments in this challenging area.  
 
The GDST/ATB ICT Acceptable Use Agreements for staff and pupils, the Information Security and Data 
Protection Policies, the school Online Safety Policy and the Social Media Policy aim to provide safeguards for 
the use of information technology both in and outside school. There is also a centrally managed system for 
filtering and monitoring internet use over the GDST network. A monitoring report can be generated by the 
system, and this should be run on a monthly basis as a minimum, with the DSL to be responsible for reviewing 
the report and acting on the outcomes where required. Schools are also strongly recommended to run the 
keyword search report daily.  
 
There is growing concern about how technology can be misused to bully or harass e.g. sending unpleasant 
e-mails or text messages, or posting comments or images on the Internet. The non-personal nature of 
communicating electronically seems to allow young people to behave in a way which would be far more 
difficult if they were having face to face contact. 
 
To help address these problems schools should ensure that they:   

¶ Educate pupils and parents of the potential dangers of the misuse of technology (e.g. digital 
photography, photographic mobile phones and web sites) and how they can protect themselves through 
curriculum delivery, specific online safety programmes, and special whole school events  

¶ Educate pupils about cyberbullying, and treat cyberbullying as a safeguarding issue where appropriate 

¶ Educate pupils about sexting, and make it clear that this is regarded as a child protection issue 

¶ Ensure reporting procedures are accessible and well known to pupils 

¶ Communicate any restrictions and consequent sanctions that may be imposed in order to promote the 
ICT Acceptable Use Agreement to all pupils (according to their age and understanding), parents and 
guardians 

¶ Make pupils aware that the ICT Acceptable Use Agreement applies to behaviour towards staff and  
volunteers as well as pupils, both inside and outside school 
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¶ Encourage close liaison between school technical staff, the GDST central shared services team and 
Designated Safeguarding Leads in order to: 

o Be alert to guidance and best practice developments in this complex and evolving area 
o Ensure systems are in place to monitor, identify and respond to issues/concerns raised or 

suggestions to improve practice in their school 
 
Any concerns about the misuse of technology by pupils or staff should be reported: 

¶ Pupils should inform their Form Teacher or the Designated Safeguarding Lead 

¶ Staff and volunteers should inform their line manager/ supervisor or the Designated Safeguarding Lead 

¶ The Designated safeguarding Lead should report to the Principal.  
 

A number of further sources of guidance are available: 
 

¶ Sexting in Schools and Colleges (UKCCIS)  

¶ Indecent images of children: guidance for young people 
https://www.gov.uk/government/publications/indecent -images-of-children-guidance-for-young-
people/indecent-images-of-children-guidance-for-young-people  

¶ Cyberbullying: understand, prevent and respond (Childnet) 

¶ Cyberbullying: advice for headteachers and school staff (DfE) 

¶ The Professional Online Safety Helpline (POSH) http://www.saferinternet.org.uk/about/helpline  
Tel: 0844 381 4772 

¶ The UK Safer Internet Centre www.saferinternet.org.uk Helpline: 0344 381 4772 email: 
helpline@saferinternet.org.uk 

¶ /9htΩǎ ¢Ƙƛƴƪǳƪƴƻǿ ǿŜōǎƛǘŜ www.thinkuknow.co.ul 

¶ Internet Watch Foundation www.iwf.org.uk 

¶ Childline www.childline.org.uk 

¶ UK Council for Child Internet Safety (UKCCIS) https://www.gov.uk/government/groups/uk -
council-for-child-internet-safety-ukccis 

 
 

Radicalisation and violent extremism 
 

Schools have a statutory duty to have due regard to the need to prevent people from being drawn into 
terrorism5, and GDST guidance has been circulated on British values and ǘƘŜ ΨtǊŜǾŜƴǘΩ ŘǳǘȅΦ  
 
Any attempt to draw a child or children into terrorism should be treated as a safeguarding issue.  Schools 
should provide training to enable staff to understand the risk and build their capabilities to deal with it, so 
that they have the knowledge and confidence to identify vulnerable individuals, and to challenge extremist 
ideas which can be used to legitimise terrorism and are shared by terrorist groups. They should know 
where and how to refer children and young people for further help. The Channel guidance from HMG6 
provides further information, and Prevent awareness training will be a key part of this. Further support can 
be found via the channel e-learning general awareness programme7and the new website, Educate Against 
Hate http://educateagainsthate.com/, which gives practical advice for schools and parents. 

                                                
5 This can be found at https://www.gov.uk/government/publications/prevent-duty-guidance; see also 

https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty 
6 https://www.gov.uk/government/publications/channel-guidance 
7 http://course.ncalt.com/Channel_General_Awareness/01/index.html 

https://www.gov.uk/government/publications/indecent-images-of-children-guidance-for-young-people/indecent-images-of-children-guidance-for-young-people
https://www.gov.uk/government/publications/indecent-images-of-children-guidance-for-young-people/indecent-images-of-children-guidance-for-young-people
http://www.saferinternet.org.uk/about/helpline
http://www.saferinternet.org.uk/
http://www.thinkuknow.co.ul/
http://www.iwf.org.uk/
http://www.childline.org.uk/
http://educateagainsthate.com/
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
https://www.gov.uk/government/publications/channel-guidance
http://course.ncalt.com/Channel_General_Awareness/01/index.html
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The Prevent/Channel framework: 

1. Assessing the risk of radicalisation: taking account of the local context. This is best done in consultation 
ǿƛǘƘ ǘƘŜ [ƻŎŀƭ !ǳǘƘƻǊƛǘȅΩǎ Prevent Coordinator, and should take account of Counter-Terrorism Local 
Profiles. Considerations include whether parents have expressed concerns about vulnerability to 
radicalisation; whether there is any concern about parents or pupils expressing extremist views; and 
whether there are concerns about the vulnerability of any particular pupils or groups of pupils. 

2. An action plan to reduce the risk of radicalisation: including protocols to: 

¶ Prohibit extremist speakers/events at the school; establish clear protocols for ensuring that any 
visiting speakers ς whether invited by staff or by children themselves ς are suitable and 
appropriately supervised (guidance on drafting a protocol for visiting speakers can be found in 
appendix B12) 

¶ Manage access to extremist material ς including Internet monitoring. GDST schools use screening 
technology which filters all internet traffic coming through the school. Websites with militancy and 
extremist content should be screened through this system. In addition, the system can monitor 
requested internet access to radical sites by users of school systems. Pupils found wanting to access 
sites with radicalised content may be referred through the local Prevent referral process to 
Channel.  

(Every effort is made to filter extremist sites, and ensure that pupils are safe from terrorist and 
extremist material when accessing the Internet in school. ¢ƘŜ ƪŜȅ ǿƻǊŘ ƘŜǊŜ ƛǎ ΨŀǇǇǊƻǇǊƛŀǘŜΩΣ ƎƛǾŜƴ 
that pupils need to be educated in the use of the Internet, and too high a level of filtering would 
impede wider educational aims.) 

¶ Challenge extremist ideas that promote terrorism, through:  
o Curriculum ς this overlaps with the Ofsted requirement to actively promote British values 

through curriculum coverage, and to ensure balance and rule out egregious partisan 
expressions of views in teaching. Questions about extremism can be usefully addressed 
through PSHE. 

o Pastoral provision ς ensuring that appropriate support exists for pupils 
o School culture ς carrying through the British values of tolerance and respect. 

3. Staff  training to recognise signs of radicalisation/extremism, and to know what to do. Staff must have the 
knowledge and confidence to identify children at risk of being drawn into terrorism, and to challenge 
extremist ideas which can be used to legitimise terrorism and are shared by terrorist groups. Staff should 
know where and how to refer children and young people for further help. Staff must understand when it is 
appropriate to make a referral to the Channel programme. 

The Designated Safeguarding Lead must undertake Prevent awareness training, and be in a position to 
provide advice and support to colleagues. 

4. Work in partnership: risk assessments and referrals should be made in liaison with other agencies. 
Channel is the multi-agency process designed to safeguard vulnerable people from being drawn into 
extremist behaviour, and works in a similar way to existing safeguarding partnerships. 

Safeguarding arrangements must take into account the policies and procedures of Local Safeguarding 
Children Boards. 

Effective engagement with parents/the family should also be considered as they are in a key position to 
spot signs of radicalisation. It is important to assist and advise families who raise concerns and be able to 
point them to the right support mechanisms. Schools should also discuss any concerns in relation to 
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ǇƻǎǎƛōƭŜ ǊŀŘƛŎŀƭƛǎŀǘƛƻƴ ǿƛǘƘ ŀ ŎƘƛƭŘΩǎ ǇŀǊŜƴǘǎ ƛƴ ƭƛƴŜ ǿƛǘƘ ǎŀŦŜƎǳŀǊŘƛƴƎ ǇǊƻŎŜŘǳǊŜǎ ǳƴƭŜǎǎ ǘƘŜǊŜ ƛǎ ǎǇŜŎƛŦƛŎ 
reason to believe that to do so would put the child at risk. 

5. Establish referral mechanisms: schools need to be proactive in identifying vulnerable individuals, and 
working with local partners to develop appropriate support strategies. 

The Channel process for referral and review can be described as follows: 

Concerns --Ҕ {ŎƘƻƻƭΩǎ {ŀŦŜƎǳŀǊŘƛƴƎ Lead --> Discussion with local Prevent officer (Police/LA) --> 
Screening by Police Channel Coordinator --> Preliminary assessment by LA Prevent lead and Police 
Channel Coordinator --> Assessment and action plan by Multi-Agency Channel Panel --> Actions 
implemented. 

 
Making referrals: 
Staff should use their professional judgement in identifying children who might be at risk of radicalisation 
and act proportionately which may include making a referral to the Channel programme. 

!ƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ŜƴƎŀƎŜƳŜƴǘ ǿƛǘƘ ǘƘŜ Channel programme is entirely voluntary at all stages. 

Indicators of vulnerability to extremism and radicalisation: 
Specific background factors may contribute to vulnerability which are often combined with specific 
influences such as family, friends or online. The Internet and social media have become a major factor in 
ǘƘŜ ǊŀŘƛŎŀƭƛǎŀǘƛƻƴ ƻŦ ȅƻǳƴƎ ǇŜƻǇƭŜΦ {ǘŀŦŦ ǎƘƻǳƭŘ ōŜ ŀƭŜǊǘ ǘƻ ŎƘŀƴƎŜǎ ƛƴ ŎƘƛƭŘǊŜƴΩǎ ōŜƘŀǾƛƻǳǊ ǿƘƛŎƘ ŎƻǳƭŘ 
indicate that they may be in need of help or protection. 

The Channel guidance describes the possible indicators of vulnerability to extremism and radicalisation, 
around the three dimensions of engagement, intent and capability: 

1. Engagement 
a. spending increasing time in the company of other suspected extremists 
b. changing their style of dress or personal appearance to accord with the group 
c. their day-to-day behaviour becoming increasingly centred around an extremist ideology, group or 

cause 
d. loss of interest in other friends and activities not associated with the extremist ideology, group or 

cause 
e. possession of material or symbols associated with an extremist cause (e.g. the swastika for far right 

groups) 
f. attempts to recruit others to the group/cause/ideology 

g. communications with others that suggest identification with a group/cause/ideology. 
2. Intent 

a. clearly identifying another group as threatening what they stand for and blaming that group for all 
social or political ills 

b. using insulting or derogatory names or labels for another group 
c. speaking about the imminence of harm from the other group and the importance of action now 
d. expressing attitudes that justify offending on behalf of the group, cause or ideology 
e. condoning or supporting violence or harm towards others 
f. plotting or conspiring with others 

3. Capability 
a. having a history of violence 
b. being criminally versatile and using criminal networks to support extremist goals 
c. having occupational skills that can enable acts of terrorism (such as civil engineering, pharmacology 

or construction) 
d. having technical expertise that can be deployed (e.g. IT skills, knowledge of chemicals, military 

training or survival skills). 
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School attendance, joining and leaving, action on absence, going missing 
  
Registers and notification of pupils leaving and joining 
Schools are required by law to have an admission and attendance registers. It is important that both 
registers are accurate and up to date. Schools should regularly encourage parents to inform them of 
changes when they occur. There are specific regulations governing the information that should be entered 
ƻƴ ŜŀŎƘ ǊŜƎƛǎǘŜǊΣ ŀƴŘ ǿƘŜƴ ǘƘŜ ǎŎƘƻƻƭ ǎƘƻǳƭŘ ƛƴŦƻǊƳ ǘƘŜ [! ƻŦ ŀ ǇǳǇƛƭΩǎ ŀōǎŜƴŎŜ ŦǊƻƳ ǎŎƘƻƻƭ ƻǊ ǿƘŜƴ ŀ 
ǇǳǇƛƭΩǎ ƴŀƳŜ ƛǎ ŀŘŘŜŘ ǘƻ ƻǊ ŘŜƭŜǘŜŘ ŦǊƻƳ ǘƘŜ ŀŘƳƛǎǎƛƻƴǎ ǊŜƎƛǎǘŜǊΦ Further information can be found in 
Annex A of Keeping Children Safe in Education and Children missing education 2016. Schools should check 
with their local authority to ensure they are following the correct local procedures for transmitting this 
information. 
 
For practical purposes, wherever reasonably possible the school should hold more than one emergency 
contact number for each pupil. This goes beyond the legal minimum and is good practice in that it provides 
additional options to make contact with a responsible adult when a child missing education is also 
identified as a welfare and/or safeguarding concern. 
 
Action on school absence 
The LSCB/local safeguarding partners must be informed immediately if absence amounts to a safeguarding 
concern.  
 
The school must also inform the local authority of any pupil who fails to attend school regularly, or has 
ōŜŜƴ ŀōǎŜƴǘ ǿƛǘƘƻǳǘ ǘƘŜ ǎŎƘƻƻƭΩǎ ǇŜǊƳƛǎǎƛƻƴ ŦƻǊ ŀ Ŏƻƴǘƛƴǳƻǳǎ ǇŜǊƛƻŘ ƻŦ мл Řŀȅǎ ƻǊ ƳƻǊŜΦ CŀƛƭǳǊŜ ǘƻ ǊŜǇƻǊǘ 
children missing from education would constitute non-compliance with the duty to have regard to Keeping 
Children Safe in Education. 

 
Children who go missing 
Children who go missing from school with no explanation, or who fail to return after a planned absence, 
will be regarded in the first instance as an immediate safeguarding concern. Every effort must be made to 
locate the child, liaising with the police and welfare officers as appropriate. EYFS settings must have a 
published procedure to be followed in the event of a parent/carer failing to collect a child at the appointed 
time, or in the event of a child going missing at, or away from, the setting (EYFS Framework 3.73) 

 
Schools must be aware of, and implement in full, the requirements of the statutory guidance for children 
and young people who are missing from home and/or from education which can be found at 
https://www.gov.uk/government/publications/children-missing-education Local procedures for notifying 
the local authority and parents should also be followed. As with other safeguarding issues, comprehensive 
records should be kept and shared between the relevant agencies to help and protect children.  

{ŎƘƻƻƭǎ Ƴŀȅ ŀƭǎƻ ŦƛƴŘ ƛǘ ǳǎŜŦǳƭ ǘƻ ǊŜŦŜǊ ǘƻ ǘƘŜ ƎƻǾŜǊƴƳŜƴǘΩǎ ƳƛǎǎƛƴƎ ŎƘƛƭŘǊŜƴ ŀƴŘ ŀŘǳƭǘǎ ǎǘǊŀǘŜƎȅ ŀǾŀƛƭŀōƭŜ ŀǘ 
https://www.gov.uk/government/publications/missing-children-and-adults-strategy  

{ǳǇǇƻǊǘ ƳŀǘŜǊƛŀƭǎ ŦƻǊ ŀ ǊŀƴƎŜ ƻŦ ŀǳŘƛŜƴŎŜǎ ŀǊŜ ŀǾŀƛƭŀōƭŜ ŦǊƻƳ ¢ƘŜ /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŜǘȅ ŀǘ 
http://ww w.childrenssociety.org.uk/what-we-do/resources/protecting-young-runaways  

Failure to report children missing from education constitutes non-compliance with the duty to have regard 
to Keeping Children Safe in Education. 
 
tǊƻǾƛǎƛƻƴ ƻŦ LƴŦƻǊƳŀǘƛƻƴ ǘƻ ŀ tǳǇƛƭΩǎ bŜǿ {ŎƘƻƻƭ  
Where a child moves, information sharing is important to ensure they get the support they need through 
and after the transition. 
 

https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/missing-children-and-adults-strategy
http://www.childrenssociety.org.uk/what-we-do/resources/protecting-young-runaways
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All maintained schools are required to send a CTF (Common Transfer File) to a new school unless there are 
ΨŜȄŎŜǇǘƛƻƴŀƭ ŎƛǊŎǳƳǎǘŀƴŎŜǎΩ8. The school should also follow up by contacting the destination school to 
ensure the pupil has arrived.  
 
 In addition, a copy of any information which will assist the new school in promoting the ǇǳǇƛƭΩǎ ǿŜƭŦŀǊŜ 
should be sent to the school. In the case of relevant medical records, copies of these should be sent to the 
bǳǊǎŜ ŀǘ ǘƘŜ ǊŜŎŜƛǾƛƴƎ ǎŎƘƻƻƭΦ !ƭƭ ǎǳŎƘ ǊŜŎƻǊŘǎ ǎƘƻǳƭŘ ōŜ ƳŀǊƪŜŘ Ψ{ǘǊƛŎǘƭȅ /ƻƴŦƛŘŜƴǘƛŀƭΦΩ Child protection 
files must be transferred securely between schools as soon as possible, and separate from the main pupil 
file. Schools should obtain a confirmation of receipt. 
 
In addition to the child protection file, the designated safeguarding lead should also consider if it would be 
appropriate to share any information with the new school or college in advance of the child leaving. For 
example, information that would allow the new school or college to continue supporting victims or abuse 
and have that support in place when the child arrives.  
 
wŜŎŜƛǇǘ ƻŦ LƴŦƻǊƳŀǘƛƻƴ ŦǊƻƳ ŀ tǳǇƛƭΩǎ CƻǊƳŜǊ {ŎƘƻƻƭ 
Schools should in turn expect to receive information on new pupils from their previous school. A sample 
ΨtǳǇƛƭ wŜŎƻǊŘ wŜǉǳŜǎǘΩ ŦƻǊƳ Ŏŀƴ ōŜ ŦƻǳƴŘ ƛƴ ǘƘŜ {ŀŦŜƎǳŀǊŘƛƴƎκ.Ŝǎǘ tǊŀŎǘƛŎŜ ŦƻƭŘŜǊ ƛƴ ǘƘe Safeguarding 
section of the GDST staff intranet. Key staff such as designated safeguarding leads, Nurse and SENCOs 
ǎƘƻǳƭŘ ōŜ ƛƴŦƻǊƳŜŘ ƻŦ ǘƘŜ ƴŜǿ ǇǳǇƛƭΩǎ ŎƛǊŎǳƳǎǘŀƴŎŜǎ ŀǎ ǊŜǉǳƛǊŜŘΦ 

 

Looked after children and previously looked after children 
 
The most common reason for children becoming looked after is as a result of abuse and/or neglect. Looked 
after children need particular care to ensure they are safe and thrive in school, and there is a higher 
likelihood that they will experience periods of mental ill-health as a result of their early experiences. Where 
a school has one or more looked after children on role, the Head will ensure that: 

¶ Relevant staff have appropriate levels of skill, knowledge and understanding needed to keep 
looked after children safe ς and in particular have a good understanding of attachment issues (the 
statutory guidance for the Designated teacher for looked-after and previously looked-after children 
can be found here: https://www.gov.uk/government/publications/designated-teacher-for-looked-

after-children) 
¶ There are mechanisms to ensure the views and feeling of the child are taken into account 

¶ Appropriate staff have the necessary up to date information regarding each child, including their 
legal status, contact arrangements with birth parents or those with parental responsibility, care 
arrangements (including the levels of authority delegated to the carer) and most recent care plan, 
ŀƴŘ ŘŜǘŀƛƭǎ ƻŦ ŜŀŎƘ ŎƘƛƭŘΩǎ ǎƻŎƛŀƭ ǿƻǊƪŜǊ ŀƴŘ ǾƛǊǘǳŀƭ ǎŎƘƻƻƭ ƘŜŀŘ9 

¶ The school is aware of the statutory guidance to local authorities about how they are to support 
schools with the care and education of these pupils, Promoting the education of looked after 
children available here: https://www.gov.uk/government/publications/promoting-the-education-
of-looked-after-children 

 
A previously looked after child potentially remains vulnerable and all staff should have the skills, knowledge 
and understanding to keep previously looked after children safe. When dealing with looked after children 
and previously looked after children, it is important that all agencies work together and prompt action is 
taken when necessary to safeguard these children, who are a particularly vulnerable group. 
 
Similar practice should be applied to any children on Child in Need or Child Protection Plans ς i.e. these 
children would be subject to additional monitoring and records kept on arrival and collection times, a 

                                                
8 Children missing education 2016 para 41 
9 The person discharging the local authorityôs duty to promote the educational achievement of its looked after children 

https://safeguardinginschools.us12.list-manage.com/track/click?u=efe032677d94ceba51dd39a7f&id=dd5bd2149f&e=668cd8c8ad
https://safeguardinginschools.us12.list-manage.com/track/click?u=efe032677d94ceba51dd39a7f&id=dd5bd2149f&e=668cd8c8ad
https://safeguardinginschools.us12.list-manage.com/track/click?u=efe032677d94ceba51dd39a7f&id=a379bcca1b&e=668cd8c8ad
https://safeguardinginschools.us12.list-manage.com/track/click?u=efe032677d94ceba51dd39a7f&id=a379bcca1b&e=668cd8c8ad
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record of who drops off and collects, notes of late arrival and lack of attendance, record of existing injuries 
etc. Contact will be maintained with the relevant professionals. 
 

School Security 
 
A whole school approach to developing and maintaining school security can, as well as strengthening certain 
components of the school security procedures and systems, help make the Safeguarding Strategy more 
robust. This should include ensuring that: 
 

¶ Systems are in place to meet current requirements and are rigorously adhered to, such as door codes, 
use of visitor passes etc. 

¶ All concerns raised by parents and pupils or neighbours are properly recorded and addressed  

¶ Access is controlled, particularly at vulnerable times of the day such as before and after school hours and 
during extra-curricular activities 

¶ Staff working at vulnerable times of the day are adequately supported with sufficient numbers of adults, 
relevant information, access to keys, and mobile phones if necessary 

¶ Re-evacuation procedures (i.e. getting pupils swiftly and safely back into the school building) have been 
developed and practised to respond to the unlikely event of an unwelcome intruder 

¶ Staff/ volunteers (e.g. estate staff and playground supervisors, before/after school care providers) 
receive information and/ or training (as appropriate to their role) on how to deal with intruders  

¶ There is a scheduled programme of checks for spy cameras in toilets and changing rooms10 
 

¶ The SLT are proactive in liaising with local police at sufficient level of seniority and work towards 
developing positive relationships and consistency of practice. 

  

                                                
10 Notes of guidance on checking for spy cameras can be found in Appendix B13 
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B5. Preventing Unsuitable People from Working with Children 
 

DBS Disclosures 
 
Any person whose duties include regularly caring for, training, supervising or being in sole charge of children 
or who is in a position to build up a relationship of trust with a pupil, must have an enhanced DBS disclosure, 
ǿƛǘƘ ŀ /ƘƛƭŘǊŜƴΩǎ .ŀǊǊŜŘ [ƛǎǘ /ƘŜŎƪ for the Child Workforce. A regular basis is defined as frequently, i.e. once 
a week or more often, more than 3 times in a 30 day period, or overnight11 (even if only one night is involved). 
However schools should also bear in mind that there are some activities that occur less frequently but could 
allow a relationship of trust to develop, e.g. once a month over a prolonged period. In such cases an enhanced 
DBS check should be sought, although a Barred List Check is not available.  The HR and Legal Departments at 
Trust Office can advise in the event of doubt. 
 
When should schools apply for a DBS disclosure? 
In most circumstances, the school should apply for the check as soon as practicable after an appointment is 
made. In cases where a member of staff is appointed a long time before they are due to start work, it is not 
prohibited for schools to apply for a check on appointment even if this is three months before the employee 
takes up their post. However it would be seen as best practice to undertake the check closer to date they 
start work. 
 
How to apply for a DBS check ς via an online application or a Ψǎǘŀǘǳǎ ŎƘŜŎƪΩ from the DBS Update Service 
All those requiring a DBS disclosure should be asked to apply for a new check, via the DBS application process, 
unless they are subscribed to the DBS Update Service by which schools may do an online check subject to 
certain conditions. 
 
DBS online application process 
This is by completion of an online DBS application form, completed by the individual and a designated 
administrator at the school. ¢ƘŜ D5{¢Ωǎ ƻƴƭƛƴŜ ǇǊƻǾƛŘŜǊ ƛǎ !ǘƭŀƴǘƛŎ 5ŀǘŀΦ  LƴǎǘǊǳŎǘƛƻƴǎ ŀƴŘ Ŧǳƭƭ ŘŜǘŀƛƭǎ ƻŦ ǘƘŜ 
process are available from the HR Co-ordinator at Trust Office, who administers the contract with Atlantic 
Data.  As part of the process, applicants must provide relevant and original documents, which are checked 
by a designated administrator at the school. 
 
Depending on the selections made on the online form, it is possible to obtain an Enhanced DBS check with a 
/ƘƛƭŘǊŜƴΩǎ Barred List check and a Prohibition from Management check in one. If all three checks are 
ǊŜǉǳƛǊŜŘΣ ŀŘƳƛƴƛǎǘǊŀǘƻǊǎ Ƴǳǎǘ ōŜ ǎǳǊŜ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ΨƛƴŘŜǇŜƴŘŜƴǘ ǎŎƘƻƻƭΩ ƻǇǘƛƻƴ ƛƴ ǘƘŜ role section of the 
ŦƻǊƳΦ  ¢ƘŜǊŜ ƛǎ ŀƭǎƻ ǘƘŜ ƻǇǘƛƻƴ ǘƻ Řƻ ŀƴ 9ƴƘŀƴŎŜŘ 5.{ ŎƘŜŎƪ ǿƛǘƘ ŀ /ƘƛƭŘǊŜƴΩǎ .ŀǊǊŜŘ [ƛǎǘ ŎƘŜŎƪ ǘƻƎŜǘƘŜǊΣ ŦƻǊ 
those in regulated activity, either paid or unpaid. 
 
The facility to do separate Barred List checks or Prohibition from Management checks using the Atlantic Data 
system is not available and the details of how to do these individually if needed is covered below. 
 
Applicant only DBS Certificates: DBS certificates are issued only to applicants and copies are no longer sent 
to employers. Schools must therefore ask individuals for sight of their original DBS Certificate once it has 
been received. Copies of the certificate provided by individuals must not be accepted. Original certificates 
should be checked for authenticity. A DBS certificate contains a number of security features which can be 
used to verify its authenticity: 

- A crown seal watermark on the right hand side of the document. 
- A background desigƴ ƛƴŎƻǊǇƻǊŀǘƛƴƎ ǘƘŜ ǿƻǊŘ Ψ5ƛǎŎƭƻǎǳǊŜΩ ǿƘƛŎƘ ŀǇǇŜŀǊǎ ƛƴ ŀ ǿŀǾŜ-like pattern and 

alternates between pink and green on the reverse side. 

                                                
11 This definition has been amended from 3 or more days in a month in response to the Singleton Report. Ref. 

SI2010/1154 a1(1) 
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Certificates should be handled only by countersignatories or nominated office staff as per the DBS Code of 
Practice.  
 
What to do if there is a delay in obtaining the DBS Disclosure 
Wherever possible, an enhanced DBS disclosure should be obtained prior to the individual starting work, and 
must in any event be obtained as soon as possible after the appointment. However, Heads/Principals may at 
their discretion allow an individual to begin work (without confirming the appointment) pending receipt of 
the enhanced DBS disclosure provided that:-  

a. The Enhanced DBS application has been submitted in advance; 
b. A Barred List check for the Child Workforce has been undertaken; 
c. All other possible checks have been completed; and 
d. Arrangements are made for appropriate supervision (see below). 

In such circumstances a note should be added to the central register and evidence kept of the measures put 
in place.  

 

Appropriate supervision whilst awaiting DBS clearance 
Schools must take a risk based practical approach depending on the circumstances of the particular 
individual (taking into account factors such as their experience, the nature of their duties, references, the 
level of responsibility/contact with pupils they will have and the age of the pupils concerned).  The 
arrangements should be reviewed at least every two weeks until the DBS disclosure is received.  A risk 
assessment should be ƪŜǇǘ ƻƴ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ŦƛƭŜ ƻŦ ǘƘŜ ŦŀŎǘƻǊǎ ŎƻƴǎƛŘŜǊŜŘΣ ŀƴŘ ǘƘŜ ŀǊǊŀƴƎŜƳŜƴǘǎ ƳŀŘŜΣ 
together with any evidence (a risk assessment form can be found in the Central Register Documentation 
folder on the Safeguarding section of the GDST staff intranet).  This record should be updated at each 
review until the DBS disclosure is received.  A note should also be added to the central register of 
appointments. The individual in question must be informed of the safeguards put in place in their case. 
 
Using the DBS Update Service ς ŘƻƛƴƎ Ψǎǘŀǘǳǎ ŎƘŜŎƪǎΩ 
The DBS, from 17 June 2013, introduced an Update Service, which allows employers to check the status of 
criminal records online, providing the individual already had a DBS certificate, has subscribed to the Update 
Service and given consent for the check.  
 
¢ƘŜ ƻƴƭƛƴŜ Ψǎǘŀǘǳǎ ŎƘŜŎƪΩ ǿƛƭƭ ǊŜǾŜŀƭ ƛŦ ǘƘŜ 5.{ /ŜǊǘƛŦƛŎŀǘŜ ƛǎ ǳǇ ǘƻ ŘŀǘŜ ƻǊ ƛŦ ŀƴȅ ƴŜǿ ƛƴŦƻǊƳŀǘƛƻƴ Ƙŀǎ ŎƻƳŜ ǘƻ 
light since it was issued, without having to apply for another DBS Certificate through the normal application 
process. However, the service will not provide the facility to update employers automatically of any new 
ŎǊƛƳƛƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ŜƳǇƭƻȅƳŜƴǘ ƻǊ ǇŜǊƛƻŘ ƻŦ ŜƴƎŀƎŜƳŜƴǘΦ  
 
The service is free for employers and volunteers although other individuals are required to pay an annual 
subscription fee. The GDST/ATB will not reimburse individuals for the fee. 
 
Lƴ ƻǊŘŜǊ ǘƻ Řƻ ŀ Ψǎǘŀǘǳǎ ŎƘŜŎƪΩΣ ǎŎƘƻƻƭǎ ǿƛƭƭ ƴŜŜŘ ǘƻ ǎŜŜ ǘƘŜ ƻǊƛƎƛƴŀƭ 5.{ ŎŜǊǘƛŦƛŎŀǘŜ ŀƴŘ Ƴǳǎǘ ōŜ ŜƴǘƛǘƭŜŘ ǘƻ 
obtain a DBS check of the level and type needed, e.g. enhanced DBS check including a Barred List check for 
the Child Workforce. If the DBS certificate is not at the appropriate level a new certificate must be applied 
for (to include the Barred List check). If the DBS certificate is at the appropriate level but does not include 
ōŀǊǊƛƴƎ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ǿƻǊƪŦƻǊŎŜΣ ŀ ǎŜǇŀǊŀǘŜ ōŀǊǊŜŘ ƭƛǎǘ ŎƘŜŎƪ Ƴǳǎǘ ōŜ ǳƴŘŜǊǘŀƪŜƴΦ Consent 
must be obtained from the individual, either verbal or written. An Applicant Consent Form for this purpose 
is provided (available in the Central Register Documentation folder of the Safeguarding section of the GDST 
staff intranet).  
 
¢ƻ ƳŀƪŜ ŀ Ψǎǘŀǘǳǎ ŎƘŜŎƪΩ ƻƴƭȅ ǘƘŜ ŎƘŜŎƪŜǊΩǎ ƴŀƳŜ ŀƴŘ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ D5{¢ ƛǎ ƴŜŜŘŜŘΣ ǘƻƎŜǘƘŜǊ ǿƛǘƘ ǘƘŜ 
ŀǇǇƭƛŎŀƴǘΩǎ ƴŀƳŜΣ Řŀǘe of birth and DBS certificate number. Schools should check that the original certificate 
ƳŀǘŎƘŜǎ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ƛŘŜƴǘƛǘȅ ŀƴŘ ǊŜŦŜǊǎ ǘƻ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ level of check and workforce. Ψ{ǘŀǘǳǎ ŎƘŜŎƪǎΩ 
should be done only by countersignatories or nominated office staff. Schools are advised to print and keep a 
ǊŜŎƻǊŘ ƻŦ ǘƘŜ Ψǎǘŀǘǳǎ ŎƘŜŎƪΩ ǊŜǎǳƭǘΣ ǿƘƛŎƘ Ƴǳǎǘ ōŜ ƘŀƴŘƭŜŘ ŀƴŘ ƪŜǇǘ ŎƻƴŦƛŘŜƴǘƛŀƭƭȅ ŦƻƭƭƻǿƛƴƎ ǘƘŜ 5.{ /ƻŘŜ ƻŦ 
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Practice. If the status check indicates that there has been a change since the certificate was issued, the 
individual must apply for a new certificate.  
 
Full details of the Update Service, including a guide for employers and applicants, and frequently asked 
questions, may be obtained from www.gov.uk/dbs 
 
The GDST/ATB does not require employees or volunteers to subscribe to the Update Service. However, since 
January 2014 we have required peripatetic staff to subscribe, to give consent for an annual check to be made. 
Schools must undertake annual DBS status checks on all peripatetic individuals; it is thought that the summer 
holiday period is the opportune time to do so, in advance of appointments re-commencing in September. 
The GDST does not reimburse the cost of the annual DBS subscription fee for self-employed peris. 
 
Can an existing DBS disclosure ever be accepted for a new appointment? 
Schools are strongly advised to obtain a new DBS disclosure for all new appointments or, if the individual is 
ǎǳōǎŎǊƛōŜŘ ǘƻ ǘƘŜ ¦ǇŘŀǘŜ {ŜǊǾƛŎŜΣ ǘƻ Řƻ ŀƴ ƻƴƭƛƴŜ Ψǎǘŀǘǳǎ ŎƘŜŎƪΩ ŀǎ ǎŜǘ ƻǳǘ ŀōƻǾŜ. However, if the new 
member of staff already has an enhanced disclosure from a previous employer, but is not subscribed to the 
Update Service, this may be accepted provisionally, pending the arrival of the new disclosure provided 
that:  

¶ He/she has not been out of the workforce of an educational establishment for more than 3 months 

AND; 

¶ it is an enhanced disclosure;  

¶ ŀ ǎŜǇŀǊŀǘŜ /ƘƛƭŘǊŜƴΩǎ Barred List check has been completed 

¶ the original enhanced disclosure is seen ς photocopies are not acceptable; 

¶ the disclosure was issued in the last 3 years; 

¶ the applicant has not changed his/her name since the last disclosure was obtained;  

¶ the applicant is still at the same address;  

¶  there has been no gap in employment, or there has been no intervening employment which did 

not require a disclosure since the previous disclosure was issued; 

¶ the disclosure was obtained by a reputable previous employer or umbrella body;  

¶ satisfactory references have been received from the previous employer. 

In all other circumstances a new enhanced DBS application will need to be made before the member of staff 
can be employed without appropriate supervision (see above).  
 
You may need to check whether any "additional information" was included. An Applicant Consent form 
(available in the Central Register Documentation folder of the Safeguarding section of The GDST staff 
intranet) should also be completed. The previous employer will only be able to confirm whether the 
information on the copy of the disclosure provided to you by the applicant matches their records, and 
whether or not any additional information was supplied. If additional information was supplied, a new 
disclosure must be requested. In these circumstances, the applicant should not be informed of the reason 
why a new disclosure is required.  If you experience any difficulties in obtaining disclosure information from 
a previous employer, you may wish to consider asking the applicant to make a fresh application. 
 
What if the DBS disclosure contains information? 
If the DBS disclosure includes information on offences committed by the applicant, the Head/Principal must 
undertake a formal written risk assessment as to whether to employ that person, being mindful of GDST 
policy on the employment of ex-offenders, and to seek advice from HR. If the decision is made to confirm 
the offer of the post in question, the risk assessment must be kept securely on the relevant personnel file. 
 
How long is a DBS disclosure valid? 
5.{ ŘƛǎŎƭƻǎǳǊŜǎ Řƻ ƴƻǘ ΨŜȄǇƛǊŜΩ, but provide a snapshot of information that is available on the date of the 
certificate. As long as a school employee is in continuous employment they not need to be rechecked 

http://www.gov.uk/dbs
http://www.nog.gdst/Staff/recruitment&selection/Applicant%20Consent%20Form.doc
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unless there is a concern about their suitability to work with children. However, a member of staff out of 
employment for a period of 3 months or more must be re-checked  - this will have implications for supply 
staff, exam invigilators, casual workers and the like. For these staff, subscription to the DBS Update Service 
would be advŀƴǘŀƎŜƻǳǎ ŀǎΣ ƻƴŎŜ ǘƘŜ 5.{ ŎŜǊǘƛŦƛŎŀǘŜ Ƙŀǎ ōŜŜƴ ƛǎǎǳŜŘΣ ǇŜǊƛƻŘƛŎ Ψǎǘŀǘǳǎ ŎƘŜŎƪǎΩ ǿƛƭƭ ōŜ Ŝŀǎȅ 
and quick to obtain. Alternatively, bringing in occasional staff periodically (i.e. within the three month 
interval) for training, for example, maintains our connection with them and means that a DBS recheck is not 
required.  A teacher working for a supply agency is required to have a new DBS check every 3 years (or 
earlier if there are grounds for concern or a break in service for 3 months or more). Members of staff on 
maternity, shared parental leave or long term sick leave are not out of employment and do not need a new 
DBS disclosure to return to work. See below for advice on staff on zero hours contracts.  
 
Should DBS certificates be retained or copies made and kept on file?  
This is not a requirement, but it is permissible and schools may choose to make and keep copies for a limited 
time. If copies are made, they must be handled, kept confidentially and destroyed securely after six months, 
in accordance with the DBS Code of Practice. As noted above, from 17 June 2013, DBS certificates have been 
issued only to applicants and copies are no longer sent to employers. In order to make the check schools 
should ask individuals for sight of their original DBS certificate.  
 
Circumstances where DBS Disclosures or Barred List Checks are not necessary: 

¶ Some categories of volunteer (see below)  

¶ Visitors to the school όŜΦƎΦ ŎƘƛƭŘǊŜƴΩǎ ǊŜƭŀǘƛǾŜǎ ƻǊ ƻǘƘŜǊ ǾƛǎƛǘƻǊǎ ŀǘǘŜƴŘƛƴƎ ŀ ǎǇƻǊǘǎ ŘŀȅύΦ IŜŀŘǎ/Principals 
should use their professional judgement about the need to escort or supervise visitors.  

¶ Building and other similar contractors attending school who come onto site only to carry out emergency 
repairs or service equipment and who are not left unsupervised (health and safety reasons do not allow 
pupils in areas where builders are working and therefore builders should generally have little 
opportunity for contact with pupils). However the school should ensure arrangements with the 
contractors are in place to make sure any workers potentially coming into contact with children have 
appropriate checks and/or are appropriately supervised at all times. (For further information on 
contractors see below) 

¶ In certain circumstances, secondary pupils undertaking voluntary work experience with younger pupils 
in the school (or another school) ς see below for further details. Sixth formers from age 16 undertaking 
paid work with children must be DBS checked 

¶ People on site before/after school hours when pupils are not present e.g. members of the public 
attending groups using the school as hired premises12 

¶ Students (pupils) aged eighteen or over studying as pupils 

¶ Existing regular volunteers continuing with old duties 

¶ Host families (however please see separate section below) 
 
!ƭƭ ǾƛǎƛǘƻǊǎ ǘƻ ǘƘŜ ǎŎƘƻƻƭ ǎƘƻǳƭŘ ōŜ ǎƛƎƴŜŘ ƛƴ ŀǘ ǊŜŎŜǇǘƛƻƴ ŀƴŘ ǿŜŀǊ ŀ ǾƛǎƛǘƻǊΩǎ ōŀŘƎŜ ǿƘƛƭǎǘ ƻƴ ǎƛǘŜΦ Lǘ ƛǎ ƎƻƻŘ 
ǇǊŀŎǘƛŎŜ ŦƻǊ ōŀŘƎŜǎ ǘƻ ƛƴŎƭǳŘŜ ŀ ǎǘŀǘŜƳŜƴǘ ƻŦ ǘƘŜ ǎŎƘƻƻƭΩǎ ŎƻƳƳƛǘƳŜƴǘ ǘƻ ǎŀŦeguarding and child welfare, 
and information about what to do if the visitor is concerned about a child or receives a disclosure.  
 
 

Other Checks, Maintenance of the Single Central Record and Staff Files13 
 

¶ Schools must maintain a single central record of safeguarding checks 

¶ All required columns on the register should have an entry for every member of staff.  Not applicable 
Ψbκ!Ω ǎƘƻǳƭŘ ōŜ ŜƴǘŜǊŜŘ ǿƘŜǊŜ ǘƘŜ ǇŀǊǘƛŎǳƭŀǊ ǊŜǉǳƛǊŜƳŜƴǘ ǿŀǎ ŜƛǘƘŜǊ ƴƻǘ ǊŜƭŜǾŀƴǘ ǘƻ ǘƘŜ 
appointment in question or was not in force at ǘƘŜ ǘƛƳŜ ƻŦ ǘƘŜ ŀǇǇƻƛƴǘƳŜƴǘΦ  bƻ ŜǾƛŘŜƴŎŜ Ψbκ9Ω 
should be used where there is no evidence for a check having been carried out. However, where this 

                                                
12 However see section below on Clubs regarding checks on groups hiring premises and their employees 
13 A summary list of all pre-employment checks and how to undertake them can be found in appendix B8b 
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is the case, and where it is possible to close the gap retrospectively, this should be done, and evidence 
put ƻƴǘƻ ŦƛƭŜΦ  5ƻ ƴƻǘ ƭŜŀǾŜ ǎǇŀŎŜǎ ōƭŀƴƪ ƻǊ Ǉǳǘ ΨbƻΩ ƛƴ ŀ ŎƻƭǳƳƴΣ ǿƘƛŎƘ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ŀ ǊŜƎǳƭŀǘƻǊȅ 
check was required but has not been carried out. 

 
Categories of staff who should be included on the central register:- 

¶ Teaching staff (full and part time) 

¶ Support/ancillary staff (full and part time) - this includes those who do not work directly with children 
such as caretakers  

¶ Supply staff (employed by the school) 

¶ Agency staff (those working at the school but not directly employed by the ATB, rather employed by 
an agency or third party) 

¶ Instructors (self employed staff such as peripatetic teachers and sports coaches) including those 
brought into school to provide additional teaching or instruction (such as an artist in residence) 

¶ Volunteers ς this is not a statutory duty but a GDST requirement (for further information on 
volunteers see below) 

¶ Members of School Governing Boards 

¶ Proprietors (members of the Academy Trust Board.  Information relating to ATB members will be 
provided by Trust Office via the office of the Chief Executive) 

Details of the employment checks carried out for Heads/Principals ς including DBS checks ς needed for the 
central register can be obtained from the HR department at Trust Office. 
 
Different information must be checked and retained on file depending on the category of staff and their date 
of appointment. Please see further below for detailed notes on the required checks for each category of staff.  
A summary of the required checks are set out in grids for each category of staff at Appendix B7.  
 
What information is required on the register? 
Evidence of a check having been carried out: stating the checker, and the date the check was made for: 

¶ Identity check  -     Birth certificate / driving licence / passport14 
- Evidence of address 

Ensure you cover name, date of birth, address, photographic identity 

¶ /ƘƛƭŘǊŜƴΩǎ .ŀǊǊŜŘ [ƛǎǘ - NB this must be entered on the record where there is a separate date from 
the DBS check. Where dates are the same, do not leave the box blank ς put the date of the DBS 
check or Ψŀǎ 5.{Ω  

¶ Enhanced DBS Disclosure make a record of:   
- Date certificate is seen (most schools also record the date on the 

certificate) 
- Who obtained  
- Level of disclosure 
- Unique reference number 

¶ Prohibition from teaching check 

¶ Prohibition from management check 

¶ Childcare disqualification check 

¶ Proof of qualifications - that are a requirement of the post (when carrying out the checks, copies 
are only acceptable if properly certified). Any award of QTS and completion of teacher induction 
and probation should be verified via the Teacher Services system. Where relevant a note should be 
added to the SCR to confirm that the qualification check included the QTS check. 

¶ Right to work in the UK15 

                                                
14 PRADO at http://www.consilium.europa.eu/prado/en/prado-start-

page.html?mc_cid=2ce14554eb&mc_eid=668cd8c8ad is a website created by the EU to help identify genuine identity 

documents with examples from across the world 
15 Note this guidance only relates to safeguarding checks.  Schools must also refer to the Home Office guidance for 

employers on right to work checks 

http://www.consilium.europa.eu/prado/en/prado-start-page.html?mc_cid=2ce14554eb&mc_eid=668cd8c8ad
http://www.consilium.europa.eu/prado/en/prado-start-page.html?mc_cid=2ce14554eb&mc_eid=668cd8c8ad
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¶ Overseas check, including a check for EEA teacher sanctions and restrictions (see below): Under a 
requirement in force since August 2007, for staff recruited since September 2003, if the member of 
staff is joining the school from overseas or has lived outside the UK for 3 months or more in the 
last 5 years (as a rule of thumb)16 in addition to the above checks they should be subject to 
additional checks Ψŀǎ ŀǊŜ ŘŜŜƳŜŘ ŀǇǇǊƻǇǊƛŀǘŜΩΣ ǘŀƪƛƴƎ ƛƴǘƻ ŀŎŎƻǳƴǘ ǘƘŜ ǊŜƭŜǾŀƴǘ ƎǳƛŘŀƴŎŜΦ ²ƘŜǊŜ 
the DBS disclosure will not be sufficient (i.e. because it will not cover offences committed abroad) 
the school should obtain whatever evidence of checking is available from those countries where 
the individual has lived/worked, for example criminal record checks in the country in question 
where these can be made, additional references, certificates of good conduct from the relevant 
ŎƻǳƴǘǊȅΩǎ ŜƳōŀǎǎȅΣ ŦƻƭƭƻǿƛƴƎ ǊŜŦŜǊŜƴŎŜǎ ǳǇ ōȅ ǇƘƻƴŜΦ The Home Office has published updated 
guides on what checks are available from different countries, which are available at 
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants     
Some checks can only be applied for by the member of staff themselves, in which case it can be 
useful to get them to confirm in writing that they have made an application.  
Where a member of staff has worked in a school since returning from overseas, the usual checks 
for school staff can be made for subsequent appointments (if they worked in the UK since 
returning from abroad, but not in a school, overseas checks will have to be carried out). 
The DfE has also issued guidance on the employment of overseas-trained teachers from outside the 
European Economic Area to teach in England, and the award of qualified teacher status for 
teachers qualified in Australia, Canada, New Zealand and the USA. This is available at 
https://www.gov.uk/government/publications/employing-overseas-trained-teachers-from-outside-
the-eea  
CƻǊ ŎƻƳǇƭƛŀƴŎŜ ǇǳǊǇƻǎŜǎΣ ǎŎƘƻƻƭǎ Ŏŀƴ ōŜ ǘŀƪŜƴ ǘƻ ƘŀǾŜ ΨƘŀŘ ǊŜƎŀǊŘΩ ǘƻ ǘƘŜ ƎƻǾŜǊƴƳŜƴǘΩǎ ƎǳƛŘŀƴŎŜ 
if the relevant application has been made before the person starts work, whether or not any 
response is received. However in the absence of a response from official sources overseas, schools 
must obtain alternative further checks (e.g. additional references) before the person starts work. 

 
Note that all the above checks must be completed before appointment except the DBS check.  
 
Schools should also check in advance of appointment and record: 

¶ References (NOT open testimonials etc.). Keeping Children Safe in Education does not specify a 
number of references but implies that there will be more than one. For inspection purposes the 
ǳǎǳŀƭ ŜȄǇŜŎǘŀǘƛƻƴ ƛǎ ǘƘŀǘ ǘƘŜǊŜ ǿƛƭƭ ōŜ ŀ ƳƛƴƛƳǳƳ ƻŦ ǘǿƻΣ ǎǳōƧŜŎǘ ǘƻ ŀƴȅ ΨŜȄŎŜǇǘƛƻƴŀƭ 
ŎƛǊŎǳƳǎǘŀƴŎŜǎΩΦ Schools should not allow staff to start work until these references have been 
received. 
Template reference requests for teaching and support staff are available in the HR area of the 
GDST staff intranet and must be used as they contain the relevant safeguarding information 
requests. 
wŜŦŜǊŜƴŎŜǎ ǎƘƻǳƭŘ ŀƭǿŀȅǎ ōŜ ƻōǘŀƛƴŜŘ ŦǊƻƳ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŎǳǊǊŜƴǘ ŜƳǇƭƻȅŜǊ ƛŦ ǘƘŜȅ ŀǊŜ ŜƳǇƭƻȅŜŘΦ 
They should always be requested directly from the referee and preferably from a senior person 
with appropriate authority, not just a colleague. Where a candidate is not currently employed, 
verification of their most recent period of study, volunteering or employment and reasons for 
leaving should be obtained from the school or other organisation at which they were employed, 
volunteered or were enrolled. A  telephone reference is acceptable, provided that detailed notes 
are taken, dated, signed and filed. Ensure in the notes that it is made clear who was spoken to.  
Suitability references should also be sought for internal candidates, and scrutinised as for 
external candidates. Internal references are permissible where appropriate: it can be more 
instructive to enquire of current colleagues whether they have any suitability concerns, 
particularly when colleagues from former employers are uncontactable due to passage of time. 

                                                
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/536953/An_Employer_s_guide_to_right

_to_work_checks_-_July_16.pdf 
16 It is worth noting that many schools have however adopted a more stringent approach such as checking those who 

have lived or worked overseas for more than three months in the last 10 years 

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/government/publications/employing-overseas-trained-teachers-from-outside-the-eea
https://www.gov.uk/government/publications/employing-overseas-trained-teachers-from-outside-the-eea
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/536953/An_Employer_s_guide_to_right_to_work_checks_-_July_16.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/536953/An_Employer_s_guide_to_right_to_work_checks_-_July_16.pdf


 

62 

 

References should include a request for any reason why the applicant should not be employed to 
work with children, details of any capability procedures in the previous two years and the reasons 
for these, details of any previous allegations (excluding those unfounded, unsubstantiated or made 
maliciously), and details of any current concerns which are not subject to the publishing restriction 
in the Education Act.  In relation to current allegations of misconduct against a pupil which cannot 
be published due to the restriction in the Education Act, referees should be asked to inform the 
investigating authorities in order that the school may be informed separately of any concerns.  
References should be checked on receipt to ensure that they have been signed, and all specific 
questions have been answered satisfactorily, with appropriate follow-up where required17. Schools 
should not rely only on information provided by the candidate as part of the application process 
without verifying that the information is correct. Where electronic references are received schools 
should ensure they originate from a legitimate source.  
The date for the reference check recorded on the SCR should be the date of the receipt of the 
second reference. It is good practice to also record the date of the receipt of the first reference  in 
the notes field. 

¶ Previous employment history (from the application form ς CVs in isolation are not now 
acceptable). For peripatetic staff and others engaged but not employed by the school, instead of an 
ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊƳ ǳǎŜ ǘƘŜ Ψ{ŀŦŜƎǳŀǊŘƛƴƎ LƴŦƻǊƳŀǘƛƻƴ CƻǊƳΩ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ /ŜƴǘǊŀƭ wŜƎƛǎǘŜǊ 
Documentation folder in the Safeguarding section on the GDST staff intranet. 

¶ Medical fitness appropriate to post Any member of staff who will have regular contact with children 
must be medically fit.  The school must satisfy itself that the individual member of staff has the 
appropriate level of physical and mental fitness before the appointment offer is confirmed. 
Appointees must complete and return the medical questionnaire (Form S4). Other categories of staff 
όŜΦƎΦ ǇŜǊƛǇŀǘŜǘƛŎ ǎǘŀŦŦύ Ƴŀȅ ŎƻƳǇƭŜǘŜ ŀ ǎƛƳǇƭŜ ŘŜŎƭŀǊŀǘƛƻƴ ǎǳŎƘ ŀǎ ΨL ƪƴƻǿ ƻŦ ƴƻ ǊŜŀǎƻƴǎΣ ƻƴ ƎǊƻǳƴŘǎ 
of mental or physical health, why I should not be able to discharge the responsibilities required by 
Ƴȅ ǇƻǎǘΦΩ Note that as part of the Sickness Absence and Ill Health Procedure, which forms part of the 
employment contract, an existing employee should inform his or her line manager if s/he considers 
that s/he is affected by a disability, medical condition or medication that affects his or her ability to 
undertake his or her work. If a staff member changes post within the school a new declaration may 
need to be made.  

¶ For agency staff, evidence from the agency supplying the member of staff  

¶ Interview with written record of outcome  
Checks of previous employment history and references are no longer specified in the regulations, but are 
ǊŜǉǳƛǊŜŘ ŀǎ ΨƘŀǾƛƴƎ ǊŜƎŀǊŘΩ ǘƻ YŜŜǇƛƴƎ /ƘƛƭŘǊŜƴ {ŀŦŜ ƛƴ 9ŘǳŎŀǘƛƻƴΦ ¢Ƙƛǎ ǇŜǊƳƛǘǎ ǎƻƳŜ ƭƛƳƛǘŜŘ ŦƭŜȄƛōƛƭƛǘȅ in 
ΨŜȄŎŜǇǘƛƻƴŀƭ ŎƛǊŎǳƳǎǘŀƴŎŜǎΩ.  
 
Prohibition from teaching check (and other sanctions and restrictions) 
For certain categories of staff, schools must also make a pre-recruitment check with the Teaching 
Regulation Agency (TRA) to view the record of a teacher to ensure that: 

¶ an active restriction does not apply (whether imposed by the Secretary of State or the GTCE prior 
to its abolition in 2012), 

¶ the teacher is not prohibited from teaching, 

¶ the teacher is not the subject of a current suspension or conditional order, and 

¶ the teacher has not failed to successfully complete their induction period. 
 
The TRA provides these checks via a service called Teacher Services (formerly Employer Access), which is a 
free service for schools in England18.  Schools need to be registered to use Teacher Services and in order to 
register to use the service schools should email the TRA at employer.access@education.gov.uk with their: 

                                                
17 See Keeping Children Safe in Education 2018 paras 139-142 for further guidance 
18 The TRA prohibition list online includes those teachers who are prohibited from Northern Ireland, Wales and 

Scotland. When a teacher in England has been prohibited from teaching, the TRA will also inform teacher monitoring 

services in Northern Ireland, Wales and Scotland. Note that Scotland has a range of different sanctions, including 

prohibition. Whilst the TRA lists those teachers who are prohibited, they do not hold information on teachers who have 

mailto:employer.access@education.gov.uk
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¶ school name 
¶ postal address 
¶ school DfE number 
¶ head teacher's name and email address 

Once the school has been registered, the TRA will email an organisation number and validation code which 
can then be used to create an account via https://sa.education.gov.uk/idp/Authn/UserPassword 
 
The check should be made on anyone ŎŀǊǊȅƛƴƎ ƻǳǘ ΨǘŜŀŎƘƛƴƎ ǿƻǊƪΩΦ Ψ¢ŜŀŎƘƛƴƎ ǿƻǊƪΩ ƛƴǾƻƭǾŜǎ any of the 
following: 

¶ planning and preparing lessons and courses for pupils 

¶ delivering and preparing lessons to pupils 

¶ assessing the development, progress and attainment of pupils 

¶ reporting on the development, progress and attainment of pupils 
 
ά5ŜƭƛǾŜǊƛƴƎέ ƛƴŎƭǳŘŜǎ ŘŜƭƛǾŜǊƛƴƎ ƭŜǎǎƻƴǎ ǘƘǊƻǳƎƘ ŘƛǎǘŀƴŎŜ ƭŜŀǊƴƛƴƎ ƻǊ ŎƻƳǇǳǘŜǊ ŀƛŘŜŘ ǘŜŎƘƴƛǉǳŜǎΦ  
 
These checks apply not oƴƭȅ ǘƻ ǊŜƎǳƭŀǊ ŎƭŀǎǎǊƻƻƳ ǘŜŀŎƘŜǊǎ ōǳǘ ŀƭǎƻ ǘƻ ƻǘƘŜǊ ǎǘŀŦŦ ǿƘƻ ŎŀǊǊȅ ƻǳǘ ΨǘŜŀŎƘƛƴƎ 
ǿƻǊƪΩ ς including peripatetic music teachers, sports coaches etc.  
 
IƻǿŜǾŜǊΣ ƴƻƴŜ ƻŦ ǘƘŜǎŜ ŀŎǘƛǾƛǘƛŜǎ ƛǎ άǘŜŀŎƘƛƴƎ ǿƻǊƪέ ƛŦ ǘƘŜ ǇŜǊǎƻƴ ŎŀǊǊȅƛƴƎ ƻǳǘ ǘƘŜ ŀŎǘƛǾƛǘȅ ŘƻŜǎ ǎƻ όƻǘƘŜr 

than for the purposes of induction) subject to the direction and supervision of a qualified teacher or other 

person nominated by the head teacher. Teaching assistants are unlikely to need a prohibition check as it is 

likely that their work is carried out under direction and supervision.  Schools should, therefore, decide on a 

case by case basis, in the light of their own practice relating to teaching assistants, whether their assistants 

require prohibition checks. Similar reasoning would also apply to those employed as sports coaches or similar 

posts. 

!ƴȅ ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦ ǳƴŘŜǊǘŀƪƛƴƎ ΨǘŜŀŎƘƛƴƎ ǿƻǊƪΩ ς whether they are qualified as a teacher or not ς should 
be checked. Where a candidate has a QTS registration the number must be used to undertake the check. 
Without QTS, a teacher will not have a reference number. In such cases this is what to do. Checks of the 
prohibition list are done through Teacher Services. A webpage within the Teacher Services site requests the 
date of birth and reference number of the person being searched. To the right of that page is a list of three 
links. The bottom-most link takes the searcher to the prohibition list. Click on that link. On the prohibition 
list, prohibited teachers are currently listed alphabetically by surname. Scroll down the list to find (or 
otherwise) the name sought.  Clicking on the reference number adjacent to the name would then take the 
searcher to more information about the sanctions that have been imposed. If a teacher without a reference 
number has been sanctioned, the NCTL will have generated a number for them for the purpose of the 
disciplinary process. That is why it appears that only people with QTS are on the list. 
 
Retrospective checks should have been undertaken for relevant staff appointed from 1 April 2012.  
 
The Single Central Register on SIMS has an additional field for recording this information. 
 
Check for EEA teacher sanctions and restrictions  
An EU directive has introduced a new requirement on European Economic Area (EEA) authorities, which 
have responsibility for regulating the teaching profession, to share teacher prohibitions/sanctions with 
other EEA teacher regulators. 
 
As part of this requirement, and to support safer recruitment considerations, from 18 January 2016 a new 
service functionality has been introduced to Teacher Services (formerly Employer Access Online) that 

                                                
been through the regulatory process in Scotland and may have been sanctioned rather than prohibited. If necessary, 

schools should contact the General Teaching Council Scotland for information.  

https://sa.education.gov.uk/idp/Authn/UserPassword
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allows schools to identify teacher restrictions imposed by all EEA authorities in addition to the normal 
teacher prohibition pre-appointment checks detailed at part 3 of Keeping Children Safe in Education 
statutory guidance. Only EEA sanctions made after 18 January 2016 will be shown. 
 
Employers will need to access the "Teachers sanctioned in other EEA member states list" to identify 
restrictions in force. Where the employer holds a teacher reference number and date of birth the general 
search function can now be used. 
 
Restrictions imposed by another EEA authority do not prevent an individual from taking up teaching 
positions in England. However, schools should consider the circumstances leading to the restriction when 
ŎƻƴǎƛŘŜǊƛƴƎ ŀ ŎŀƴŘƛŘŀǘŜΩǎ ǎǳƛǘŀōƛƭƛǘȅΦ ¢ŜŀŎƘŜǊ {ŜǊǾƛŎŜǎ ŜȄǇƭŀƛƴǎ Ƙƻǿ ǘƻ ƎŜǘ ŀŘŘƛǘƛƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ 99! 
restrictions. 
 
This check is recorded on the SCR as part of the overseas check. In order to demonstrate that this particular 
check has been completed, schools are recommended to record this in the notes field. 
 
Prohibition from management check19 
From 12 August 2015, schools must make checks on individuals appointed (internally or externally) to 
relevant posts for the existence of directions made by the Secretary of State under s.128 of the Education 
and Skills Act 2008 barring individuals from taking part in the management of an independent school 
(including academies, which are in legal terms independent schools). 
  
These checks apply to: 

¶ members of proprietor bodies 

¶ head teachers 

¶ teaching and support staff positions on the senior leadership team 

¶ teaching positions which carry a department headship20 
 
Other individuals such as teachers with additional responsibilities may be considered as taking part in the 
ΨƳŀƴŀƎŜƳŜƴǘΩ ƻŦ ǘƘŜ ǎŎƘƻƻƭ ς in such cases it is up to the school to decide whether the check should apply 
depending on the nature of the position they hold.  
 
Any s.128 directions made by the Secretary of State will show up on checks made with the Disclosure and 
Barring Service (if a Barred List check is made) and the TRA (the latter check can be done whether or not 
the person concerned is a teacher).   
 
Which check to make: 

¶ For individuals not in regulated activity, only the TRA route is available 

¶ For individuals in regulated activity, the DBS route can be used but the TRA route is also perfectly 
adequate and may serve as a useful alternative for schools since it is quick and free 

¶ For a member of the proprietor body (i.e. Trustees or the Academy Trust Board) the TRA route 
should be used (these checks are carried out by Trust Office) 

 
It is important, when submitting an online application for a DBS check for such a role, that the ΨLƴŘŜǇŜƴŘŜƴǘ 
{ŎƘƻƻƭΩ ƛǎ ŎƘƻǎŜƴ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down menu in the role section of the online form. This allows the DBS to 
confirm if an s128 direction has been made.  
 
TRA checks can be made via Teacher Services. Once logged in, it is possible to access three separate lists 
with details of teachers and a few non teachers who have a current restriction against them in relation to 

                                                
19 The DfE letter regarding the check can be accessed here 
20 There is no specific definition available of ódepartmental headshipô. Schools are expected to take óa reasonable 

approach in the contextô 

https://gallery.mailchimp.com/5cf8292a3cc98a070bc0f5a19/files/c0eb491d-ca13-464c-9784-c83e30511da8/s128schoolletterRevisedversion9.0.pdf
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ǘŜŀŎƘƛƴƎ ƛƴ 9ƴƎƭŀƴŘΦ ¢ƘŜ ƭƛǎǘ ǊŜƭŀǘƛƴƎ ǘƻ ΨǘŜŀŎƘŜǊǎ ƻǊ ƻǘƘŜǊǎ ǿƘƻ ƘŀǾŜ ōŜŜƴ ǇǊƻƘƛōƛǘŜŘ ŦǊƻƳ ǘŜŀŎƘƛƴƎΩΣ 
although primarily designed to be of those prohibited from teaching, will also show s.128 directions. 
 
It is not necessary for schools to check existing staff or members of proprietor bodies, or staff recruited and 
vetted before 12th August 2015, for the existence of an s.128 direction, unless they are in future promoted 
internally to a post for which a check is needed.  
 
Childcare disqualification requirements 
Junior school staff, SLT members, and agency/supply staff will be subject to the disqualification provisions of 
the Childcare Act 2006 and the Childcare (Disqualification) Regulations 2018 if they provide relevant 
childcare, which means they: 

¶ work in early years provision (which includes teaching or supervising children from birth until the 1 
September following their fifth birthday) either during or outside school hours, including in school 
nursery and reception classes, or 

¶ work in later years provision outside school hours for children who have not attained the age of 8. 
For thƛǎ ŀƎŜ ƎǊƻǳǇΣ ƻƴƭȅ ǇǊƻǾƛǎƛƻƴ ǿƘƛŎƘ ǿƻǳƭŘ ōŜ ŎƻƴǎƛŘŜǊŜŘ ΨŎƘƛƭŘŎŀǊŜΩ (i.e. crèche-like facilities) is 
relevant. Co-curricular learning activities, such as sports clubs or a school choir, are not within the 
scope of the regulations,  
or 

¶ are directly concerned ƛƴ ǘƘŜ ƳŀƴŀƎŜƳŜƴǘ ƻŦ ǎǳŎƘ ǇǊƻǾƛǎƛƻƴ όŦƻǊ ŜȄŀƳǇƭŜ ŀǎ ǇŀǊǘ ƻŦ ǘƘŜ ǎŎƘƻƻƭΩǎ {[¢ύ 
even though they may not work in the early years or relevant later years provision themselves. 

The disqualification provisions apply to regular volunteers, self-employed contractors and casual workers 
who provide relevant childcare, but do not apply to caretakers, cleaners, drivers, catering or office staff who 
are not employed to provide childcare, nor to school nurses or staff who are not regularly required to provide 
relevant childcare. 
 
Schools may not knowingly allow people to work in these settings, or to be directly concerned in their 
management, if they meet any of the following disqualification criteria: 

¶ ¢ƘŜȅ ƘŀǾŜ ōŜŜƴ ǇƭŀŎŜŘ ƻƴ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ōŀǊǊŜŘ ƭƛǎǘΦ 

¶ They have been cautioned for, convicted of, or charged with certain violent and sexual criminal 

offences against children and adults, at home or abroad (relevant convictions will never be 

ŎƻƴǎƛŘŜǊŜŘ άǎǇŜƴǘέ ŦƻǊ ǘƘŜǎŜ ǇǳǊǇƻǎŜǎύΦ 

¶ Other orders have been made against them relating to their care of children. 

¶ ¢ƘŜȅ ƘŀǾŜ ƘŀŘ ǘƘŜƛǊ ǊŜƎƛǎǘǊŀǘƛƻƴ ŎŀƴŎŜƭƭŜŘ ƛƴ ǊŜƭŀǘƛƻƴ ǘƻ ŎƘƛƭŘŎŀǊŜ ƻǊ ŎƘƛƭŘǊŜƴΩǎ ƘƻƳŜǎ or have been 

disqualified from private fostering. 

From September 2018, schools are no longer required also to establish whether relevant members of staff 

ŀǊŜ ŘƛǎǉǳŀƭƛŦƛŜŘ Ψōȅ ŀǎǎƻŎƛŀǘƛƻƴΩ. Schools should no longer ask staff questions about cautions or convictions 

of those living or working in their household. These procedures and Form CDD (Appendix B10) have been 

updated accordingly.  

Disqualification takes effect as soon as any of these criteria are met, for example, as soon as a caution or 
ŎƻƴǾƛŎǘƛƻƴ ƻŎŎǳǊǎΣ ŜǾŜƴ ōŜŦƻǊŜ ǘƘŜ ǇŜǊǎƻƴ ƛǎ ƛƴŎƭǳŘŜŘ ƻƴ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ōŀǊǊŜŘ ƭƛǎǘΦ 
 
Disqualified staff may apply to Ofsted for a waiver from disqualification, but may not continue to work in (or 
manage) the early or relevant later years provision unless and until a waiver is granted. 
 
Action required:  

¶ Staff should be made aware of the DfE guidance Disqualification under the Childcare Act 2006, which 
includes further details of the disqualification requirements and the process for obtaining a waiver, 
including Ofsted guidance. Attention should be drawn to the section that explains that staff are not 
required to disclose details of protected convictions, and should not provide details of any spent 
convictions. 



 

66 

 

¶ Schools should remind staff regularly of their duties to disclose any relevant information ς the DfE  
does not prescribe any particular approach to reminders but recommends an annual check as a 
ΨǎŜƴǎƛōƭŜ ƳŜŀǎǳǊŜΩΦ A record of this reminder should be made. In addition, schools should undertake 
re-checks from time to time: this is not just a pre-appointment check. No particular time has been 
ǎŜǘ ōȅ ǘƘŜ 5Ŧ9 ŦƻǊ ǊŜǇŜŀǘ ŎƘŜŎƪǎΣ ǎƻ ǎŎƘƻƻƭǎ Ŏŀƴ ΨŜȄŜǊŎƛǎŜ ǊŜŀǎƻƴŀōƭŜ ŘƛǎŎǊŜǘƛƻƴΩΦ 

¶ Completion of childcare disqualification declaration form CDD (see appendix B10) is now part of the 
pre-employment checks undertaken on appointing new staff to affected posts. Applicants for a post 
must complete the form as part of their application (for details of the process see the HR section of 
the GDST ǎǘŀŦŦ ƛƴǘǊŀƴŜǘ ΨwŜŎǊǳƛǘƳŜƴǘ ŀƴŘ {ŜƭŜŎǘƛƻƴΩύΦ LŦ ŀǇǇƻƛƴǘŜŘ ǘƘŜ ŦƻǊƳ Ƴǳǎǘ ōŜ ƪŜǇǘ ŀǎ ŜǾƛŘŜƴŎŜ 
ƻƴ ǘƘŜ ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦΩǎ ŦƛƭŜΦ tŜǊǎƻƴ ǎǇŜŎƛŦƛŎŀǘƛƻƴǎ ǿƛƭƭ ƴŜŜŘ ǘƻ ƳŀƪŜ ƛǘ ŎƭŜŀǊ ǘƘŀǘ affected posts are 
subject to the childcare disqualification provisions, and a change in post or job description that brings 
an existing employee within the scope of the provisions must also trigger a declaration. 

¶ The Single Central Register report includes an additional field for childcare disqualification 
declarations. The field needs to be completed for all ǎǘŀŦŦΣ ǿƛǘƘ Ψƴƻǘ ŀǇǇƭƛŎŀōƭŜΩ ŦƻǊ ǘƘƻǎŜ ǎǘŀŦŦ ƴƻǘ 
affected.  Evidence of a declaration must be kept on the file of each member of staff subject to the 
check. 

¶ Third party providers of childcare for under 8s on GDST/ATB premises (which may include before or 
after school clubs or activity camps) will be required to confirm that their safeguarding policies and 
procedures address the childcare disqualification requirements, and that they are not knowingly 
deploying disqualified staff. New contracts with these providers must include appropriate wording 
reviewed by the Legal Department at Trust Office. 

¶ Supply staff agencies must confirm that staff they provide to work in a relevant childcare setting have 
been asked to inform the agency if they think they may be disqualified, and have been informed that 
they will be committing an offence if they work when disqualified (the check has been incorporated 
into the Agency Worker Vetting Record) 

¶ If any member of staff or potential member of staff may be disqualified, schools should contact the 
LADO for urgent, confidential advice. 

¶ Where a school is satisfied that a person working in a relevant setting meets one of the 
disqualification criteria, the school will inform Ofsted. 

¶ Schools must ensure that no sensitive personal information, including details of cautions or 
ŎƻƴǾƛŎǘƛƻƴǎΣ ƛǎ ǎǘƻǊŜŘ ǿƛǘƘƻǳǘ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ŎƻƴǎŜƴǘΣ ŀƴŘ ǘƘŀǘ ŀƴȅ ƛƴŦƻǊƳŀǘƛƻƴ ǘƘŀǘ ƴŜŜŘǎ ǘƻ ōŜ 
retained is stored securely, for no longer than necessary, and access is limited on a strictly need to 
know basis. In the event of doubt, advice should be sought from the Legal Department. 

 
What should schools do if an individual does not have a driving licence or passport for photo 
identification? 
There are new guidelines on the identity check procedure (effective May 2012) available at 
http://www.homeoffice.gov.uk/publications/agencies-public-bodies/dbs/dbs-checking-service-
guidance/identity-checking-guidelines and schools should follow these carefully. If an individual does not 
ƘŀǾŜ ŀ ΨƎǊƻǳǇ мΩ ƛŘŜƴǘƛǘȅ ŘƻŎǳƳŜƴǘ ŦǳǊǘƘŜǊ ŎƘŜŎƪǎ ǿƛƭƭ ōŜ ƴŜŎŜǎǎŀǊȅΦ {hould schools need to do an external 
ID validation check via Route Two, they should contact the HR Coordinator at Trust Office.  The GDST/ATB is 
registered centrally with an appropriate external organisation to provide validation checks, and a member 
of the HR team will be able to undertake the external ID check on behalf of schools. 
 
Do checks on the central register ever need to be updated (e.g. for internal promotion)? 

¶ !ŘŘǊŜǎǎΥ ŎƘŜŎƪƛƴƎ ǘƘŜ ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦΩǎ ŀŘŘǊŜǎǎ ƛǎ ŀ ǇǊŜ-employment check, and the record of the 
check on the central register should not be updated if a member of staff subsequently changes 
address. Schools will of course need to have a record of the current address for a member of staff 
on file but this need not be entered on the register.  

¶ Staff stepping up in post may require a new DBS check (see below), proof of additional 
qualifications, further references, a new medical declaration and a Prohibition from Management 
check 

http://www.homeoffice.gov.uk/publications/agencies-public-bodies/dbs/dbs-checking-service-guidance/identity-checking-guidelines
http://www.homeoffice.gov.uk/publications/agencies-public-bodies/dbs/dbs-checking-service-guidance/identity-checking-guidelines
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¶ Existing volunteers working in school on an irregular or supervised basis moving to a role involving 
regular unsupervised contact with children should be DBS checked (including a Barred List check) 

¶ Any member of staff giving cause for concern about their suitability to work with children may be 
checked or rechecked. 

¶ In all cases where checks are updated, information recorded on the Central Register must be in 
addition to rather than in replacement of the original information. Original dates for checks must 
not be overwritten. 

¶ It is no longer always necessary to obtain a new DBS disclosure for a member of staff who changes 
role in a school. This is because when the updating service was brought in, the DBS changed the 
relevancy test which they use for releasing non-conviction information about an individual. A DBS 
disclosure now includes all information relevant to the workforce to which the DBS check is related 
(e.g. child workforce, adult workforce, both or other). Previously, to balance the demands of other 
legislation, only information relevant to a single position or role would have been released. If the DBS 
check for a member of staff was completed since the introduction of the update service in June 2013 
they will have been submitted to the wider relevancy test and will not need a new check if stepping 
up in post. If their DBS check is dated before June 2013 a new DBS check should be made. 

 
What can I do about historical gaps on the SCR? 

¶ Refer to the grids in Appendix B7 for details of the checks required for different categories of staff, 
depending on their date of appointment 

¶ For any member of staff appointed since 1st May 2007, all checks must be completed and 
evidence filed, otherwise the school will be judged non-compliant.  

¶ Should schools discover historical instances of omitted checks which were legally required at the 
time of appointment, in order for the school to be judged compliant the school must be able to 
demonstrate that issues were identified outside of the inspection process, and that appropriate 
efforts have been made to fill gaps so far as possible. This may include, for example, seeking 
references from more recent sources where former colleagues may not be contactable. A simple 
ƳŜŘƛŎŀƭ ŦƛǘƴŜǎǎ ŘŜŎƭŀǊŀǘƛƻƴΣ ŜΦƎΦ ΨL ƪƴƻǿ ƻŦ ƴƻ ǊŜŀǎƻƴǎΣ ƻƴ ƎǊƻǳƴŘǎ ƻŦ ƳŜƴǘŀƭ ƻǊ ǇƘȅǎƛŎŀƭ ƘŜŀƭǘƘΣ 
ǿƘȅ L ǎƘƻǳƭŘ ƴƻǘ ōŜ ŀōƭŜ ǘƻ ŘƛǎŎƘŀǊƎŜ ǘƘŜ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ǊŜǉǳƛǊŜŘ ōȅ Ƴȅ ǇƻǎǘΩ ǎhould be obtained 
for staff with no other evidence of medical fitness (schools should not ask staff to undergo a 
medical retrospectively). 

¶  It is not necessary to fill gaps in relation to checks which were not obligatory at the time of the 
ǇŜǊǎƻƴΩǎ ŀǇǇƻƛƴǘment.  

¶ It is not necessary to apply for DBS disclosures for existing staff not previously eligible for DBS 
(including those recruited before the establishment of CRB/DBS checks) or to apply for a fresh DBS 
disclosure unless there are concerns about suitability or a member of staff moves to a post that 
involves greater responsibility for or contact with children. However if it is found that a member of 
school staff has been working without the DBS clearance required at the time of appointment 
having been carried out, an application for a DBS disclosure must be submitted immediately and 
the member of staff must be checked against the Barred List (see above) and supervised until the 
DBS disclosure  is obtained. 
 

What evidence of appointment checks should be retained? 
It is GDST/ATB policy that individual records of evidence (i.e. photocopies of original documents) must be 
kept for the following checks: 

¶ Identity (see below) 

¶ /ƘƛƭŘǊŜƴΩǎ .ŀǊǊŜŘ [ƛǎǘ όǿƘŜǊŜ ƳŀŘŜ ǎŜǇŀǊŀǘŜƭȅ ƛƴ ŀŘǾŀƴŎŜ ƻŦ ŀ Ŧǳƭƭ 5.{ ŎƘŜŎƪύ 

¶ Prohibition from teaching 

¶ Prohibition from management of independent schools/academies (if relevant) 

¶ Nursing and Midwifery Council register (for school nurses only) 

¶ Childcare disqualification 

¶ Qualifications 

¶ Right to work in the UK 
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¶ Overseas check including check on any EEA teacher sanction or restriction(where applicable) 

¶ References 

¶ Employment history (application form) 

¶ Medical fitness 
Each piece of evidence must be checked and dated, with a note as to who carried out the check.  
 
Schools do not have to keep copies of DBS certificates21, but if they do, they must not be kept for longer 
than six months. As evidence of the DBS check schools must note the DBS reference number, level of 
ŘƛǎŎƭƻǎǳǊŜΣ ŘŀǘŜ ƻŦ ŘƛǎŎƭƻǎǳǊŜ ŀƴŘ ƴŀƳŜ ƻŦ ŎƘŜŎƪŜǊΦ 9ǾƛŘŜƴŎŜ ƻŦ ŀƴ ¦ǇŘŀǘŜ {ŜǊǾƛŎŜ Ψǎǘŀǘǳǎ ŎƘŜŎƪΩ in the form 
of a print off may be retained and must be handled and kept confidentially following the DBS Code of 
Practice. 
 
Evidence of identity check: up to April 2014, it was GDST/ATB Policy not to keep copies of proof of identity 
provided for the purpose of appointment checks. From April 2014 Keeping Children Safe in Education 
requires evidence to be kept of the identity checkς copies of documents used to verify the identity of new 
staff from April 2014 must now be kept on the personnel file as for other evidence detailed above. Copies 
of identity check evidence for volunteers do not need to be kept. There is no requirement to produce 
identity check evidence for staff appointed before April 2014 retrospectively ς if inspectors raise this please 
contact Trust Office. 
 
The UK Border Agency require that evidence of right to work in the UK must be kept securely for the 
ŘǳǊŀǘƛƻƴ ƻŦ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ŜƳǇƭƻȅƳŜƴǘ ŀƴŘ ŦƻǊ ŀ ŦǳǊǘƘŜǊ ǘǿƻ ȅŜŀǊǎ ŀŦǘŜǊ ǘƘŜȅ ƭŜŀǾŜ ŜƳǇƭƻȅƳŜƴǘΦ ¢ƘŜ 
evidence must include a signed and dated copy of a passport or birth/adoption certificate, a national 
identity card or a permanent residence card or permit to demonstrate an entitlement to work in the UK, 
ŀƴŘ ŀƴȅ ŜǾƛŘŜƴŎŜ ƴŜŜŘŜŘ ǘƻ ŎƻƳǇƭȅ ǿƛǘƘ ǘƘŜ ǎŎƘƻƻƭΩǎ ƻōƭƛƎŀǘƛƻƴǎ ǳƴŘŜǊ ¢ƛŜǊ н ƻŦ ǘƘŜ tƻƛƴǘǎ .ŀǎŜŘ {ȅǎǘŜƳ 
in relation to non EEA nationals.  For further information ςsee https://www.gov.uk/check-job-applicant-
right-to-work and 
https://www.gov.uk/uk-visa-sponsorship-employers and 
https://www.gov.uk/government/publications/draft-codes-of-practice-on-preventing-illegal-working   
It is important that the date is written on thŜ ŘƻŎǳƳŜƴǘ ŎƻǇȅ ŦƻƭƭƻǿƛƴƎ ǘƘŜ ŦƻǊƳǳƭŀΥ ΨǘƘŜ ŘŀǘŜ ƻƴ ǿƘƛŎƘ ǘƘŜ 
ǊƛƎƘǘ ǘƻ ǿƻǊƪ ŎƘŜŎƪ ǿŀǎ ƳŀŘŜ ώƛƴǎŜǊǘ ŘŀǘŜϐΩΦ ¢ƘŜ D5{¢ Ƴŀȅ ōŜ ƭƛŀōƭŜ ŦƻǊ ŀ ŎƛǾƛƭ ǇŜƴŀƭǘȅ ƛŦ ǘƘŜ ŘŀǘŜ ǿƘŜƴ ǘƘŜ 
check was performed is not recorded. 
 
LŦ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ŘƻŎǳƳŜƴǘǎ ŘŜƳƻƴǎǘǊŀǘŜ ǘƘŀǘ the person is entitled to work in the UK only for a limited 
period, repeat checks at least once every 12 months are required to ensure that the employee can still 
work legally in the UK.  These checks should be continued until either the employee can demonstrate an 
ongoing right to work or stops working for the school. 
 
How should documentation be stored? 
Staff files should be held in a locked cabinet with restricted access to keys. Medical records should be kept 
separately and only be accessible by the Principal. 
 
For the purposes of inspection, it is helpful to keep all documents relating to appointment checks in a 
ǎŜǇŀǊŀǘŜ ǎŜŎǘƛƻƴ ƻƴ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ŦƛƭŜΦ ! ŦǊƻƴǘǎƘŜŜǘ ǘƻ ǘƘƛǎ ǎŜŎǘƛƻƴ όŀ ǎŀƳǇƭŜ /ŜƴǘǊŀƭ wŜƎƛǎǘŜǊ /ƘŜŎƪƭƛǎǘ ŦƻǊ 
files is available in the Central Register Documentation folder in the Safeguarding section of the GDST staff 
intranet) helps to ensure and demonstrate that documentation is complete.  
  
How long should staff files be kept? 
In most cases, staff files should be kept for six years after a member of staff leaves, in case any legal process 
requires them. However, if the file contains a record of any safeguarding concerns, the file should be kept 
until the person has reached normal pension age or for a period of 35 years from the date of the allegation 
if that is longer. No records of safeguarding concerns should be destroyed before the conclusion of the 

                                                
21 Keeping Children Safe in Education 2018 para 149 

https://www.gov.uk/check-job-applicant-right-to-work
https://www.gov.uk/check-job-applicant-right-to-work
https://www.gov.uk/uk-visa-sponsorship-employers
https://www.gov.uk/government/publications/draft-codes-of-practice-on-preventing-illegal-working
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Independent Inquiry into Child Sexual Abuse, led by Professor Alexis Jay, which began in July 2015 and is 
expected to continue until 2020. A summary staff record (i.e. period of employment and other basic 
information, including details of unpaid absences, pension related information, and records relating to an 
accident or injury at work) should be kept until the member of staff is 72. As a precaution, it is 
recommended that a SIMS central register report is run annually and a copy archived. 
 
As noted above, the UK Border Agency requires that evidence of the right to work in the UK must be kept 
ǎŜŎǳǊŜƭȅ ŦƻǊ ǘƘŜ ŘǳǊŀǘƛƻƴ ƻŦ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ŜƳǇƭƻȅment and for a further two years after they leave 
employment. 

 
Specific categories of staff, workers and volunteers 
 
Staff who are permanently employed 
Schools should complete all the required recruitment checks as detailed in this section. For further 
information refer to GDST Guidance on Recruitment and Selection on the GDST staff intranet. 
 
Staff transferring between GDST academies 
Since the GDST ATB is one employer, certain checks do not need to be repeated if an employee transfers 
from one GDST academy to another (this is not the case however between a GDST academy and a GDST fee 
paying school, or between an academy and Trust Office). In such cases the employment file of the member 
of staff should be transferred securely to the academy, including all evidence of pre-employment checks. 
Dates on the SCR can also be transferred, but a note should be added to explain those dates which will 
therefore appear out of line with the start date of the new post. 
 
Additional checks (e.g. prohibition from management, childcare disqualification) may of course be needed 
if the member of staff is moving to a new post requiring employment checks which were not relevant to 
their previous position. As part of the internal appointment process, schools should review the required 
checks to see what needs to be done. This might be particularly applicable for staff taking on greater 
responsibilities. 
 

Checks that may be transferred: Checks that should be redone: 
DBS (including barred list check)22 
Prohibition from teaching 
Prohibition from management  
Right to work in the UK 
Qualifications 
Previous employment history 
Medical declaration/form23 
Childcare disqualification 

Identity 
References 

 
 

 
Workers on casual or zero hours contracts 
If there is a break of less than three months between periods of work, a new barred list check will be required 
when work is re-commenced. Where the gap is longer than three months, an enhanced DBS check will be 
required.  Schools may wish to suggest the worker subscribe to the DBS Update Service if it is envisaged that 
periods of time between work assignments will regularly exceed three months. The continuing value of other 
checks the school has made previously can be risk assessed (e.g. ID is unlikely to to have changed, medical 
fitness for the role might have). References could be refreshed again after a break (three months again as an 
unofficial rule of thumb) e.g. colleagues who have worked with the returner could be asked to confirm by 
email whether they have concerns about suitability.  

                                                
22 Unless the post involves an additional level of contact with pupils and the previous DBS is dated before June 2013 
23 Unless there is a significant difference to the requirements of the role in which case a new medical declaration should 

be sought 
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Volunteers 

¶ Legislative changes introduced by the Protection of Freedoms Act 2012 affect the type of checks 
now required for volunteers 

¶ Volunteers working in the school regularly (for the definition of regular see above) and 
unsupervised should obtain an enhanced DBS disclosure (including a Barred List check). DBS checks 
and registration with the Update Service are free for volunteers 

¶ There are circumstances in which schools may obtain an enhanced disclosure (without a Barred List 
check) for regular volunteers who are supervised (and therefore not in regulated activity) even 
though this is not legally required. It is up to the school to make the decision, based on a risk 
assessment24, whether to obtain the disclosure or not. Details of this risk assessment should be 
recorded.  

¶ Volunteers working in the school on an occasional basis who are supervised, are no longer eligible 
for a DBS check or a separate Barred List check. {ǳǇŜǊǾƛǎƛƻƴ Ƴǳǎǘ ōŜ ōȅ ŀ ǇŜǊǎƻƴ ƛƴ ΨǊŜƎǳƭŀǘŜŘ 
ŀŎǘƛǾƛǘȅΩ25 (school employee)Σ ƻƴ ŀ ǊŜƎǳƭŀǊ ŀƴŘ Řŀȅ ǘƻ Řŀȅ ōŀǎƛǎΣ ŀƴŘ ΨǊŜŀǎƻƴŀōƭŜ ƛƴ ŀƭƭ ǘƘŜ 
circumstances to ŜƴǎǳǊŜ ǘƘŜ ǇǊƻǘŜŎǘƛƻƴ ƻŦ ŎƘƛƭŘǊŜƴΩ 

¶ A volunteer who has not obtained an enhanced DBS disclosure must not be left unsupervised with 
children 

¶ It will be for schools to judge on the basis of an informal risk assessment ǿƘŜǘƘŜǊ ŀ ǾƻƭǳƴǘŜŜǊΩǎ 
involvement with the school will be occasional or regular, and if the required level of supervision 
will always be in place. Where there is any doubt, GDST guidance is to err on the side of caution 
and ensure that an enhanced check is carried out, with a Barred List check (if available). Where 
checks are not carried out, schools will need to be able to demonstrate how they have assessed the 
level of supervision provided and to ensure that the proper level of supervision is always available. 
¢ƘŜ ǎǘŀǘǳǘƻǊȅ ƎǳƛŘŀƴŎŜ ƻƴ ΨǎǳǇŜǊǾƛǎƛƻƴ ƻŦ ŀŎǘƛǾity with children which is regulated activity when 
ǳƴǎǳǇŜǊǾƛǎŜŘΩ Ŏŀƴ ŦƻǳƴŘ ŀǘ 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/280881/supervisi
on_of_activity_with_children_which_is_regulated_activity_when_unsupervised.pdf    
Further advice is available from HR and Legal departments 

¶ Regular and unsupervised volunteers joining the school since May 2007 should also have two 
references and an informal interview26 (a master reference request letter, volunteer reference 
request form, and an Interview Certificate for Volunteers Template are available in the Central 
Register Documentation folder in the Safeguarding section of the GDST staff intranet).  A note on file 
that no concerns have been raised by others in the school community should also be made.  
Volunteers should be asked to complete the Safeguarding Information Form available in the 
Safeguarding section of the GDST staff intranet.  

¶ Volunteers who have been subject to checks should be entered on the central register, and schools 
should expect to be able to justify the level of check that has been undertaken. Occasional supervised 
volunteers (e.g. parents helping out at a school fete) do not need to be checked or entered on the 
SCR 

¶ Schools do not need to DBS check existing regular and unsupervised volunteers continuing with 
previous duties, unless they have cause for concern or the volunteer changes duties to include 
increased contact with children. In such cases schools are recommended to record N/A on the 
register and put a note on the file giving the reasons for the check not being considered necessary 

 
Schools should also: 

¶ CŀƳƛƭƛŀǊƛǎŜ ǾƻƭǳƴǘŜŜǊǎ ǿƛǘƘ ƪŜȅ ŀǎǇŜŎǘǎ ƻŦ ǘƘŜ ǎŎƘƻƻƭΩǎ {ŀŦŜƎǳŀǊŘƛƴƎ ŀƴŘ /ƘƛƭŘ tǊƻǘŜŎǘƛƻƴ tƻƭƛŎȅ 

                                                
24 For further detail on the risk assessment see Keeping Children Safe in Education 2018 para 164 
25 As a rule of thumb, this will be a school employee 
26 This is a GDST recommendation not a requirement. The need for additional checks may be determined by the school 

on the basis of a risk assessment 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/280881/supervision_of_activity_with_children_which_is_regulated_activity_when_unsupervised.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/280881/supervision_of_activity_with_children_which_is_regulated_activity_when_unsupervised.pdf
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¶ Issue guidelines on how to deal with the disclosure or discovery of abuse (e.g. advice on communicating 
with children about their concerns, and the Record of Safeguarding Concern Form) 

¶ Provide adequate support and/or training (as appropriate) 
 
Peripatetic staff 
Since January 2014 new peripatetic staff have been required to subscribe to the DBS Update Service, and 
for those in existing peripatetic roles, with effect from September 2014, agreements and contracts must be 
re-negotiated to include the condition for subscribing and giving consent for an annual check to be made. 
Schools must therefore undertake annual DBS status checks on all peripatetic individuals; it is thought that 
the summer holiday period might is the opportune time to do so, in advance of appointments re-
commencing in September. The cost of the annual DBS subscription fee for self-employed peris will not be 
reimbursed. 
 
Trainee Teachers  
Initial Teacher Training όΨL¢¢Ωύ providers are required to ensure that all entrants to ITT have been subject to 
a DBS and/or any other appropriate background checks. ITT providers take full account of information 
contained in DBS disclosures when recruiting trainee teachers and will not offer places to those with any 
convictions that suggest they might pose a risk to children and young people. Schools should not ask to see 
the DBS disclosure of trainees but should seek written confirmation from the ITT provider that all 
appropriate checks -  including an enhanced DBS ǿƛǘƘ /ƘƛƭŘǊŜƴΩǎ .ŀǊǊŜŘ [ƛǎǘ ŎƘŜŎƪΣ ǇǊƻƘƛōƛǘƛƻƴ ŦǊƻƳ 
teaching check and overseas checks (where relevant) - have been carried out, and that such checks do not 
disclose any matters of concern. If applicable the provider should also confirm that the trainee has been 
screened in respect of Childcare Disqualification Regulations. This written confirmation should be retained 
on file ς schools are not required to obtain or record the DBS certificate number or date of issue. The 
school must however carry out its own identity check on arrival. ITT trainees do not need to be entered on 
the SCR, although they are likely to appear on the SCR if they are entered onto SIMS. In such cases the 
notes field should be used to record that the school has confirmation of the checks.  
 
The situation is different for trainees on an employment based teacher training route. They are employed 
by the school and should therefore be subject to the full range of safeguarding employment checks by the 
school, these being recorded on the central register in the same way as other directly employed staff. 
 
School Nurses 
Every practising nurse has to be registered with the Nursing and Midwifery Council (NMC). Registered 
nurses are issued with a pin number. Newly appointed school nurses should be checked against the register 
to establish a) if they are on the register and b) that there are no restrictions to them practising nursing. To 
check the NMC register visit the NMC website at https://www.nmc.org.uk/registration/search-the-register/ 
ŀƴŘ ŜƴǘŜǊ ǘƘŜ ƴǳǊǎŜΩǎ Ǉƛƴ ƴǳƳōŜǊΦ Lǘ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŜ ǇŜǊǎƻƴΩǎ ƳƛƴƛƳǳƳ ŘŜǘŀƛƭǎ όǘƘŜƛǊ ƴŀƳŜΣ ǿƘŜǘƘŜǊ ǘƘŜȅ 
are active on the register and whether there are restrictions against their pin which might prevent them 
ŦǊƻƳ ǇǊŀŎǘƛǎƛƴƎύΦ ¢ƘŜ ƴǳǊǎŜΩǎ Ǉƛƴ ƴǳƳōŜǊ ŀƴŘ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ ŎƘŜŎƪ ǎƘƻǳƭŘ ǘƘŜƴ ōŜ ǊŜŎƻǊŘŜŘ ƻƴ ǘƘŜ {CR in 
the notes field and a screen print of the result kept on file. An annual re-check of NMC registration for 
existing nurses is completed by Trust Office. 
 
Host Families 
Keeping Children Safe in Education Annex E contains specific advice on safeguarding arrangements in 
relation to school exchange visits This has been updated for September 2018. In circumstances where a 
school arranges for a visiting child to be provided with care and accommodation in the UK (including where 
a company is engaged to make these arrangements) in the home of a family to which the child is not 
related, the responsible adults will  be in regulated activity for the period of the stay and therefore a DBS 
enhanced certificate with barred list information should be obtained for each individual in regulated 
activity. As long as hosting arrangement is unpaid, the check should be free of charge. Schools are free to 
decide whether it is necessary to obtain further DBS enhanced certificates for anyone over 16 in the 
household other than those in regulated activity. 

https://www.nmc.org.uk/registration/search-the-register/
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Where children of one school (A) in the UK are hosted in homestays arranged by another (B) in the UK, 
school B would be the regulated activity provider with responsibility for vetting checks. 
Schools will not be able to obtain checks on host families abroad as the DBS system does not exist outside 
the UK. Instead schools should work with partner schools or the organising company to establish a shared 
understanding of the arrangements in place, in order to ensure that these are appropriate and sufficient to 
safeguard pupils on the trip. 
 
In addition to formal vetting checks, it is expected that exchange arrangements will involve other measures 
to safeguard UK or overseas pupils participating, documented in the risk assessment. This may include 
pupils being seen by a member of staff every day while away from home, having access to a mobile phone 
with signal and knowing who to contact and how if they have any concerns about their own safety, and 
providing parents and pupils with information about risks and protective measures in place in advance of 
the trip.  
 
Schools should notify the LA of UK homestays for children under 16 (or under 18 if the child has disabilities) 
which last 28 days or more, as this may constitute private fostering under the Children Act 1989.  
 
Guardians of overseas pupils 
If a school makes arrangements for finding a guardian for an overseas pupil, it takes on the full welfare 
responsibility for the arrangements it makes. All adult members of the host family (i.e. over 16) should 
undergo the same recruitment checks as staff. A nominated member of staff should monitor arrangements 
regularly.  
 
School Governing Boards 
Members of School Governing Boards are required by the Trust/ATB to have an enhanced disclosure. 
Legislative changes introduced by the Protection of Freedoms Act 2012 mean that disclosure applications for 
board members acting solely in their capacity as governors should not include a barred list check. However, 
the GDST/ATB advises that in most circumstances a barred list check should be requested within the DBS 
application, on the basis that given their role governing board members are likely to come into regular and 
unsupervised contact with children. 
 
Agency/Third Party/Supply staff  
Supply staff could perform any function, not only teaching. Staff directly employed by the school to provide 
supply cover must be treated as school staff. 
Schools must: 

¶ Include agency staff on the SCR from their first day of work, irrespective of how long they work at the 
school (however agency staff used occasionally do not have to be taken off the SCR and then re-entered 
at a later date) 

¶ CƘŜŎƪ ǘƘŜ ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦΩǎ ƛŘŜƴǘƛǘȅ ƻƴ ŀǊǊƛǾŀƭ, and include this check on the central register  

¶ /ƘŜŎƪ ǘƘŀǘ ǘƘŜ ŀƎŜƴŎȅΩǎ ŎƻƴǘǊŀŎǘ ǎǘŀǘŜǎ that they operate safer recruitment procedures, that they will 
provide confirmation of all relevant safeguarding checks in relation to each employee supplied to the 
school, and will provide a copy of the original DBS disclosure. Such contracts will be subject to review as 
part of school inspection.  

¶ Before the individual starts work, obtain written confirmation from the employer/supply agency detailing 
all the recruitment checks carried out, and retain this confirmation on file. The template Agency Worker 
Vetting Record Form (which is available in the Safeguarding section of the GDST staff intranet) can be 
used to confirm that all appropriate checks have been completed.   

¶ Checks should include an enhanced DBS disclosure, which should be dated within the last 3 months 
unless the ΨǘƘǊŜŜ ƳƻƴǘƘ ǊǳƭŜΩ ŀǇǇƭƛŜǎ (i.e. that the agency worker has moved from one placement to the 
next within the school workforce without a break in employment of three months or more). Note that a 
teacher working for a supply agency should have a fresh DBS check every 3 years (or earlier if there are 
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grounds for concern or a break in service of 3 months or more). The school must receive a copy of the 
of the DBS certificate from the agency. 

¶ Ensure that the Principal or a directly delegated member of staff has assessed that the member of staff 
is suitable for the work for which they have been supplied  

¶ wŜǉǳƛǊŜ ǘƘŀǘ ǎǳŎƘ ǎǘŀŦŦ ǊŜŎŜƛǾŜ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ǎŎƘƻƻƭΩǎ ǎŀŦŜƎǳŀǊŘƛƴƎ ǇƻƭƛŎȅ ŀƴŘ ǊŜƭŜǾŀƴǘ ǇǊƻŎŜŘǳǊŜǎ 

¶ Require the staff to sign the Agreement (see Appendix B4) to confirm that they will work in accordance 
ǿƛǘƘ ǘƘŜ ǎŎƘƻƻƭΩǎ ǇƻƭƛŎȅ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ŀƴŘ ǊŜǘŀƛƴ ŀ ŎƻǇȅ ƻƴ ŦƛƭŜ 

¶ Provide these staff with relevant training in relation to safeguarding and keep a record of such training 

¶ For all agency staff the central register must contain entries for post and date of appointment, the date 
of written notification from the supply agency for the following recruitment checks: identity, enhanced 
DBS with Barred List check (with the DBS number and date of issue), overseas (and EEA) check, and 
prohibition from teaching and prohibition from management checks (where relevant), disqualification 
from childcare (if appropriate), right to work in the UK, references, declaration of medical fitness, 
qualifications (where relevant) and previous employment history. The school must also record whether 
the agency has supplied a copy of the DBS certificate, the date of sight of a copy of the certificate and 
show that the school has carried out its own identity check.  

 
Employees of contractors  

¶ The organisation carries out the safeguarding checks on its employees ς the extent of these checks 
varies depending on the level of contact with children ς the school decides what is appropriate. 
However long term contract employees should be checked as for school staff. 

¶ Checks will include an identity check  - DBS will be at enhanced or standard level ς barred list check 
only for those in regulated activity ς further checks may be required (determined as above) 

¶ The school must obtain confirmation that the checks have been carried out. The DfE has advised that 
this should contain some detail in terms of names of employees, checks and dates: an un-particularised 
ŀǎǎŜǊǘƛƻƴ ǘƘŀǘ ΨǿŜ ŎƘŜŎƪ ŀƭƭ ǎǘŀŦŦΩ ƛǎ ƴƻǘ ǎǳŦŦƛŎƛŜƴǘ 

¶ The school is not required to check the DBS certificate itself ς however identity must be checked on 
arrival 

¶ Employees of contractors are not required to be entered on the SCR unless the school chooses to do so 

¶ It is good practice (but not a direct regulatory requirement) for the staff of contractors working 
regularly in school with opportunity for contact with pupils to have basic safeguarding training at a level 
appropriate to their role (e.g. the identity of the DSL, the duty to pass on concerns, appropriate 
behavioural boundaries) 

Transfer of employees under TUPE  
If there is continuous employment under TUPE arrangements, there is a requirement for information to be 
passed on to the new owner. If the details are fully in order, the new employer enters them on its own central 
register, including the number and date of the DBS checks, and adds a note to the register that the details 
have been accepted under TUPE arrangements. There must have been no three-month break in employment. 
However, if the information is incomplete, it is necessary to undertake a new DBS check and to include the 
other necessary checks. 
 
GDST engaged Consultants/Contractors: Where Consultants/Contractors (and contractor's staff) are 
employed under a GDST Framework Agreement/Consultant Appointment or construction Contract, the 
terms and conditions provide that all staff who may come onto a GDST site ("Relevant Staff") must have 
appropriate checks (including identity and enhanced DBS ς but without a Barred List check) carried out 
within the last 12 months, and written confirmation must be given whether any disclosures were revealed 
by those checks. Schools should keep records of confirmations from the contractor, to be checked on 
inspection as part of the school having regard to safeguarding guidance. Where the DBS check does reveal 
information (e.g. cautions, convictions, comments), this must be made known to the GDST who will request 
the details for review. If details are not forthcoming or the nature of the disclosure is of concern, then the 
GDST has discretion to determine whether that individual may be permitted to work on the project.    
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It is not a requirement for these staff to be entered on the central register, however, the school should keep 
records of the confirmations from the contractor, to be checked on inspection as part of the school having 
regard to safeguarding guidance. Photographic identity should be checked on arrival at the school. 
 
The Consultant/Contractor will be provided with a tailored GDST Safeguarding Leaflet (see appendix B9), 
and is required under the terms of the agreement to provide this to Relevant Staff.   
 
Consultants, contractors and their staff must only access parts of the school site specifically designated for 
a particular project, and must sign in and out of the site.   
 
Each GDST Framework Agreement/Consultant Appointment or construction Contract will contain the 
names of two 'School Liaisons'.  Any individual needing to access any part of the site which has not been 
designated for a project, must report to one of the named School Liaisons, so that appropriate working 
arrangements can be agreed before accessing any other part of the school site.   
 
Before/After school care 
Where the school provides such services or activities directly under the supervision or management of school 
staff, all requirements (such as vetting checks and record keeping) are the same as for school staff.    
 
Where a third party is responsible for running the services, there should be clear lines of accountability and 
written agreements setting out responsibility for carrying out the recruitment and vetting checks on staff and 
volunteers, which should include all standard safer recruitment checks including identity and enhanced DBS 
checks. The agreement should also set out responsibility for health and safety.  Schools should only work 
with providers who can demonstrate that they have effective procedures, training and vetting arrangements 
for their staff, appropriate child/adult ratios and contingency arrangements for the unexpected. 
 
Clubs/Third Parties 

¶ If clubs are run by the school, employees should be on the central register and subject to all the same 
checks as per teaching staff 

¶ If clubs are run for school pupils by third party providers, the staff should be treated as agency staff 
(as above) and are still subject to all the same checks as for teaching staff in regulated activity 

¶ Where the school premises are used for external clubs, summer school activities etc. which are open 
to the general public, the school has no legal obligation for safeguarding checks on these external 
employees.  However, depending on the nature and circumstances of the letting, it is possible that 
the school could be perceived as having endorsed the activity or provider in question, especially 
where, for example, it is advertised at school and consists mainly of school pupils (an example of this 
would be Ŏƭǳōǎ Ǌǳƴ ōȅ ǘƘŜ ǎŎƘƻƻƭΩǎ t¢! for the school community, rather than just for school pupils), 
putting the school at risk of reputational damage should problems arise.  For this reason, the GDST 
Hire Agreement includes a requirement for staff or volunteers working for the provider to have 
received an appropriate DBS clearance. In some circumstances (e.g. many pupils being involved, an 
overnight stay etc.), the school may judge it appropriate to take extra steps, for instance to obtain 
written evidence that all safer recruitment checks (including Enhanced DBS checks) have been carried 
out, and a copy of such confirmation retained on file as per with agency staff 

¶ There are additional considerations for community and club use of school sports facilities. Schools 
should refer to p.4 of ǘƘŜ b{t//Ωǎ ƎǳƛŘŀƴŎŜ ŀǘ http://thecpsu.org.uk/resource-
library/2017/organising-safe-sporting-events-a-briefing-for-
schools/?mc_cid=d4de9fe0d3&mc_eid=c70e7824ca . The Hire Agreement incorporates a number of 
ǘƘŜ b{t//Ωǎ ŎƻƴǎƛŘŜǊŀǘƛƻƴǎΦ  
 

Off site staff (directly employed by the school or by an external organisation) 
The school must ensure that off site staff (i.e. staff that come into contact with pupils but do not work at the 
school ς e.g. DofE providers, rowing coaches, riding school instructors etc.) are suitably checked. Off site staff 
employed directly by the school must be checked by the school and entered on the SCR. For staff employed 

http://thecpsu.org.uk/resource-library/2017/organising-safe-sporting-events-a-briefing-for-schools/?mc_cid=d4de9fe0d3&mc_eid=c70e7824ca
http://thecpsu.org.uk/resource-library/2017/organising-safe-sporting-events-a-briefing-for-schools/?mc_cid=d4de9fe0d3&mc_eid=c70e7824ca
http://thecpsu.org.uk/resource-library/2017/organising-safe-sporting-events-a-briefing-for-schools/?mc_cid=d4de9fe0d3&mc_eid=c70e7824ca
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by an umbrella body, the school must obtain written confirmation from the employer that it has carried out 
suitable checks (listing those checks) on relevant employees. Prohibition orders prohibit those subject to 
ǘƘŜƳ ŦǊƻƳ ŎŀǊǊȅƛƴƎ ƻǳǘ ǘŜŀŎƘƛƴƎ ǿƻǊƪ ƛƴ ǎŎƘƻƻƭǎΣ ŎƘƛƭŘǊŜƴΩǎ ƘƻƳŜǎ ŀƴŘ ǎƛȄǘƘ ŦƻǊƳ ŎƻƭƭŜƎŜǎΣ ǎƻ ƻŦŦ ǎƛǘŜ ǎǘŀŦŦ 
do not strictly require this check. Employees of other organisations do not have to be entered on the SCR 
(although the school may choose to do so).  
 
Staff not in regulated activity 
Some staff, such as artists in residence and sports coaches, may come onto the school site on an infrequent 
basis and therefore do not meet the definition of regulated activity. Where they are supervised by suitably 
checked school staff, the full range of checks is not required although schools will be expected to have in 
place suitable supervision arrangements which are fully documented, agreed with the staff concerned, and 
are regularly reviewed. The school may decide what checks to undertake to be assured of the suitability and 
competence of the individual (i.e. references or qualifications), and should always check identity on arrival. 
 
Bus drivers 
Minibus drivers employed directly by the school should be checked as for other school employees. Schools 
should require confirmation from bus/coach companies who supply drivers for the school run or school trips 
that they have carried out the child protection checks required for contract staff, including obtaining an 
enhanced DBS disclosure ŀƴŘ /ƘƛƭŘǊŜƴΩǎ .ŀǊǊŜŘ [ƛǎǘ ŎƘŜŎƪ.  
  
In some cases buses/coaches are arranged by parents, with no involvement from the school. In such cases, 
whilst the school/GDST are not directly arranging the coaches, there is a link to the school from a publicity 
point of view, and this could be crucial if a company was found to be transporting pupils with drivers who 
had not been properly checked. It is therefore recommended that in relevant circumstances schools make 
parents aware of the GDST guidelines on hiring coaches or taxis (available on the GDST staff intranet), and 
encourage them to follow these.  
 
Visiting Speakers 
 Speakers who visit the school on an occasional basis and are supervised will not be eligible for Barred List 
checks and may not be eligible for DBS checks. However such visitors may fall within the scope of the Prevent 
duty and schools are expected to have a protocol for the vetting, invitation and supervision of any visiting 
speakers. Guidance on producing a protocol can be found in Appendix B12. In brief, schools should have 
procedures to ensure that any visiting speaker engaged by pupils or staff to speak at the school, whether this 
is a part of the school programme or an external event, is suitable (via for example a reference or 
recommendation from a trusted source, an internet search or other relevant means), and appropriately 
supervised during the visit.  
Supervised speakers who visit on a one-off basis or occasionally do not need to be entered on the SCR. In 
other cases schools should exercise discretion and decide on a case by case basis which formal checks are 
required and must be recorded in the SCR by reference to the usual considerations such as role, frequency, 
supervision, payment (if any), and whether speakers are employed by another organisation. Inspectors will 
be looking to see whether schools have thought through their chosen approach and are implementing their 
protocol rigorously.  
 
Ofsted Inspectors 
CƻǊ ǘƘŜ ǇǳǊǇƻǎŜ ƻŦ 5.{ ŎƘŜŎƪǎΣ ƛƴǎǇŜŎǘƻǊǎ ǎƘƻǳƭŘ ōŜ ǊŜƎŀǊŘŜŘ ŀǎ ǾƛǎƛǘƻǊǎ ŀŎŎƻǊŘƛƴƎ ǘƻ ǘƘŜ ǎŎƘƻƻƭΩǎ ǇƻƭƛŎƛŜǎΣ 
ŦƻǊ ŜȄŀƳǇƭŜ ǘƘŜȅ Ƴŀȅ ōŜ ŀǎƪŜŘ ǘƻ ǊŜƎƛǎǘŜǊ ƻƴ ŀǊǊƛǾŀƭ ŀƴŘ ǿŜŀǊ ŀ ǾƛǎƛǘƻǊΩǎ ōŀŘƎŜΦ  !ǎ a registered body, Ofsted 
ensures that checks are carried out on all its inspectors.  
 
Gap year staff 
Gap year staff must be DBS checked. It is possible for a school to submit a DBS disclosure form while the 
applicant is still overseas. The registered bodȅ ƴŜŜŘǎ ŀǎǎǳǊŀƴŎŜǎ ƻŦ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ƛŘŜƴǘƛǘȅ ŦǊƻƳ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 
overseas school. It is advisable to start the process well in advance of starting work. In this way students are 
able to have checks complete before they take up their duties. Schools should also ask for a reference, 
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including a request for any reason why the gap student should not be employed to work with children and 
details of any concerns regarding working with children. 
 
Work Experience 
Schools and colleges are not able to request an enhanced DBS check with barred list information for staff 
supervising children aged 16-17 on work experience. However, barred list checks by the DBS might be 
required on some staff who supervise a child under 16 on a work experience placement, and schools should 
refer to Keeping Children Safe in Education 2018 paragraphs 179-183 and the GDST/ATB Guidance on Work 
Experience for more detailed guidance. The duty for undertaking the checks rest with the work experience 
provider rather than with the school.  
Pupils participating in work experience should be given clear advice about who to contact if they are worried 
about their surroundings or if they suffer abuse.  Additional advice and guidance about identifying and 
responding appropriately to situations that may give rise to concern in the workplace may be appropriate, as 
this will be a very different environment to their familiar school community. Pupils should also have a named 
contact person from school whom they can contact and be given opportunities to raise any concerns they 
might have.   
LŦ ŀ ǎǘǳŘŜƴǘ ƻǾŜǊ мс ǳƴŘŜǊǘŀƪŜǎ ǿƻǊƪ ŜȄǇŜǊƛŜƴŎŜ ƛƴ ŀ ΨǎǇŜŎƛŦƛŜŘ ǇƭŀŎŜΩ ǎǳŎƘ ŀǎ ŀ ǎŎƘƻƻƭ ƻǊ ƴǳǊǎŜǊȅΣ ǎƘŜ Ƴŀȅ 
need to be DBS checked (depending on the nature and frequency of the work undertaken). 
Similarly, schools should consider whether students or adults from other establishments undertaking work 
experience in their setting should be subject to safeguarding checks.  
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B6. Allegations of abuse made against teachers and other staff 
 
This section of the guidance reproduces Part 4 of Keeping Children Safe in Education 
 

Duties as an employer and an employee  
 
188. This part of the guidance is about managing cases of allegations that might indicate a person would 
pose a risk of harm if they continue to work in regular or close contact with children in their present 
position, or in any capacity. It should be used in respect of all cases in which it is alleged that a teacher or 
member of staff (including volunteers) in a school or college that provides education for children under 18 
years of age has:  
 

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

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

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

 
189. This part of the guidance relates to members of staff who are currently working in any school or 
college regardless of whether the school or college is where the alleged abuse took place. Allegations 
against a teacher who is no longer teaching should be referred to the police. Historical allegations of abuse 
should also be referred to the police. 

190. Employers have a duty of care to their employees. They should ensure they provide effective support 
for anyone facing an allegation and provide the employee with a named contact if they are suspended. It is 
essential that any allegation of abuse made against a teacher or other member of staff or volunteer in a 
school or college 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  
 
191. 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 
ŎƻƴǎƛŘŜǊŀǘƛƻƴ ƻŦ ŜƛǘƘŜǊ ŀ ǇƻƭƛŎŜ ƛƴǾŜǎǘƛƎŀǘƛƻƴ ƻǊ ŜƴǉǳƛǊƛŜǎ ōȅ ƭƻŎŀƭ ŀǳǘƘƻǊƛǘȅ ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ ǎŜǊǾƛŎŜǎΦ 
In these cases, local arrangements should be followed to resolve cases without delay.  
 
192Φ {ƻƳŜ ǊŀǊŜ ŀƭƭŜƎŀǘƛƻƴǎ ǿƛƭƭ ōŜ ǎƻ ǎŜǊƛƻǳǎ ǘƘŜȅ ǊŜǉǳƛǊŜ ƛƳƳŜŘƛŀǘŜ ƛƴǘŜǊǾŜƴǘƛƻƴ ōȅ ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ 
services and/or police. The designated officer(s) should be informed of all allegations that come to a school 
ƻǊ ŎƻƭƭŜƎŜΩǎ ŀǘǘŜƴǘƛƻƴ ŀƴŘ ŀǇǇŜŀǊ ǘƻ ƳŜŜǘ ǘƘŜ ŎǊƛǘŜǊƛŀ ǎƻ ǘƘŜȅ Ŏŀƴ Ŏƻƴǎǳƭǘ ǇƻƭƛŎŜ ŀƴŘ ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ care 
services as appropriate.  
 
193. 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 to 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 
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194. The headteacher or principal, or (where the headteacher or principal is the subject of an allegation) 
the chair of governors, or the chair of the management committee or proprietor of an independent school 
όǘƘŜ ΨŎŀǎŜ ƳŀƴŀƎŜǊΩύ ǎƘƻǳƭŘ ŘƛǎŎǳǎǎ ǘƘe allegation immediately with the designated officer(s). 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 
ƻǊ ǘƘŜƛǊ ŦŀƳƛƭȅ ƘŀǾŜ ƳŀŘŜ ǎƛƳƛƭŀǊ ŀƭƭŜƎŀǘƛƻƴǎ ǇǊŜǾƛƻǳǎƭȅ ŀƴŘ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ŎǳǊǊŜƴǘ ŎƻƴǘŀŎǘ ǿƛǘƘ ŎƘƛƭŘǊŜƴΦ 
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.  
 
195. The initial sharing of information and evaluation may lead to a decision that no further action is to be 
taken in regard to the individual facing the allegation or concern; in which case this decision and a 
justification for it should be recorded by both the case manager and the designated officer(s), and 
agreement reached on what information should be put in writing to the individual concerned and by 
whom. The case manager should then consider with the designated officer(s) what action should follow 
both in respect of the individual and those who made the initial allegation.  
 
196. 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 
ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ ǎŜǊǾƛŎŜǎ ƴŜŜŘ ǘƻ ōŜ ƛƴǾƻƭǾŜŘΣ ǘƘŜ ŎŀǎŜ ƳŀƴŀƎŜǊ ǎƘƻǳƭŘ ƴƻǘ Řƻ ǘƘŀǘ ǳƴǘƛƭ ǘƘƻǎŜ 
agencies have been consulted, and have agreed what information can be disclosed to the accused. 
Employers must consider carefully whether the circumstances of a case warrant a person being suspended 
from contact with children at the school or college 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 (see further information on suspension which follows).  
 
197. 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 take into account that teachers and other school and college staff are entitled to use 
reasonable force to control or restrain children in certain circumstances, including dealing with disruptive 
behaviour.  
 
198Φ ²ƘŜǊŜ ƛǘ ƛǎ ŎƭŜŀǊ ǘƘŀǘ ŀƴ ƛƴǾŜǎǘƛƎŀǘƛƻƴ ōȅ ǘƘŜ ǇƻƭƛŎŜ ƻǊ ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ ǎŜǊǾƛŎŜǎ ƛǎ ǳƴƴŜŎŜǎǎŀǊȅΣ ƻǊ 
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 or college 
depend on the nature and circumstances of the allegation and the evidence and information available. This 
ǿƛƭƭ ǊŀƴƎŜ ŦǊƻƳ ǘŀƪƛƴƎ ƴƻ ŦǳǊǘƘŜǊ ŀŎǘƛƻƴ ǘƻ ŘƛǎƳƛǎǎŀƭ ƻǊ ŀ ŘŜŎƛǎƛƻƴ ƴƻǘ ǘƻ ǳǎŜ ǘƘŜ ǇŜǊǎƻƴΩǎ ǎŜǊǾƛŎŜǎ ƛƴ ŦǳǘǳǊŜΦ 
Suspension should not be the default position: an individual should be suspended only if there is no 
reasonable alternative.  
 
199. 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 
ƻŦ ǘƘŜ ǎŎƘƻƻƭ ƻǊ ŎƻƭƭŜƎŜΩǎ ǎǘŀŦŦΦ  
 
200. However, in other circumstances, such as lack of appropriate resource within the school or college, or 
the nature or complexity of the allegation will require an independent investigator. Many local authorities 
already provide for an independent investigation of allegations, often as part of the personnel services that 
maintained schools and colleges can buy in from the authority. It is important that local authorities ensure 
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that schools and colleges have access to an affordable facility for independent investigation where that is 
appropriate.  
 

Supporting those involved  
 
201. Employers have a duty of care to their employees. They should act to manage and minimise the stress 
inherent in the allegations process. 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 
cƻǳǊǎŜ ƻŦ ŀŎǘƛƻƴΣ ǳƴƭŜǎǎ ǘƘŜǊŜ ƛǎ ŀƴ ƻōƧŜŎǘƛƻƴ ōȅ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ ǎŜǊǾƛŎŜǎ ƻǊ ǘƘŜ ǇƻƭƛŎŜΦ ¢ƘŜ 
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 where this is provided 
by the employer.  
 
202. 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. For staff in maintained schools and colleges, that may include support via the local authority 
occupational health or employee welfare arrangements. 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.  
 
203. 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 policŜ ƻǊ ŎƘƛƭŘǊŜƴΩǎ 
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 taken into account in reaching a decision, cannot normally be disclosed, but 
the parents or carers of the child should be told the outcome in confidence.27  
 
204. 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 (see paragraph 202). If parents or carers wish to apply to the court to have reporting 
restrictions removed, they should be told to seek legal advice.  
 
205. In cases where a child may have suffered significant harm, or there may be a criminal prosecution, 
ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ ǎŜǊǾƛŎŜǎΣ ƻǊ ǘƘŜ ǇƻƭƛŎŜ ŀǎ ŀǇǇǊƻǇǊƛŀǘŜΣ ǎƘƻǳƭŘ ŎƻƴǎƛŘŜǊ ǿƘŀǘ ǎǳǇǇƻǊǘ ǘƘŜ ŎƘƛƭŘ ƻǊ 
children involved may need.  
 
Confidentiality  
 
206. It is extremely important that when an allegation is made, the school or college makes every effort to 
maintain confidentiality and guard against unwanted publicity while an allegation is being investigated or 
considered. 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 State28 or the General Teaching Council for Wales publishes information about an 
investigation or decision in a disciplinary case arising from the allegation. The reporting restrictions are 
disapplied if the individual to whom the restrictions apply effectively waives their right to anonymity by 

                                                
27 In deciding what information to disclose, careful consideration should be given to the provisions of the Data 
Protection Act 1998, the law of confidence and, where relevant, the Human Rights Act 1998. 
28 Carried out by the National College for Teaching and Leadership 
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going public themselves or by giving their written consent for another to do so or if a judge lifts restrictions 
in response to a request to do so. The provisions commenced on 1 October 2012.  
 
207Φ ¢ƘŜ ƭŜƎƛǎƭŀǘƛƻƴ ƛƳǇƻǎƛƴƎ ǊŜǎǘǊƛŎǘƛƻƴǎ ƳŀƪŜǎ ŎƭŜŀǊ ǘƘŀǘ άǇǳōƭƛŎŀǘƛƻƴέ ƻŦ ƳŀǘŜǊƛŀƭ ǘƘŀǘ Ƴŀȅ ƭŜŀŘ ǘƻ ǘƘŜ 
identification of the teacher who ƛǎ ǘƘŜ ǎǳōƧŜŎǘ ƻŦ ǘƘŜ ŀƭƭŜƎŀǘƛƻƴ ƛǎ ǇǊƻƘƛōƛǘŜŘΦ άtǳōƭƛŎŀǘƛƻƴέ ƛƴŎƭǳŘŜǎ άŀƴȅ 
speech, writing, relevant programme or other communication in whatever form, which is addressed to the 
ǇǳōƭƛŎ ŀǘ ƭŀǊƎŜ ƻǊ ŀƴȅ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ǇǳōƭƛŎέΦ ¢Ƙƛǎ ƳŜŀƴǎ ǘƘŀǘ ŀ ǇŀǊŜƴǘ ǿƘƻΣ 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).  
 
208. In accordance with the Authorised Professional Practice published by the College of Policing in May 
2017, 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 like to depart from that rule, for example an appeal to trace a 
ǎǳǎǇŜŎǘΣ ǘƘŜȅ Ƴǳǎǘ ŀǇǇƭȅ ǘƻ ŀ ƳŀƎƛǎǘǊŀǘŜǎΩ ŎƻǳǊǘ ǘƻ ǊŜǉǳŜǎǘ ǘƘŀǘ ǊŜǇƻǊǘƛƴƎ ǊŜǎǘǊƛŎǘƛƻƴǎ ōŜ ƭƛŦǘŜŘύΦ  
 
209. The case manager should take advice from the designated officer(s)Σ ǇƻƭƛŎŜ ŀƴŘ ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ 
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; 
and  

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

Managing the situation and exit arrangements  
 
wŜǎƛƎƴŀǘƛƻƴǎ ŀƴŘ ΨǎŜǘǘƭŜƳŜƴǘ ŀƎǊŜŜƳŜƴǘǎΩ  
 
210. 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 
met29. Schools and sixth form colleges must also consider whether a referral to the Secretary of State is 
appropriate30. If the accused person resigns or their services cease to be used and the criteria are met, it 
will not be appropriate to reach a settlement/compromise agreement. Any settlement/compromise 
agreement that would prevent a school or college from making a DBS referral even though the criteria are 
met, is likely to result in a criminal offence being committed. This is because the school or college would 
not be complying with its legal duty to make the referral.  
 
211. It is important that every effort is made to reach a conclusion in all cases of allegations bearing on the 
safety or welfare of children, including any in which the person concerned refuses to cooperate with the 
process. 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. It may be 
difficult to reach a conclusion in those circumstances, and it may not be possible to apply any disciplinary 
ǎŀƴŎǘƛƻƴǎ ƛŦ ŀ ǇŜǊǎƻƴΩǎ ǇŜǊƛƻŘ ƻŦ ƴƻǘƛŎŜ ŜȄǇƛǊŜǎ ōŜŦƻǊŜ ǘƘŜ ǇǊƻŎŜǎǎ ƛǎ ŎƻƳǇƭŜǘŜΣ ōǳǘ ƛǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ǊŜŀŎƘ 
and record a conclusion wherever possible.  
 
212. Ψ{ŜǘǘƭŜƳŜƴǘ ŀƎǊŜŜƳŜƴǘǎΩ όǎƻƳŜǘƛƳŜǎ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ŎƻƳǇǊƻƳƛǎŜ ŀƎǊŜŜƳŜƴǘǎύ, 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 

                                                
29 See Paras 157-158 of Keeping Children Safe in Education 2018 
30 See Para 160of Keeping Children Safe in Education 2018 
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ōŜŦƻǊŜ ǘƘŜ ǇŜǊǎƻƴΩǎ ƴƻǘƛŎŜ ǇŜǊƛƻŘ ŜȄǇƛres. Such an agreement will not prevent a thorough police 
investigation where that is appropriate.  
 
Record keeping  
 
213. Details of allegations that are found to have been malicious should 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.  
 
214. 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.  
 
215. Schools and colleges have an obligation to preserve records which contain information about 
allegations of sexual abuse for the Independent Inquiry into Child Sexual Abuse (IICSA), for the term of the 
inquiry (further information can be found on the IICSA website). All other records 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. 
 
216. The Information Commissioner has published guidance on employment records in its Employment 
Practices Code and supplementary guidance, which provides some practical advice on record retention.31  
 
References  
 
217. Cases in which an allegation was proven to be false, unsubstantiated or malicious should 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 reference32.. 
 
Timescales  
 
218Φ Lǘ ƛǎ ƛƴ ŜǾŜǊȅƻƴŜΩǎ ƛƴǘŜǊŜǎǘ ǘƻ ǊŜǎƻƭǾŜ ŎŀǎŜǎ ŀǎ ǉǳƛŎƪƭȅ ŀǎ ǇƻǎǎƛōƭŜ ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ ŀ ŦŀƛǊ ŀƴŘ ǘƘƻǊƻǳƎƘ 
investigation. All allegations should be investigated as a priority to avoid any delay. Target timescales are 
shown below: 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 80 per cent of cases should be resolved within one month, 
90 per cent within three months, and all but the most exceptional cases should be completed within 12 
months.  
 
219. 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 institute 
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.  

                                                
31 Information Commissioners Office ς Guidance on employment records in its Employment Practices Code and 
supplementary guidance 
32 See paras 139-142 of Keeping Children Safe in Education for further information on references. 
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Oversight and monitoring  
 
220. 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 three safeguarding partners. 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.  
 
221. 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;  

¶ subsequently reviewing the progress of those cases in which there is a police investigation; and  

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

222. 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.  
 
Suspension  
 
223. 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. In some rare cases that will require the case manager 
to consider suspending the accused until the case is resolved. Suspension should not be an automatic 
response when an allegation is reported; all options to avoid suspension should be considered prior to 
taking that step. If the case manager is concerned about the welfare of other children in the community or 
ǘƘŜ ǘŜŀŎƘŜǊΩǎ ŦŀƳƛƭȅΣ ǘƘƻǎŜ ŎƻƴŎŜǊƴǎ ǎƘƻǳƭŘ ōŜ ǊŜǇƻǊǘŜŘ ǘƻ ǘƘŜ ŘŜǎƛƎƴŀǘŜŘ ƻŦŦƛŎŜǊόǎύΣ ŎƘƛƭŘǊŜƴΩǎ social care 
or the police as required. But suspension is highly unlikely to be justified on the basis of such concerns 
alone.  
 
224. Suspension should be considered only in a case where there is cause to suspect a child or other 
children at the school or college is/are at risk of harm or the case is so serious that it might be grounds for 
dismissal. However, a person should not be suspended automatically: the case manager must consider 
carefully whether the circumstances warrant suspension from contact with children at the school or college 
or until the allegation is resolved, and may wish to seek advice from their personnel adviser and the 
designated officer(s). In cases where the school or sixth form college is made aware that the Secretary of 
State has made an interim prohibition order in respect of an individual who works at the school or sixth 
form college, immediate action should be taken to ensure the individual does not carry out work in 
contravention of the order, i.e. pending the findings of the TRA investigation, the individual must not carry 
out teaching work.   
 
225. The case manager should also consider whether the result that would be achieved by immediate 
suspension could be obtained by alternative arrangements. In many cases an investigation can be resolved 
quickly and without the need for suspension. If the designated officer(s)Σ ǇƻƭƛŎŜ ŀƴŘ ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ 
services have no objections to the member of staff continuing to work during the investigation, the case 
manager should be as inventive as possible to avoid suspension. Based on assessment of risk, the following 
alternatives should be considered by the case manager before suspending a member of staff:  

¶ redeployment within the school or college so that the individual does not have direct contact with 
the child or children concerned;  
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¶ providing an assistant to be present when the individual has contact with children;  

¶ redeploying to alternative work in the school or college so the individual does not have 
unsupervised access to children;  

¶ moving the child or children to classes where they will not come into contact with the member of 
staff, making it clear that this is not a punishment and parents have been consulted; or  

¶ temporarily redeploying the member of staff to another role in a different location, for example to 
an alternative school or college or work for the local authority or academy trust.  

 
226. These alternatives allow time for an informed decision regarding the suspension and possibly reduce 
the initial impact of the allegation. This will, however, depend upon the nature of the allegation. The case 
manager should consider the potential permanent professional reputational damage to employees that can 
result from suspension where an allegation is later found to be unsubstantiated or maliciously intended.  
 
227. 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.  
 
228. Where it has been deemed appropriate to suspend the person, written confirmation should be 
dispatched within one working day, giving as much detail as appropriate for the reasons for the suspension. 
It is not acceptable for an employer to leave a person who has been suspended without any support. The 
person should be informed at the point of their suspension who their named contact is within the 
organisation and provided with their contact details.  
 
229Φ /ƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ ǎŜǊǾƛŎŜǎ ƻǊ ǘƘŜ ǇƻƭƛŎŜ Ŏŀƴƴƻǘ ǊŜǉǳƛǊŜ ǘƘŜ ŎŀǎŜ ƳŀƴŀƎŜǊ ǘƻ ǎǳǎǇŜƴŘ ŀ ƳŜƳōŜǊ ƻŦ 
staff or a volunteer, although they should give appropriate weight to their advice. The power to suspend is 
vested in the proprietor of the school, or governing bodies of the school or college who are the employers 
of staff at the school or college. However, where a strategy discussion or initial evaluation concludes that 
ǘƘŜǊŜ ǎƘƻǳƭŘ ōŜ ŜƴǉǳƛǊƛŜǎ ōȅ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ Ŏare services and/or an investigation by the police, the 
designated officer(s) ǎƘƻǳƭŘ ŎŀƴǾŀǎǎ ǇƻƭƛŎŜ ŀƴŘ ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ ǎŜǊǾƛŎŜǎ ŦƻǊ ǾƛŜǿǎ ŀōƻǳǘ ǿƘŜǘƘŜǊ ǘƘŜ 
accused member of staff needs to be suspended from contact with children in order to inform the school or 
college consideration of suspension. Police involvement does not make it mandatory to suspend a member 
of staff; this decision should be taken on a case-by-case basis having undertaken a risk assessment.  
 
Information sharing  
 
230. 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. 
 
 231. 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 employer 
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.  
 
232Φ /ƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ ǎŜǊǾƛŎŜǎ ǎƘƻǳƭŘ ŀŘƻǇǘ ŀ ǎƛƳƛƭŀǊ ǇǊƻŎŜŘǳǊŜ ǿƘŜƴ ƳŀƪƛƴƎ ŜƴǉǳƛǊƛŜǎ ǘƻ ŘŜǘŜǊƳƛƴŜ 
whether the child or children named in the allegation are in need of 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.  
 

 
 
Specific actions  
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Following a criminal investigation or a prosecution  
 
233. 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 
ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ ǎŜǊǾƛŎŜǎ ǎƘƻǳƭŘ ƛƴŦƻǊƳ ǘƘŀǘ ŘŜŎƛǎƛƻƴΦ ¢ƘŜ ƻǇǘƛƻƴǎ ǿƛƭƭ ŘŜǇŜƴŘ on the circumstances of 
the case and the consideration will need to take into account the result of the police investigation or the 
trial, as well as the different standard of proof required in disciplinary and criminal proceedings.  
 
On conclusion of a case  
 
234. If the allegation is substantiated and the person is dismissed or the employer ceases to use the 
ǇŜǊǎƻƴΩǎ ǎŜǊǾƛŎŜǎΣ ƻǊ ǘƘŜ ǇŜǊǎƻƴ ǊŜǎƛƎƴǎ ƻǊ ƻǘƘŜǊǿƛǎŜ ŎŜŀǎŜǎ ǘƻ ǇǊƻǾƛŘŜ Ƙƛǎ ƻǊ ƘŜǊ ǎŜǊǾƛŎŜǎΣ ǘƘŜ designated 
officer(s)should discuss with the case manager and their personnel adviser whether the school or college 
will decide to make a referral to the DBS for consideration of whether inclusion on the barred lists is 
required;33 and in the case of a member of teaching staff at a school or sixth form college, whether to refer 
the matter to the Teaching Regulation Agency (TRA) to consider prohibiting the individual from teaching.  
 
235. There is a legal requirement for employers to make a referral to the DBS where they think that 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 child34. 
 
236. Where it is decided on the conclusion of a case that a person who has been suspended can return to 
work, the case manager should consider how best to facilitate that. Most people will benefit from some 
ƘŜƭǇ ŀƴŘ ǎǳǇǇƻǊǘ ǘƻ ǊŜǘǳǊƴ ǘƻ ǿƻǊƪ ŀŦǘŜǊ ŀ ǎǘǊŜǎǎŦǳƭ ŜȄǇŜǊƛŜƴŎŜΦ 5ŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ 
circumstances, a phased return and/or the provision of a mentor to provide assistance and support in the 
ǎƘƻǊǘ ǘŜǊƳ Ƴŀȅ ōŜ ŀǇǇǊƻǇǊƛŀǘŜΦ ¢ƘŜ ŎŀǎŜ ƳŀƴŀƎŜǊ ǎƘƻǳƭŘ ŀƭǎƻ ŎƻƴǎƛŘŜǊ Ƙƻǿ ǘƘŜ ǇŜǊǎƻƴΩǎ ŎƻƴǘŀŎǘ ǿƛǘƘ the 
child or children who made the allegation can best be managed if they are still a pupil at the school or 
college.  
 
In respect of malicious or unsubstantiated allegations  
 
237. If an allegation is determined to be unsubstantiated or malicious, the designated officer(s) should refer 
ǘƘŜ ƳŀǘǘŜǊ ǘƻ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜ ǎŜǊǾƛŎŜǎ ǘƻ ŘŜǘŜǊƳƛƴŜ ǿƘŜǘƘŜǊ ǘƘŜ ŎƘƛƭŘ ŎƻƴŎŜrned is in need of 
services, or may have been abused by someone else. If an allegation is shown to be deliberately invented or 
malicious, the headteacher, principal or proprietor 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 were not a pupil or student.  
 
Learning lessons  
 
238. At the conclusion of a case in which an allegation is substantiated, the designated officer(s) should 
review the circumstances of the case with the case manager to determine whether there are any 
ƛƳǇǊƻǾŜƳŜƴǘǎ ǘƻ ōŜ ƳŀŘŜ ǘƻ ǘƘŜ ǎŎƘƻƻƭ ƻǊ ŎƻƭƭŜƎŜΩǎ ǇǊƻŎŜŘǳǊŜǎ ƻǊ ǇǊŀŎǘƛŎŜ ǘƻ ƘŜƭǇ ǇǊŜǾŜƴǘ ǎƛƳƛƭŀǊ ŜǾŜƴǘǎ 
in the future. This should include issues arising from the decision to suspend the member of staff, the 
duration of the suspension and whether or not suspension was justified. Lessons should also be learnt from 
the use of suspension when the individual is subsequently reinstated. The designated officer(s) and case 
manager should consider how future investigations of a similar nature could be carried out without 
suspending the individual.  

                                                
33 Disclosure and Barring Service ς guidance on Referrals to the DBS 
34 See paragraph 157 of Keeping Children Safe in Education 
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Further information  
 
239. See the College of Policing: Engagement, Communication and Media relations 
 
 

  

https://www.app.college.police.uk/app-content/engagement-and-communication/media-relations/
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Appendix B1 - Useful Definitions 
 

CAMHS Child and adolescent mental health services promote the mental health and 
psychological well-being of children and young people, and provide multi-
disciplinary mental health services to all children and young people with mental 
health problems and disorders to ensure effective assessment, treatment and 
support, for them and their families. 

Child a person under the age of 18 (s105 Children Act 1989) 
 
Channel the multi-agency process designed to safeguard vulnerable people from being drawn 

into extremist behaviour. It works in a similar way to existing safeguarding 
partnerships. 

 
Child abuse  See Keeping Children Safe in Education paragraphs 20-25 
 
Child Protection  This is part of safeguarding and promoting welfare. It is the process of protecting 

individual children identified as either suffering, or likely to suffer, significant harm 
as a result of abuse or neglect.  Effective child protection is essential as part of wider 
work to safeguard and promote the welfare of children so that the need for action 
to protect children from harm is reduced.  

 
Child in Need under section 17 of the Children Act 1989 are those whose vulnerability is such that 

they are unlikely to reach or maintain a satisfactory level of health or development, 
or this will be significantly impaired without the provision of services, plus those who 
are disabled.  The key factors in determining whether a child is in need are: what will 
ƘŀǇǇŜƴ ǘƻ ǘƘŜ ŎƘƛƭŘΩǎ ƘŜŀƭǘƘ ƻǊ ŘŜǾŜƭƻǇƳŜƴǘ ǿƛǘƘƻǳǘ ǎŜǊǾƛŎŜǎ ōŜƛƴƎ ǇǊƻǾƛŘŜŘΤ ŀƴŘ 
ǘƘŜ ƭƛƪŜƭȅ ŜŦŦŜŎǘ ǘƘŜ ǎŜǊǾƛŎŜǎ ǿƛƭƭ ƘŀǾŜ ƻƴ ǘƘŜ ŎƘƛƭŘΩǎ ǎǘŀƴŘŀǊŘ ƻŦ ƘŜŀƭǘƘ ŀƴŘ 
development. See further Appendix B2. 

 
DSL Designated Safeguarding Lead. This is the individual (or individuals) identified within 

the school with lead responsibility for child protection and safeguarding matters.  
 
Extremism Vocal or active opposition to ŦǳƴŘŀƳŜƴǘŀƭ .ǊƛǘƛǎƘ ǾŀƭǳŜǎ Χ όƛƴŎƭǳŘƛƴƎύ Ŏŀƭƭǎ ŦƻǊ ǘƘŜ 

death of members of our armed forces, whether in this country or overseas.  
 
Local Safeguarding Partners Local Safeguarding Partners are the new arrangements being introduced to 

replace LSCBs (Local Safeguarding Children Boards) from September 2018 (transition 
arrangements will be in place until September 2019). A safeguarding partner in 
relation to a local authority area in England is defined under the Children Act 2004 
(as amended by the Children and Social Work Act, 2017) as: 

a) The local authority 
b) A clinical commissioning group for an area any part of which falls within the 

local authority area 
c) The chief officer of police for an area any part of which falls within the local 

authority area 
The three safeguarding partners are expected to agree on ways to coordinate 
safeguarding services so that children are safeguarded and their welfare promoted. 
Detailed guidance on these arrangements can be found in Chapter 3 of Working 
Together to Safeguard Children 2018. 
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Prevent The Prevent duty is the duty under the Counter-Terrorism and Security Act 2015 on 
(inter alia) schools, in the exercise of their functions, to have due regard to the 
need to prevent people from being drawn into terrorism. 

 
Radicalisation The process by which a person comes to support terrorism and forms of extremism. 
 
Safeguarding This is broader than child protection, and includes the process of protecting children 

ŦǊƻƳ ƳŀƭǘǊŜŀǘƳŜƴǘΤ ǇǊŜǾŜƴǘƛƴƎ ǘƘŜ ƛƳǇŀƛǊƳŜƴǘ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ƘŜŀƭǘƘ ƻǊ ŘŜǾŜƭƻǇƳŜnt; 
ensuring that children are growing up in circumstances consistent with the provision 
of safe and effective care; and taking action to enable all children to have the best 
outcomes 

 
Significant harm  Some children are in need because they are suffering, or likely to suffer, significant 

harm.  The Children Act 1989 states ά²ƘŜǊŜ ǘƘŜ ǉǳŜǎǘƛƻƴ ƻŦ ǿƘŜǘƘŜǊ ƘŀǊƳ ǎǳŦŦŜǊŜŘ 
ōȅ ŀ ŎƘƛƭŘ ƛǎ ǎƛƎƴƛŦƛŎŀƴǘ ǘǳǊƴǎ ƻƴ ǘƘŜ ŎƘƛƭŘΩǎ ƘŜŀƭǘƘ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘΣ Ƙƛǎ ƘŜŀƭǘƘ ƻǊ 
development shall be compared with that which could reasonably be expected of a 
ǎƛƳƛƭŀǊ ŎƘƛƭŘέΦ There are no absolute criteria, but factors will be the severity of the ill 
treatment, the degree and extent of physical harm, the duration and frequency of 
abuse and neglect, the extent of premeditation, and the presence or degree of 
threat, coercion, sadism, and bizarre or unusual elements.  

 
Social Services The work of local authorities exercising their social services functions with regard to 

ŎƘƛƭŘǊŜƴΦ  ¢Ƙƛǎ Ƴŀȅ ŀƭǎƻ ōŜ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ /ŀǊŜ ƻǊ ƭƻŎŀƭ ŀǳǘƘƻǊƛǘȅ 
ŎƘƛƭŘǊŜƴΩǎ ǎƻŎƛŀƭ ŎŀǊŜΣ ƻǊ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ όǿƛǘƘƛƴ ǘƘe local Social Services 
Department).  The LADO will be part of this. 

 
Well-being For children, well-being is the term used in the Children Act 2004 relating to the five 

Every Child Matters outcomes, i.e. being healthy; staying safe; enjoying and 
achieving; making a positive contribution; and achieving economic well-being. 
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Appendix B2 - LƭƭǳǎǘǊŀǘƛǾŜ LƴŘƛŎŀǘƻǊǎ ƻŦ tǳǇƛƭǎ άLƴ bŜŜŘέ  
 
 

aƻŘŜƭ ƻŦ !ǎǎŜǎǎƛƴƎ /ƘƛƭŘǊŜƴ ΨLƴ bŜŜŘΩ 

 
 
 

Figure 1 ς The Assessment Framework35 
 
 

 
 

                                                
35 Framework for the Assessment of Children In Need and their Families: Department of Health (2000) 
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tǳǇƛƭǎΩ Developmental Needs 
 

Pupils with low self esteem Pupils unable to form peer relationships 

Pupils experiencing loss (including divorce) or 
bereavement 

Pupils who are withdrawn 

tǳǇƛƭǎ ǿƘƻ ŀǊŜ ƛƴ ŀ άŎŀǊƛƴƎ ŎŀǇŀŎƛǘȅέ ƛΦŜΦ ŎŀǊƛƴƎ ŦƻǊ 
parents who are ill (mentally or physically) or who 
are disabled 

Pupils who experience bullying 

Pupils who bully Pupils who have been abused 

Pupils with mental health difficulties Pupils whose talents attract intense or invasive 
public interest 

Pupils who may be engaged in illegal 
employment or working hours 

Pupils whose exceptional talents demand 
excessive training/ practice schedules 

Pupils who present problems around diet, 
hygiene or dress 

 

  
 
Parenting Capacity: 
 

Pupils whose parents show no 
interest/involvement in their education 

Pupils living with domestic violence 

Parents who condone continued lateness/ non-
attendance 

Pupils who are over disciplined or over 
stimulated 

Pupils living in inconsistent transient family 
situations 

Pupils whose parents or siblings have mental 
health problems 

Pupils living with high criticism/ low warmth Pupils whose parents or siblings misuse 
drugs/alcohol 

Parents with overly high/ or unrealistic 
expectations of their child 

 

 
 
Illustrative Family / Environmental Factors 
 

Families living in social/ cultural isolation 
 

Families experiencing sudden or extreme 
financial hardship 

Families who are victims of harassment and or 
racism 

Families who may have members who have a 
very high public profile eg in Sport, Arts, the 
media or politics 

Families who lack support networks Families who are members of HM Armed Forces 
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Appendix B3 - Body Map 
 

 
 


