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Key contacts 
 

 
Role Name Contact 

details 
Designated Safeguarding Lead  

Amanda Lucy 
amandalucy@annanschool.co.uk 

01825 
841410 

Deputy Designated 
Safeguarding Lead 

Debby Hunter 
debbyhunter@annanschool.co.uk 

01825 
841410 

School Director responsible 
for Safeguarding  

Mark Hunter 
markhunter@annanschool.co.uk 

01825 
841410 

Member of SLT responsible 
for IT and on-line systems 
(filtering and monitoring) 

Lucie Hunter 
luciehunter@annanschool.co.uk  

01825 
841410 

 
 

Single Point of Advice (SPOA) 
(all level 3 and level 4 
referrals)  
 
 
 
 
 
 

 
 

Contacting the SPoA 

Telephone: Monday to Thursday 8.30am to 5pm and Friday 

8.30am to 4.30pm. 

Email: Single Point of Advice team 

01323 
464222 

 

 

Out of hours, with serious concerns that cannot wait until 

the next working day, contact our Emergency Duty Service. 

Telephone: Monday to Thursday 5pm to 8.30am and Fridays, 
weekends and bank holidays after 4.30pm to 8.30am 
 

01273 
335906 
01273 
335905 

Local Authority Designated 
Officer (LADO) 

 
All contact through the on-line portal 
https://www.eastsussex.gov.uk/childrenandfamilies/profess

ional-resources/lado/ 

 

East Sussex Safeguarding 
Children Partnership (ESSCP) 

The ESSCP set the local procedures in relation to 
Safeguarding and Child Protection 
ESSCP.Contact@eastsussex.gov.uk 

01273 
481544  

Prevent – concerns about 
Extremism and Radicalisation 

 

Police Prevent Team  
prevent@sussex.pnn.police.uk 
 
 

Police: 101 
or mob 
07788 
566585 
 

 

 

Department for Education 
 

counter.extremism@education.gsi.gov.uk 
 

Helpline 
 020 7340 
7264 
 

 

mailto:amandalucy@annanschool.co.uk
mailto:debbyhunter@annanschool.co.uk
mailto:markhunter@annanschool.co.uk
mailto:luciehunter@annanschool.co.uk
https://www.eastsussex.gov.uk/children-families/professional-resources/spoa
mailto:webspoa@eastsussex.gov.uk
https://www.eastsussex.gov.uk/childrenandfamilies/professional-resources/lado/
https://www.eastsussex.gov.uk/childrenandfamilies/professional-resources/lado/
mailto:ESSCP.Contact@eastsussex.gov.uk
mailto:prevent@sussex.pnn.police.uk
mailto:counter.extremism@education.gsi.gov.uk
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Child Protection and Safeguarding Policy 

 

Introduction 
 

• Our whole school approach to safeguarding is based upon an understanding of the local context and 
an attitude of ‘it could happen here’. 

• Safeguarding children is everyone’s responsibility. Everyone who comes into contact with children 
and families has a role to play. 

• Our children’ welfare is our paramount concern.  The proprietors of the school will ensure that our 
school will safeguard and promote the welfare of children and work together with other agencies to 
ensure that our school has adequate arrangements to identify, assess and support those children 
who are suffering or likely to suffer harm. 

• Our school is a community and all those directly connected, staff members, parents, families and 
children, have an essential role to play in making it safe and secure.  

• So that children are supported to identify and manage risk in their lives we teach a range of 
knowledge through specific topics related to safeguarding as part of our broad and balanced 
preventive curriculum.  

• Although some curriculum areas are better placed for the delivery of teaching and learning around 
some areas, e.g. IT lessons can lead on online safety and PSHE can lead on healthy relationships, all 
teachers recognise that there are opportunities to reinforce the learning around these topics within 
all subject areas, and will plan to do so.  Non-teaching members of staff recognise that they too can 
support learning in these areas through broader modelling of behaviours or messages. 

• The use of technology is a significant component of many safeguarding issues so as part of our 
whole school approach to safeguarding we have a separate Online Safety Policy which covers this 
area of work.   This policy includes details of how internet use at the school is filtered and 
monitored and how we teach children to stay safe online whether they are at school or at home and 
how we communicate with parents to reinforce the importance of children being safe online.   

• We recognise that abuse may occur in a range of situations: within families or households, within 
the community, or online or face to face.  We also recognise too that it is not only adults who may 
abuse children but also that children can abuse other children as well.  

• We recognise that just because children are not raising concerns, that is not to say that there are 
no concerns.  For example, there may be no reported cases of child on child abuse, but such abuse 
may still be taking place and is simply not being reported, this is why it is so important to listen to 
children, teach them about risk and safety and raise awareness around how to seek support and 
what the school will do.  

• We take a zero-tolerance approach to child on child abuse.  Further information on this area of 
work is within Appendix D of this policy.  This should also be read alongside the Behaviour, Anti-
Bullying and Online policy.  

 

Our ethos 
 

• We believe that our school should provide a caring, positive, safe and stimulating environment that 
promotes the social, physical and moral development of the individual child. 

• We recognise the importance of providing an environment within our school that will help children 
feel safe and respected.  We recognise the importance of enabling children to talk openly and to 
feel confident that they will be listened to and that they will always be taken seriously. 

• We recognise that all adults within the school, including permanent and temporary staff and 
volunteers, have a full and active part to play in protecting our children from harm. 

• We will work with parents to build an understanding of the school’s responsibilities to ensure the 
welfare of all children, including the need for referrals to other agencies in some situations. 
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Scope 
 

• In line with the law, this policy defines a child as anyone under the age of 18 years. 

• This policy applies to all members of staff in our school, including all permanent, temporary and 
ancillary staff, volunteers, contractors and external service or activity providers. 

• The policy includes the Early Years Foundation Stage (EYFS) in all sections of this Policy including 
those shown under the heading Roles and Responsibilities. The school’s policy on the use of 
mobiles and cameras is especially relevant to their use in the EYFS. 

 

The legal framework 
 

Section 157 of the of the Education Act 2002 places a duty on non-maintained and independent schools, 
including free schools and academies to make arrangements for ensuring that their functions relating to 
the conduct of the school are exercised with a view to safeguarding and promoting the welfare of 
children who are children at the school. 
 

This policy and the accompanying procedures have been developed in accordance with the following 
statutory guidance and local safeguarding procedures: 

 

• Keeping Children Safe in Education: Statutory Guidance for Schools and Colleges  (KCSIE) (DfE 

• Pan-Sussex Child Protection and Safeguarding Procedures (ESCC) 

• Information sharing advice for safeguarding practitioners  (DfE) 

• Statutory Framework for the Early Years Foundation Stage  (DfE)   

• Prevent Duty Guidance for England and Wales  (Home Office) 

Supplemented by: 
The Prevent Duty: Departmental advice for schools and childcare providers  (DfE) 

 

Roles and responsibilities 

• Mark Hunter is the School Director with overall responsibility for child protection and safeguarding.  

• The School Director will ensure that the policies and procedures of the school, together with the 
statutory guidance, are fully implemented and sufficient resources and time are allocated to enable 
staff members to discharge their safeguarding responsibilities. 

•  The School Director also recognises their responsibility to protect children under section 26 of the 
Counter-Terrorism and Security Act 2015  (The Prevent duty) 

• Amanda Lucy is the Designated Safeguarding Lead (DSL).  The Designated Safeguarding Lead has the 
day-to-day responsibility for dealing with incidents relating to Safeguarding and Welfare Concerns are 
described in Appendix A.  

• Debby Hunter is the Deputy Designated Safeguarding Lead (DDSL). The DSL and DDSL meet regularly to 
discuss safeguarding and child protection within the school. 

• Lucie Hunter is the member of the Senior Leadership Team with responsibility for the school’s IT and 
on-line systems including responsibility for the school’s filtering and monitoring systems. 

• The case manager for dealing with allegations of abuse made against school staff is the School 
Director.  The case manager for dealing with allegations against the Principal is the Local Authority 
Designated Officer (LADO).  The procedure for managing allegations is detailed in Appendix F. 

• The Principal and school staff are collectively responsible for ensuring that safeguarding arrangements 
are fully embedded within the school’s ethos and reflected in the school’s day-to-day practice.   

• All staff members, volunteers and external providers know how to recognise signs and symptoms 
of abuse, how to respond to children who disclose abuse and what to do if they are concerned 
about a child. 

 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1181955/Keeping_children_safe_in_education_2023.pdf
https://sussexchildprotection.procedures.org.uk/
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
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Supporting children 
 

• We recognise that children who are abused or witness violence are likely to have low self-esteem and 
may find it difficult to develop a sense of self-worth. They may feel helpless, humiliated and some 
sense of blame. Our school may be the only stable, secure and predictable element in their lives. 

• We accept that the behaviour of a child in these circumstances may range from that which is 
perceived to be normal to aggressive or withdrawn. 

• Our school will support all children by: 

o allowing time to listen to children in school and provide early help 

o ensuring the content of the curriculum includes social and emotional aspects of learning 
o ensuring to on-line safety is incorporated into our curriculum appropriate to the age of the 

children, enabling children and parents to learn about the risks of new technologies and social 
media and to use these responsibly. This includes teaching children how to stay safe on-line 

o ensuring that aspects of child protection are included in the curriculum to help children stay 
safe, recognise when they do not feel safe and identify who they might or can talk to 

o providing children with a number of appropriate adults to approach if they are in difficulties 

o supporting the child’s development in ways that will foster security, confidence and 
independence 

o encouraging development of self-esteem and self-assertiveness while not condoning aggression 
or bullying 

o ensuring repeated bullying incidents, e.g. racist, homophobic, gender-based or disability-based 
bullying, are considered under child protection procedures 

o acknowledging that abuse can take place wholly on line 

o liaising and working together with other support services and those agencies involved in 
safeguarding children 

o monitoring children who have been identified as having welfare or protection concerns and 
providing appropriate support 

o Ensuring that all staff have a clear understanding of the needs of the children they are working 
with and understand that whilst all children need to be protected some groups of children are 
potentially at greater risk of harm through additional vulnerabilities or circumstances. 

o Recognising that children or a young people who identify as lesbian, gay, bi or trans (LGBT), or 
who are perceived by other children to be LGBT (whether they are or not) can be at greater risk. 
Being LGBT, or perceived to be, is not in itself an inherent risk factor for harm, but this group 
can be targeted by other children.  Risks can be compounded where children who are LGBT lack 
a trusted adult with whom they can be open, so as a school we endeavour to reduce any 
additional barriers faced, and provide a safe space for them to speak out or share their concerns 
with members of staff. 

• Our school is a part of Sussex Police Operation Encompass (see Appendix B of this policy for further 
details) and we will support individual children as necessary when we receive a notification of an 
incident of domestic violence or abuse. 
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Child protection and safeguarding procedure 
 

We have developed a structured procedure in line with Sussex Child Protection and Safeguarding 
Procedures (online)  which will be followed by all members of the school community in cases of 
suspected abuse.  This is detailed in Appendix B. 
 

• In line with the procedures, the relevant Children’s Services Duty and Assessment Team (SPoA) will 
be notified as soon as there is a significant concern. 

• The name of the Designated Safeguarding Leads will be clearly advertised in the school, with a 
statement explaining the school’s role in referring and monitoring cases of suspected abuse. 

• We will ensure all parents and carers are aware of the responsibilities of staff members to safeguard 
and promote the welfare of children by publishing the policy and procedures on our website and by 
referring to them in our introductory school materials. 

 

Record keeping 
 

All child protection and welfare concerns will be recorded and kept in line with the East Sussex 
Safeguarding Children Partnership(ESSCP) Keeping Records of Child Protection and Welfare Concerns  
guidance. 
 

The DSL will ensure that child protection files are kept up to date and that information will be kept 
confidential and stored securely.  
 

Records will include:  

• a clear and comprehensive summary of the concern; 

• details of how the concern was followed up and resolved; 

• a note of any action taken, decisions reached and the outcome 
 

The DSL will ensure that files are only accessed by those who need to see them and where files or 
content are shared, this will happen in line with information sharing advice and guidance. 
 

We will continue to support any pupil leaving the school about whom there have been concerns by 
ensuring that all appropriate information, including welfare and safeguarding concerns, is forwarded 
under confidential cover to the pupil’s new school as a matter of priority, and within 5 working days. 
 

When a pupil is due to transfer to another school the DSL will consider if it would be appropriate to 
share any information with the new school in advance of the pupil leaving. For example, information 
that would allow the new school to continue supporting children who have or have had a social worker 
and been victims of abuse and have that support in place for when the child arrives. 
 

When a new pupil joins our school, and there is a record of safeguarding or welfare concerns, we will 
ensure that this information is shared appropriately with the DSL and the Special Education Needs 
Coordinator (SENCO), as necessary 

 
Staff induction, training and development 
 

• All new members of staff will be given induction that includes child protection training that includes 
the school’s Child Protection Policy and the school’s e-safety Policy, which, amongst other things, 
includes an understanding of the expectations, applicable roles and responsibilities in relation to 
filtering and monitoring. The induction of new staff will include a requirement to complete the 
online child protection training provided by the East Sussex Safeguarding Children Partnership 
(ESSCP).  This training can be accessed from East Sussex.  

• All new staff will be given a copy of Part One of Keeping Children Safe in Education (KCSIE) contained 
in the Staff Handbook. Staff are also referred to Annex B of KCSIE, this is available on the School 
Team site.  

• All new members of staff are expected to read the above-mentioned documents and to sign an 
acknowledgement of this. 

https://sussexchildprotection.procedures.org.uk/
https://sussexchildprotection.procedures.org.uk/
https://eastsussexlearning.org.uk/Child-Protection-Training/260
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• Each time Part One of KCSIE/Annex B is updated by the DfE, staff will be updated at a relevant staff 
training and update session. The latest version of Keeping Children Safe in Education (KCSIE) 
including Annex B is available on the School Team site. 

• Every year, the Designated Safeguarding Lead will provide a whole-school safeguarding training and 
update for all staff as part of the school’s inset programme. This will include any changes to child 
protection legislation and procedures. If KCSIE has been updated since the last briefing this will be 
given to staff either as a hard copy or by electronic link and acknowledgement. The Prevent strategy 
– raising awareness, updates and refresher is part of this.  

• The yearly update will also include refresher training on managing and reporting of safeguarding 
concerns including child-on-child abuse, including sexting and other relevant issues (such as banter, 
sexual assaults, gender-based issues, sexual violence and sexual harassment). The training will also 
refresh the school’s expectations, applicable roles and responsibilities in relation to filtering and 
monitoring (on-line safety). 

• The Designated Safeguarding Lead will take lead responsibility for safeguarding and child protection 
(including online safety and understanding the filtering and monitoring systems and processes in 
place). 

• The Designated Safeguarding Leads will undergo Child Protection training every two years. This 
‘refresher’ for Designated Safeguarding Leads is organised by the East Sussex Safeguarding Children 
Partnership (ESSCP). The school will retain a copy of the Certificate of Attendance for its records. 
The school will maintain accurate records of staff induction and training.   

 

Inter-agency working  
 

• We will develop and promote effective working relationships with other agencies, including 
agencies providing early help services to children, the police and Children’s Social Care. 

• We will ensure that relevant staff members participate in multi-agency meetings and forums, 
including child protection conferences and core groups, to consider individual children. 

• We will participate in serious case reviews, other reviews and file audits as and when required to do 
so by the East Sussex Safeguarding Children Partnership (ESSCP).   We will ensure that we have a 
clear process for gathering the evidence required for reviews and audits, embedding 
recommendations into practice and completing required actions within agreed timescales. 

 

Confidentiality, consent and information sharing 
 

• We recognise that all matters relating to child protection are confidential. 

• The School Director or the Designated Safeguarding Lead will disclose any information about a child 
to other members of staff on a need-to-know basis only. 

• All staff members must be aware that they cannot promise a child to keep secrets which might 
compromise the child’s safety or well-being. 

• All staff members have a professional responsibility to share information with other agencies in 
order to safeguard children. 

• All our staff members who come into contact with children will be given appropriate training to 
understand the purpose of information sharing in order to safeguard and promote children’s 
welfare. 

• We will ensure that staff members are confident about what they can and should do under the law, 
including how to obtain consent to share information and when information can be shared without 
consent.  This is covered in greater detail in Appendix B. 
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Safer workforce and managing allegations against staff and volunteers 
 

• We will prevent people who pose risks to children from working in our school by ensuring that all 
individuals working in any capacity at our school have been subjected to safeguarding checks in line 
with the statutory guidance Keeping Children Safe in Education: Statutory Guidance for Schools 
and Colleges. 

• Every job description and person specification will have a clear statement about the safeguarding 
responsibilities of the post holder. 

• We will ensure that at least one member of every interview panel has completed safer recruitment 
training. 

• We will ensure that agencies and third parties supplying staff provide us with written confirmation 
that they have made the appropriate level of safeguarding checks on individuals working in our 
school. We will also ensure that any agency worker presenting for work is the same person on 
whom the checks have been made. 

• External organisations can provide a varied and useful range of information, resources and 
speakers that can help our school to enrich children’s education, but we will always give careful 
consideration to the suitability of any external organisations.  This may include an assessment of 
the education value, the age appropriateness of what is going to be delivered and whether relevant 
checks will be required. 

• Parents or other relatives of children or other visitors attending activities such as a parents evening 
or sports day will not be expected to provide any DBS or barred list checks.  The Principal and DSL 
will decide case by case or event by event the level of supervision, if any, required for such persons.  

• The Principal and School Director responsible for child protection are responsible for ensuring that 
our single central record is accurate and up to date.   

• We have a procedure in place to handle allegations against members of staff and volunteers, 
including low-level concerns, no matter how small, in line with Keeping Children Safe in Education: 
Statutory Guidance for Schools and Colleges   
This procedure is detailed in Appendix F of the school policy. 

 

Service and activity providers and work placement providers 
 

• We will ensure that service and activity providers are aware of our school’s child protection policy 
and procedures.  We will require that employees and volunteers provided by these organisations 
use our procedure to report concerns. 

• We will seek written confirmation that employees and volunteers provided by outside organisations 
and working with our children have been subjected to the appropriate level of safeguarding check in 
line with Keeping Children Safe in Education: Statutory Guidance for Schools and Colleges.  If 
assurance is not obtained, permission to work with our children or use our school premises may be 
refused. 

• If we commission services from other organisations, we will ensure that compliance with our policy 
and procedures is a requirement. 

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

• All staff members have a responsibility to ensure our buildings and grounds are safe and for 
reporting concerns that may come to light.  

• We check the identity of all visitors and volunteers coming into school.  Visitors are expected to sign 
in and out in the visitors’ log and be accompanied in accordance with the school’s Visitor Policy. 
Any individual who is not known or identifiable will be challenged for clarification. 

• The school will not accept the behaviour of any individual, parent or anyone else, that threatens 
school security or leads others, child or adult, to feel unsafe. Such behaviour will be treated as a 
serious concern and may result in a decision to refuse the person access to the school site. 

 
Whistle-blowing and complaints 
 

• We recognise that children cannot be expected to raise concerns in an environment where staff 
members fail to do so. 

• We will ensure that all staff members are aware of their duty to raise concerns, where they exist, 
about the management of child protection, which may include the attitude or actions of colleagues. 
If necessary, they will speak with the Principal or with the Local Authority Designated Officer. 

• Should staff not feel able to raise concerns with any of the aforementioned they can contact the 
NSPCC helpline on 0800 028 0285 or via help@nspcc.org.uk or Whistleblowing Advice Line NSPCC 

• We have a clear reporting procedure for children, parents and other people to report concerns or 
complaints, including abusive or poor practice. 

 
Oversight, Management and Review of Safeguarding 
 

Annan is a proprietorial school and as such the Governance of the school lies with the proprietors.  

The proprietor with lead responsibility for safeguarding is Mark Hunter although the proprietors 
recognise that the safeguarding duties remain the responsibility of the proprietorial body as a whole.  

The Proprietors regularly discuss safeguarding arrangements and review updates of statutory 
guidelines, as well as current concerns, referrals and inter-agency workings, as an integral part of their 
management of the school. The Proprietors discuss safeguarding arrangements with the School 
Leadership Team including the Designated Safeguarding Leads. 

The school’s child protection policies are reviewed annually in consultation with the Leadership Team 
(teachers) to ensure there is a review of the effectiveness of the procedures and their implementation. 

As part of this process, the proprietors will consider that the school has done all it reasonably can to 
limit children’s exposure to the risks from the school’s IT system (on-line safety) and ensure the school 
has appropriate filtering and monitoring systems in place and regularly review their effectiveness. 

 The school proprietors will ensure that action is taken to remedy without delay any deficiencies and 
weaknesses identified in child protection arrangements. 

 
Policy monitoring and review  
 

This policy, and accompanying Appendices, is monitored by the Proprietors of the school and will be 
reviewed annually.  
 

mailto:help@nspcc.org.uk
https://www.nspcc.org.uk/keeping-children-safe/reporting-abuse/dedicated-helplines/whistleblowing-advice-line/
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Linked policies and procedures 
 
The following policies and procedures are relevant for the child protection and safeguarding policy and 
procedure.   
 

• Administration of Medicines Policy 

• Anti-Bullying Policy 

• Attendance Policy 

• Behaviour Policy 

• British Values Statement 

• Children Missing Education Policy  

• Complaints procedure 

• Drug and Alcohol Policy 

• Equalities and Disability Statement 

• Health and Safety Policy and other linked policies and risk assessments 

• Offsite Activities and Educational Visits Policy and risk assessments 

• Safer Recruitment Policy  

• Safeguarding - E-safety Policy (including IT and Social media) including the use of mobile phones 

• Safeguarding - Keeping Records of Child Protection and Welfare Concerns  

• Sex and Relationship Education Policy 

• Special Educational Needs and Disabilities Policy 

• Spiritual, Moral, Social and Cultural Development Policy 

• Staff Code of Conduct 

• Whistle Blowing policy 
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APPENDIX A 
 
The role of the Designated Safeguarding Lead  
 

Responsibilities and Managing referrals 
 

• The Designated Safeguarding Lead takes lead responsibility for safeguarding and child protection 
(including online safety and understanding the filtering and monitoring systems and processes in 
place). 

• Refer cases of suspected abuse to East Sussex Children’s Social Care and to the Police if a crime may 
have been committed, using the NPCC-When to call the police guidance to inform this decision. 

• Liaise with the School Director about child protection and safeguarding issues. 

• Liaise with the DDSL and School Director with regard to ongoing enquiries under section 47 of the 
Children Act 1989. This is also known as a Child Protection enquiry, a Child Protection Investigation, 
or an S47. These investigations are carried out to assess if there is the risk of significant harm to a 
child (or children). 

• Meet on a regular basis with the DDSL to discuss current concerns and updates with regard to 
children at the school.  

• Act as a source of support, advice and expertise to staff members on matters of child protection and 
safeguarding concerns.  

• Take responsibility for assessing if concerns raised should be considered child protection concerns 
or welfare concerns,  advise the reporting member of staff accordingly and set up the appropriate 
recording protocols in line with school procedures. 

• Liaise with agencies providing early help services and coordinate referrals from the school to 
targeted early help services for children in need of support. 

 
Record keeping 
 

• Keep written records of child protection and safeguarding concerns in line with East Sussex 
Safeguarding Children Partnership (ESSCP) guidance. 

• Maintain a chronology of significant incidents for each child with safeguarding concerns. 

• Ensure such records are kept confidentially and securely and separate from the child’s educational 
record.   

• As soon as a child with safeguarding concerns moves to another school, liaise with the new school’s 
Designated Safeguarding Lead for information sharing. Ensure the child’s stand-alone records are 
transferred to the new school as soon as possible, and within 5 days for an in-year transfer or within 
the first 5 days of the start of a new term.  

• Where a parent/carer has expressed their intention to remove a child from the school with a view 
to educating at home, the DSL will liaise with East Sussex Elective Home Education (EHE) Team to 
ensure that any safeguarding concerns (should there be any) are shared adequately with them, so 
as to inform next steps. 

 

• Inter-agency working and information sharing 
 

• Cooperate with Children’s Social Care for enquiries under section 47 of the Children Act 1989. 

• Attend, or ensure other relevant staff members attend, child protection conferences, core group 
meetings and other multi-agency meetings, as required.  

• Liaise with other agencies working with the child, share information as appropriate and contribute 
to assessments. 

https://www.npcc.police.uk/documents/Children%20and%20Young%20people/When%20to%20call%20police%20guidance%20for%20schools%20and%20colleges.pdf
https://czone.eastsussex.gov.uk/student-management/attendance-behaviour/home-education/considering/
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Training 
 

• Undertake appropriate training, updated every two years, in order to 

o be able to recognise signs of abuse and how to respond to them, including special 
circumstances such as child sexual exploitation, female genital mutilation, cyber-bullying 
and mental health (see the Sussex Child Protection and Safeguarding Procedures (online) ); 

o be update-to-date with the Prevent strategy. To be able to assess the risk of children being 
drawn into terrorism, including being drawn into support for extremist ideas that are part of 
terrorist activity. This will be based on and understanding shared with local partners of the 
potential risk in the local area; 

o understand the assessment process for providing early help and intervention, e.g. the East 
Sussex Safeguarding Children Continuum of Need guidance and tools and the early help 
planning processes; 

o have a working knowledge of how the local authority conducts initial and review child 
protection case conferences and contribute effectively to these;  

o be alert to the specific needs of children in need (as specified in section 17 of the Children 
Act 1989) and those with special educational needs. 

• Organise whole school safeguarding and child protection training for all staff members annually 
and provide regular ongoing updates throughout the year. Raise awareness of the staff regarding 
roles and responsibilities in relation to e-safety and filtering and monitoring. 

• Keep up to date through the Independent Schools Safeguarding group (ISSG) which is run in 
conjunction with the with East Sussex Safeguarding Children Partnership (ESSCP) via e-newsletter, 
emails, meetings etc., to identify training opportunities, changes in statutory guidelines, 
arrangements of ESSCP procedures and changes in personnel/contact details. 

 

The role of the School Director (Safeguarding) 

The School Director with responsibility for safeguarding will 

• Ensure each member of staff has access to and understands the school’s child protection policy and 
e-safety policy, including providing induction on these matters to new staff members. 

• Ensure that whole-school child protection training for all staff members is organised every year.  
Ensure staff members who have missed the school’s training cycle, receive it by other means, e.g. 
through the local authority (level one) or in-house training/update. 

• Encourage a culture of listening to children and taking account of their wishes and feelings in any 
action the school takes to protect them. 

• Maintain accurate records of staff induction and training. 

• With specific regard to on-line safety: 

o Ensure the school has appropriate filtering and monitoring systems in place and regularly 
review their effectiveness.  

o Identify and assign roles and responsibilities to manage filtering and monitoring systems. 

o Review filtering and monitoring provision at least annually. 
 

Awareness raising 
 

• Review the safeguarding and child protection policy and procedures annually. 

• Make the child protection and safeguarding policy and procedures available publicly and raise 
awareness of parents that referrals about suspected abuse may be made and the role of the school 
in any investigations that ensue. 

Take lead responsibility for remedying any deficiencies and weaknesses identified in child protection 
arrangements.  

https://sussexchildprotection.procedures.org.uk/
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APPENDIX B 
 

Child Protection and Safeguarding Procedures 
 

Definitions 
 

• Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm 
or by failing to act to prevent harm. Harm can include ill treatment that is not physical as well as the 
impact of witnessing ill treatment of others.  This can be particularly relevant, for example, in 
relation to the impact on children of all forms of domestic abuse. Children may be abused in a 
family or in an institutional or community setting by those known to them or, more rarely, by others 
(e.g. via the internet). They may be abused by an adult or adults or by another child or children.  

• Children are any people who have not yet reached their 18th birthday; a 16-year-old, whether living 
independently, in further education, in the armed forces or in hospital, is a child and is entitled to 
the same protection and services as anyone younger. 

• Child protection is part of safeguarding and promoting the welfare of children and refers to activity 
undertaken to protect specific children who are suffering, or likely to suffer, significant harm. 

• Early help means providing support as soon as a problem emerges, at any point in a  child’s life, 
from the foundation years to teenage years. 

• Harm is ill treatment or impairment of health and development, including impairment suffered from 
seeing or hearing the ill treatment of another. 

• Safeguarding children is the action we take to promote the welfare of children and protect them 
from harm.  Safeguarding and promoting the welfare of children is defined in Working Together to 
Safeguard Children: A Guide to Inter-Agency Working to Safeguard and Promote the Welfare of 
Children 2018 as: 

o protecting children from maltreatment; 

o preventing impairment of children’s health and development; 

o ensuring that children grow up in circumstances consistent with the provision of safe and 
effective care; and 

o taking action to enable all children to have the best outcomes. 

• Significant harm is the threshold that justifies compulsory intervention in the family in the best 
interests of the child. Section 31 of the Children Act 1989 states ‘where the question of whether 
harm suffered by a child is significant turns on the child’s health or development, his health or 
development shall be compared with that which could reasonably be expected of a similar child.’ 

For more definitions, see Sussex Child Protection and Safeguarding Procedures (online). 
 

Types of abuse and neglect (current definition from KCSIE) 
 

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 of, or deliberately induces, illness in a child.  

 

Emotional abuse 

• the persistent emotional maltreatment of a child such as to cause severe and adverse effects on 
the child’s emotional development. It may involve conveying to a child that they are worthless or 
unloved, inadequate, or valued only insofar as they meet the needs of another person. It may 
include not giving the child opportunities to express their views, deliberately silencing them or 
‘making fun’ of what they say or how they communicate.     
                  Emotional abuse / continued over 

https://www.gov.uk/government/publications/working-together-to-safeguard-children
https://www.gov.uk/government/publications/working-together-to-safeguard-children
https://www.gov.uk/government/publications/working-together-to-safeguard-children
https://sussexchildprotection.procedures.org.uk/
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It may feature age or developmentally inappropriate expectations being imposed on children. 
These may include interactions that are beyond a child’s developmental capability as well as 
overprotection and limitation of exploration and learning, or preventing the child participating in 
normal social interaction. It may involve seeing or hearing the ill-treatment of another. It may 
involve serious bullying (including cyberbullying), causing children frequently to feel frightened or 
in danger, or the exploitation or corruption of children. Some level of emotional abuse is involved 
in all types of maltreatment of a child, although it may occur alone.  

Sexual abuse 
 

• 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 in the 
production of, sexual images, watching sexual activities, encouraging children to behave in sexually 
inappropriate ways, or grooming a child in preparation for abuse (including via the internet). Sexual 
abuse is not solely perpetrated by adult males. Women can also commit acts of sexual abuse, as can 
other children.  

 

• Child sexual exploitation is also sexual abuse; it involves children and young people receiving 
something, for example accommodation, drugs, gifts or affection, as a result of them performing 
sexual activities, or having others perform sexual activities on them.  It could take the form of 
grooming of children, e.g. to take part in sexual activities or to post sexual images of themselves on 
the internet. 

 

Neglect 
 

• the persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in the 
serious impairment of the child’s health or development. Neglect may occur during pregnancy as a 
result of maternal substance abuse. Once a child is born, neglect may involve a parent or carer failing 
to: provide adequate food, clothing and shelter (including exclusion from home or abandonment); 
protect a child from physical and emotional harm or danger; ensure adequate supervision (including 
the use of inadequate care-givers); or ensure access to appropriate medical care or treatment. It may 
also include neglect of, or unresponsiveness to, a child’s basic emotional needs.  

 

Children with special educational needs (SEN) and disabilities 
 

• Children with special educational needs (SEN) and disabilities can face additional safeguarding 
challenges and can by disproportionally abused by behaviours such as bullying.  
The school recognises that additional barriers can exist when recognising abuse and neglect in this 
group of children. These can include:  

o assumptions that indicators of possible abuse such as behaviour, mood and injury relate to the 
child’s disability without further exploration  

o the potential for children with SEN and disabilities being disproportionally impacted by 
behaviours such as bullying, without outwardly showing any signs  

o communication barriers and difficulties in overcoming these barriers.  
 

Recognition - what to look for 
 

Staff should refer to the detailed information about the categories of abuse and risk indicators in the 
Sussex Child Protection and Safeguarding Procedures (online) for further guidance. 
 

In an abusive relationship, the child may:  

• appear frightened of their parent(s) 

• act in a way that is inappropriate to their age and development, although full account 
needs to be taken of different patterns of development and different ethnic groups 

 
 

https://sussexchildprotection.procedures.org.uk/
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In an abusive relationship, the parent or carer may:  

• persistently avoid child health services and treatment of the child's illnesses 

• have unrealistic expectations of the child 

• frequently complain about or to the child and fail to provide attention or praise  

• be absent 

• be misusing substances 

• persistently refuse to allow access on home visits by professionals 

• be involved in domestic violence and abuse 

• be socially isolated 
  

Serious case reviews have found that parental substance misuse, domestic abuse and mental health 
problems, sometimes referred to as the ‘toxic trio’, if they coexist in a family could mean significant risks 
to children.  Problems can be compounded by poverty, frequent house moves or eviction. 
 

Safeguarding children continuum of need 
 

• The Safeguarding Children Continuum of Need has been developed so that everyone working with 
children in East Sussex has a common language for understanding the needs and risks surrounding 
children and their families.  It is important that all members of staff are familiar with it.  

 

• 4.2 The Continuum of Need shows that a child’s or family’s additional needs can be on a range from 
one to four, and that needs can shift from early help to child protection and back to preventative 
early help.  It covers children whose needs are increasing as well as children whose needs are 
decreasing after Children’s Social Care involvement.  The Continuum of Need will help practitioners 
to identify the right level of support for the child in the least intrusive way while keeping the child 
safe. 
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The Continuum of Need identifies four levels of need 
  
 Level 1 

• children who are achieving expected outcomes 

• their needs are met by their parents and by accessing universal services such as health and 
education 

• they do not have additional needs 
 

 Level 2 

• children with additional needs 

• parents need professional support or guidance to help them meet their children's needs 

• extra support can usually be provided by agencies that already know the family, e.g. their pre-
school, school or college or NHS community services such as Health Visiting 

 

 Level 3 

• children with multiple and complex needs 

• children and parents need targeted early help or specialist services to meet the children's needs 

• needs are met through multi-agency support and the use of Early Help Plans 
  
 Level 4 

• children with acute needs, including those in need of protection 

• children and parents need multi-agency responses which include specialist intervention from 
Children’s Social Care through the family assessment process 

 

By referring to the Continuum of Need and indicators, the school can identify when assessment and 
support for a child and family need 'stepping up' to a referral to Social Care and when the needs of a 
child and their family have been reduced enough for them the be 'stepped down' to early help services. 
 

What action to take if you have concerns about a child 
 

• When concerned about the welfare of a child, staff should always act in the best interests of the 
child. 

• Staff should always speak to the DSL or deputy DSL about any concern with a child. 

• If staff have any concerns about a child’s welfare, they should act on them immediately.  

• Staff should not assume a colleague or another professional will take action. 

• The DSL or a deputy should always be available to discuss safeguarding concerns. If in exceptional 
circumstances, the DSL (or deputy) is not available, this should not delay appropriate action being 
taken. Staff should consider speaking to a member of the senior leadership team and/or take advice 
from SPoA. In these circumstances, any action taken should be shared with the DSL (or deputy) as 
soon as is practically possible. 

 

Dealing with a disclosure made by a child – advice for all members of staff 
 

If a child discloses that he or she has been abused in some way, the member of staff or volunteer should 
follow this guidance. 
 

• Listen to what is being said without displaying shock or disbelief. 

• Only ask questions when necessary to clarify. 

• Accept what is being said. 

• Allow the child to talk freely – do not put words in the child’s mouth. 

• Reassure the child that what has happened is not his or her fault. 

• Do not make promises that you may not be able to keep. 

• Do not promise confidentiality – it may be necessary to refer the child to Children’s Social Care. 

• Stress that it was the right thing to tell. 
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• Do not criticise the alleged perpetrator. 

• Explain what has to be done next and who has to be told. 

• Inform the Designated Safeguarding Lead without delay. 

• Complete the child protection incident/welfare concern form and pass it to the Designated 
Safeguarding Lead. 

• Dealing with a disclosure from a child and safeguarding issues can be stressful.  Consider seeking 
support for yourself and discuss this with the Designated Safeguarding Lead. 

 

Discussing concerns with the family and the child – advice for the DSL 
 

• In general, the DSL will discuss any concerns the school may have with the child’s parents. They 
need to know that the school has concerns about their child.  However, you should not discuss your 
concerns if you believe that this would place the child at greater risk or lead to loss of evidence for a 
police investigation.   

• If the DSL makes the decision not to discuss the concerns with the child’s parents or carers this 
must be recorded in the child’s child protection file with a full explanation for your decision. 

• It is important to consider the child’s wishes and feelings, if age appropriate, as part of planning 
what action to take in relation to concerns about their welfare.  

• When talking to children, account must be taken of the age of the child, level of understanding and 
preferred language, which may not be English. It is also important to consider how a disabled child 
may need support in communicating.  

• Talking to a child will also depend on the substance and seriousness of the concerns.  The DSL may 
need to seek advice from Children’s Social Care or the police to ensure that neither the safety of the 
child nor any subsequent investigation is jeopardised.   

• If concerns have arisen as a result of information given by a child, it is important that the child is 
reassured but not to promise confidentiality. 

It is expected that concerns are discussed with the parents and the school seek their agreement to 
making a referral to Children’s Social Care, unless the school consider that this would place the child 
at increased risk of significant harm.   

Parents’ consent is NOT required to make a referral if it is considered the child is in need of 
protection, although parents will ultimately be made aware of which organisation made the referral. 

If parents refuse to give consent to a referral but you decide to continue, the school will make this clear 
to Children’s Social Care.   

If the school decides to refer the child without the parents’ consent, this must be recorded together is 
with a full explanation for the decision. 

When making a referral it should be agreed with Children’s Social Care what the child and parents will 
be told, by whom and when. 

See section below for guidance on information sharing and consent. 
 

Early help for children and families 
 

• Most parents can look after their children without the need of help other than from their family or 
friends.   However, some parents may need additional help from our school or other services such as 
the NHS.  Providing help early is more effective in promoting the welfare of children than reacting later.   

• Our school will work together with other agencies to provide a coordinated offer of early help, in line 
with Working Together to Safeguard Children and local guidance, to any child who needs it. 

• We will pool our knowledge within the school and with other agencies about which families or 
children need additional support in a range of ways so that we can work out how best to help them. 
We will use the East Sussex Safeguarding Continuum of Need to identify what level of need the 
child or their family has.   
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• We will work closely with targeted early help services and Children’s Social Care if we feel families 
need more support and input, or children are at risk of harm, and we will continue to provide 
support if other services are also needed. 

• We will work closely with targeted early help services and Children’s Social Care if we feel families 
need more support and input, or children are at risk of harm, and we will continue to provide 
support if other services are also needed. 

• We will talk to the family about referral to a targeted early help service and explain that there may 
be a need to involve other professionals, including talking to a social worker about our concerns.  
We will seek the family’s consent for the referral. 

• If the family does not consent to an early help service, we will make a judgement about whether the 
needs of the child will escalate or the child will become unsafe without help. If our judgement is 
that the needs or concerns will escalate, then we will contact the Children’s Social Care Duty and 
assessment Team in our area for a consultation with a qualified social worker in order to make a 
shared decision about whether the level of concerns calls for a referral to Children’s Social Care. 

 

Children’s-social-care-led responses to concerns about a child  
 

• Once Children’s Social Care has accepted our referral as needing a social-care-led response (Level 4 
of the Continuum of Need), we will cooperate with Children’s Social Care and the police in any 
emergency action they take using their legal powers for immediate protection of the child.  

• We will participate in any multi-agency discussions (strategy discussions), if invited to do so, and 
share information about the child and their family to plan the response to concerns. 

• We will ensure that a relevant staff member participates in all initial and review child protection 
conferences, if we are invited to attend.  The staff member will work together with other agencies 
to discuss the need for and agree to an outcome focused child protection plan and will ensure that 
the child’s wishes, and views are considered in their own right in planning. 

• If we are members of the core group to implement a child protection plan, we will ensure a relevant 
staff member participates in all core group meetings. 

• We will ensure that we complete all actions allocated to us as part of the outcome focused plan, 
whether a child protection plan or a family support plan, in a timely  way.   

• We will continue to monitor children once their plans are ended to ensure that they  are supported 
and kept safe. 

 

Information sharing and consent 
 

• It is essential that people working with children can confidently share information as part of their 
day-to-day work. This is necessary not only to safeguard and protect children from harm but also to 
work together to support families to improve outcomes for all.    

• The school may have to share information about parents or carers, such as their medical history, 
disability or substance misuse issues, for investigations of child abuse carried out by Children’s 
Social Care.  

• We will proactively seek out information as well as sharing it. This means checking  with other 
professionals whether they have information that helps us to be as well  informed as possible 
when working to support children. 

• The Data Protection Act 2018 and the General Data Protection Regulations 2018 are not barriers to 
sharing information and do not change duties under safeguarding.  They are there to ensure that 
personal information is managed in a sensible way and that a balance is struck between a person’s 
privacy and public protection. 

• We should be sharing any concerns we have with parents at an early stage, unless this would put a 
child at greater risk or compromise an investigation. Parents need to know what our responsibilities 
are for safeguarding and protecting children and that this involves sharing information about them 
with other professionals. 
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• We will be clear about the purpose of sharing confidential information and only share as much as 
we need to achieve the purpose. 

• We will try to get consent from parents (or the child, if they have sufficient understanding1) to share 
information, if possible.  However, we do not need consent if we have serious concerns about a 
child’s safety and well-being.  If we decide to share information without consent, we will record this 
with a full explanation of the decision. 

• Consent will not be sought from parents or carers (or the child, if they have sufficient 
understanding), if: 

o it would place a child at increased risk of harm; or 

o it would place an adult at risk of serious harm; or 

o it would prejudice a criminal investigation; or 

o it would lead to unjustified delay in making enquiries about allegations of significant harm 
to a child; or 

o required by law or a court order to share information. 

• Consent is not necessary in cases where Children’s Social Care are making child protection enquiries 
under section 47 of the Children Act 1989.  Information needs to be shared with Children’s Social 
Care; staff members must make sure to record what information has been shared. 

• Consent is necessary, for: 

• Children’s Social Care investigations or assessments of concerns under section 17 of the Children 
Act 1989.  Children’s Social Care will assume that we have obtained consent from the parents to 
share information unless we make them aware that there is a specific issue about consent.  This 
must be discussed with a social worker in the Single Point of Advice. 

• Early help (level 3) referrals and assessments.  Assessments are undertaken with the agreement of 
the child and their parents or carers.  

• Where there is any doubt about the need for seeking consent, advice will be sought from the DSL or 
from the Children’s Social Care Single Point of Advice. 

• A record will be made of the decision to share information, with or without consent, and the 
reasons for it.  Equally a record will be made of any decision not to share information including the 
reason for this. 
 

Record keeping 
 

• Good record keeping is an important part of the school’s accountability to children and their 
families and will help us in meeting our key responsibility to respond appropriately to welfare 
concerns about children.   

• All concerns, discussions and decisions made, and the reasons for those decisions, will be recorded 
in writing. Information will be kept confidential and stored securely.  

• Records will include: 

o a clear and comprehensive summary of the concern; 

o details of how the concern was followed up and resolved; 

o a note of any action taken, decisions reached and the outcome. 

• Records should be factual, accurate, relevant, up to date and auditable.  They should support 
monitoring, risk assessment and planning for children and enable informed and timely decisions 
about appropriate action to take. 

 
1 Children aged 12 or over may generally be expected to have sufficient understanding.  Younger children may also 
have sufficient understanding.  All people aged 16 and over are presumed, in law, to have the capacity to give or 
withhold their consent, unless there is evidence to the contrary. 
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• All staff members, volunteers, and activity providers should ensure that they record and report 
safeguarding concerns in line with guidance from the East Sussex Safeguarding Children Partnership 
(ESSCP) –  Keeping Records of Child Protection and Welfare Concerns: Guidance for Early Years 
Settings, Schools and Colleges. 

• The Safeguarding Lead will ensure that records are maintained appropriately for children with 
safeguarding concerns and that stand-alone files are created and maintained in line with 
requirements of the above guidance. 

 

Professional challenge and disagreements 
 

• Working with children and families, and in particular child protection work, is stressful and complex, 
as well as involving uncertainty and strong feelings.  To ensure that the best decisions are made for 
children, we need to be able to challenge one another's practice.   

• We will promote a culture within our school that enables all staff members to raise, without fear of 
repercussions, any concerns they may have about the management of child protection in the 
school.  This may include raising concerns about decisions, action and inaction by colleagues about 
individual children.  If necessary, staff members will speak with the Designated Safeguarding Lead, 
the Principal or with the Local Authority Designated Officer. 

• Cooperation across agencies is crucial; professionals need to work together, using their skills and 
experience, to make a robust contribution to safeguarding children and promoting their welfare 
within the framework of discussions, meetings, conferences and case management. 

• If there are any professional disagreements with practitioners from other agencies, the Designated 
Safeguarding Lead or the School Director will raise concerns with the relevant agency’s safeguarding 
lead in line with guidance in the Pan-Sussex Child Protection and Safeguarding Procedures.   

• If the school disagrees with the child protection conference chair's decision, the Designated 
Safeguarding Lead or the School Director will consider whether they wish to challenge it further and 
raise the matter with Children’s Service Head of Safeguarding. 

https://czone.eastsussex.gov.uk/media/2577/guidance-record-keeping-final-aug-2017.docx
https://czone.eastsussex.gov.uk/media/2577/guidance-record-keeping-final-aug-2017.docx
http://pansussexscb.proceduresonline.com/chapters/p_resol_prof_disagree.html
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APPENDIX C   
 
Specific Safeguarding Issues 
 
Introduction 
 

Annex B of Keeping Children Safe in Education identifies a number of specific safeguarding issues, listed 
below, which all staff need to be aware of.  All staff must read Annex B of Keeping Children Safe in 
Education  to ensure that they can identify any indicators of any of these possible issues and raise them 
with the DSL where they have a concern about a child at the school.   

 

• Child abduction and community safety incidents 

• Child Criminal Exploitation (CCE) and Child Sexual Exploitation (CSE) 

• County lines 

• Children and the court system 

• Children missing from education 

• Children with family members in prison 

• Cybercrime 

• Domestic abuse 

• Homelessness 

• Mental health 

• Modern Slavery and the National Referral Mechanism 

• Preventing radicalisation, the Prevent duty and the Channel Process 

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

• Serious Violence  

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

There is mandatory reporting duty for teachers with regards to FGM so staff should take careful note of 
that when reading Annex B of Keeping Children Safe in Education.  
 

Within this appendix there is further local information, in addition to the information provided in Annex 
B of Keeping Children Safe in Education, on the following issues 

• Children Missing from Education 

• Domestic abuse 

• Children with medical conditions 

• Self-Harm and suicidal behaviour 
 

Child on child abuse is dealt with separately in Appendix D of this policy. 
 

Further information about preventing extremism and radicalisation (the Prevent Duty) is provided in 
Appendix E of this policy. 
 

Children Missing from Education (CME)  
 

The school views absence as an issue related to both safeguarding and educational outcomes.  

The school liaises with and reports to the Local Authority (CME) on these matters and may take steps 
that could result in legal action for attendance, or a referral to children’s social care, or both In 
accordance with the requirements of KCSIE. 

The school holds, so far as is reasonably possible, more than one emergency contact number for each 
pupil. Patterns of children missing education, particularly repeatedly, can be a vital warning sign of a 
range of safeguarding possibilities. This may include abuse and neglect, which may include sexual abuse 
or exploitation and child criminal exploitation. It may indicate mental health problems, risk of substance 
abuse, risk of travelling to conflict zones, risk of female genital mutilation or risk of forced marriage.  
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Early intervention is necessary to identify the existence of any underlying safeguarding risk and to help 
prevent the risks of a child going missing in future. Staff should be aware of the school’s unauthorised 
absence and children missing from education procedures. It is essential that they are assiduous in their 
prompt completion of attendance registers, liaise closely with the school office to resolve any 
unexplained absences, and report any concerns about absence to the DSL.  

A relatively short length of time a child is missing does not reduce risk of harm to that child, and all 
absence or non-attendance is considered with other known factors or concerns.  

On a day-to-day basis the school office follows up any unexplained absences. The Principal monitors 
registers for patterns of absence. 

The school notifies the CME team at ESCC when a pupil leaves the school and their destination school is 
unknown or the school has been informed that the child will be home-educated (receive Education 
Otherwise). ESCC have a procedure to follow for all children when they leave at non-phase transfer dates. 
 

See: 

• Children Missing Education Policy 

• Attendance policy 

• Admissions and Attendance Register Policy 
 

Domestic Abuse 
 

Domestic abuse can encompass a wide range of behaviours and may be a single incident or a pattern of 
incidents.  That abuse can be, but is not limited to, psychological, physical, sexual, financial or 
emotional.  Children can be victims of domestic abuse.  They may see, hear, or experience the effects of 
abuse at home and/or suffer domestic abuse in their own intimate relationships (teenage relationship 
abuse).  All of which can have a detrimental and long-term impact on their health, well-being, 
development, and ability to learn.  In some cases, a child may blame themselves for the abuse or may 
have had to leave the family home as a result. 
 

Operation Encompass is coordinated by Sussex Police.  It helps police and schools work together to 
provide emotional and practical help to children. The system ensures that when police are called to an 
incident of domestic abuse, where there are children in the household who have experienced the 
domestic incident, the police will inform the school, via a secure email, before the child or children 
arrive at school the following day. This ensures that the school has up to date relevant information 
about the child’s circumstances and can enable support to be given to the child according to their 
needs. 
 

When approaching conversations with children or adults about domestic violence and abuse we will do 
so in line with the ESCC Domestic Abuse Toolkit: Supported Conversations with Young People and their 
Carers  
 

Children with Medical Conditions 
 

Children with medical conditions will be supported in accordance with the Medicines and Children with 
Medical Conditions Policy and the guidance Supporting Pupils at School with Medical Conditions 2015 
(non-statutory for independent schools). 

Most ongoing conditions will require an individual healthcare plan, unless it is agreed that this would be 
inappropriate and disproportionate. 

The healthcare plan will be shared with staff as necessary, to ensure that staff are aware of what 
arrangements are in place, as well as any emergency procedures. 

https://hastingsopportunityarea.co.uk/wp-content/uploads/2020/10/schools-domestic-abuse-toolkit-revd-27220.pdf
https://hastingsopportunityarea.co.uk/wp-content/uploads/2020/10/schools-domestic-abuse-toolkit-revd-27220.pdf
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Self-Harm and Suicidal Behaviour 
 
Self harm, self-mutilation, eating disorders, suicide threats and gestures by a child must always be taken 
seriously and may be indicative of a serious mental or emotional disturbance.  We will make use of the 
ESCC Self-harm Toolkit to support our practice in this area. 

The DSL will always make onward referral to mental health specialist services or Children’s Social Care, 
in line with the Pan-Sussex Child Protection and Safeguarding Procedures (section 14) 

Within East Sussex there is a protocol so that when a young person attends the Emergency Department 
of The Conquest Hastings or the Eastbourne District General Hospital, and self-harm is evident, the 
hospital will seek to share information with the DSL at the young person’s school or college.  The sharing 
of this information is based entirely upon consent from the young person/parent/carer, so the school 
will not receive information about every incident.  Where the school does receive information about an 
incident of self-harm, this will be a care plan devised by a paediatric liaison mental health nurse who 
assessed the young person at the hospital.  Any care plan received will be used to inform the ongoing 
safeguarding of that young person and communication/liaison with the young person/parent/carer will 
be arranged to facilitate this.   

If a young person’s presentation at the Emergency Department represents a safeguarding concern, then 
the safeguarding team at the hospital will raise this through their own safeguarding processes and SPOA 
will be informed. In this respect not all presentations at the Emergency Department will automatically 
trigger a referral to SPOA, so if on receipt of a care plan from the hospital further concerns emerge, 
either from existing contextual information the school has, or from new information shared by the 
young person, then we will follow our usual safeguarding processes and consider making a referral to 
SPOA. 

Further information on the local procedures in response to the above issues can be found within section 
14 of the Pan-Sussex Child Protection and Safeguarding Procedures. 

 

The use of ‘Reasonable Force’ 
 
There are circumstances when it will be appropriate for staff to use reasonable force to safeguard 
children. The term ‘reasonable force’ covers the broad range of actions used by staff that involve a 
degree of physical contact to control or restrain children. This can range from guiding a child to safety 
by the arm, to more extreme circumstances such as breaking up a fight or where a young person needs 
to be restrained to prevent violence or injury. ‘Reasonable’ in these circumstances means ‘using no 
more force than is needed’. The use of force may involve either passive physical contact, such as 
standing between pupils or blocking a pupil’s path, or active physical contact such as leading a pupil by 
the arm out of the classroom. 
 
When managing incidents of reasonable force and restrictive physical interventions the school will 
consider whether to liaise with the LADO, where it is thought that the physical intervention may lead to 
an allegation.  
 

https://czone.eastsussex.gov.uk/health-safety-wellbeing/mental-health-emotional/practical-resources/self-harm-toolkit/
https://sussexchildprotection.procedures.org.uk/page/contents
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APPENDIX D 
 

Child on child abuse 

At this school we take a zero-tolerance approach to child on child abuse. 

Throughout this appendix reference will be made to the terms perpetrator and victim.  These terms 
appear within DfE guidance such as Keeping Children Safe in Education and are easily understood.  
These terms are being used within this document to aid the flow of sentences however when discussing 
incidents of child on child abuse with children, parents or carers the term perpetrator will be replaced 
with ‘child who has displayed X behaviour’ and victim will be replaced with ‘child who has experienced X 
behaviour’.  

All staff will be aware that children can abuse other children (referred to as child on child abuse) and 
that it can happen both inside and outside of school and online. It is important that all staff recognise 
the indicators and signs of child on child abuse and know how to identify it and respond to reports. 

Child on child abuse is most likely to include, but may not be limited to: 

• bullying (including cyberbullying, prejudice-based and discriminatory bullying); 

• physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise causing physical 
harm (this may include an online element which facilitates, threatens and/or encourages physical 
abuse); 

• sexual harassment, such as sexual comments, remarks, jokes and online sexual harassment, which 
may be standalone or part of a broader pattern of abuse; 

• sexual violence, such as rape, assault by penetration and sexual assault; (this may include an online 
element which facilitates, threatens and/or encourages sexual violence) 

• causing someone to engage in sexual activity without consent, such as forcing someone to strip, 
touch themselves sexually, or to engage in sexual activity with a third party; 

• consensual and non-consensual sharing of nudes and semi nudes images and or videos (also known 
as sexting or youth produced sexual imagery); 

• upskirting, which typically involves taking a picture under a person’s clothing without their 
permission, with the intention of viewing their genitals or buttocks to obtain sexual gratification, or 
cause the victim humiliation, distress or alarm; and 

• initiation/hazing type violence and rituals (this could include activities involving harassment, abuse 
or humiliation used as a way of initiating a person into a group and may also include an online 
element) 

All staff understand the importance of challenging inappropriate behaviours between children, that are 
actually abusive in nature. Downplaying certain behaviours, for example dismissing sexual harassment 
as “just banter”, “just having a laugh”, “part of growing up” or “boys being boys” can lead to a culture of 
unacceptable behaviours, an unsafe environment for children and in worst case scenarios a culture that 
normalises abuse leading to children accepting it as normal and not coming forward to report it. 

All staff understand that children may not find it easy to tell staff about their abuse verbally.  Children 
can show signs or act in ways that they hope adults will notice and react to.  In some cases, the victim 
may not make a direct report.  For example, a friend may make a report, or a member of school staff 
may overhear a conversation that suggests a child has been harmed or a child’s own behaviour might 
indicate that something is wrong.  If staff have any concerns about a child’s welfare, they will act on 
them immediately rather than wait to be told. 

The initial response to a report of child on child abuse from a child is incredibly important. How we 
respond to a report can encourage or undermine the confidence of future victims of child on child abuse 
to report or come forward. 

Staff understand that an initial disclosure to a trusted adult may only be the first incident reported, 
rather than representative of a singular incident and that trauma can impact memory and so children 
may not be able to recall all details or timeline of abuse. 
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Staff will be mindful that certain children may face additional barriers to telling someone because of 
their vulnerability, disability, sex, ethnicity, and/or sexual orientation. 

All staff will reassure victims that they are being taken seriously, regardless of how long it has taken 
them to come forward, and that they will be supported and kept safe.  Abuse that occurs online or 
outside of the school will not be downplayed and will be treated equally seriously. A victim will never be 
given the impression that they are creating a problem by reporting sexual violence or sexual 
harassment. Nor will a victim ever be made to feel ashamed for making a report.  

All staff understand, that even if there are no reports in the school of child on child abuse it does not 
mean it is not happening, it may be the case that it is just not being reported.  As such it is important for 
staff to speak with the DSL or a DDSL if they have any concerns regarding child on child abuse. 

If an allegation of child on child abuse is made: 

• The initial response to a report from a child is important.  All victims will be reassured that they are 
being taken seriously and that they will be supported and kept safe.  A victim will never be given the 
impression that they are creating a problem by reporting sexual violence or sexual harassment.  Nor 
will a victim ever be made to feel ashamed for making a report. 

• Staff will record the disclosure and inform the DSL. 

• The DSL will assess the information and identify appropriate outcomes to the incident, which may 
include school-based support or interventions, and or referrals to other agencies, as necessary, such 
as SPoA, Children’s Social Care, CAMHS and the Police (if the allegation involves a potential criminal 
offence). 

• Where it is necessary to contact the police we will explain to those children involved that the law is 
in place to protect children and young people rather than to necessarily criminalise them, and this 
will be explained in such a way that avoids alarming or distressing them. 

• When responding to a disclosure of child on child abuse the wishes of the victim, in terms of how 
they want to proceed, will be taken into account. This is especially important in the context of 
sexual violence and sexual harassment.  Victims will be given as much control as is reasonably 
possible over decisions regarding how any investigation will be progressed and any support that 
they will be offered. This will however need to be balanced with the school’s duty and 
responsibilities to protect other children. 

• Where an incident has occurred within the school then the time and location will be identified, and 
a risk assessment completed to make the location safer. 

• If the incident involves a Harmful Sexual Behaviour (HSB) then the guidance in the East Sussex 
Protocol for Managing Peer on Peer Harmful Sexual Behaviour in Schools will be followed and a 
Safeguarding Risk Reduction Plan created accordingly. 

• Incidents involving consensual and non-consensual sharing of nudes and semi nudes images and or 
videos will be managed in line with guidance in Sharing nudes and semi-nudes: advice for education 
settings working with children and young people 

• Any risk assessments/support plans devised will be shared with staff within the school, as 
necessary, to ensure that staff are aware of the additional measure in place to safeguard those 
children. 

• Alongside actions to provide protection and support to both victims and perpetrators of child on 
child abuse, where appropriate, they may also need to be managed through the school behaviour or 
anti bullying policies  

• All incidents of child on child abuse will be categorised and recorded by the nature of the incident 
i.e. bullying (including the type such as cyber, racial, biphobic, transphobic and homophobic etc), 
physical abuse (identifying the specifics: hitting, kicking etc) or a Harmful Sexual Behaviour or other 
specifics such as sexting/sharing nudes and semi-nudes or whether the incident was potentially 
criminal). 

https://czone.eastsussex.gov.uk/safeguarding/safeguarding-in-schools-colleges-and-early-years-settings/safeguarding-model-policies-and-guidance/harmful-sexual-behaviours/
https://czone.eastsussex.gov.uk/safeguarding/safeguarding-in-schools-colleges-and-early-years-settings/safeguarding-model-policies-and-guidance/harmful-sexual-behaviours/
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
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The school will minimise the risk of child on child abuse by: 

• Challenging behaviours, such as grabbing bottoms, breasts and genitalia, flicking bras and lifting up 
skirts.  Dismissing or tolerating such behaviours risks normalising them.  

• Addressing any inappropriate behaviour (even if it appears to be relatively innocuous) is an 
important intervention that helps prevent problematic, abusive and/or violent behaviour in the 
future. 

• Challenging any form of derogatory or sexualised language or behaviour, including requesting or 
sending sexual images. 

• Being vigilant to issues that particularly affect different genders – for example, sexualised or 
aggressive touching or grabbing towards female pupils, and initiation or hazing type violence with 
respect to boys, whilst at the same time recognising that any of these issues can affect any pupils 
regardless of their gender. 

• Ensuring our whole school approach to safeguarding and preventive curriculum helps to educate 
pupils about appropriate behaviour and consent.  

• Ensuring pupils are aware of the different ways in which they can speak with a trusted adult in the 
school, either directly or through the on-line portal which is monitored by the DSL. 

• Ensuring pupils are aware of the different ways in which they can speak with an adult outside of the 
school through agencies such as Child Line or the NSPCC.  

• Ensuring that staff are aware of child on child abuse and maintain an attitude of ‘it could happen 
here’, as they do with all areas of safeguarding. 

• Ensuring that staff are trained to understand that a child harming another child could be a sign that 
the child is being abused themselves. 

Sexual violence and sexual harassment  

Sexual violence and sexual harassment between children is an element of child on child abuse which 
requires particular consideration due to the potentially criminal nature of incidents.  As with other areas 
of child on child abuse these types of behaviours and incidents may occur within the community, 
outside of the school day, or indeed within the school premises, during the school day.  In either 
instance the abuse could be occurring face to face or online.  In many cases abuse will take place 
concurrently via online channels and in daily life. 

Sexual violence and sexual harassment can occur between two children of any age and sex, from 
primary through to secondary stage and into colleges. It can occur through a group of children sexually 
assaulting or sexually harassing a single child or group of children. Sexual violence and sexual 
harassment exist on a continuum and may overlap; they can occur online and face to face (both 
physically and verbally) and are never acceptable.  Staff should be aware that some groups are 
potentially more at risk.  Evidence shows girls, children with SEND and LGBT children are at greater risk 
of experiencing sexual violence or harassment.  Although it is more likely that it will be perpetrated by 
boys, it is recognised that boys will at times be victims as well.  In any case, all child on child abuse is 
unacceptable and will be taken seriously and not tolerated.  

Children who are victims of sexual violence and sexual harassment wherever it happens, will likely find 
the experience stressful and distressing. This will, in all likelihood, adversely affect their educational 
attainment and will be exacerbated if the alleged perpetrator(s) attends our school as well.  

Sexual harassment 

When referring to sexual harassment we mean ‘unwanted conduct of a sexual nature’ that can occur 
online and offline and both inside and outside of school.  When we reference sexual harassment, we do 
so in the context of child on child sexual harassment. Sexual harassment is likely to: violate a child’s 
dignity, and/or make them feel intimidated, degraded or humiliated and/or create a hostile, offensive or 
sexualised environment.  

Whilst not intended to be an exhaustive list, sexual harassment can include:  

• sexual comments, such as: telling sexual stories, making lewd comments, making sexual remarks 
about clothes and appearance and calling someone sexualised names;  

• sexual “jokes” or taunting;  
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• physical behaviour, such as: deliberately brushing against someone, interfering with someone’s 
clothes (the school will consider when any of this crosses a line into sexual violence - it is important 
to talk to and consider the experience of the victim). 

• displaying pictures, photos or drawings of a sexual nature;  

• upskirting; 

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

o consensual and non-consensual sharing of nude and semi-nude images and videos;  

o sharing of unwanted explicit content; 

o sexualised online bullying;  

o unwanted sexual comments and messages, including, on social media; 

o sexual exploitation; coercion and threats, and 

o coercing others into sharing images of themselves or performing acts they’re not comfortable 
with online. 

All child on child abuse is unacceptable and will be taken seriously.   
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APPENDIX E 
 

Preventing extremism and radicalisation  

All schools and colleges are subject to a duty under section 26 of the Counter-Terrorism and Security Act 
2015 (the CTSA 2015), in the exercise of their functions, to have “due regard to the need to prevent 
people from being drawn into terrorism”.  This duty is known as the Prevent Duty. 

Children are vulnerable to extremist ideology and radicalisation.  Similar to protecting children from 
other forms of harms and abuse, protecting children from this risk is all part of our whole school 
approach to safeguarding.  

When approaching this area of work our school uses the following accepted Governmental definitions 
of extremism, radicalisation and terrorism:  

• Extremism is the vocal or active opposition to fundamental British values, including democracy, the 
rule of law, individual liberty and mutual respect and tolerance of different faiths and beliefs. This 
also includes calling for the death of members of the armed forces. 

• Radicalisation refers to the process by which a person comes to support terrorism and extremist 
ideologies associated with terrorist groups. 

• Terrorism is an action that endangers or causes serious violence to a person/people; causes serious 
damage to property; or seriously interferes or disrupts an electronic system. The use or threat must 
be designed to influence the government or to intimidate the public and is made for the purpose of 
advancing a political, religious or ideological cause. 

There is no place for extremist views of any kind in our school, whether from internal sources, pupils or 
staff, or external sources - school community, external agencies or individuals.  

Any prejudice, discrimination, or extremist views, including derogatory language, displayed by pupils or 
staff will always be challenged and, where appropriate, dealt with in line with our Behaviour Policy for 
pupils and the Code of Conduct for staff.  

We are aware that technology is a significant component of many safeguarding and wellbeing issues 
and that children are at risk of being exposed to illegal, inappropriate or harmful content including 
radicalisation and extremism online.  As such the school will ensure that children are safe from terrorist 
and extremist material when accessing the internet in school by establishing appropriate levels of 
filtering. For further information please see our Online Safety policy. 

We will promote the values of democracy, the rule of law, individual liberty, mutual respect and 
tolerance for those with different faiths and beliefs.  

We will teach and encourage pupils to respect one another and to respect and tolerate difference, 
especially those of a different faith or no faith.  

We will ensure that all our teaching approaches help our pupils build resilience to extremism and give 
pupils a positive sense of identity through the development of critical thinking skills. 

We will ensure that all our staff are equipped to recognise extremism and are skilled and confident 
enough to challenge it. 

We will be flexible enough to adapt our teaching approaches, as appropriate, to address specific issues 
to become even more relevant to the current issues of extremism and radicalisation 

As part of our whole school safeguarding responsibilities school staff will be alert to: 

• Disclosures by pupils of their exposure to the extremist actions, views, or materials of others 
outside of school, such as in their homes or community groups. 

• Graffiti symbols, writing or artwork promoting extremist messages or images. 

• Pupils accessing extremist material online, including through social networking sites. 

• Parental reports of changes in behaviour, friendship or actions and requests for assistance. 

• Pupils voicing opinions drawn from extremist ideologies and narratives. 

• Use of extremist or ‘hate’ terms to exclude others or incite violence. 
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• Intolerance of difference, whether secular or religious or, in line with our equalities policy, views 
based on, but not exclusive to, gender, disability, homophobia, race, colour or culture. 

• Attempts to impose extremist views or practices on others. 

• Anti-Western or Anti-British views. 

External speakers 

We encourage the use of external agencies or speakers to enrich the experiences of our pupils; 
however, we will positively vet those external agencies, individuals or speakers who we engage to 
provide such learning opportunities or experiences for our pupils.  

Our school will assess the suitability and effectiveness of input from external agencies or individuals to 
ensure that: 

• Any messages communicated to pupils are consistent with the ethos of the school and do not 
marginalise any communities, groups or individuals 

• Any messages do not seek to glorify criminal activity or violent extremism or seek to radicalise 
pupils through extreme or narrow views of faith, religion or culture or other ideologies 

• Activities are properly embedded in the curriculum and clearly mapped to schemes of work to avoid 
contradictory messages or duplication 

• Activities are matched to the needs of pupils 

We recognise, however, that the ethos of our school is to encourage pupils to understand opposing 
views and ideologies, appropriate to their age, understanding and abilities, and to be able to actively 
engage with them in informed debate, and we may use external agencies or speakers to facilitate and 
support this. 

Reporting concerns 

We are aware of the potential indicating factors that a child is vulnerable to being radicalised or 
exposed to extreme views, including peer pressure, influence from other people or the internet, 
bullying, crime and anti-social behaviour, family tensions, race/hate crime, lack of self-esteem or 
identity, prejudicial behaviour and personal or political grievances. 

• All concerns will be reported to the DSL. 

• All concerns will be fully investigated and responded to from a safeguarding perspective, alongside, 
where needs be, the Behaviour Policy/Code of Conduct.  

• Parents/carers will be contacted, and the concern discussed in detail, aiming to identify motivating 
factors, any changes in circumstances at home, parental views of the incident. 

• If a crime has been committed then the police will be contacted. 

• If the school are concerned that someone is vulnerable to radicalisation, we will submit a Prevent 
referral form. This referral is screened by the police Prevent team to determine if the young person 
is vulnerable to being drawn into terrorism. 

• If a vulnerability is identified the case will be discussed at the local ‘Channel’ meeting - a voluntary 
programme through which individuals consent to receive support to address their vulnerabilities 
and reduce the risk to them.  

• The school will have a representative at these meetings. 

Safer Recruitment 

The arrangements for recruiting all staff and volunteers, to our school will follow guidance for safer 
recruitment.  Within this we will be alert to the possibility that people may seek to gain positions within 
our school to unduly influence our schools’ character and ethos. We are aware that such people seek to 
limit the opportunities for our pupils thereby rendering them vulnerable to extremist views and 
radicalisation as a consequence. 

Other measures to reduce risk 

If the school premises are used for non-school activities we will ensure due diligence around those 
activities to ensure that these do not conflict with the Prevent Duty. 

The School Director (safeguarding) will complete Prevent Training.  Whole school safeguarding training 
will include Prevent. 

https://czone.eastsussex.gov.uk/media/5854/appendix-a-prevent-national-referral-form.docx
https://czone.eastsussex.gov.uk/media/5854/appendix-a-prevent-national-referral-form.docx
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The ongoing whole school approach to fulfilling the Prevent Duty will be informed by assessing the risk 
which will take into account the local context and the pupil demographic.  This will determine the level 
and frequency of any additional training as well as curriculum content or interventions for groups or 
individual pupils.   
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APPENDIX F 
 

Procedure for managing allegations of abuse made against school staff members 
 

• The school takes seriously all allegations of abuse made against staff members, including 
volunteers, and will investigate them in line with the statutory guidance, Keeping Children Safe in 
Education: Statutory Guidance for Schools and Colleges, and the Sussex Child Protection and 
Safeguarding Procedures (online) 

• The process described below is a summary of the procedure described in the above documents.  
The case manager for the investigation should refer to them for details. 

• The procedure applies to all adults working in the school or providing a service on behalf of the 
school to our children either within or outside school premises, i.e. all permanent, temporary and 
ancillary staff, volunteers, contractors and external service or activity providers (collectively 
referred to as staff or staff members in this procedure). 

• The allegations management procedure will be used in all cases where it is alleged that a staff 
member, has: 

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

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

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

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

• Allegations may arise in a number of ways, for example a report from a child, a complaint from a 
parent, or a concern raised by another adult within the school.  An allegation may concern 
someone’s behaviour or actions within their job or a voluntary activity, or within their family or 
private life. 

 

Any concerns will be considered in the context of the four types of abuse  
 

• Concerns include inappropriate relationships between adults and children. For example: 
o a sexual relationship between a child under 18 and an adult in a position of trust with them, 

even if the relationship may appear to be consensual; 
o grooming, i.e. meeting a child under 16 with intent to commit a relevant offence (section 15 of 

the Sexual Offences Act 2003);  
o other behaviour that gives rise to concerns, such as possession of abusive images of children or 

inappropriate contact online, inappropriate messages, gifts or socialising with children. 

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

 

Roles and responsibilities 
 

• Anyone who has concerns about, or has received an allegation about, the behaviour of a staff 
member needs to report the concerns immediately to the Principal or School Director. 

• Should the allegation be made against the Principal, this should be reported following the flowchart 
at the end of Appendix F of this policy and make the appropriate contact direct. 

• The School Director will act as the case manager for investigations of allegations and liaise with the 
LADO. 

• The Local Authority Designated Officer (LADO) will act as the case manager if the allegation is 
made against the Principal. 

• The LADO is involved in the overall management and oversight of individual cases. They will provide 
advice and guidance to the case manager, liaise with the police and other agencies and monitor the 
progress of cases to ensure that they are dealt with as quickly as possible, consistent with a 
thorough and fair process. 

https://www.gov.uk/government/publications/keeping-children-safe-in-education
https://www.gov.uk/government/publications/keeping-children-safe-in-education
https://sussexchildprotection.procedures.org.uk/
https://sussexchildprotection.procedures.org.uk/
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Supporting people 
 

• The school together with Children’s Social Care and the police, if they are involved, will consider the 
impact on the child concerned and provide support as appropriate.   

• The School Director will ensure that the child and family are kept informed of the progress of the 
investigation. 

• The staff member who is the subject of the allegation will be advised to contact their union, 
professional association or a colleague for support.   

• The School Director will appoint a named representative to keep the staff member updated on the 
progress of the investigation; this will continue during any police or section 47 investigation or 
disciplinary investigation. 

• The legislation imposing restrictions makes clear that “publication” of material that may lead to the 
identification of the teacher who is the subject of the allegation is prohibited. “Publication” includes 
“any speech, writing, relevant programme or other communication in whatever form, which is 
addressed to the public at large or any section of the public”. This means that a parent who, for 
example, published details of the allegation on a social networking site would be in breach of the 
reporting restrictions (if what was published could lead to the identification of the teacher by 
members of the public). 

 

Record keeping 
 

• The case manager will keep a clear and comprehensive summary of the case record and provide a 
copy to the accused staff member.  A copy of the record should also be given to the LADO.    

• The record will include details of how the allegation was investigated and resolved and the decisions 
reached.  It will be completed in collaboration with the LADO. 

• Details of allegations that are found to be malicious will be removed from personnel records. 

• In the case of all other allegations, the summary will be placed in the staff member’s personnel file 
and kept until the person reaches retirement age or for a period of 10 years from the date of the 
allegation, if that is longer.  

 

References for staff members following an investigation 
 

• If the allegation was proven to be malicious, false or unsubstantiated, it will not be included in any 
references for the staff member.   

• A history of repeated concerns or allegations which have all been found to be malicious, false or 
unsubstantiated will also not be included in any references. 

 

Informing the Disclosure and Barring Service (DBS) 
 

• The LADO will discuss with the case manager whether the school will refer the staff member to the 
DBS 

• It is a legal requirement for schools to refer to the DBS anyone  
o who has harmed, or is likely to harm, or poses a risk of harm to a child; 
o if there is reason to believe that they have committed one of a number of listed offences (as set 

out in the Safeguarding Vulnerable Groups Act 2006 (Prescribed Criteria and Miscellaneous 
Provisions) Regulations 2009), and have been removed from working in paid or unpaid 
regulated activity or would have been removed had they not left. 

 

Informing the Teacher Regulation Agency (TRA) 
 

• Independent schools are also under a duty to consider making a referral to the TRA where any 
member of staff who is a teacher (as defined by the TRA), has been dismissed (or would have been 
dismissed had he/she not resigned) and a prohibition order may be appropriate. 
Reasons include ‘unacceptable professional conduct’, ‘conduct that may bring the profession into 
disrepute’ or a ‘conviction, at any time, for a relevant offence’.  

 

• In these circumstances the school would seek further advice from the TRA.  

https://www.gov.uk/guidance/teacher-misconduct-regulating-the-teaching-profession
https://www.gov.uk/guidance/teacher-misconduct-regulating-the-teaching-profession
https://www.gov.uk/guidance/teacher-misconduct-regulating-the-teaching-profession
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Managing Allegations Flowchart

An Allegation or Concern has been Raised about an Individual who Works or 
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Procedure for managing low-level concerns 
 
As part of our whole school approach to safeguarding, we promote an open and transparent culture in 
which all concerns about all adults working in or on behalf of the school (including supply teachers, 
volunteers and contractors) are dealt with promptly and appropriately. 

Creating a culture in which all concerns about adults (including allegations that do not meet the harms 
threshold are shared responsibly and with the right person, recorded and dealt with appropriately, is 
critical. This will encourage an open and transparent culture; enable our school to identify concerning, 
problematic or inappropriate behaviour early; minimise the risk of abuse; and ensure that adults 
working in or on behalf of the school are clear about professional boundaries and act within these 
boundaries, and in accordance with the ethos and values of the school. 

If anyone has a ‘low-level’ concern this does not mean that it is insignificant, it means that the 
behaviour towards a child does not meet the threshold set for more serious concern (see section 
above).  A low-level concern is any concern – no matter how small, and even if no more than causing a 
sense of unease or a ‘nagging doubt’ - that an adult working in or on behalf of the school may have 
acted in a way that is inconsistent with the staff code of conduct, including inappropriate conduct 
outside of work, but does not meet the allegations threshold or is otherwise not considered serious 
enough to consider a referral to the LADO.   

Examples of such behaviour could include, but are not limited to: 

• Being over friendly with children;  

• Having favourites;  

• Taking photographs of children on their mobile phone;  

• Engaging with a child on a one-to-one basis in a secluded area or behind a closed door 

• Using inappropriate sexualised, intimidating or offensive language. 

• Humiliating pupils. 

Such behaviour can exist on a wide spectrum, from the inadvertent or thoughtless, or behaviour that 
may look to be inappropriate, but might not be in specific circumstances, through to that which is 
ultimately intended to enable abuse. 

It is crucial that any such concerns, including those which do not meet the allegation/harm threshold, 
are shared responsibly with the Principal (this should include self-referral) so that they can be recorded 
and dealt with appropriately. Ensuring they are dealt with effectively should also protect those working 
in or on behalf of schools and colleges from becoming the subject of potential false low-level concerns 
or misunderstandings. 

If the concern has been raised via a third party, the Principal will collect as much evidence as possible by 
speaking directly to the person who raised the concern, unless it has been raised anonymously and to 
the individual involved, along with any witnesses. 

Where a low-level concern arises about supply staff or contractors, their employer will be notified so 
that any potential patterns of inappropriate behaviour can be identified.  

If there is ever any doubt as to whether information which has been shared about a member of staff as 
a low-level concern in fact meets the harm threshold, then the LADO will be consulted. 

To ensure that there is clarity about how staff should behave, and to avoid inadvertent or thoughtless 
behaviour, staff should ensure that they have fully read and understood the Staff Code of Conduct.  
 

Record keeping 
 

• All low-level concerns should be recorded in writing. 

• Schools and colleges can decide where these records are kept. 

• Records will be reviewed so that potential patterns of concerning behaviour can be identified. Where 
a pattern of such behaviour is identified, the school or college should decide on a course of action 
through its disciplinary procedures. 

• It is for schools and colleges to decide how long they retain such information. 
 


