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Safeguarding and Child Protection Policy 

 

This policy has 
been written for 

All employees, subcontractors, volunteers, interns, students on teacher placement and the 
students of The Chelsea Group of Children.   

Copies of this 
policy may be 
obtained from 

The Chelsea Group of Children website www.chelseachildren.com,  
As a hard copy on request from the School office, as an attachment via email, and on the 
School File Sharing facility (school staff only) 

This policy links 
with or is relevant 
to the following 
policies 

¶ Answering the Door and the Collection of Children 

¶ Anti-Bullying  

¶ Attendance 

¶ Critical Incident 

¶ Curriculum Overview,  

¶ Equality and Diversity 

¶ Fire Safety 

¶ First Aid and Medicines  

¶ Health and Safety  

¶ ICT  

¶ Missing Child 

¶ Photography 

¶ Physical Contact 

¶ Physical Interventions/Restraint  

¶ Promoting Good Behaviour  

¶ Record Keeping 

¶ Risk Management Process 

¶ Safer Recruitment 

¶ Special Educational Needs  

¶ Teaching Road Safety 

¶ Toileting  

¶ Trips and visits  

¶ Uncollected Children 

¶ Use of Reasonable Force 

¶ Anti-radicalisation  

¶ Mental Health and Behaviour 

¶ Children with SEN / disabilities 

¶ Looked after Children 

¶ Whistleblowing 

¶ Aims 

¶ Definitions 

¶ Key Principles 

¶ Procedure 

¶ Early Intervention and help 

¶ Children who abuse others 
 

 

Participants and 
consultants 

All Staff 
Director ς Elizabeth Hartman,  

Edition, review  Edition November 2016, reviewed annually November 2017 

Child Protection 
Officers 

DSL : Jessica Duemler (Head Teacher) 
DSL: Rosie Caiger 



Deputy DSL: Chiara Secchi 

Definitions and key 
terms used in this 
policy 

CGC ς The Chelsea Group of Children 
Dropbox ς the CGC electronic file sharing facility (staff only -on school computers-on 
school premises) 
DMS ς Designated Member of Staff 
DSL ς Designated Safeguarding Lead 
LADO ς Local Authority Designated Officer 
KCSIE ςKeeping Children Safe in Education 2016. 
PInBAIKBu ς electronic record of Physical Intervention, Bruise, Accident, Incident, Known 
to Social Services and Bullying incidents 

The rationale and 
purpose of this 
policy 

The purpose of the ǇƻƭƛŎȅ ƛǎ ǘƻ ǎŀŦŜƎǳŀǊŘ ŀƴŘ ǇǊƻƳƻǘŜ ƻǳǊ ǎǘǳŘŜƴǘǎΩs welfare, safety and 
health through rigorous staff training, the creation of thorough and up to date policies, 
implementation of proper procedures and detailed, efficient documentation 

Appendices 
Standard  
Operating 
tǊƻŎŜŘǳǊŜǎ ό{htΩ{ύ 

Appendix 1: Procedure To Follow In Cases Of Possible, Alleged Or Suspected Abuse, Or 
Serious Cause For Concern About A Child 
Appendix 2: Process For Dealing With Allegations Against Staff (Including Head Teachers) 
And Volunteers  
Appendix 3: LADO Procedure Wandsworth Guide to managing allegations against adults 
working with children 
Appendix 4: PinBAIKBu Forms Physical Intervention, Bruise, Accident, Incident, Bullying  
Appendix 5 Details of relevant procedural and guidance documents   
Appendix 6 Recognising Signs of Child Abuse 
Appendix 7 Child Protection Record Keeping Procedure 
Appendix 8 Referral Flow Chart  
Appendix 9 - Guidance for schools re children who abuse other children 

Roles and 
Responsibilities 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Safeguarding permeates all activities and functions. 
 
All adults working with or on behalf of children have a responsibility to safeguard and 
promote their welfare at all times. This includes a responsibility to be alert to possible 
abuse and to record and report concerns to staff identified with child protection 
responsibilities within the School.  
 
All staff made aware of the different types of child abuse and specific safeguarding issues, 

as indicated in the Keeping Children Safe in Education document. Normally concerns are 

referred to and managed by the DSL.  The names of the Designated Senior Lead and 

Deputy for safeguarding for the current year are listed at the start of this document. See 

also Appendix 6 of this document. 

Safeguarding and promoting the welfare of children is defined as: 
 

¶ Protecting children from maltreatment 

¶ tǊŜǾŜƴǘƛƴƎ ƛƳǇŀƛǊƳŜƴǘ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ƘŜŀƭǘƘ ƻǊ ŘŜǾŜƭƻǇƳŜƴǘ 

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

¶ Taking action to enable all children to have the best outcomes 
 
We believe that our school should provide a caring, positive, safe and stimulating 
environment in which pupils can learn and which promotes the social, physical and 
emotional wellbeing of each individual pupil, and which takes a child-centred approach. 
 
The school recognises its responsibilities and duties to report Child Protection concerns to 
ǘƘŜ ǎƻŎƛŀƭ ǿƻǊƪ ǎŜǊǾƛŎŜ ǿƛǘƘƛƴ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ŀƴŘ ǘƻ ŀǎǎƛǎǘ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ƛƴ /ƘƛƭŘ 
Protection enquiries and in supporting Children in Need.  
 



 
 
 
 
 
 
 

This policy is in line with Keeping Children Safe in Education 2016.  
 
The school will raise Child Protection / Safeguarding concerns with parents / carers at the 
earliest appropriate opportunity, and work in partnership with them and other agencies to 
improve outcomes. 
 
The school will ensure that all staff are provided with the appropriate training in Child 
Protection and safeguarding  issues, including Early Help processes,  as recommended in 
the guidance. In particular the designated safeguarding leads will be released to attend the 
necessary enhanced training courses to enable them to carry out their role effectively. 
Designated leads will also ensure that all staff are provided with Part One of Keeping 
Children Safe in Education 2016 guidance and assisted to understand and discharge their 
roles and responsibilities as set out in this guidance.  
 

All staff are required to read this policy carefully and to be aware of their role in these 

processes. All new staff will have the opportunity to discuss safeguarding requirements 

and this policy during their induction process.  

Director 
 
In accordance with the Statutory Guidance Keeping Children Safe in Education, September 
2016, the Director will ensure: 

¶ The School has a child protection/safeguarding policy, procedures and training in 
place which are effective and comply with the law at all times.  

¶ The policy is available publicly.  

¶ The School operates safe recruitment practices, including appropriate use of 
references and checks on new staff and volunteers. Furthermore, the Head 
Teacher, and other staff involved in the recruitment process have undertaken 
Safer Recruitment Training.  

¶ There are procedures for dealing with allegations of abuse against members of 
staff and volunteers. These are referred directly to the Head who must contact the 
LADO within one working day.  

¶ ¢ƘŜǊŜ ƛǎ ŀ ǎŜƴƛƻǊ ƳŜƳōŜǊ ƻŦ ǘƘŜ ǎŎƘƻƻƭΩǎ ƭŜŀŘŜǊǎƘƛǇ ǘŜŀƳ ǿƘƻ ƛǎ ŘŜǎƛƎƴŀǘŜŘ ǘƻ 
ǘŀƪŜ ƭŜŀŘ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ŘŜŀƭƛƴƎ ǿƛǘƘ ŎƘƛƭŘ ǇǊƻǘŜŎǘƛƻƴ όǘƘŜ ά5ŜǎƛƎƴŀǘŜŘ {ŜƴƛƻǊ 
Lead for Child Protection and SaŦŜƎǳŀǊŘƛƴƎέύ ŀƴŘ ǘƘŀǘ ǘƘŜǊŜ ƛǎ ŀƭǿŀȅǎ ŎƻǾŜǊ ŦƻǊ ǘƘƛǎ 
role.  

¶ The Designated Senior Lead for Child Protection undertake Local Authority training 
(in addition to basic child protection training) and this is refreshed every two years.  

 
In addition,  

¶ The Head Teacher, and all other staff and volunteers who work with children, 
undertake appropriate training which is kept up-to-date by refresher training (at 
least every three years in compliance with LSCB protocol); and that new staff and 
volunteers who work with ŎƘƛƭŘǊŜƴ ŀǊŜ ƳŀŘŜ ŀǿŀǊŜ ƻŦ ǘƘŜ ǎŎƘƻƻƭΩǎ ŀǊǊŀƴƎŜƳŜƴǘǎ 
for child protection and their responsibilities.  

¶ Any deficiencies or weaknesses brought to the attention of the Director will be 
rectified without delay.  

¶ The Director deals with any allegations of abuse made against the Head Teacher, 
(without informing the Head Teacher) in liaison with the Local Authority 
Designated Officer (LADO).  

¶ Effective policies and procedures are in place and updated annually, including a 
ōŜƘŀǾƛƻǳǊ ΨŎƻŘŜ ƻŦ ŎƻƴŘǳŎǘΩ ŦƻǊ ǎǘŀŦŦ ŀƴd volunteers  

¶ The Director will champion issues to do with safeguarding children and child 
protection within the school, liaise with the Designated Senior Lead for Child 
Protection, and record information. 



¶ The school contributes to inter-agency working in line with statutory guidance 
Working Together to Safeguard Children 2015 including providing a co-ordinated 
offer of early help for children who require this. Safeguarding arrangements take 
into account the procedures and practice of the local authority and the LSCB. 

 
Head Teacher  
 
The Head Teacher of the school will ensure:  

¶ The policies and procedures adopted by the Director are fully implemented, and 
followed by all staff.  

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

¶ Allegations of abuse or concerns that a member of staff or adult working at school 
may pose a risk of harm to a child or young person are notified to the Local 
Authority Designated Officer (LADO) within one working day.  

¶ Inform the LEA of any pupil missing from education or deleted from the admission 
register 

¶ All staff and volunteers feel able to raise concerns about poor or unsafe practice in 
regard to children, and such concerns are addressed sensitively and effectively in a 
timely manner.  

¶ All staff are made aware that they have an individual responsibility to pass on 
ǎŀŦŜƎǳŀǊŘƛƴƎ ŎƻƴŎŜǊƴǎ ŀƴŘ ǘƘŀǘ ƛŦ ŀƭƭ ŜƭǎŜ ŦŀƛƭǎΣ ǘƻ ǊŜǇƻǊǘ ǘƘŜǎŜ ŘƛǊŜŎǘƭȅ ǘƻ /ƘƛƭŘǊŜƴΩǎ 
Social Care Services or the Police.  

¶ All staff are recruited following enhanced DBS checks and compliance with 
Independent Schools Standards regulations.  

¶ Report promptly to DBS anyone they become aware of who poses a risk or threat 
to a child.  

 
Designated Senior Lead for Safeguarding 
  
Governing bodies and proprietors should ensure that the school or college designates an 
appropriate senior member of staff to take lead responsibility for child protection. This 
person should have the status and authority within the school to carry out the duties of 
the post including committing resources and, where appropriate, supporting and directing 
ƻǘƘŜǊ ǎǘŀŦŦΦ ¢ƘŜ 5{[Ωǎ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ƛƴŎƭǳŘŜ 

¶ Liaison with the Director, Head Teacher and the Local Authority on any deficiencies 
brought to the attention of the Director and how these should be rectified without 
delay.  

¶ Referral of cases of suspected abuse to Wandsworth Children Social Care (and/or 
police where a crime may have been committed).  

¶ To attend and contribute to child protection conferences when required.  

¶ 9ƴǎǳǊŜ ŜŀŎƘ ƳŜƳōŜǊ ƻŦ ǎǘŀŦŦ Ƙŀǎ ŀŎŎŜǎǎ ǘƻ ŀƴŘ ǳƴŘŜǊǎǘŀƴŘǎ ǘƘŜ ǎŎƘƻƻƭΩǎ ŎƘƛƭŘ 
protection policy, especially new or part-time staff who may work with different 
educational establishments; keep all staff updated on legislations as necessary.  

¶ Act as a source of support, advice and expertise to staff on matters of safety and 
safeguarding and when deciding whether to make a referral by liaising with 
relevant agencies.  

¶ Maintain and monitor child protection records, including monitoring and acting 
upon individual concerns, patterns of concerns or complaints, in accordance with 
ǎŜŎǘƛƻƴ ƻƴ άwŜŎƻǊŘǎ ŀƴŘ aƻƴƛǘƻǊƛƴƎέ ōŜƭƻǿΦ  

¶ Ensure the schoolΩǎ policies are known and used appropriately: 
 
 



¶ EƴǎǳǊŜ ǘƘŜ ǎŎƘƻƻƭΩǎ child protection policy is reviewed annually and the 
procedures and implementation are updated and reviewed regularly, and work 
with governing bodies or proprietors regarding this.  

¶ Ensure the child protection policy is available publicly and parents are aware of the 
fact that referrals about suspected abuse or neglect may be made and the role of 
the school in this.  

¶ Link with the local LSCB to make sure staff are aware of training opportunities and 
the latest local policies on safeguarding.  

¶ Where children leave the school ensure their child protection file is transferred to 
the new school as soon as possible. This should be transferred separately from the 
main pupil file, ensuring secure transit and confirmation of receipt should be 
obtained.  

¶ Ensure all staff complete induction training covering child protection.  
 

Training should include:  

 

¶ /D/Ωǎ {ŀŦŜƎǳŀǊŘƛƴƎ ŀƴŘ /Ƙild Protection policy 

¶ Staff Code of Conduct  

¶ Managing Good Behaviour policy 

¶ Knowledge of the DSLs 

¶ Being able to recognise and report any concerns immediately they arise 

¶ Ability to keep detailed, accurate, secure written records of concerns and referrals.  

¶ Reading and understanding Keeping Children Safe in Education*.  
(*as a new document, all staff have signed to say they have received this (KCSIE 
September 2016); record of signatures kept with the Director in the training file in 
the school office )  

¶ The ability to encourage a culture of listening to children and taking account of 
their wishes and feelings, among all staff, in any measures the school or college 

may put in place to protect them. Ο 

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

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

 
SAFEGUARDING TRAINING  
This details of all recent safeguarding training for staff at CGC 
 
J Duemler (Nov 2013) DMS Training Wandsworth TPD (Update booked Oct 2015) 
 
E Hartman (May 2014)- Safer Recruitment Wandsworth TPD 
 
E Hartman (September 2015) Workshop to Raise Awareness of Prevent  

R Caiger  (Jan 2016) DSL Online Training -  Ψ LƴǘǊƻŘǳŎǘƛƻƴ ǘƻ /ƘƛƭŘ tǊƻǘŜŎǘƛƻƴΩ /ƘƛƭŘ 
Protection Company 
 
R caiger  (Jan 2016) DSL Online Training -  Ψ Further Child ProtectionΩ Child Protection 
Company, 
 
R Caiger,  Safeguarding for new, inexperienced & deputy designated Safeguarding Leads in 
Education Level 3 ( 23/11/2016) 
 
C Secchi Designated Members of Staff In Schools Training  May 2015 Wandsworth 



All CGC Teaching Staff receive Online training - ΨLƴǘǊƻŘǳŎǘƛƻƴ ¢ƻ /ƘƛƭŘ tǊƻǘŜŎǘƛƻƴ Ψ every 2 
years 
  
Induction Safeguarding Training includes explanation of KCSIE 
 
The DSL will ask weekly questions during morning meetings to test knowledge and check 

understanding of any aspect of the safeguarding policy and practices, legislation and 

guidance, as part of ongoing training and awareness of safeguarding issues. Questions will 

also be asked to check knowledge of procedures for Physical Intervention, Health and 

Safety, Anti bullying, Promoting good behaviour, Fire safety, First aid. 

RECORDS, MONITORING AND TRANSFER  
 
Well-kept records are essential to good child protection practice. All staff receive training 
and are clear about the need to record and report concerns about a child or children 
within the school. Incident /Concern Forms should be completed by staff and reported to 
DSL. The DSL is responsible for such records and for deciding at what point these records 
should be passed over to other agencies.  
 
Records relating to actual or alleged abuse or neglect are stored apart from normal pupil 
or staff records. Normal records have markers to show that there is sensitive material 
stored elsewhere. This is to protect individuals from accidental access to sensitive material 
by those who do not need to know.  
Child protection records are stored securely, with access confined to specific staff, e.g. the 
Designated Senior Lead for Safeguarding (Head Teacher). Records are kept for all time.  
 
Child protection records are reviewed weekly to check whether any action or updating is 
needed. This includes monitoring patterns of complaints or concerns about any individuals 
and ensuring these are acted upon.  
 

¶ When children transfer school their safeguarding records are also transferred. 
Safeguarding records will be transferred separately from other records and best 
practice is to pass these directly to a Designated Senior Lead in the receiving 
school, with any necessary discussion or explanation and to obtain a signed and 
dated record of the transfer. In the event of a child moving out of the area and a 
physical handover not being possible, then the most secure method should be 
found to send the confidential records to a named Designated Senior Lead and a 
photocopy kept. Files requested by other agencies e.g. Police, court, social 
services, should be copied. 
 
See Appendix 7: Child Protection Record Keeping Procedure 

 
SUPPORT TO PUPILS AND SCHOOL STAFF  
 
Support to pupils  
{ŀŦŜƎǳŀǊŘƛƴƎ ŀƴŘ ǇǊƻƳƻǘƛƴƎ ǘƘŜ ǿŜƭŦŀǊŜ ƻŦ ŎƘƛƭŘǊŜƴ ƛǎ ŜǾŜǊȅƻƴŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅΦ 9ǾŜǊȅƻƴŜ 
who comes into contact with children and their families and carers has a role to play in 
safeguarding children. In order to fulfil this responsibility effectively, all professionals 
should make sure their approach is child-centred. This means that they should consider, at 
all times, what is in the best interests of the child.   
 
bƻ ǎƛƴƎƭŜ ǇǊƻŦŜǎǎƛƻƴŀƭ Ŏŀƴ ƘŀǾŜ ŀ Ŧǳƭƭ ǇƛŎǘǳǊŜ ƻŦ ŀ ŎƘƛƭŘΩǎ ƴŜŜŘǎ ŀƴŘ ŎƛǊŎǳƳǎǘŀƴŎŜǎΦ LŦ 
children and families are to receive the right help at the right time, everyone who comes 
into contact with them has a role to play in identifying concerns, sharing information and 
taking prompt action.   
 



Our school recognises that children who are abused or who witness violence may find it 
difficult to develop a sense of self-worth and view the world in a positive way. For such 
children, school may be one of the few stable, secure and predictable components of their 
lives. Other children may be vulnerable because, for instance, they have a disability, are in 
care, or are experiencing some form of neglect. We will seek to provide such children with 
the necessary support and to build their self-esteem and confidence.  
This school recognises that children sometimes display abusive behaviour and that such 
incidents must be referred on for appropriate support and intervention.  Complaints or 
concerns raised by pupils will be taken seriously and followed up in accordance with the 
{ŎƘƻƻƭΩǎ ŎƻƳǇƭŀƛƴǘǎ ǇǊƻŎŜǎǎΦ  
 
Support for staff  
As part of their duty to safeguard and promote the welfare of children and young people 
staff may hear information, either from the child/young person as part of a disclosure or 
from another adult that will be upsetting. Where a member of staff is distressed as a result 
of dealing with a child protection concern, he/she should in the first instance speak to the 
Designated Senior Lead for Safeguarding about the support he/she requires. The DSL 
should seek to arrange the necessary support.  
 
WORKING WITH PARENTS/CARERS  
 
The school will:  

¶ Ensure that parents/carers have an understanding of the responsibility placed on 
the school and staff for child protection by setting out its obligations in the school 
prospectus.  

 

¶ Undertake appropriate discussion with parents/carers prior to involvement of 
/¸t{ {ǇŜŎƛŀƭƛǎǘ {ŜǊǾƛŎŜǎ ό/ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ /ŀǊŜύ ƻǊ ŀƴƻǘƘŜǊ ŀƎŜƴŎȅΣ ǳƴƭŜǎǎ ǘƻ Řƻ ǎƻ 
would place the child at risk of harm or compromise an investigation.  

 

¶ Work to develop productive, supportive relationships with parents/carers 
ǿƘŜƴŜǾŜǊ ƛǘ ƛǎ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ƛƴǘŜǊŜǎǘ ǘƻ Řƻ ǎƻΦ  

 
The following must be noted about the Use of Mobile Phones and Cameras (This is 
particularly relevant to those working within EYFS but is good practice to all staff):  
 
Staff working directly with children in a classroom situation must not use mobile phones to 
make or receive calls or to send or receive texts. In exceptional circumstances, permission 
to make or receive calls must be sought from the Head Teacher.  
 
A mobile phone should be carried by the trip leader on every school outing. Parents will be 
informed of the number when they give consent for their child to attend the trip (for 
emergencies only).  
 
Staff must not use their personal mobile technology to take photographs or recordings of 
children anywhere within school grounds or on school trips, visits and sporting fixtures.  
{ǘŀŦŦΩǎ ǇŜǊǎƻƴŀƭ ƳƻōƛƭŜ ǘŜŎƘƴƻƭƻƎȅ Ƴǳǎǘ ōŜ ǘǳǊƴŜŘ ƻŦŦ ŀƴŘ ƪŜǇǘ ǿƛǘƘ ǘƘŜƛǊ ǇŜǊǎƻƴŀƭ 
belongings during the school day.  
 
Staff should use a school camera/iPad to take photographs and recordings of children 
whose parents have provided written consent.   These images should not be stored on 
memory sticks or personal computers at home.  
Any images on the website, school social media sites or in the local press should not 

include pupil names. 

 



RECRUITMENT AND SELECTION OF STAFF  
 
¢ƘŜ ǎŎƘƻƻƭΩǎ ǎŀŦŜǊ ǊŜŎǊǳƛǘƳŜƴǘ ǇǊƻŎŜǎǎŜǎ ŀǊŜ ōŀǎŜŘ ƻƴ ǘƘŜ {ǘŀǘǳǘƻǊȅ DǳƛŘŀƴŎŜΥ YŜŜǇƛƴƎ 
Children Safe in Education September 2016. The school will provide all the relevant 
information in references for a member of staff about whom there have been concerns 
about child protection/ inappropriate conduct. Cases in which an allegation has been 
proven to be unsubstantiated, unfounded or malicious will not be included in employer 
references. A history of repeated concerns or allegations, which have all been found to be 
unsubstantiated, malicious etc. will also not be included in a reference.  
 
The School complies with the Independent Schools Standards regulations on recruitment. 
  
The School has an open safeguarding ethos regularly addressing safeguarding 
responsibilities during staff meetings and fostering an ongoing culture of vigilance. All new 
staff and volunteers receive a safeguarding induction. Volunteers will be supervised at all 
times.   
 
On every interview panel for school staff at least one member will have undertaken safer 
recruitment training either online on the DfE website or by attending the local authority 
one day training course.  
Where a teacher has been dismissed for misconduct (or would have been had he/she not 

resigned first) consideration will be given to make a referral to the National College for 

Teaching and Leadership (NCTL). 

Monitoring and 
Evaluation 

An Ofsted Consultant is engaged to provide guidance throughout the year. It is our aim to 

continually improve our working practices and standards. 

A review of procedures will take place each year before the commencement of the new 
academic year. 
 
PInBAIKBu Register is an ongoing record of all completed PinBaikBu forms for each child, 
rag rated and updated each week.  
 
¢ƘŜ ƛƴŘƛǾƛŘǳŀƭ {ǘǳŘŜƴǘǎ ²ŜŜƪƭȅ CǊƛŘŀȅ wŜǾƛŜǿ ǊŀƎ ǊŀǘŜǎ ǘƘŜ ŎƘƛƭŘΩǎ ǇǊƻƎǊŜǎǎ ŀŎǊƻǎǎ ŀƭƭ 
performances.   
 
There is also a weekly log of the number of and type of incidents to show areas of concern 
or a need for change in practice or procedures.  
 
 

Aims 
 

¶ To raise awareness of all school staff of the need to safeguard all children and of their 
responsibilities in identifying and reporting possible cases of abuse 

 

¶ To emphasise the need for good communication between all members of staff in 
matters relating to child protection 

 

¶ To develop a structured procedure within the school which will be followed by all 
members of the school community in cases of suspected abuse 

 

¶ To provide a systematic means of monitoring pupils known or thought to be at risk of 
significant harm or where there are ongoing concerns 

 

¶ To work openly and in partnership with parents in relation to child protection concerns 
 

¶ ¢ƻ ǎǳǇǇƻǊǘ ŀƭƭ ǇǳǇƛƭǎΩ ŘŜǾŜƭƻǇƳŜƴǘ ƛƴ ǿŀȅǎ ǘƘŀǘ ǿƛƭƭ ŦƻǎǘŜǊ ǎŜŎǳǊƛǘȅΣ Ŏonfidence and 
independence  



 

¶ To promote safe practice and challenge poor and unsafe practice 
 

¶ To further develop and promote effective working relationships with other agencies 
involved with safeguarding and promoting the welfare of children 

 

¶ To ensure that all adults working within our school have been checked as to their 
suitability to work with children, in line with current guidance  

 

¶ To integrate opportunities into the curriculum for children to develop the skills they 
need to recognise and stay safe from abuse, allowing for continuity and progression 
through the key stages 

 

¶ To take account of and inform policy in related areas, such as anti-bullying; e-safety; 
discipline and behaviour; health and safety; missing children; child sexual exploitation; 
FGM; honour based violence; anti-radicalisation; positive handling and physical 
intervention procedures; procedures for dealing with allegations against staff and 
recruitment practice 

 

Definitions 
 

Child abuse is taken to refer to any child of under 18 years who, through the actions of 
adults (with a caring role for that child) or their failure to act, has suffered or is at risk of 
suffering significant harm. Children may be abused in a family or in an institutional or 
community setting by those known to them or, more rarely, by others (eg via the internet). 
They may be abused by adults or another child or children.  
 
Behaviours such as alcohol and substance misuse, truanting and sexting put children at risk 
or in danger and safeguarding issues can manifest themselves via peer-on-peer abuse, 
including cyber-bullying and gender-based violence / sexual assaults 
 
Abuse is broadly divided into four categories:- Neglect, Physical Injury, Sexual Abuse and 
Emotional Abuse. Brief definitions are given below. Guidance for recognising the indicators 
of possible abuse are attached as Appendix 3. 
 
bŜƎƭŜŎǘ ƛǎ ǘƘŜ ǇŜǊǎƛǎǘŜƴǘ ŦŀƛƭǳǊŜ ǘƻ ƳŜŜǘ ŀ ŎƘƛƭŘΩǎ ōŀǎƛŎ ǇƘȅǎƛŎŀƭ ŀƴŘκƻǊ ǇǎȅŎƘƻƭƻƎƛŎŀƭ ƴŜŜŘǎΣ 
likely to result in the ǎŜǊƛƻǳǎ ƛƳǇŀƛǊƳŜƴǘ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ ƘŜŀƭǘƘ ƻǊ ŘŜǾŜƭƻǇƳŜƴǘΦ Lǘ Ƴŀȅ 
involve a parent or carer failing to provide adequate food, shelter or clothing, failing to 
protect a child from physical harm or danger or the failure to ensure access to appropriate 
medical ŎŀǊŜ ŀƴŘ ǘǊŜŀǘƳŜƴǘΦ Lǘ Ƴŀȅ ŀƭǎƻ ƛƴŎƭǳŘŜ ƴŜƎƭŜŎǘ ƻŦΣ ƻǊ ǳƴǊŜǎǇƻƴǎƛǾŜƴŜǎǎ ǘƻ ŀ ŎƘƛƭŘΩǎ 
basic emotional needs. 
 
Physical abuse 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 feigns the symptoms of, or deliberately causes ill 
health to a child who they are looking after. This situation is now known as illness 
fabricated or induced by carer (previously Munchausen Syndrome by Proxy). 
 
Sexual abuse involves forcing or enticing a child or a young person to take part in sexual 
activities, whether or not the child is aware of what is happening. The activities may 
involve physical contact, including penetrative (e,g rape) or non-penetrative acts. They 
may include non-contact activities, such as involving children in looking at pornographic 
material or watching sexual activities or encouraging children to behave in sexually 
inappropriate ways. 
 
Emotional abuse is the persistent ill treatment of a child, such as to cause severe and 
ǇŜǊǎƛǎǘŜƴǘ ŀŘǾŜǊǎŜ ŜŦŦŜŎǘǎ ƻƴ ǘƘŜ ŎƘƛƭŘΩǎ ŜƳƻǘƛƻƴŀƭ ŘŜǾŜƭƻǇƳŜƴǘΦ Lǘ Ƴŀȅ ƛƴǾƻƭǾŜ ŎƻƴǾŜȅƛƴƎ 
to children that they are worthless or unloved, inadequate or valued only insofar as they 
meet the needs of the other person. It may feature age or developmentally inappropriate 



expectations being imposed on children. It may involve 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 ill treatment of a child although it may occur 
alone. 
 
It is important to recognise that many children will be living (or may have lived) in families 
where Domestic Abuse is a factor, and that these situations have a harmful impact on 
children emotionally, as well as placing them at risk of physical harm. The definition of 
Domestic abuse is below 
 
 Any incident or pattern of incidents of controlling, coercive or threatening 
behaviour,  violence or abuse between those aged 16 or over who are or have been 
intimate partners or family members regardless of gender or sexuality. 
 
Child sexual exploitation (CSE) involves exploitative situations, contexts and relationships 
where young people receive something (for example food, accommodation, drugs, alcohol, 
gifts, money or in some cases simply affection) as a result of engaging in sexual activities. 
{ŜȄǳŀƭ ŜȄǇƭƻƛǘŀǘƛƻƴ Ŏŀƴ ǘŀƪŜ Ƴŀƴȅ ŦƻǊƳǎ ǊŀƴƎƛƴƎ ŦǊƻƳ ǘƘŜ ǎŜŜƳƛƴƎƭȅ ΨŎƻƴǎŜƴǎǳŀƭΩ 
relationship where sex is exchanged for affection or gifts, to serious organised crime by 
gangs and groups. What marks out exploitation is an imbalance of power in the 
relationship. The perpetrator always holds some kind of power over the victim which 
increases as the exploitative relationship develops. Sexual exploitation involves varying 
degrees of coercion, intimidation or enticement, including unwanted pressure from peers 
to have sex, sexual bullying including cyberbullying and grooming. However, it also 
important to recognise that some young people who are being sexually exploited do not 
exhibit any external signs of this abuse.  
 
Female Genital Mutilation (FGM): professionals in all agencies, and individuals and groups 
in relevant communities, need to be alert to the possibility of a girl being at risk of FGM, or 
already having suffered FGM. There is a range of potential indicators that a child or young 
person may be at risk of FGM, which individually may not indicate risk but if there are two 
or more indicators present this could signal a risk to the child or young person. Victims of 
FGM are likely to come from a community that is known to practise FGM. Professionals 
should note that girls at risk of FGM may not yet be aware of the practice or that it may be 
conducted on them, so sensitivity should always be shown when approaching the subject.  
 
FGM is illegal in the UK and there is a mandatory duty on schools to report cases of FGM to 
the police. 
 
Children Who Go Missing From Home or Care are particularly vulnerable and may be at 
significant risk at times. The immediate risks associated with going missing include: 
 

¶ No means of support or legitimate income ς leading to high risk activities  

¶ Involvement in criminal activities 

¶ Victim of Abuse 

¶ Victim of crime, for example through sexual assault and exploitation 

¶ Alcohol/substance misuse 

¶ Deterioration of physical and mental health 

¶ Missing out on schooling and education 

¶ Increased vulnerability 
 
 
 
 
 
 



Longer-term risks include: 
 

¶ Long-term drug dependency / alcohol dependency 

¶ Crime 

¶ Homelessness 

¶ Disengagement from education 

¶ Child sexual exploitation 

¶ Poor physical and/or mental health. 
 
Children Missing From Education: all children, regardless of their circumstances, are 
entitled to a full-time education which is suitable to their age, ability and aptitude and any 
special educational needs they may have. A child going missing from education, or not 
attending it regularly, is a potential indicator of abuse or neglect. We will follow the 
required procedures for unauthorised absence and for dealing with children who go 
missing from education, including appropriate notification to the Local Authority. We will 
also ensure staff are alert to the potential risks of poor or non attendance and cessation of 
attendance, including the signs to look out for and triggers to be aware of when 
considering the risks of potential concerns such as travelling to war zones, FGM and forced 
marriage. 
 
Prevent: all schools must have due regard to the need to prevent pupils from being drawn 
into terrorism or being radicalised. We will ensure that staff are provided with appropriate 
training and information to enable them to assess the risk of children being drawn into 
extremist ideas that are part of terrorist ideology and identify any child who may be at risk 
and how to support them. We will also ensure that children are safe from terrorist and 
extremist material when accessing the internet in school. Concerns will be discussed with 
ǘƘŜ ŎƘƛƭŘΩǎ ǇŀǊŜƴǘǎ ǿƘŜƴŜǾŜǊ ǇƻǎǎƛōƭŜ ŀƴŘ ǿƛǘƘ ǘƘŜ [ƻŎŀƭ !ǳǘƘƻǊƛǘȅ tǊŜǾŜƴǘ Ŏƻ-ordinator 
and referrals made to the Channel programme when appropriate.  
 
 

Key Principles 
 

¶ We believe that all children have a right to be protected from harm and /or abuse 

¶ We recognise that abuse and neglect are complex issues and rarely stand alone 
events and therefore require a culture of vigilance, professional curiosity and 
respectful challenge and effective recording and monitoring systems 

¶ We recognise that abuse occurs in all cultures, religions and social classes and that 
staff need to be sensitive to the many differing factors which need to be taken into 
ŀŎŎƻǳƴǘ ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ŎƘƛƭŘΩǎ ŎǳƭǘǳǊŀƭ ŀƴŘ ǎƻŎƛŀƭ ōŀŎƪƎǊƻǳƴŘ ǿƘŜƴ ŘŜŀƭƛƴƎ 
with CP issues. However we also recognise that the needs of the child are 
paramount and any concerns will be referred on appropriately whatever the family 
background of the child concerned.   

¶ We recognise that because of the day to day contact with children school staff are 
extremely well placed to observe outward signs of abuse 

¶ We recognise that a child who is abused or witnesses abuse or violence may find it 
difficult to develop and maintain a sense of self-worth, they may feel helpless and 
humiliated and may feel self blame.  

¶ We recognise that the school may provide the only stability in the lives of children 
who have been abused or are at risk of harm. 

¶ We accept that research shows that the behaviour of a child in these 
circumstances may range from that which is perceived as normal to that which is 
overtly aggressive, disturbed or withdrawn. 

¶ We know that it is important that children feel secure, are encouraged to talk and 
are sensitively listened to, and that children know that there are adults in school 
whom they can approach if they are worried or unhappy. 

¶ We acknowledge that (although all designated / key staff have the skills and 
experience to respond to a variety of situations and issues) there may be occasions 
where it will be appropriate to consider whether specific or additional 



arrangements need to be put in place where an issue is particularly sensitive due 
to gender issues or cultural or faith issues. This ensures that in cases of sexual 
abuse in particular, a pupil can be spoken to by a same sex member of staff (who 
has received enhanced training) if this is felt to be appropriate.  

¶ We adhere to the principles of working in partnership with those who hold 
parental responsibility for each child. 

¶ The prime concern at all times must be the welfare and safety of the child. Where 
there is a conflict between the needs of the child and the parent/carer, the 
interests of the child must be paramount. 

¶ The ethos of the school supports open practice, good communication and a safe 
culture in which children can thrive and learn.  

¶ All staff and volunteers should feel able to raise concerns about poor or unsafe 
practice and know that these concerns will be taken seriously by the leadership 
team and dealt with sensitively and appropriately 

 

Procedures 
 

Our school procedures are in line with those agreed by the Wandsworth Safeguarding 
Children Board, the LA and the Secretary of State (see Appendix 5 for details of relevant 
procedural and guidance documents) 
 
We will therefore ensure that  
 

¶ We have a designated member of staff who has received appropriate training and 
support for this role, in accordance with mandatory requirements. 

¶ We have a minimum of two additional members of staff who will act in the 
absence of the designated member of staff and has also received appropriate 
training for this role. 

¶ We will ensure designated staff attend training and receive relevant updates every 
year and all staff are provided with training at induction and thereafter on a 
regular basis including safeguarding briefings and updates at least annually 

¶ Every member of staff, volunteer and governor knows the name of the designated 
member of staff (DMS) and their role and what the back-up arrangements are if 
the DMS is unavailable. 

¶ !ƭƭ ǎǘŀŦŦ ŀǊŜ ŦŀƳƛƭƛŀǊ ǿƛǘƘ ǘƘŜ ǎŎƘƻƻƭΩǎ {ŀŦŜƎǳŀǊŘƛƴƎ ŀƴŘ /ƘƛƭŘ tǊƻǘŜŎǘƛƻƴ tƻƭƛŎȅ ŀǎ 
well as the staff code of conduct and these issues are included in the induction  for 
each new staff member 

¶ All staff develop their understanding of signs and indicators of abuse and report 
any concerns to the designated lead but know that they can also refer direct to 
/ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ ό{ƻŎƛŀƭ {ŜǊǾƛŎŜǎύ ƛŦ ƴŜŜŘŜŘ  

¶ We will ensure that all staff are aware that it is important to identify any concerns 
about children at as early a stage as possible so that their needs can be identified 
and monitored and appropriate support put in place  

¶ We recognise that there is a variety of expertise within the staff team and will 
provide opportunities for staff to contribute to and shape safeguarding 
arrangements and policy 

¶ We are aware of risks to children online and will ensure children are safeguarded 
in school from potentially harmful and inappropriate online material through 
appropriate filtering and monitoring systems.  

¶ When considering referrals to support agencies the school will act in accordance 
with WSCB Thresholds for Intervention guidance, which is consistent with the 
London-wide Continuum of Need thresholds  

¶ All staff are aware that they should raise any concerns about colleagues or other 
adults with the DMS  

¶ All staff know how to respond to a child who discloses abuse. 

¶ All parents / carers are made aware of the responsibilities of staff members with 
regard to Child Protection procedures, (for example by including this information 
in the school prospectus). 



¶ We will refer any child believed to have suffered or to be likely to suffer significant 
ƘŀǊƳ ǘƻ /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ ŎŀǊŜ ǿƛǘƘƻǳǘ ŘŜƭŀȅΣ ŀƴŘ ǿƛƭƭ Ŧƻllow up any such referral in 
writing within 48 hours 

¶ We will ensure the immediate safety of any child felt to be at serious risk by taking 
appropriate action and by involving other relevant agencies as necessary 

¶ We will develop effective links with relevant agencies and co-operate as required 
with their enquiries regarding child protection matters, including attendance at CP 
case conferences wherever possible and providing reports as a matter of course 
(model format attached as appendix 2). We will contribute to multi ς agency 
ŀǎǎŜǎǎƳŜƴǘǎ ƻŦ ŎƘƛƭŘǊŜƴΩǎ ƴŜŜŘǎ ǿƘŜǊŜ ŀǇǇǊƻǇǊƛŀǘŜ ŀƴŘ ǿƻǊƪ ƛƴ ŀ Ŧǳƭƭȅ ƛƴǘŜƎǊŀǘŜŘ 
way with other relevant services as appropriate.  

¶ LŦ ŀ ŎƘƛƭŘΩǎ ǎƛǘǳŀǘƛƻƴ ŘƻŜǎ ƴƻǘ ŀǇǇŜŀǊ ǘƻ ōŜ ƛƳǇǊƻǾƛƴƎΣ ǘƘŜ ǎŎƘƻƻƭ ǿƛƭƭ ǘŀƪŜ 
responsibility for finding out what is happening and keep pressing for action to be 
taken  

¶ Written records are kept of all concerns, whether or not there is a need to refer 
the matter immediately, and that these records are kept securely, separate from 
the main pupil file, and in locked locations 

¶ All concerns, discussions and decisions made and the reasons for those decisions 
are recorded in writing.  

¶ All staff members are made aware of the record keeping requirements and how 
they are expected to record any safeguarding concerns.  

¶ ThŜ ŎƘƛƭŘΩǎ ǎƻŎƛŀƭ ǿƻǊƪŜǊ ƛǎ ƴƻǘƛŦƛŜŘ ƻŦ ŀƴȅ ǇǳǇƛƭ ǎǳōƧŜŎǘ ǘƻ ŀ /ƘƛƭŘ tǊƻǘŜŎǘƛƻƴ tƭŀƴ 
who is absent from school without explanation for more than 2 days 

¶ Any new concern or relevant information about a child subject to a Child 
Protection Plan will be passed tƻ ǘƘŜ ŎƘƛƭŘΩǎ ŀƭƭƻŎŀǘŜŘ ǎƻŎƛŀƭ ǿƻǊƪŜǊ ǿƛǘƘƻǳǘ ŘŜƭŀȅ 

¶ If a child subject to a Child Protection Plan leaves the school, records will be 
ǘǊŀƴǎŦŜǊǊŜŘ ǘƻ ǘƘŜ ƴŜǿ ǎŎƘƻƻƭ ǿƛǘƘƻǳǘ ŘŜƭŀȅ ŀƴŘ ǘƘŜ ŎƘƛƭŘΩǎ ǎƻŎƛŀƭ ǿƻǊƪŜǊ ƛƴŦƻǊƳŜŘ 
of the change 

¶ If school staff are unsure how to proceed in a potential Child Protection situation, 
or require advice, this will be appropriately sought via the Education Safeguarding 
Advisor, or the link social worker for the school, a duty social worker or directly 
from the Safeguarding Standards Service. (Refer to Appendix 8) 

 

Early Intervention 
and help 
 

¶ All staff  recognise that when a child or family may be experiencing difficulties, 
support is most effective if it is provided at as early a stage as possible  

¶ This involves identifying emerging problems; liaising with the designated lead or 
other relevant colleagues; sharing information with other professionals to support 
early identification and acting as lead professional in undertaking an Early Help 
Assessment (EHA) 

¶ Any concerns will be identified by staff, discussed with relevant colleagues and 
parents and support put in place. Effective monitoring systems will be used to 
assess the effectiveness of interventions and outcomes.   

¶ LŦ ŀǇǇǊƻǇǊƛŀǘŜ ǎǳǇǇƻǊǘ ƛǎ ƴƻǘ ŀǾŀƛƭŀōƭŜ ǿƛǘƘƛƴ ǎŎƘƻƻƭΩǎ own resources, an Early Help 
!ǎǎŜǎǎƳŜƴǘ ǿƛƭƭ ōŜ ŎƻƳǇƭŜǘŜŘ ǘƻ ƛŘŜƴǘƛŦȅ ǘƘŜ ŎƘƛƭŘΩǎ ƴŜŜŘǎ ŀƴŘ ŜƴŀōƭŜ ŀŘŘƛǘƛƻƴŀƭ 
support to be sought from other agencies  

¶ A Team Around the Child will be established where appropriate and a Lead 
Professional identified 

¶ If Early Help is in place the situation will be kept under constant review and 
ŎƻƴǎƛŘŜǊŀǘƛƻƴ ƎƛǾŜƴ ǘƻ ŀŘŘƛǘƛƻƴŀƭ ǊŜŦŜǊǊŀƭǎ όŜƎ ǘƻ ǎƻŎƛŀƭ ŎŀǊŜύ ƛŦ ǘƘŜ ŎƘƛƭŘΩǎ ǎƛǘǳŀǘƛƻƴ 
does not appear to be improving 

¶ Early Help Assessments will follow the Signs of Safety and Wellbeing model 
 
 
 
 
 



CURRICULUM INPUT 
 

¶ We ensure that children are taught about safeguarding, including how to keep 
themselves safe online, through teaching and learning opportunities within our 
curriculum. This is differentiated according to age and understanding of the pupil 
cohort.  

 
CHILDREN WITH SPECIAL EDUCATIONAL NEEDS / DISABILITIES 
 

¶ We recognise that children with SEN / Disabilities may be especially vulnerable to 
abuse and expect staff to take extra care to interpret apparent signs of abuse or 
neglect. 

¶ We will ensure assumptions are not made that indicators of abuse (such as 
ōŜƘŀǾƛƻǳǊΣ ƳƻƻŘ ŀƴŘ ƛƴƧǳǊȅύ ǊŜƭŀǘŜ ǘƻ ǘƘŜ ŎƘƛƭŘΩǎ Řƛǎŀōƛƭƛǘȅ ǿƛǘƘƻǳǘ ŦǳǊǘƘŜǊ 
exploration 

¶ We will provide a school environment in which all pupils, including those with SEN, 
can feel confident and able to discuss their concerns. 

¶ The designated member of staff will work with the SEN co-ordinator, where 
necessary, to ensure that the needs of SEN pupils in relation to child protection 
issues are responded to appropriately (eg for a child with particular 
communication needs). 

 
LOOKED AFTER CHILDREN 
 

¶ The school will ensure there is a designated teacher whose role is to promote the 
educational achievement of children who are looked after, and that the identified 
person has received appropriate training as defined in the Children and Young 
Persons Act 2008.  

¶ We will ensure that appropriate staff have the information they need in relation to 
ŀ ŎƘƛƭŘΩǎ ƭƻƻƪŜŘ ŀŦǘŜǊ ƭŜƎŀƭ ǎǘŀǘǳǎ όǿƘŜǘƘŜǊ ǘƘŜȅ ŀǊŜ ƭƻƻƪŜŘ ŀŦǘŜǊ ǳƴŘŜǊ ǾƻƭǳƴǘŀǊȅ 
arrangements with consent of parents or on an interim or full care order) and 
contact arrangements with birth parents or those with parental responsibility. 
They will also ƘŀǾŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ ŎƘƛƭŘΩǎ ŎŀǊŜ ŀǊǊŀƴƎŜƳŜƴǘǎ ŀƴŘ ǘƘŜ ƭŜǾŜƭǎ 
of authority delegated to the carer by the authority looking after him/her, as well 
ŀǎ ǘƘŜ ŘŜǘŀƛƭǎ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ ǎƻŎƛŀƭ ǿƻǊƪŜǊ ŀƴŘ ǘƘŜ ǾƛǊǘǳŀƭ ǎŎƘƻƻƭ ƘŜŀŘ ƛƴ ǘƘŜ [!Φ 

 
MENTAL HEALTH AND BEHAVIOUR 
 

¶ In order to help our pupils succeed, we recognise that the school plays an 
important role in supporting them to be resilient and mentally healthy 

¶ We will ensure that pupils and their families are enabled to participate as fully as 
possible in decisions and are provided with information and support 

¶ We recognise that some children are more at risk of developing mental health 
problems than others. These risks can relate to the child, their family or to 
community and life events 

¶ Risk factors are cumulative, and children exposed to multiple risks are more likely 
to develop behavioural or mental health problems 

¶ Where severe problems occur we will ensure that appropriate referrals are made 
(with consent) to specialist services (eg CAMHS) 

 
 
COMMUNICATION WITH PARENTS / CARERS 
 

¶ We will ensure that all parents are informed that the school has a child protection 
/ safeguarding policy and is required to follow WSCB guidelines in respect of 
ǊŜǇƻǊǘƛƴƎ ǎǳǎǇŜŎǘŜŘ ŀōǳǎŜ ǘƻ /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ /ŀǊŜΦ 



¶ Pupils and parents wƛƭƭ ōŜ ƳŀŘŜ ŀǿŀǊŜ ƻŦ Ƙƻǿ ǘƘŜ ǎŎƘƻƻƭΩǎ ǎŀŦŜƎǳŀǊŘƛƴƎ ǎȅǎǘŜƳ 
works and with whom they can discuss any concerns.  

¶ Information will also be made available about any local and national telephone 
helplines.  

¶ In individual cases, parents will be notified of the scƘƻƻƭǎΩ ŎƻƴŎŜǊƴǎ ŀǘ ǘƘŜ ŜŀǊƭƛŜǎǘ 
appropriate opportunity. 

 
CONFIDENTIALITY 
 

¶ We recognise that matters related to Child Protection are of a confidential nature. 
The designated member of staff and / or headteacher will therefore share detailed 
information about a pupil with other staff members on a need to know basis only. 

¶ All staff must be aware that they have a professional responsibility to share 
information with the designated lead and with other relevant agencies where 
necessary to safeguard and promote the welfare of children. 

¶ All staff must be aware that they cannot promise a child that they will keep certain 
information secret. 

 
SUPPORT FOR STAFF  
 

¶ We recognise that staff working in the school who have been dealing with child 
protection issues may find the situation stressful or upsetting 

¶ We will ensure that opportunities are provided for staff to be supported in these 
circumstances and to talk through any anxieties they may have 

¶ We will ensure that formal supervision is provided for staff working in Early Years 
and foundation stage as required 

¶ We will consider what arrangements can be made to provide supervision for 
designated leads and any other staff members as appropriate 

 
ALLEGATIONS AGAINST STAFF 
 

¶ We recognise that there will be occasions when a pupil at the school, or a parent 
or another person may make an allegation against a member of staff. The term 
allegations refers to concerns reported or raised that might indicate a person has 
caused harm to a child, acted in a way that created potential serious risk to a child 
or would pose a risk of harm if they continue to work in regular or close contact 
with children in their present position, or in any capacity. This means it has been 
alleged that a teacher or member of staff (including volunteers) in a school or 
college that provides education for children under 18 years of age has:  

1. behaved in a way that has, or may have, harmed a child;  
2. possibly committed a criminal offence against or related to a child; or  
3. behaved towards a child or children in a way that indicates he or she would pose a 

risk of harm to children.  
 

¶ In this event the Headteacher (or Director, if allegation is against the Head) must 
be informed and the Wandsworth Procedures for Managing Allegations against 
Staff followed. This will always involve a discussion with LA officers and a referral 
to the Local Authority Designated Officer (LADO) where appropriate.  

¶ All staff are expected to recognise the need for absolute confidentiality in these 
situations.  

 
SAFE RECRUITMENT 
 

¶ The school will ensure that it operates a safe recruitment policy to ensure that all 
those working in the school, in either a paid or unpaid capacity are suitable to do 
so as far as can be reasonably ascertained. 



¶ Senior Leaders and any other staff involved in selection procedures will attend 
Safer Recruitment training 

¶ Appropriate checks (ie enhanced DBS checks and checks against the barred list will 
be carried out on all potential employees and volunteers, and all references will be 
taken up and verified. The school will ensure it is following the most recent 
guidance in respect of these issues, including taking account of the definition of 
regulated activity 

¶ Interview panels will follow recommendations from the HR section in relation to 
practice. One member of each interview panel must have completed Safer 
Recruitment training 

¶ At interview, candidates will be asked to account for any gaps in their employment 
history. 

 
POSITIVE HANDLING and PHYSICAL INTERVENTION  
 

¶ Our policy on positive handling and physical intervention by staff is set out in a 
separate document and acknowledges that staff should only use physical 
intervention in particular circumstances, and that even when necessary the 
minimum force should be used to prevent harm to the child or another child or 
adult. 

¶ Positive handling training will be provided by an accredited trainer for all staff 
members to ensure best practice at all times. 

¶ Risk assessments will be carried out where individual pupils have additional needs 
or challenges that mean there is an increased likelihood of physical interventions 
being required and individual plans will be developed and shared/agreed with the 
parents/ carers 

¶ Physical intervention which causes injury or severe distress to a child may have to 
be considered under child protection or disciplinary procedures.  

 
SPECIFIC SAFEGUARDING ISSUES 
 

¶ Up-to-date guidance and practical support on specific safeguarding issues will be 
sought where necessary  

¶ The DMS will attend relevant training and ensure that staff are aware of issues 
such as Child Sexual Exploitation, Female Genital Mutilation, Illness Fabricated and 
Induced, Domestic Abuse, Honour based Violence etc, understand the indicators 
and recognise the complexities of these issues for young people 

 
ANTI - RADICALISATION 
The school supports the Prevent Strategy, which works to prevent the growth of issues 
that create a climate which encourages radicalisation and extremism, which in turn can 
lead to acts of violence or terrorism.   
 
Radicalisation is defined as the act or process of making a person more radical or favouring 
of extreme or fundamental changes in political, economic or social conditions.   
 
Extremism is defined as the holding of extreme political or religious views which may deny 
rights to any group or individual.  
 
All staff members are aware of these issues and relevant staff have attended training.  
 
The school works within the curriculum to promote tolerance and respect for diverse 
views, while challenging prejudice of any kind. We are an inclusive school which values 
citizenship and a sense of belonging. Pupils are encouraged to share their views and 
recognise that they are entitled to have different beliefs, but that these should not be used 
to influence others.  



 
As with all matters pertaining to the maintenance of a safeguarding culture within the 
school, staff are expected to be vigilant in identifying concerns and ensuring these are 
passed to the DMS without delay.  
 
If any concerns arise, or are disclosed by a child, they will be responded to following 
normal safeguarding processes and advice would be sought from colleagues in LA (either 
Prevent co-ordinator or safeguarding services) if necessary.  
 
CHILDREN WHO ABUSE OTHER CHILDREN 
We recognise that children are capable of abusing their peers. As a school we work to 
minimise the risk of peer on peer abuse and will investigate and deal with any allegations 
robustly. Where needed risk assessments will be carried out and strategies put in place to 
protect the child who has suffered abuse and to offer them support.  Concerns raised will 
be treated seriously and followed up in a timely and sensitive fashion. 
 
It is important to be conscious that any child who is engaging in abusive behaviour towards 
others may have been subject to abuse from other children or from adults. Abusive 
behaviour can be displayed in a variety of ways and can consist of sexual abuse / activity; 
physical harm; emotional abuse and / or verbal abuse.  
 
Children who abuse others should be held responsible for their abusive behaviour, whilst 
being identified and responded to in a way which meets their needs as well as protecting 
others.  
 
In such incidences, the school will follow guidance issued in relation to children who abuse 

others and local procedures and make referrals to social care, CAMHS and / or police as 

appropriate. This guidance is attached as (Appendix 9)  

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 1  
 
PROCEDURE TO FOLLOW IN CASES OF POSSIBLE, ALLEGED OR SUSPECTED ABUSE, OR SERIOUS 
CAUSE FOR CONCERN ABOUT A CHILD  
 
CONTENTS 
 

A General 

B Individual Staff/Volunteers/Other Adults - main procedural steps 

C Designated Senior Person for Child Protection ς main procedural steps 

 
A - GENERAL  
 
The Local Safeguarding Children Board Procedures contain the inter-agency processes, protocols and 
expectations for safeguarding children. (Available on LSCB website http://www.w scb.org.uk/ or LSCB 
of CHILD CONCERNED   The Designated Senior Lead (DSL) for Child Protection is expected to be 
familiar with these, particularly referral processes.  
 
It is important that all parties act swiftly and avoid delays.  
 
The DSL may seek advice and guidance from the, Wandsworth Children Social Care, particularly if 
there is doubt about how to proceed. Any adult, whatever their role, can take action in his/her own 
right to ensure that an allegation or concern is investigated and can report to the investigating 
agencies.  
 
 
CHILD PROTECTION CONCERNS: CONTACT NUMBERS  
 

¶ Wandsworth Duty Team, Referral and Assessment Service Telephone: 020 8871 6622 

¶ Outside of normal office hours (after 5pm weekdays or on weekends): 020 8871 6000. 

¶ Richmond:  0203 178 8785  

¶ Hounslow: Child Protection Line: 020 8583 6600 - Mon- Fri 09.00-17.00 out of Hours 0208-
583-2222 

¶ Bromley: Children's referral and assessment team Tel: 020 8461 7373 / 7379 / 7404 / 7309 
/ 7026 

¶ Hammersmith and Fulham: Tel: 0208 753 6600 Email: Familyservices@lbhf.gov.uk  
Walk-in: Ground Floor, 145 King St, Hammersmith, W6 9XY   Out of hours service: 020 8748 
8588 

¶ Kensington and Chelsea: 03001231231 or 02075984771   

¶ Lambeth: Telephone Number(s):  020 7926 3344 Out of hours Tel: 0207 926 1000 

¶ Kingston:  0208 547 5008 ,  Out of Hours:  0208 770 5000   
 
Written records, dated and signed, must be made to what has been alleged, noticed and reported, 
and kept securely and confidentially.  
 
In many cases of concern there will be an expectation that there have already been positive steps 

taken to work with parents and relevant parties to help alleviate the concerns and effect an 

improvement for the child. This is appropriate where it is thought a child may be in need in some 

way, and require assessment to see whether additional support and services are required. An 

example might be where it is suspected a child may be the subject of neglect. In most cases the 

ǇŀǊŜƴǘǎΩ ƪƴƻǿƭŜŘƎŜ ŀƴŘ ŎƻƴǎŜƴǘ ǘƻ ǘƘŜ ǊŜŦŜǊǊŀƭ ŀǊŜ expected, unless there is reason for this not 

ōŜƛƴƎ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ƛƴǘŜǊŜǎǘΦ IƻǿŜǾŜǊΣ ǘƘŜǊŜ ǿƛƭƭ ōŜ ŎƛǊŎǳƳǎǘŀƴŎŜǎ ǿƘŜƴ ƛƴŦƻǊƳƛƴƎ ǘƘŜ ǇŀǊŜƴǘκŎŀǊŜǊ 

of a referral that might put the child at risk, and in individual cases advice from Duty Team will need 

to be taken. 

http://www.wscb.org.uk/
mailto:Familyservices@lbhf.gov.uk


 
B - INDIVIDUAL STAFF/VOLUNTEERS/OTHER ADULTS ς MAIN PROCEDURAL STEPS  
 
When a child makes a disclosure, or when concerns are received from other sources, do not 

investigate, ask leading questions, examine children, or promise confidentiality. Children making 

disclosures should be reassured and if possible at this stage should be informed what action will be 

taken next. Where possible, leave them to explain their concern to the police so as not to 

compromise the investigation. 

As soon as possible write a dated, timed and signed note of what has been disclosed or noticed, said 
or done and report to the Designated Senior Lead for Safeguarding at CGC.  
If the concern involves the conduct of a member of staff or volunteer, a visitor, a trainee or another 
young person or child, the Head Teacher must be informed. The concern should not be discussed 
with the member of staff involved.  
 
If the allegation is about the Head Teacher, the information should normally be passed to the 
Director, without informing the Head Teacher, or the Local Authority Designated Officer (LADO) 020 
8871 7401  
 
If the allegation is about the Proprietor, the information should normally be passed to the Head 
Teacher, without informing the Proprietor, or the Local Authority Designated Officer (LADO) 020 
8871 7401  
 
If this has not already been done, inform the child (or other party who has raised the concern) what 

action you have taken. 

C- DESIGNATED SENIOR LEAD FOR SAFEGUARDING ς MAIN PROCEDURAL STEPS  
Begin a case file, which will hold a record of communications and actions to be stored securely (see 
Section on Records and Monitoring).  
Where initial enquiries do not justify a referral to the investigating agencies, inform the initiating 
adult and monitor the situation. If in doubt, seek advice from.  
 
Share information confidentially with those who need to know.  
 
Where there is a child protection concern requiring immediate, same day, intervention LSCB of 

CHILD CONCERNED should be contacted by phone.  

²ŀƴŘǎǿƻǊǘƘ /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ /ŀǊŜ 5ǳǘȅ ¢ŜŀƳ on 20 8871 6000 or 020 8871 6622 

Written confirmation should be made within 24 hours on the LSCB on-line form of CHILD 
CONCERNED   
 
For Wandsworth Children ς Early Help Assessment (EHA) and sent it to MASH at 
mash@wandsworth.gov.uk   
 
If urgent medical attention is required, arrange for the child to be taken to hospital (normally this 
means calling an ambulance) accompanied by a member of staff who must inform medical staff that 
non-accidental injury is suspected. Parents must be informed that the child has been taken to 
hospital.  
 
Exceptional circumstances: If it is feared that the child might be at immediate risk on leaving school, 

take advice from the LSCB Duty Team. Remain with the child until the Social Worker takes 

responsibility. If in these circumstances a parent arrives to collect the child, the member of staff has 

no right to withhold the child unless there are current legal restrictions in force (e g a restraining 

order). If there are clear signs of physical risk or threat the Police should be contacted immediately 

and LSCB Duty Team should be updated. 

mailto:mash@wandsworth.gov.uk


Appendix 2  
 
PROCESS FOR DEALING WITH ALLEGATIONS AGAINST STAFF (INCLUDING HEAD TEACHERS) AND 
VOLUNTEERS (References to staff in this process include staff in schools, central services and 
volunteers).  
 
These procedures should be followed in all cases in which there is an allegation or suspicion that a 
person working with children has:  
 

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

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

¶ behaved towards a child or children in a way that indicates he or she would pose a risk of 
harm if they worked regularly or closely with children  

¶ Relevant documents:  

¶ DfE Keeping Children Safe in Education: Statutory Guidance for Schools and Colleges, 
September 2016 

 
Individual staff/volunteers/other adults who receive the allegation:  

¶ Write a dated and timed note of what has been disclosed or noticed, said or done.  

¶ Report immediately to the Head Teacher.  

¶ Pass on the written record.  
 
If the allegation concerns the conduct of the Head Teacher, report immediately to the Director 
without informing the Head Teacher. Pass on the written record. (If there is difficulty reporting to 
the Director contact the Local Authority Designated Officer (LADO) 020 8871 7401) 
 
Head Teacher 

¶ If there is no written record, write a dated and timed note of what has been disclosed or 
noticed, said or done.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 3  

LADO Procedure Wandsworth 

 

 

 



LADO  

Every Local Authority has a statutory responsibility to have a Local Authority Designated Officer 

(LADO) who is responsible for coordinating the response to concerns that an adult who works with 

children may have caused them harm.  

  

Use the following  link for the  'LADO Procedure: A guide to managing allegations against 

adults working with children' .  

 

http://www.wandsworth.gov.uk/wscb/downloads/file/30/lado_procedure -

managing_allegations_against_adults_working_with _children  

  

Use the following link for the  'LADO Procedure: A guide for staff and volunteers who work 

with children and are faced with an allegation of abuse' . 

  

http://www.wandsworth.gov.uk/wscb/downloads/file/31/lado_procedure -

a_guide_for_staff_and_volunteers_who_work_with_children_and_are_faced_with_an_allegation_o

f_abuse  

  

If  you are the person in your organisation who is responsible for responding to a concern,  you 

must consult the LADO within 24 hours.   

  

Contact the Wandsworth LADO on: 020 8871 7208  

  

Search on TPD Online for multi -agency safeguarding training on  responding  to allegations against 

staff and the role of  the Local Authority Designated Officer (LADO).  

  

  

  

 

 

 

 

 

 

 

 

http://www.wandsworth.gov.uk/wscb/downloads/file/30/lado_procedure-managing_allegations_against_adults_working_with_children
http://www.wandsworth.gov.uk/wscb/downloads/file/30/lado_procedure-managing_allegations_against_adults_working_with_children
http://www.wandsworth.gov.uk/wscb/downloads/file/30/lado_procedure-managing_allegations_against_adults_working_with_children
http://www.wandsworth.gov.uk/wscb/downloads/file/30/lado_procedure-managing_allegations_against_adults_working_with_children
http://www.wandsworth.gov.uk/wscb/downloads/file/31/lado_procedure-a_guide_for_staff_and_volunteers_who_work_with_children_and_are_faced_with_an_allegation_of_abuse
http://www.wandsworth.gov.uk/wscb/downloads/file/31/lado_procedure-a_guide_for_staff_and_volunteers_who_work_with_children_and_are_faced_with_an_allegation_of_abuse
http://www.wandsworth.gov.uk/wscb/downloads/file/31/lado_procedure-a_guide_for_staff_and_volunteers_who_work_with_children_and_are_faced_with_an_allegation_of_abuse


Appendix 4 

THE CHELSEA GROUP OF CHILDREN PHYSICAL INTERVENTION RECORDS 

Form must be completed within 24 hours of the intervention 

INTERVENTION  (please tick)                            

Restraint                Ã     Presence                Ã 

Escorting                Ã     Holding                   Ã 

Duration of: 

 wŜǎǘǊŀƛƴǘ ΧΧΧΧΧΧΦ 

 tǊŜǎŜƴŎŜΧΧΧΧΧΧΦ 

 IƻƭŘƛƴƎΧΧΧΧΧΧΧ 

 9ǎŎƻǊǘƛƴƎΧΧΧΧΧΧ 

Date:                                     Time: 

 

Location: 

Name of student: 

Name of staff(s) intervening : 

Details of behaviour needing intervention 

 Disrupting class (yelling, inappropriate language) 

 Meltdown (outburst or temper tantrum) 

 Throwing or destroying objects  

 Physically hurting peer, self or staff  

 Bullying peers 

 Any other ς please explain:   

 

 

Those informed about the intervention  

 Head Teacher 

 Parents Mother/Father 

 Carer  

 Social services 

 Designated Senior Lead DSL (school)  

 Entered into central restraints record book  

 Form number in central restraints record book ________ 

 Any further action or follow up needed:  

 

THE EFFECTIVENESS AND CONSEQUENCES OF PHYSICAL INTERVENTION.  Please include details of 

injury suffered by the pupil/another student/member of staff and any damage to property  

NOTES: Debrief with student involved: 

Debrief with Staff members involved:  

Signed:                                                  Designation:                                      Date: 

Signed:                                                  Head Teacher                                    Date:                       



Bullying Concern Form  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Date: ________________________ 

Incident Recorder:________________________________________ 

Person(s) involved:_________________________________________ 

 

Bullying Concern Summary 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reasons for Concern  

 

 

 

 

 

 

 

 

 

 

 

 

 

Suggested Response or Strategies  

 

 

 

 

 

 

 Reported to DSL on      Signed 



 

 

 



Incident /Concern Form 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

 
 

 

 

Date: ________________________ 

Incident Recorder: ________________________________________ 

Person(s) 

involved:_________________________________________ 

 
Incident / Concern Summary 

 

 

 

 

 

 

 

 

 

 

Reasons for Concern  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Suggested Response or Strategies  

 

 

 

 

 

Reported to DSL on      Signed 

 

 

 



Appendix 5: Details of relevant procedural and guidance documents   

 
 

London Child Protection Procedures, 5th edition 

available electronically via Wandsworth Safeguarding Board website www.wscb.org.uk and London 

SCB website ς www.londonscb.gov.uk  

 

London Safeguarding Children  Board supplementary procedures 

These provide detailed information related to specific safeguarding issues. They are available via the 

London SCB website (as above).  

 

Keeping Children Safe in Education  

DfES statutory guidance issued Sept 2016 

Keeping Children Safe in Education 2016 

Or via  www.gov.uk/government/publications 

 

Working Together to Safeguard Children 2015  

Working Together to Safeguard Children March 2015 

 

What To Do If You Are Worried a Child Is Being Abused 

What to do if you are worried ς revised guidance for all professionals to use if they are worried a 

child may be being abused 

Information Sharing Guidance  

Information Sharing Guidance 2015 ς revised guidance on information sharing for all professionals 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.wscb.org.uk/
http://www.londonscb.gov.uk/
http://www.gov.uk/government/publications
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419595/Working_Together_to_Safeguard_Children.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419604/What_to_do_if_you_re_worried_a_child_is_being_abused.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419604/What_to_do_if_you_re_worried_a_child_is_being_abused.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419628/Information_sharing_advice_safeguarding_practitioners.pdf


APPENDIX 6: Recognising Signs of Child Abuse 
 
Signs of Abuse in Children:  

The following non-specific signs may indicate something is wrong:  

ω {ƛƎƴƛŦƛŎŀƴǘ ŎƘŀƴƎŜ ƛƴ ōŜƘŀǾƛƻǳǊ  

ω 9ȄǘǊŜƳŜ ŀƴƎŜǊ ƻǊ ǎŀŘƴŜǎǎ  

ω !ƎƎǊŜǎǎƛǾŜ ŀƴŘ ŀǘǘŜƴǘƛƻƴ-seeking behaviour  

ω {ǳǎǇƛŎƛƻǳǎ ōǊǳƛǎŜǎ ǿƛǘƘ ǳƴǎŀǘƛǎŦŀŎǘƻǊȅ ŜȄǇƭŀƴŀǘƛƻƴǎ  

ω [ŀŎƪ ƻŦ ǎŜƭŦ-esteem  

ω {ŜƭŦ-injury  

ω 5ŜǇǊŜǎǎƛƻƴ  

ω !ƎŜ ƛƴŀǇǇǊƻǇǊƛŀǘŜ ǎŜȄǳŀƭ ōŜƘŀǾƛƻǳǊ  

ω /ƘƛƭŘ {ŜȄǳŀƭ 9ȄǇƭƻƛǘŀǘƛƻƴΦ  

 

Risk Indicators  

The factors described in this section are frequently found in cases of child abuse. Their presence is 

not proof that abuse has occurred, but:  

¶ Must be regarded as indicators of the possibility of significant harm  

¶ Justifies the need for careful assessment and discussion with designated / named / lead person, 

manager, (or in the absence of all those individuals, an experienced colleague)  

¶ aŀȅ ǊŜǉǳƛǊŜ Ŏƻƴǎǳƭǘŀǘƛƻƴ ǿƛǘƘ ŀƴŘ κ ƻǊ ǊŜŦŜǊǊŀƭ ǘƻ /ƘƛƭŘǊŜƴΩǎ {ŜǊǾƛŎŜǎ  

 

The absence of such indicators does not mean that abuse or neglect has not occurred.  

 

In an abusive relationship the child may:  

 

¶ Appear frightened of the parent/s  

¶ Act in a way that is inappropriate to her/his age and development (though full account needs to be 

taken of different patterns of development and different ethnic groups)  

 

The parent or carer may:  

 

¶ Persistently avoid child health promotion services anŘ ǘǊŜŀǘƳŜƴǘ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ ŜǇƛǎƻŘƛŎ ƛƭƭƴŜǎǎŜǎ  

¶ Have unrealistic expectations of the child  

¶ Frequently complain about/to the child and may fail to provide attention or praise (high 

criticism/low warmth environment)  

¶ Be absent or misusing substances  

¶ Persistently refuse to allow access on home visits  

¶ Be involved in domestic abuse  

Staff should be aware of the potential risk to children when individuals, previously known or 

suspected to have abused children, move into the household. 

 

 

 

 



Recognising Physical Abuse  

The following are often regarded as indicators of concern:  

¶ An explanation, which is inconsistent with an injury  

¶ Several different explanations provided for an injury  

¶ Unexplained delay in seeking treatment  

¶ The parents/carers are uninterested or undisturbed by an accident or injury  

¶ Parents are absent without good reason when their child is presented for treatment  

¶ wŜǇŜŀǘŜŘ ǇǊŜǎŜƴǘŀǘƛƻƴ ƻŦ ƳƛƴƻǊ ƛƴƧǳǊƛŜǎ όǿƘƛŎƘ Ƴŀȅ ǊŜǇǊŜǎŜƴǘ ŀ άŎǊȅ ŦƻǊ ƘŜƭǇέ ŀƴŘ ƛŦ ƛƎƴƻǊŜŘ ŎƻǳƭŘ 

lead to a more serious injury)  

¶ Family use of different doctors and A&E departments  

¶ Reluctance to give information or mention previous injuries 

  

Bruising  

Children can have accidental bruising, but the following must be considered as non- accidental 

unless there is evidence or an adequate explanation provided:  

¶ Any bruising to a pre-crawling or pre-walking baby  

¶ Bruising in or around the mouth, particularly in small babies which may indicate force feeding  

¶ Two simultaneous bruised eyes, without bruising to the forehead, (rarely accidental, though a 

single bruised eye can be accidental or abusive)  

¶ Repeated or multiple bruising on the head or on sites unlikely to be injured accidentally  

¶ Variation in colour possibly indicating injuries caused at different times  

¶ The outline of an object used e.g. belt marks, hand prints or a hair brush  

¶ Bruising or tears around, or behind, the earlobe/s indicating injury by pulling or twisting  

¶ Bruising around the face  

¶ Grasp marks on small children  

¶ Bruising on the arms, buttocks and thighs may be an indicator of sexual abuse  

 

Bite Marks  

Bite marks can leave clear impressions of the teeth. Human bite marks are oval or crescent shaped. 

Those over 3 cm in diameter are more likely to have been caused by an adult or older child. A 

medical opinion should be sought where there is any doubt over the origin of the bite.  

Burns and Scalds  

It can be difficult to distinguish between accidental and non-accidental burns and scalds, and will 

always require experienced medical opinion. Any burn with a clear outline may be suspicious e.g.:  

¶ Circular burns from cigarettes (but may be friction burns if along the bony protuberance of the 

spine)  

¶ Linear burns from hot metal rods or electrical fire elements  

¶ Burns of uniform depth over a large area  

¶ Scalds that have a line indicating immersion or poured liquid (a child getting into hot water is 

his/her own accord will struggle to get out and cause splash marks)  

¶ Old scars indicating previous burns/scalds which did not have appropriate treatment or adequate 

explanation Scalds to the buttocks of a small child, particularly in the absence of burns to the feet, 

are indicative of dipping into a hot liquid or bath.  



Fractures  

Fractures may cause pain, swelling and discolouration over a bone or joint. Non-mobile children 

rarely sustain fractures. There are grounds for concern if:  

¶ The history provided is vague, non-existent or inconsistent with the fracture type  

¶ There are associated old fractures  

¶ Medical attention is sought after a period of delay when the fracture has caused symptoms such as 

swelling, pain or loss of movement  

¶ There is an unexplained fracture in the first year of life  

 

Scars  

A large number of scars or scars of different sizes or ages, or on different parts of the body, may 

suggest abuse 

Recognising Emotional Abuse  

Emotional abuse may be difficult to recognise, as the signs are usually behavioural rather than 

physical. The manifestations of emotional abuse might also indicate the presence of other kinds of 

abuse.  

The indicators of emotional abuse are often also associated with other forms of abuse. The following 

may be indicators of emotional abuse:  

¶ Developmental delay  

¶ Abnormal attachment between a child and parent/carer  

¶ Indiscriminate attachment or failure to attach  

¶ Aggressive behaviour towards others  

¶ Scape-goated within the family  

¶ Frozen watchfulness, particularly in pre-school children  

¶ Low self esteem and lack of confidence  

¶ ²ƛǘƘŘǊŀǿƴ ƻǊ ǎŜŜƴ ŀǎ ŀ άƭƻƴŜǊέ ς difficulty relating to others  

 

Recognising Signs of Sexual Abuse  

Boys and girls of all ages may be sexually abused and are frequently afraid to say anything due to 

guilt and/or fear.  

Recognition can be difficult, unless the child discloses and is believed. There may be no physical signs 

and indications are likely to be emotional/behavioural.  

Some behavioural indicators associated with this form of abuse are:  

¶ Inappropriate sexualised conduct  

¶ {ŜȄǳŀƭƭȅ ŜȄǇƭƛŎƛǘ ōŜƘŀǾƛƻǳǊΣ Ǉƭŀȅ ƻǊ ŎƻƴǾŜǊǎŀǘƛƻƴΣ ƛƴŀǇǇǊƻǇǊƛŀǘŜ ǘƻ ǘƘŜ ŎƘƛƭŘΩǎ ŀƎŜ  

¶ Continual and inappropriate or excessive masturbation  

¶ Self-harm (including eating disorder), self-mutilation and suicide attempts  

¶ Involvement in prostitution or indiscriminate choice of sexual partners  

¶ An anxious unwillingness to remove clothes e.g. for sports events (but this may be related to 

cultural norms or physical difficulties)  

 



Some physical indicators associated with this form of abuse are:  

¶ Pain or itching of genital area  

¶ Blood on underclothes  

¶ Pregnancy in a younger girl where the identity of the father is not disclosed  

¶ Physical symptoms such as injuries to the genital or anal area, bruising to buttocks, abdomen and 

thighs, sexually transmitted disease, presence of semen on vagina, anus, external genitalia or 

clothing  

 

Developmental Sexual Activity encompasses those actions that are to be expected from children 

and young people as they move from infancy through to an adult understanding of their physical, 

emotional and behavioural relationships with each other. Such sexual activity is essentially 

information gathering and experience testing.  

Inappropriate Sexual Behaviour can be inappropriate socially, inappropriate to development, or 

both. It should be recognised that some actions may be motivated by information seeking, but still 

cause significant upset, confusion, worry, physical damage, etc. it may also be that the behaviour is 

άŀŎǘƛƴƎ ƻǳǘέ ǿƘƛŎƘ Ƴŀȅ ŘŜǊƛǾŜ ŦǊƻƳ ƻǘƘŜǊ ǎŜȄǳŀƭ ǎƛǘǳŀǘƛƻƴǎ ǘƻ ǿƘƛŎƘ ǘƘŜ ŎƘƛƭŘ ƻǊ ȅƻǳƴƎ ǇŜǊǎƻƴ Ƙŀǎ 

been exposed. There may be a need for some form of behaviour management or intervention. For 

some children, educative inputs may be enough to address the behaviour.  

Recognising Neglect  

Evidence of neglect is built up over a period of time and can cover different aspects of parenting.  

Indicators include:  

¶ Failure by parents or carers to meet the basic essential needs e.g. adequate food, clothes, warmth, 
hygiene and medical care  

¶ A child seems to be listless, apathetic and irresponsive with no apparent medical cause  

¶ Failure of child to grow within normal expected pattern, with accompanying weight loss  

¶ Child thrives away from home environment  

¶ Child frequently absent from school  

¶ Child left with adults who are intoxicated or violent  

¶ Child abandoned or left alone for excessive periods 
 
 

 

 

 

 

 

 

 

 

 



Appendix 7 

The Chelsea Group of Children 
Child Protection Record Keeping PROCEEDURE 

 
Record keeping is an essential part of child protection in schools; it is vital that it is done accurately 

and managed carefully and securely. 

All records should be objective and accurate, be clear about names, dates, places etc. and also 

distinguish between fact and opinion, hearsay and direct information.   

Child Protection files are kept in the management file sharing system and accessible to the Director, 

The Head Teacher (Lead DSL) and the Office Manager (Deputy DSL). PInBAIKBu = (Physical 

Intervention, Bruise- Accident- Incident -Known to social services, Bullying). PInBAIKBu records are 

kept electronically and RAG rated and entered weekly in a central register on the management file 

sharing system following a safeguarding meeting with the Head DSL and two Deputies.  

¶ Confidentiality ς while staff may need the general contextual information to support a 
ŎƘƛƭŘΩǎ ǿŜƭŦŀǊŜΣ ǇǊƛǾŀǘŜ ŀƴŘ individual circumstances should only be discussed with the 
5ŜǎƛƎƴŀǘŜŘ {ŀŦŜƎǳŀǊŘƛƴƎ [ŜŀŘΣ ǿƘƻ ǿƛƭƭ ƛƴŦƻǊƳ ƻǘƘŜǊǎ ƻƴ ŀ ΨƴŜŜŘ ǘƻ ƪƴƻǿΩ ōŀǎƛǎΦ 
 

Remember that informal notes can be requested as evidence and whatever you write should be 

done objectively and with professionalism. 

Transfer of information 

When a child moves to another educational establishment, all child protection records should be 

sent to the receiving Designated Safeguarding Lead (DSL), within 15 working days, separate from 

their general records and marked as strictly confidential.  You should obtain written confirmation of 

ǊŜŎŜƛǇǘ ƻŦ ǘƘŜǎŜ ǊŜŎƻǊŘǎΦ  ¢ƘŜȅ Řƻ ƴƻǘ ŦƻǊƳ ǇŀǊǘ ƻŦ ǘƘŜ ǇǳǇƛƭΩǎ ŜŘǳŎŀǘƛƻƴŀƭ ǊŜŎƻǊŘ ŀƴŘ ŘƛǎŎƭƻǎǳǊŜ ǘƻ 

ǇŀǊŜƴǘǎκŎŀǊŜǊǎ ƛǎ ƴƻǘ ǊŜǉǳƛǊŜŘΦ  !ƴȅ ǊŜǉǳŜǎǘǎ ŦǊƻƳ ǇŀǊŜƴǘǎκŎŀǊŜǊǎΩ ǎƻƭƛŎƛǘƻrs to have child protection 

records disclosed to them should be passed to the county solicitor. 

Records Management Society guidance states that when a pupil with a child protection record 

reaches statutory school leaving age (or where the pupil completed 6th form studies), the last school 

ŀǘǘŜƴŘŜŘ ǎƘƻǳƭŘ ƪŜŜǇ ǘƘŜ ŎƘƛƭŘ ǇǊƻǘŜŎǘƛƻƴ ŦƛƭŜ ǳƴǘƛƭ ǘƘŜ ǇǳǇƛƭΩǎ нрth birthday.  It should then be 

shredded (and a record kept of this having been done, date, and why.  

Summary 

¶ Hold files separately, securely and confidentially 

¶ Note every child protection concern without delay and detail significant  

¶ Keep copies on file of all relevant referral forms, conference reports, strategy minutes etc. 

¶ Keep on file informal child protection information including dated notes of contacts, 
telephone conversations with parents/carers and other agencies 

¶ All staff must be aware of the need to make an immediate and accurate record of concerns ς 
ǳǎƛƴƎ ǘƘŜ ŎƘƛƭŘΩǎ ƻǿƴ ǿƻǊŘǎ ǿƘŜǊŜ ǇƻǎǎƛōƭŜΤ ǘƘƛǎ ǎƘƻǳƭŘ ōŜ ǇŀǎǎŜŘ ǘƻ ǘƘŜ 5ŜǎƛƎƴŀǘŜŘ 
Safeguarding Lead (DSL) without delay 

The DSL should refer child protection concerns to First Response without delay and if unsure it is 
ŎƘƛƭŘ ǇǊƻǘŜŎǘƛƻƴΣ ŘƛǎŎǳǎǎ ǘƘŜ ǎƛǘǳŀǘƛƻƴ Ψƛƴ ǇǊƛƴŎƛǇƭŜΩ ǿƛǘƘ ǘƘŜ ǎƻŎƛŀƭ ǿƻǊƪ ǘŜŀƳ ŀǘ CƛǊǎǘ wŜǎǇƻƴǎŜΦ 
Agree who will inform the parent/ŎŀǊŜǊ ƛŦ ǘƘƛǎ Ψƛƴ ǇǊƛƴŎƛǇƭŜΩ ŘƛǎŎǳǎǎƛƻƴ ǇǊƻƎǊŜǎǎŜǎ ǘƻ ŀ ǊŜŦŜǊǊŀƭ 
ŀƴŘ ǘƘŜ ǇŀǊŜƴǘ ƻǊ ŎŀǊŜǊ ƛǎ ǳƴŀǿŀǊŜ ƻŦ ȅƻǳǊ ŎƻƴǘŀŎǘ ǿƛǘƘ /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ /ŀǊŜ 

 

 



Strictly confidential 

 

Child Protection/safeguarding file for: 

 

Full Name  ..................................................................................................................................................  

 

Class/Year  ..................................................................................................................................................  

 

School (address and tel.no)  .......................................................................................................................  

 

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

 

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

 

Legal framework:  

Working Together to Safeguard Children 2015 

¶ Never delay emergency action to protect a child from harm 

¶ Always ǊŜŎƻǊŘ ƛƴ ǿǊƛǘƛƴƎ ŎƻƴŎŜǊƴǎ ŀōƻǳǘ ŀ ŎƘƛƭŘΩǎ ǿŜƭŦŀǊŜΣ ƛƴŎƭǳŘƛƴƎ ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ŦǳǊǘƘŜǊ 
action is taken 

¶ Always ǊŜŎƻǊŘ ƛƴ ǿǊƛǘƛƴƎ ŘƛǎŎǳǎǎƛƻƴǎ ŀōƻǳǘ ŀ ŎƘƛƭŘΩǎ ǿŜƭŦŀǊŜ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ ŦƛƭŜΤ  ŀǘ ǘƘŜ ŎƭƻǎŜ ƻŦ 
a discussion, always reach a clear and explicit recorded agreement about who will be taking 
what action or that no further action will be taken and why. 

 

Keeping Children Safe in Education September 2016 (Annexe B) 

¶ Keep detailed, accurate, secure written records of concerns and referrals 

¶ Where children leave the school or college ensure their child protection file is copied for any 
new school or college as soon as possible but transferred separately from the  

¶ main pupil file 
 

Guidance for the Transfer of Child Protection Records 

When a pupil transfers to another school (including a Pupil Referral Unit, Academy or other Learning 

Centre) the Designated Safeguarding Lead (DSL) should inform the receiving school as soon as 

possible in person or by telephone that child protection records exist. The original CP records must 

ōŜ ǇŀǎǎŜŘ ƻƴ ŜƛǘƘŜǊ ōȅ ƘŀƴŘ ƻǊ ǎŜƴǘ ǊŜŎƻǊŘŜŘ ŘŜƭƛǾŜǊȅΣ ǎŜǇŀǊŀǘŜ ŦǊƻƳ ǘƘŜ ŎƘƛƭŘΩǎ Ƴŀƛƴ school file.  

Care must be taken to ensure confidentiality is maintained and the transfer process is as safe as 

possible. 



If the records are posted, they should be copied and these copies retained until there has been 

confirmation in writing that the originals have arrived at the new school.  They can then be 

shredded. 

Whether child protection files are passed on by hand or posted, there should be written evidence of 

the transfer (such as a form or slip of paper signed and dated by the member of staff at the receiving 

school ς (see Appendix A). This receipt should be retained by the originating school for 6 years, in 

line with Records Management Society guidance. 

If the pupil is removed from the roll to be electively home educated, the school should pass the child 

ǇǊƻǘŜŎǘƛƻƴ ŦƛƭŜ ǘƻ ǘƘŜ ƭƻŎŀƭ ŀǳǘƘƻǊƛǘȅΩǎ 9I9 ŀŘǾƛǎƻǊ ŀƴŘ ŀ ǊŜŎŜƛǇǘ ƻōǘŀƛƴŜŘ ŀǎ ŘŜǎŎǊƛōŜŘ ŀōƻǾŜΦ 

If a pupil with a child protection record leaves the school without a forwarding address and no 

contact is received from the new school within 10 school days, the Designated Safeguarding Lead 

should follow the Child Missing Education (CME) procedures.  If there is reason to suspect the pupil 

ƛǎ ǎǳŦŦŜǊƛƴƎ ƘŀǊƳ ǘƘŜƴ ǘƘŜ 5{[ ǎƘƻǳƭŘ ǊŜŦŜǊ ǘƻ /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ /ŀǊŜ ƛƴ ǘƘŜ ǳǎǳŀƭ ǿŀȅΦ 

Retention of Records 

The school should retain the record for as long as the pupil remains in school and then transferred as 

described above. 

Records Management Society guidance states that when a pupil with a child protection record 

reaches statutory school leaving age (or where the pupil completed 6th form studies), the last school 

ŀǘǘŜƴŘŜŘ ǎƘƻǳƭŘ ƪŜŜǇ ǘƘŜ ŎƘƛƭŘ ǇǊƻǘŜŎǘƛƻƴ ŦƛƭŜ ǳƴǘƛƭ ǘƘŜ ǇǳǇƛƭΩǎ нрth birthday.  It should then be 

shredded (and a record kept of this having been done, date, and why). 

Storage 

All child protection records are sensitive and confidential so should be kept in a secure (i.e. locked at 

all times) filing cabinet, separate from other school files and accessible through the DSL, the Deputy 

DSL and/or in large schools, other senior staff. 

¢ƘŜ ǇǳǇƛƭǎΩ general school file should be marked in some way (e.g. red star) to indicate that a child 

ǇǊƻǘŜŎǘƛƻƴ ŦƛƭŜ ŜȄƛǎǘǎΦ  !ƭƭ ǎǘŀŦŦ ǘƘŀǘ Ƴŀȅ ƴŜŜŘ ǘƻ Ŏƻƴǎǳƭǘ ŀ ŎƘƛƭŘΩǎ ǎŎƘƻƻƭ ŦƛƭŜ ǎƘƻǳƭŘ ōŜ ƳŀŘŜ ŀǿŀǊŜ ƻŦ 

what the symbol means and to speak to the DSL as necessary if they see this symbol and have 

concerns.   

CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ŀ ƳŜƳōŜǊ ƻŦ ǘƘŜ ƻŦŦƛŎŜ ǎǘŀŦŦ ǿƘƻ ƛǎ ƭƻƻƪƛƴƎ ƛƴ ǘƘŜ Ƴŀƛƴ ŦƛƭŜ ŦƻǊ ŀ ǇŀǊŜƴǘΩǎ ŎƻƴǘŀŎǘ 

details because of unexplained absence might decide to report this to the DSL if they see the 

indicator, in case the absence is significant. 

Electronic Child Protection Records 

Electronic records must be password protected with access strictly controlled in the same way as 

paper records. 

They should be in the same format as paper records (i.e. with well maintained chronologies etc.) so 

that they are up to date if/when printed, if necessary (e.g. for court). 

Electronic files should not be transferred electronically to other schools unless/until there is a secure 

system in place (such as GCSX) but should be printed in their entirety, linked with paper 

documentation such as conference minutes and transferred as described in Section 1 above.  When 



the receipt has been returned to confirm that the file has been received at the new school, the 

computer record should be deleted. 

Transfer of Child Protection Records within Educational Establishments Receipt 

 

Name of Child  ......................................................................................................................................................  

 

Date of Birth  ........................................................................................................................................................  

 

Name of current school  ......................................................................................................................................  

 

Address of current school  ...................................................................................................................................  

 

Name of current Designated Safeguarding Lead (DSL)  .......................................................................................  

 

Date file exchanged by hand  .......................................................................................................................... OR 

 

Date file posted by recorded delivery  .................................................................................................................  

 

{ƛƎƴŀǘǳǊŜ ƻŦ ŎǳǊǊŜƴǘ 5{[ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ5ŀǘŜ .................................................................................  

 

Name of receiving school .....................................................................................................................................  

 

Address of receiving school .................................................................................................................................  

 

Name of receiving Designated Safeguarding Lead(DSL)  .....................................................................................  

 

Date file received by hand  ............................................................................................................................. OR 

 

Date received by recorded delivery  ....................................................................................................................  

 

{ƛƎƴŀǘǳǊŜ ƻŦ ǊŜŎŜƛǾƛƴƎ 5{[ ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ5ŀǘŜ ..............................................................................  

Please ensure this completed form is returned to the originating school without delay.  The 

originating school should keep this receipt securely (see guidance above)  



CAUSE FOR CONCERN REPORTING FORM 

 

This form is to be completed on all occasions, at the time of observation, when there is cause for concern 

in relation to the welfare of a child and given to your Designated Safeguarding Lead. 

 

Name of School  The Chelsea Group of Children/SW18 3QG 

 

Details of the staff member reporting concerns 

Full Name:  

Post Held:  

 
 

Details of pupil(s) 

Full Name:  

Date of Birth:  

Home Address:  

  

  Post Code:  

Name of Parent:  

 
 

 

 

 

 

 

 



Do these concerns relate to a specific incident? 

If YES complete Section A   If NO complete Section B 

 

Section A 

Date and Time of Incident:  

Place of Incident:  

Date this form completed:  

Form completed by (please print):   

Brief, factual account of circumstances of incident, to include any precipitating factors and injuries sustained 

(if applicable) 

 

 

 

 

 

 

 

 

 

 

 

 

Name(s) of potential witnesses 

 

 

 



 

 
Section B 

Details of concern (specific or cumulative?), professional opinion, nature of concern and actions taken 

 

 

 

 

 
Any other relevant information 

 

 

 

 

 

 

 

 

 

 

  

Signed: Date:  

 
 
Discussed with Designated Safeguarding Lead  YES / NO 

Agreed:  

 
 

 

 

 
Form passed to Designated Safeguarding Lead:  YES / NO 

Date:  

 
  
 

 



For the attention of Designated Safeguarding Lead and Head Teacher 

 
Strategy Meeting with Children's Social Care/Police:  YES / NO 

Date:  

 
 

 

 

 

 

 

 

Basis of Decision/Further Action Agreed (if any)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



BODYMAP 

(This should be completed at time of observation) 

 

Names for Child:  Date of Birth:  

Name of Worker:   

School: 

 

Date and time of observation:  

 

  

 

 



 

Name of Child:  Date of observation:  

 
 

FRONT BACK 

 
 

RIGHT LEFT 

 



R L 

PALM 

 

Name of Child: Date of Observation: 

  

 

 

 

R L 

BACK 

  


