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Rationale  
 
This document should be read alongside Keeping children safe in education (2016) 
statutory guidance from the Department for Education. This document contains information 
on what schools should do and sets out the legal duties with which schools must comply 
unless exceptional circumstances arise.  
 
Ofsted’s aim is to assure safe and secure provision for children, young people and learners 
across all remits through effective inspection and regulation.  
óSchools should be safe environments where children and young people can learn. 
Inspectors should consider how well leaders and managers in schools have created a 
culture of vigilance and where childrenôs welfare is promoted and timely and appropriate 
safeguarding action is taken for children who need extra help or who may be suffering, or 
likely to suffer, significant harm. (Ofsted, 2104)  
 
Safeguarding and promoting the welfare of children is defined as: protecting children from 
maltreatment; preventing impairment of children’s health or development; ensuring that 
children grow up in circumstances consistent with the provision of safe and effective care; 
and taking action to enable all children to have the best outcomes (DfE, 2014).  
 
It is a guiding principle of the law and child protection procedures that the protection and 
welfare of the child must always be the first priority. Children and young people have a 
fundamental right to be protected from harm and a right to expect schools to provide a safe 
and secure environment.  
 
Safeguarding is what we do for all children; and Child Protection is what we do for children 
who have been harmed or are at significant risk of being harmed. 
 
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. Children may be abused in a family or in 
an institutional or community setting by those known to them, or more rarely, by others (i.e 
via the internet). They may be abused by an adult or adults or another child or children.  
 
Schools and their staff form part of the wider safeguarding system for children. This system 
is described in statutory guidance ‘Working together to safeguard children.’ 
 
Children includes everyone under the age of 18.  
  
Safeguarding and promoting the welfare of children is everyone’s responsibility. Where a 
child is suffering significant harm, or is likely to do so, action should be taken to protect that 
child. Everyone who comes into contact with children and their families and carers has a role 
to play in safeguarding children. In order to fulfill 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. Action should be taken to 
promote the welfare of a child in need of additional support, even if they are not suffering 
harm or are at immediate risk. Each professional should play their full part in providing 
services that are based on a clear understanding of the needs and views of children. 
Teachers and support staff are in a unique position to identify and help abused children. 
Failure to provide an effective response can have serious consequences for the child.   
 
Recognising child abuse can be difficult. No single professional can have a full picture of a 
child’s needs and circumstances. If children and families are to receive the right help at the 
right time, everyone who comes into contact with them has a role to play in identifying 
concerns, sharing information and taking prompt action. It requires staff to observe, note and 
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collaborate with information. Grounds for concern can generally be covered by the following 
circumstances: 

¶ A student states that abuse has taken place or that he/ she feels unsafe 

¶ A third party or anonymous allegation is received 

¶ A student’s appearance or behaviour cause suspicion of abuse e.g unsatisfactorily 
explained bruises/ injuries, signs of distress, marked changes in behaviour 

 
Everybody has a responsibility to report suspected or alleged abuse. Child abuse occurs in 
all groups of society – cultural, ethnic and religious communities and across all classes. All 
staff have a very important role to play, particularly in the recognition and referral stage of 
child protection.  
 
Schools and colleges should work with social care, the police, health services and other 
services to promote the welfare of children and protect them from harm. The school’s 
safeguarding lead in particular will liaise closely with services such as children’s social care.  

Bolton Safeguarding Children Board (BSCB) is the partnership responsible for making 
sure that children and young people in Bolton are safe. 

This is done by:  

¶ Making sure people who work or volunteer with children, young people or their 
families have access to policies and guidance about keeping children safe 

¶ Providing information to children, young people and their families about keeping 
children safe – including about what to do if they think a child is being harmed 

¶ Making sure organisations such as health, police, probation, the council etc, know 
what they have to do to keep children safe 

Bolton’s Framework for Action (Appendix 1) aims to ensure that professionals work 
together to support children to achieve their full potential and that children at risk are 
properly protected.  

The Early Help process: Early help means providing support as soon as a problem 
emerges, at any point in a child’s life. For this to be effective, all agencies must work 
together (BSCB). http://boltonsafeguardingchildren.org.uk  

Rivington and Blackrod High School is committed to early help and identification of unmet 

needs and vulnerabilities of its students and works in partnership with other agencies to 

promote the welfare of the students and keep them safe. We adhere to Bolton’s Framework 

for Action (October 2014) and will implement the Early help process to support the wellbeing 

of children and families by tackling emerging needs at the earliest opportunity 

 

The guidance reflects, ‘Keeping Children Safe in Education’ 2016. (DfE) 
 
 
 
 
 
 
 
 
 
 

http://boltonsafeguardingchildren.org.uk/
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Principles and aims  
 
 
The Guiding Principles of the policy are that the school will ensure: 
 

¶ The Governing board takes seriously its responsibility to safeguard and promote the 
welfare of children; and to work together with other agencies to ensure adequate 
arrangements within our school to identify, assess, and support those children who 
are suffering harm.  

¶ All adults, including temporary staff1, volunteers and governors, have a full and active 
part to play in protecting our students from harm, and that the child’s welfare is our 
paramount concern. 

¶ All staff 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. 

The Aims of the policy are to: 

¶ Support the child’s development in ways that will foster security, confidence and 
independence. 

¶ Provide an environment in which children and young people feel safe, secure, valued 
and respected, with the confidence to approach adults if they are in difficulties, 
believing they will be effectively listened to. 

¶ Raise the awareness of all teaching and non-teaching staff of the need to safeguard 
children and of their responsibilities in identifying and reporting possible cases of 
abuse (Reference Appendices 1-5) 

¶ Provide a systematic means of monitoring children known or thought to be at risk of 
harm, and ensure we, the school, contribute to assessments of need and support 
packages for those children. 

¶ Emphasise the need for excellent levels of communication between all members of 
staff. 

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

¶ Develop and promote effective working relationships with other agencies, especially 
the Police and Social Care. 

¶ Ensure that our recruitment and management practices comply with current 
safeguarding legislation and regulations including the Disclosure and Barring Service 
(DBS). 

¶ Act reasonably in making decisions about the suitability of prospective employees 
based on checks and evidence including DBS checks, barred list checks and 
prohibition checks, together with references and interview information.  

In implementing the policy the school will ensure that: 

¶ A senior leader has Lead Designated Safeguarding Officer (DSO) responsibility 

¶ On appointment, the DSO undertakes interagency training and also undertakes DSO 
‘new to role’ and an ‘update’ course every 2 years  

¶ All other staff have Safeguarding training updated as appropriate 

¶ Any weaknesses in Child Protection are remedied immediately 

                                         
1 Wherever the word “staff” is used, it covers ALL staff on site, including ancillary supply and self-employed 
staff, contractors, volunteers working with children etc, and governors   
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¶ A member of the Governing board is nominated to liaise with the Local Authority (LA) 
on Child Protection issues and in the event of an allegation of abuse made against 
the Headteacher 

¶ Safeguarding and Child Protection policies and procedures are reviewed annually 
and that the Safeguarding and Child Protection Policy is available on the school 
website or by other means 

¶ The names of the DSOs, will be clearly advertised in the school, with a statement 
explaining the school’s role in referring and monitoring cases of suspected abuse. 

¶ The Governing board considers how children may be taught about safeguarding. 
This may be part of a broad and balanced curriculum covering relevant issues 
through personal social health and economic education (PSHE) and/or through sex 
and relationship education (SRE). 

¶ We use the curriculum to teach students how to protect themselves from harm and 
how to speak up if they have concerns.  

¶ Through SMSC and promoting British values, we provide an ongoing programme of 
support through the curriculum at an age appropriate level, to promote self-esteem 
and social inclusion, and to address the issue of child protection in the wider context 
of child safety in general.  

¶ The Lead DSO is a member of the Senior Leadership Team.  

¶ The Deputy DSOs have undertaken the relevant training, and, upon appointment will 
undertake ‘DSO new to role’ training followed by biannual updates.  

¶ The DSO and at least one member of the governing board will also complete safer 
recruitment training (currently on-line on the DfE website) to be renewed every 5 
years 

¶ All members of staff and volunteers are provided with child protection awareness 
information at induction  

¶ All new members of staff will be given a copy of our Safeguarding and Child 
Protection Policy, with the DSOs names clearly displayed, as part of their induction 
into the school.  

¶ All members of staff are trained in and receive regular updates in e-safety and 
reporting concerns 

¶ All other staff and governors have child protection awareness training, updated by 
the DSO as appropriate, to maintain their understanding of the signs and indicators 
of abuse. 

¶ All members of staff, volunteers, and governors know how to respond to a student 
who discloses abuse 

¶ There is a Code of Conduct Policy 

¶ The school operates safer recruitment procedures by ensuring that there is at least 
one person on every recruitment panel that has completed safer recruitment training.  

¶ Safer recruitment training should cover as a minimum the content of Keeping 
Children Safe in Education.  

¶ A single central record is maintained for all staff (including supply and trainee 
teachers) 

¶ The school has procedures for dealing with allegations of abuse against staff and 
volunteers and to make a referral to the DBS if a person in regulated activity has 
been dismissed or removed due to safeguarding concerns, or would have had they 
not resigned. This is a legal duty and failure to refer when the criteria are met is a 
criminal offence.  

¶ All parents/carers are made aware of the responsibilities of staff members with 
regard to child protection procedures through publication of the school’s 
Safeguarding and Child Protection Policy, and reference to it in our Parents’ 
Handbook. 
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¶ Communication with parents is managed professionally, sensitively and non-
judgementally 

¶ Our Lettings Policy seeks to ensure the suitability of adults working with children on 
school sites at any time. 

¶ Community users organising activities for children are aware of the school’s child 
protection guidelines and procedures. 

¶ We will ensure that any information received about an adult harming a child, or 
allegations against adults working in the school are referred to the Headteacher for 
advice, and that any member of staff found not suitable to work with children will be 
notified to the Disclosure and Barring Service (DBS)2 for consideration for barring, 
following resignation, dismissal, or when we cease to use their service as a result of 
a substantiated allegation, in the case of a volunteer. 

¶ Our procedures will be regularly reviewed and updated. 

¶ We maintain confidentiality of written records 

¶ We have written protocols on appropriate use of the internet, photography, mobile 
phones and social networking  

¶ We have readily available pastoral support  

¶ We communicate to ALL staff about safeguarding and child protection procedures, 
protocols to ensure ALL staff are confident in our policy to safeguard children. 

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

 
The policy will be monitored and evaluated by:  
 

¶ Annual reviews 

¶ Maintaining confidential records 

¶ Governing board visits to the school 

¶ SLT ‘drop ins’ and discussions with students and staff 

¶ Student surveys and questionnaires 

¶ Scrutiny of attendance data 

¶ Scrutiny of risk assessments 

¶ Monitoring of behaviour incidents on Sims 

¶ Tracking of attendance/ behaviour records on Sims to identify patterns and trends   

¶ Review of parental concerns and questionnaires 

¶ Continual review of pastoral systems in school  

¶ Reviewing and monitoring of recruitment procedures  
 
 
 
 
 
 
 
 
 
 
 
 
 

                                         
2 Contact the designated officer for guidance in any case 
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The Management of Safeguarding: Roles and responsibilities 
 
Key contacts 
 

Headteacher P Roach  

Designated Safeguarding Officer 

(Deputy Head Teacher) 
Gill Bentham  

Designated Officer Paula Williams  

Nominated CP Governor Sylvia Oakes  

Designated lead on investigations in 

relation to E-Safety  

 (Executive Business Manager) 

Jill Ingram  

Safeguarding Lead Lower School (DOL 

Year 7 & 8) 
Andy Tipney  

Senior Pastoral Manager Laura Platt  

 
Roles and responsibilities of the DSO:  
 

¶ Ensure information about allegations, managing disclosures and key contacts for all 
safeguarding concerns is displayed in staff areas to raise ALL staff awareness of 
their responsibilities.  

¶ Provide ALL staff with the safeguarding and child protection policy annually, as well 
as key contacts information for them to keep and refer to as needed. 

¶ Ensure that mechanisms are in place to assist ALL staff to understand and discharge 
their roles and responsibilities as set out in part 1 of Keeping Children Safe in 
Education (2016). 

¶ If early help is appropriate, support the staff member in liaising with other agencies 
and setting up an inter agency assessment as appropriate.  

¶ If early help is appropriate, the case should be kept under constant review and 
consideration given to a referral to children’s social care of the situation doesn’t 
appear to be improving.  

¶ Referring a child if there are concerns about possible abuse, to the Local Authority, 
and acting as a focal point for staff to discuss concerns.  Referrals should be made in 
writing, following a telephone call using the Multi Agency Referral Form (MARF)3 

¶ Keeping written records of concerns about a child even if there is no need to make 
an immediate referral. 

¶ Ensuring that all such records are kept confidentially and securely and are separate 
from student records, until the child’s 25th birthday, and are copied on to the child’s 
next school or college. 

¶ Ensuring that an indication of the existence of the additional file above is marked on 
the student records.  

¶ Liaising with other agencies and professionals. 

¶ Ensuring that either they or the staff member attend case conferences, core groups, 
or other multi-agency planning meetings, contribute to assessments, and provide a 
report which has been shared with the parents. 

¶ Ensuring that any student currently with a child protection plan who is absent in the 
educational setting without explanation for one day is referred to their key worker’s 
first day response early intervention team. 

                                         
3 Check with your LA for local alternatives 
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¶ Organising child protection induction, and update training every year, for all school 
staff. 

¶ Ensure ALL staff receive appropriate safeguarding and child protection training which 
is updated regularly. 

¶ Ensure ALL staff receive regular safeguarding and child protection updates, at least 
annually, to provide them with the relevant skills and knowledge to safeguard 
children effectively.  

¶ Providing, with the Headteacher, an annual report for the governing board, detailing 
any changes to the policy and procedures; training undertaken by the DSO, and by 
all staff and governors; number and type of incidents/cases, and number of children 
on the child protection register (anonymised)4 

¶ Provide information to the BSCB in order to support it to perform its functions 
 
The DSO should have the appropriate time, funding, training, resources and support 
to provide advice and support to other staff on child welfare and child protection 
matters, to take part in strategy discussions and inter agency meetings and to 
contribute to the assessment of children.  
 

Keeping Children Safe in Education (2016): Role of the designated safeguarding lead 

Managing referrals  

¶ Refer all cases of suspected abuse to the local authority children’s social care and:  

- The local authority designated officer for child protection concerns (all cases which 
concern a staff member); 

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

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

¶ Liaise with the Headteacher to inform him of issues especially ongoing enquiries under 
section 47 of the Children Act 1989 and police investigations  

¶ 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 

¶ Refer cases to the Channel programme where there is a radicalisation concern as 
required, and support staff who make referrals to the Channel programme   

Training  

¶ The designated safeguarding lead should receive appropriate training carried out every 
two years in order to:  

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

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

                                         
4 A model format for the Governors Annual Report is available from Governor Services and at 
www.surreycc.gov.uk/safeguardingchildren  

http://www.surreycc.gov.uk/safeguardingchildren
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- Ensure each member of staff has access to and understands the school’s child 
protection policy and procedures, especially new and part time staff  

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

needs and young carers  
- Be able to keep detailed, accurate, secure written records of concerns and referrals 
- Understand and support the school with regards to the requirements of the Prevent 

duty and be able to provide advice and support to staff on protecting children from 
the risk of radicalisation 

- Obtain access to resources and attend any relevant or refresher training courses 
- Encourage a culture of listening to children and taking account of their wishes and 

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

Raising Awareness  

¶ The designated safeguarding lead should ensure the school’s policies are known and 
used appropriately:  

- Ensure the school’s 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 BSCB 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 copied for any 
new school or college as soon as possible but transferred separately from the main 
student file  

Roles and responsibilities of the Governing Board: 
 

¶ Adhere to recruitment and selection policies and procedures.  

¶ Ensure that the school contributes to inter-agency working in line with statutory 
guidance Working Together to Safeguard Children 2015.  

¶ Provide a coordinated offer of early help when additional needs of children are 
identified and contribute to inter-agency plans to provide additional support to 
children subject to child protection plans.  

¶ Allow access from children’s social care from Bolton local authority for them to 
conduct, or to consider whether to conduct a section 17 or a section 47 assessment.  

¶ Ensure that safeguarding arrangements take into account the procedures and 
practice of Bolton local authority as part of the inter-agency safeguarding procedures 
set up by the Bolton Safeguarding Children Board. 

¶ Ensure that there are procedures in place to handle allegations against members of 
staff and volunteers. Such allegations should be referred to the designated officer at 
the local authority. There must also be procedures in place to make a referral to the 
DBS if a person in regulated activity has been dismissed or removed due to 
safeguarding concerns, or would have been had they not resigned.  

¶ Ensure that a member of the Governing board, usually the chair, is nominated to 
liaise with the local authority and/ or partner agencies on issues of child protection 
and in the event of allegations of abuse made against the Headteacher. In the event 
of allegations of abuse being made against the Headteacher, allegations should be 
reported directly to the designated officer.    

¶ Prevent people who pose a risk of harm from working with children by adhering to 
statutory responsibilities to check staff who work with children, taking appropriate 
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decisions on whether to ask for any checks beyond what is required, and ensuring 
volunteers are appropriately supervised.  

¶ Appoint a designated teacher to promote the educational achievement of children 
who are looked after, and ensure that this person has appropriate training.  

¶ Be aware that the most common reason for children becoming looked after is as a 
result of abuse and/or neglect. Ensure that staff have the skills, knowledge and 
understanding necessary to keep looked after children (CLA) safe. In particular, 
ensure that appropriate staff have the information they need in relation to a child’s 
looked after legal status and contact arrangements with birth parents or those with 
parental responsibility.  

¶ Be aware that children with special educational needs and disabilities can face 
additional safeguarding challenges. 

¶ Ensure that an effective Child Protection Policy is in place together with a staff Code 
of Conduct Policy, which should include, amongst other things, staff/ student 
relationships and communications including the use of social media 

¶ Ensure that the Safeguarding and Child Protection Policy is made public via staff 
public folders and the school website 

¶ To remedy any deficiencies or weaknesses in regard to child protection 
arrangements  

¶ Review policies and procedures annually 

¶ Ensure that staff are aware of any changes to legislation, and that training is 
organised in accordance with the guidance. 

¶ Be aware of the Counter Terrorism and Security Act 2015, and Prevent awareness 
training   

¶ Ensure that there are appropriate responses to children who go missing from 
education, particularly on repeat occasions, to help identify the risk of abuse and 
neglect and to help prevent the risks of them going missing in the future.   

¶ Ensure appropriate online filters and monitoring systems are in place, while being 
careful that ‘over blocking’ does not lead to unreasonable restrictions as to what 
children can be taught with regard to online teaching and safeguarding. 

 
Roles and responsibilities of staff: 
 
Safeguarding incidents can happen anywhere and staff should be alert to possible concerns 
being raised in school. Every member of staff has a duty to safeguard and promote the 
welfare of children. 
 
ALL staff should know what to do if a child tells them that he/ she is being abused or 
neglected (see Appendix 11).  
 
ALL staff should be aware of safeguarding issues and that behaviours linked to the likes of 
drug taking, alcohol abuse, truanting and sexting put children in danger.  
 
ALL staff should be aware that safeguarding issues can manifest themselves via peer on 
peer abuse. This is most likely to include bullying, gender based violence/ sexual assaults 
and sexting. Staff should be clear as to the school’s Anti Bullying Policy and the Behaviour 
Policy.  
 
All staff may raise concerns directly with Children’s Social Care Services.  
 
Appendix 6:BSCB contact details.  
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The Teachers’ Standards (2012) state that teachers, including Headteachers, should 
safeguard children’s well-being and maintain public trust in the teaching profession as part of 
their professional duties (Appendix 7). 
 
Staff members working with children are advised to maintain an attitude of ‘it could happen 
here’ where safeguarding is concerned. When concerned about the welfare of a child, staff 
members should always act in the BEST interests of the child (DfE, 2014). 
 
Please remember that it is not our role to investigate whether child abuse has taken 
place. Staff should immediately discuss any concerns about a studentôs welfare with 
the DSO (Gill Bentham). If, for any reason, she is unavailable, please refer immediately 
to Headteacher (Paul Roach), School Business Manager (Jill Ingram), KS3 Director of 
Curriculum and Achievement (Andy Tipney) or Senior Pastoral Manager (Laura Platt).  
 
In the event of a safeguarding incident at the Lower School site, staff must refer 
immediately to KS3 Director of Curriculum and Achievement (Andy Tipney). If, for any 
reason, he is unavailable, staff must refer to Headteacher at Lord Street Primary 
School (Andy Marshall) who will offer advice and guidance during the time that it 
takes to contact Gill Bentham DSO or alternative RBHS staff as detailed above.   

Specific safeguarding issues (Keeping children safe in education, 2016)  

(see appendices 2-5 for further information on FGM, forced marriage, preventing 
radicalisation, children missing from education and sexting) 

child sexual exploitation (CSE) 

bullying including cyberbullying 

domestic violence 

drugs 

fabricated or induced illness 

faith abuse 

female genital mutilation (FGM) 

forced marriage 

gangs and youth violence 

gender-based 
violence/violence against 
women and girls (VAWG) 

mental health 

private fostering 

preventing radicalisation 

sexting 

teenage relationship abuse 

trafficking 

children missing education 

children missing from home/ 
care 

hate  

       
 

 
 
 
 
 
 
It is the responsibility of all staff to; 
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ü Support children 
 

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

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

¶ Accept that research shows that the behaviour of a child in these circumstances 
may range from that which is perceived to be normal to aggressive or withdrawn. 

¶ Raise concerns directly with Bolton’s Social Care services, or speak to the DSO.  
 
Appendix 8: Actions where there are concerns about a child  
 

Our school will support all children by: 
 

¶ Encouraging self-esteem and self-assertiveness, through the curriculum as well 
as our relationships, whilst not condoning aggression or bullying.  

¶ Promoting a caring, safe and positive environment within the school. 

¶ Liaising and working together with all other support services and those agencies 
involved in the safeguarding of children. 

¶ Notifying Social Care as soon as there is a significant concern.  

¶ Using the school’s Template for Recording Concerns when concerns about a 
child arise, and ensuring this is sent to the DSO or the Deputy DSO (Appendix 
9). This is available to all staff via the T Drive   

¶ Providing continuing support to a child about whom there have been concerns 
who leaves the school by ensuring that appropriate information is copied under 
confidential cover to the child’s new setting and ensuring the school medical 
records are forwarded as a matter of priority. 

¶ Providing written protocols on appropriate use of the internet, photography and 
mobile phones/ social networking. 

¶ Provide readily available pastoral support. 

¶ Recognising signs of abuse ‘is this significant harm?’ 

¶ Knowing what to look for in the early identification of abuse and neglect. If 
unsure, staff should always speak to the designated safeguarding lead. In 
exceptional circumstances, such as in an emergency or a genuine concern that 
appropriate action has not been taken, staff members can speak directly to 
children’s social care.  

¶ Understanding their role in the early help process. This means identifying 
emerging problems, liaising with the DSO and sharing information with other 
professionals to support early identification and assessment.   

¶ Adhering to departmental protocols and guidelines when working with children in 
close proximity or supervising children in changing rooms (specifically PE, 
drama).   
 
 

ü Ensure confidentiality 
 

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

¶ The Headteacher or DSO will disclose any information about a child to other 
members of staff on a need to know basis only.5  

                                         
5 Guidance and sharing information can be found in the DfE booklet ‘Information sharing guidance for 
practitioners and managers’ DCSF-00807-2008 (archived) 
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¶ All staff must be aware that they have a professional responsibility to share 
information with other agencies in order to safeguard children. 

¶ All staff must be aware that they cannot promise a child to keep secrets which 
might compromise the child’s safety or wellbeing. 

¶ We will always undertake to share our intention to refer a child to Social Care 
with their parents /carers unless to do so could put the child at greater risk of 
harm, or impede a criminal investigation. If in doubt, we will consult with Bolton 
Safeguarding Children Board (BSCB) on this point. 
 

ü Support staff 
 

¶ We recognise that staff working in the school who have become involved with a 
child who has suffered harm, or appears to be likely to suffer harm may find the 
situation stressful and upsetting. 

¶ We will support such staff by providing an opportunity to talk through their 
anxieties with the DSO and to seek further support as appropriate. 

¶ Raise any concerns regarding safeguarding staff with the DSO or the 
Headteacher. 
 

ü Allegations against staff 
 

¶ All staff must familiarise themselves with the LA’s “The First Five Minutes” Rule 
(Appendix 10).  

¶ All school staff should take care not to place themselves in a vulnerable position 
with a child. It is always advisable for interviews or work with individual children or 
parents to be conducted in view of other adults.  

¶ All Staff should be aware of Bolton Safeguarding Children Board (BSCB) 
Guidance on Behaviour Issues, and the school’s own Behaviour Policy. 

¶ Guidance about conduct and safe practice, including safe use of mobile phones 
by staff and volunteers will be given at induction6 

¶ We understand that a student may make an allegation against a member of staff. 
If such an allegation is made, or information is received which suggests that a 
person may be unsuitable to work with children, the member of staff receiving the 
allegation or aware of the information, will immediately inform the Headteacher.  

¶ If the allegation made to a member of staff concerns the Headteacher, the person 
receiving the allegation will immediately inform the Chair of Governors who will 
consult as above, without notifying the Headteacher first. 

¶ The school will follow the BSCB procedures for managing allegations against 
staff. Under no circumstances will we send a child home, pending such an 
investigation, unless this advice is given exceptionally, as a result of a 
consultation with the designated officer.  

¶ Suspension of the member of staff, excluding the Headteacher, against whom an 
allegation has been made, needs careful consideration, and the Headteacher will 
seek the advice of the DSO and HR in making this decision. 

¶ If staff members have concerns about another staff member then this should be 
referred to the Headteacher. Where there are concerns about the Headteacher 
this should be referred to the chair of governors. 

¶ In the event of an allegation against the Headteacher, the decision to suspend 
will be made by the Chair of Governors with advice as above. 

¶ We have a procedure for managing the suspension of a contract for a community 
user in the event of an allegation arising in that context. 

                                         
6 Refer to “Guidance for Safe Working Practice for the Protection of Children and Staff in Education Settings”  
available on the DfE website 
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We have a duty of care to our employees. We ensure we provide effective support for 
anyone facing an allegation and provide the employee with a named contact if they are 
suspended. 

 
 

ü Whistleblowing 
 

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

¶ Staff and volunteers should feel able to raise concerns about poor or unsafe 
practice and potential failures in the school’s safeguarding regime and that such 
concerns will be taken seriously by the senior leadership team.  

¶ Whistleblowing procedures are in place for such concerns to be raised with the 
school’s management team. Where a staff member feels unable to raise the 
issue, or feels that genuine concerns are not being addressed, other 
whistleblowing channels may be open to them. 

¶ All staff should be 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 it becomes necessary to consult outside the school, they should 
speak in the first instance, to the DSO following the Whistleblowing Policy. 

¶ Whistle-blowing re the Headteacher should be made to the Chair of the 
Governing board whose contact details are readily available to staff.  

¶ If any incident occurs which may result in an action being misinterpreted and/ or 
an allegation being made by a member of staff, then the relevant information 
should be immediately reported to the Headteacher for ‘The First Five Minutes’ 
procedure (available in all departments, see Appendix 10). In the rare event of 
none of the above being available then report to SLT.  
 

ü Positive restraint 
 

¶ We acknowledge that staff must only ever use physical intervention as a last 
resort, when a child is endangering him/herself or others, and that at all times it 
must be the minimal force necessary to prevent injury to another person. 

¶ Such events should be recorded and signed by a witness.  

¶ Staff who are likely to need to use physical intervention will be appropriately 
trained in the Positive Options technique and/or non-violent crisis intervention. 

¶ We understand that physical intervention of a nature which causes injury or 
distress to a child may be considered under child protection or disciplinary 
procedures.  

¶ We recognise that touch is appropriate in the context or working with children, 
and all staff have been given ‘Safe Practice’ guidance to ensure they are clear 
about their professional boundary.7 

 
ü Anti-bullying 

 

¶ Our school’s Anti-bullying Policy is set out in a separate document and 
acknowledges that to allow or condone bullying may lead to consideration under 
child protection procedures. This includes all forms e.g. cyber, racist, homophobic 
and gender related bullying. We keep a record of known bullying incidents, 
including racist incidents. All staff are aware that children with SEND and / or 

                                         
7 ‘Guidance on Safer Working Practices is available on the DfE website 
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differences/perceived differences are more susceptible to being bullied / victims 
of child abuse. 

 
ü Prevention 

 

¶ We recognise that the school plays a significant part in the prevention of harm to 
our children by providing children with good lines of communication with trusted 
adults, supportive friends and an ethos of protection 

 
The school community will therefore: 
 

¶ Work to establish and maintain an ethos where children feel secure and are 
encouraged to talk and are always listened to.  

¶ Include regular consultation with children e.g. through safety questionnaires, 
participation in anti-bullying week, asking children to report whether they have 
had happy/sad lunchtimes/playtimes 

¶ Ensure that all children know there is an adult in the school whom they can 
approach if they are worried or in difficulty. 

¶ Be aware that staff, alongside the designated safeguarding lead, may be asked 
to support social workers to take decisions about individual children.  

¶ Include safeguarding across the curriculum, including PSHE, opportunities which 
equip children with the skills they need to stay safe from harm and to know to 
whom they should turn for help. In particular this will include anti-bullying work, e-
safety, road safety, pedestrian and cycle training.  

¶ Ensure all staff are aware of, and adhere to school guidance for their use of 
mobile technology and have discussed safeguarding issues around the use of 
mobile technologies and their associated risks.   

 

ü Health and Safety 
 

¶ Our Health & Safety Policy reflects the consideration we give to the protection of 
our children both physically within the school environment, and for example in 
relation to internet use, and when away from the school and when undertaking 
school trips and visits. 

 
ü Tracking attendance (Appendix 4) 

 

¶ Our Attendance Policy is set out in a separate document  

¶ We are committed to ensuring that all students attend school regularly and on 
time. Absences are tracked rigorously and robustly and the school operates the 
“In Touch” system, whereby parents of absent students are text as a matter of 
urgency 

¶ Registers are taken in every lesson during the school day 

¶ SIMS Learning Gateway enables parents to see which lesson their child has 
attended at any point in time. 

¶ A child going missing from an education setting is a potential indicator of abuse 
or neglect (especially where a parent(s)/carer(s) is not contactable and has not 
provided any evidence or reason for their child’s absence). Staff should follow 
procedures for dealing with children who go missing, particularly on repeat 
occasions. 

¶ Contact will be made with the Local Authority’s Children Missing Education 
(CME) Officer.  

¶ We have a right to home visit to ensure a child’s safety.   
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Bolton’s definition of children missing from education or at risk of missing 
education has been agreed as; 
To include any child who is not accessing full time appropriate provision 
 

ü Physical environment 
 

¶ It is critical that our physical environment reflects fully our commitment to 
safeguarding. To this end we are continuing to enhance our current provision 
highlighted below:  
 

¶ Our entry systems, with safeguarding protocol clearly displayed 

¶ High visibility in student areas 

¶ Enhanced CCTV 

¶ Open door policy for teaching 

¶ Safe havens 

¶ Restricted vehicular access during the school day 

¶ Sanitising hand wash 

¶ Signage to prevent spread of infection  
 
ü Mandatory reporting duty 

 

It is a criminal offence to take a girl out of the country for FGM or arrange for her to 

be taken out of the country for FGM and can lead to a maximum penalty of 14 years’ 

imprisonment. 

If FGM is suspected, school staff are legally required to report this and follow child 

protection procedures.  

 

Section 5B of the Female Genital Mutilation Act 2003 (as inserted by section 74 of 

the Serious Crime Act 2015) will place a statutory duty upon teachers, along with 

social workers and healthcare professionals, to report to the police where they 

discover (either through disclosure by the victim or visual evidence) that FGM 

appears to have been carried out on a girl under 18. Those failing to report such 

cases will face disciplinary sanctions. It will be rare for teachers to see visual 

evidence, and they should not be examining students, but the same definition of what 

is meant by “to discover that an act of FGM appears to have been carried out” is 

used for all professionals to whom this mandatory reporting duty applies. 

 

The Mandatory reporting duty will commence in October 2015. Once introduced, 

teachers must report to the police cases where they discover that an act of FGM 

appears to have been carried out. Unless the teacher has a good reason not to, they 

should still consider and discuss any such case with the school’s designated 

safeguarding lead and involve children’s social care as appropriate. 

(see Appendix 2) 

 
Appendix 11: Managing a disclosure and how to respond  
Appendix 12: Safeguarding young people educated off site   
Appendix 13: Inclusion  
Appendix 14: Definitions and Indicators   
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Child Protection guidance 
 
This guidance aims to:  
 

¶ Keep students safe by clarifying safe practice 

¶ Assist members of staff to work sensibly and responsibly and monitor their own 
standards and practice 

¶ Set clear expectations of behaviour and practice 

¶ Give a clear message that unlawful or unsafe behaviour is unacceptable and that, 
wherever appropriate, disciplinary or legal action will be taken 

¶ Minimise the risk of misplaced or malicious allegations against staff 

¶ Reduce the incidence of positions of trust being abused or misused 
 
Underpinning principles 
 

¶ The welfare of our students is paramount 

¶ All members of staff are responsible for their own actions and behaviour and should 
avoid any conduct which would lead any reasonable person to question their 
motivation and intentions 

¶ All members of staff should work and be seen to work in an open and transparent 
way 

¶ The same professional standards should always be applied regardless of culture, 
disability, language, gender, racial origin, religious belief and/or sexual identity 

 
Duty of care 
 
All staff are accountable for the way they exercise authority, manage risk, use resources and  
safeguard our students. RBHS staff work together to ensure everyone is treated with respect 
and dignity. This is exercised through the development of respectful and caring relationships 
and through the behaviour of staff which should demonstrate integrity, maturity, good and 
professional judgement. The school expects high standards of behaviour from its staff who 
should, in accepting employment at the school, understand and acknowledge the 
responsibilities and trust inherent in that role.  
 

¶ All staff have a duty to keep students safe and to protect them from physical and 
emotional harm.  They  also  have  an  obligation  to  take  action  if  anything  
concerning  the  health  and welfare of a student is brought to their attention. 

¶ Staff should always report to a senior member of staff anything of concern about a 
student’s safety. 

¶ All staff must be aware of the school’s child protection procedures as well as the 
name/role of the DSO (Mrs G Bentham) 

¶ If child abuse is suspected, staff have a duty to pass on information without delay to 
the DSO. This takes priority over any other matters. 

¶ Staff have a duty to take care of themselves. (Health & Safety At Work Act 1974). 

¶ Where no specific guidance exists, staff are expected to make professional 
judgements about their behaviour in order to secure the best interests and welfare of 
students and, in doing so, will be deemed to be acting reasonably. 

¶ Understand the responsibilities, which are part of their role and be aware that 
sanctions will be applied if these provisions are broken 

¶ Always act and be seen to act in the students’ best interests 

¶ Avoid any conduct which would lead any reasonable person to question their 
motivation and intentions 

¶ Take responsibility for their own actions and behaviour 
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¶ If, at any point, there is a risk of immediate serious harm to a child a referral should 
be made to Children’s Social Care immediately  

¶ Anybody can make a referral to: 
 

Jacqui Parkinson (8) 7472 or Childrenôs Social Care: 
Child Protection Unit 01204 337468 

(North District 337400: South 337729/337730: West 01942 634625 
Out of Hours Team 337777 

Police ï Safeguarding Vulnerable Persons Unit 0161 856 6583 
Police Public Protection Investigation Unit (CP) 0161 856 7949 

 
MASS (Multi-agency Screening and Safeguarding Service) 

01204 331500 
 
As a school we will: 

¶ Ensure that appropriate safeguarding procedures are implemented and monitored 

¶ Foster a culture of openness and support 

¶ Ensure systems are in place for concerns to be raised 

¶ Ensure that there are effective recording systems in place which confirm discussions,  
decisions and the outcomes of any action taken 

¶ Ensure that staff are not placed in situations which render them particularly 
vulnerable 

¶ Ensure that where services are provided by another body, the body concerned has 
appropriate safeguarding policies and procedures (Appendix 12) 

¶ Ensure all staff understand this guidance 

¶ Ensure that all job descriptions and person specifications clearly identify the 
competencies necessary to fulfil the above duty of care 

 
Confidentiality 
 
Staff may have access to confidential  information  about  students  in  order  to  undertake  
their responsibilities. In some instances this may be highly sensitive and private. These 
details must be kept confidential at all times and only shared when it is in the best interests 
of the student to do so.  
Such information must not be used to intimidate, humiliate or embarrass the student 
concerned. 
The storing and  processing  of  personal  information  about  young  people  is  governed  
by  the  Data protection  Act  1998.  Additionally, concerns  and  allegations  about  adults  
should  be  treated  as confidential  and  passed  to  the  Headteacher  without  delay.  This 
means that all staff should:  
 

¶ Treat any information received about a student in a discreet and confidential 
manner 

¶ Be clear about when information can be shared and in what circumstances it is 
appropriate to do so 

¶ Seek advice from a senior member of staff if in any doubt about sharing 
information. Never pass on confidential information to ‘outsiders’, press, police, 
social services etc unless this has been cleared by a senior member of staff. 

¶ Know to whom any concerns or allegations should be reported 
 
Making a professional judgement 
 
This guidance cannot provide a complete checklist of what is, or what should be appropriate  
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behaviour for staff in all circumstances. Individuals are expected to make judgements about 
their behaviour in order to secure the best interests and welfare of our students. Always 
consider whether the actions are warranted, proportionate, safe and applied equitably.  
This means that all staff, where there is no specific guidance in existence, should:  
 

¶ Discuss the circumstances that informed their decision, or proposed action with their 
line or senior manager 

¶ Report any actions which could be misinterpreted to their line or senior manager 

¶ Always discuss any misunderstandings, accidents or threats with their line or senior  
management 

¶ Record any areas of disagreement about any course of action and if necessary refer 
to senior management 

¶ Keep a copy of records which confirm decisions, discussions and reasons why action 
was taken   
 

Positions of power and trust 
 
As a result of knowledge, position and the authority invested in their role all staff are in 
positions of trust in relation to students. A relationship between an adult and a student 
cannot be a relationship between equals. Staff have the responsibility to ensure that an 
unequal balance of power is not used for personal advantage or gratification.  
 
All  staff  should,  at  all  times,  maintain  appropriate  professional  boundaries  and  avoid  
behaviour which might be misinterpreted by others. They should report any incident with this 
potential. This means that all staff should not:  
 

¶ Use their position to gain access to information for their own or others’ advantage or 
to the detriment of a student/family.  

¶ Use their power to intimidate, threaten, coerce or undermine students. 

¶ Engage in sexual activity with any student, sixth form included, or cause or invite a 
student to engage in or watch any kind of sexual activity. Their consent is irrelevant. 
Be aware that social contact with a student or even ex-student could be interpreted 
as “grooming”. 

¶ Be seen to be paying special attention to a particular student  
 
Use of Personal Living Space 
 
This means that all staff should:  

¶ Be vigilant in maintaining their privacy and mindful of the need to avoid placing 
themselves in vulnerable situations 

¶ Be mindful of the need to maintain professional boundaries 

¶ Refrain from asking students to undertake personal jobs or errands 
 
Propriety and behaviour  
 
All staff have a responsibility to maintain public confidence in their ability to safeguard the 
best interests of our students.  It  is  therefore  expected  that  they  will  adopt  high  
standards  of  personal conduct  at all times  in order to maintain the confidence and respect 
of the public and those with whom they work. Consideration should be given in particular to 
attendance and conduct at student celebrations.  
Staff’s  personal  behaviour  should  not  compromise  their  professional  position  or  
indicate  an unsuitability to work with children. Misuse of drugs, alcohol or acts of violence 
would be examples of such behaviour.  
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This means that staff should not:  
 

¶ Behave in such a manner that would lead any reasonable person to question their 
suitability to work with children or to act as a role model. 

¶ Make, or encourage others to make any sexual remarks to a student (including email, 
text messages, phone and letter), or behave in any way which could be interpreted 
as sexually suggestive or provocative. 

¶ Discuss  their  own  sexual  preferences  or  sexual  relationships  with  or  in  the  
presence  of students. 

¶ Discuss  a  student’s  individual  sexual  relationships  in  full  class  or  in  other  
inappropriate contexts or settings. 

¶ Make unprofessional personal comments which scapegoat, demean or humiliate 
students. 
 

Infatuations 
 
Occasionally  a  student  may  develop  an  infatuation  with  an  adult  who  works  with  
them.  Such situations should be dealt with sensitively and appropriately to maintain the 
dignity and safety of all concerned. Staff should remain aware, however, that such 
infatuations carry a high risk of words or actions  being  misinterpreted  and  should  make  
every  effort  to  ensure  that  their  own  behaviour  is above reproach. Any member of staff 
who suspects or becomes aware that a student is developing an  infatuation should discuss  
this,  at  the  earliest  opportunity,  with  a  line  or  senior  manager  so appropriate action 
can be taken to avoid any hurt, distress or embarrassment.  
 
This means that staff should:  
 

¶ Report immediately any indications (verbal, written or physical) that suggest a 
student may be infatuated with them, or with a colleague. 

¶ Always acknowledge and maintain professional boundaries 
 
Dress and appearance 
 
A person’s dress and appearance are matters of personal choice and self-expression. 
However staff should dress in ways which are appropriate to their role and this may need to 
be different to how they dress when not at work.  Staff  dress  must  be  appropriate  for  the  
tasks  and  the  work  they undertake. 
 
This means that staff must:  
 

¶ Dress decently, safely and appropriate for role.  To clarify; jacket, shirt and tie for 
male staff and equivalent appropriate, professional dress for female staff. 

¶ Not wear clothing that is likely to be viewed as offensive, revealing, or sexually 
provocative or with any political or otherwise contentious slogans/ messages 

¶ Not wear clothing which may distract, cause embarrassment or give rise to 
misunderstanding 

 
The following examples are unacceptable whilst at school; flip flops, cropped tops, casual 
cropped trousers, shorts, low waist trousers, jeans or any provocative attire.  In addition 
extreme hair styles and/or colour are unacceptable as well as visible tattoos and piercings 
(other than ears). 

 
 
Gifts 
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The  giving  of  gifts  and  rewards  should  be  part  of  the  school’s  policy  for  supporting  
positive behaviour and recognising achievement. Any rewards should be given openly and 
not be based on favouritism and not open to any possible misinterpretation by others as a 
gesture either to bribe or groom.  Selecting  students  for  specific  activities  or  privileges  
should  be  done  carefully  to  avoid perceptions  of  favouritism  or  unfairness.  Methods 
and criteria for selection should always be transparent.  
Care should also be taken to ensure that adults do not accept any gift that might be 
construed as a bribe or lead the giver to expect preferential treatment.  
There  are  occasions  when  students  may  wish  to  give  a  small  token  of  thanks  or  for  
a  special occasion which is acceptable. However, it is unacceptable to receive gifts on a 
regular basis or of any significant value. 
 
This means that staff should: 
 

¶ Not  accept  any  gift  which  might  be  construed  by  others  as  a  bribe,  or  lead  
the  giver  to expect preferential treatment. 

¶ Accept small ‘thank you gifts’ but not receive gifts on a regular basis or of any 
significant value. 

¶ Generally  only  give  gifts  to  a  student  as  part  of  an  agreed  reward  systems.  
In  any  other context,  ensure  that  any  gifts  given  are  of  insignificant  value  and  
given  to  all  children equally. 

¶ Ensure that all selection processes which concern students are fair and that 
whenever possible these are undertaken and agreed by more than one member of 
staff 

 
Social Contact 
 
This section works alongside, and should be read in conjunction with the Social Networking 
Policy.  All staff should not seek to have social contact with students or their families. This 
means that staff should:  

¶ Not try to establish social contact with past or present students or their parents via 
any means on a personal level 

¶ Have no social contact with students or their parents 

¶ Not invite or accept contact requests from past or present students under the age of 
18, or their families through any form of social media i.e Facebook/ Twitter using their 
personal profile.  

¶ Not accept or request friendship with past or present students under the age of 18 
over social media if you leave to work in any other establishment  

¶ Whilst we appreciate that staff may want to use social media to communicate with 
students and parents regarding school activities, homework etc, it is imperative that 
all communication with students and parents via social media is conducted within 
clearly defined professional boundaries which do not, under any circumstances, link 
with personal social media profiles. This activity will be monitored for 
appropriateness.  

¶ Staff should give due regard to social networking contacts who have family members 
and friends who are currently students or parents of students within school. We 
would advise either separate accounts or blocking procedures to be put in place.  

¶ Not give personal contact details to students, e.g. home/mobile phone numbers, 
blog, or email address. If it is an emergency then remember to dial 141 before the 
number in order to withhold your own personal number 

¶ Ensure that any contact with parents or students by email must be via school email. 

¶ Ensure that any unwelcome communications to staff, be they written or visual, from  



23 
 Safeguarding and Child Protection Policy 

students or parents are reported immediately. This would also include threatening 
attitudes by parents during an interview/parents’ evening or on social media sites.  

¶ Discuss and record any personal communications such as birthday cards, with their 
line manager  

¶ Recognise that text messaging is rarely an appropriate response to a child in crisis or 
at risk of harm 

¶ We appreciate that staff may want to use internet or web based communication 
channels to liaise with students (i.e VLE) however this communication must adhere 
to professional boundaries.  

¶ Report and record any situation, which may place a child at risk or which may 
compromise the school or your own professional standing 

¶ Understand that some communications may be called into question and need to be 
justified and social media sites may be monitored.  
 
*We strongly advise that staff do not have contact over social media with past or 
present students under the age of 21 

 
Safeguarding on the internet: cyber-bullying duties 
 
Sophisticated  information  technology  can  pose  a  serious  threat  to  the  safety  and  
welfare  of  our students. Risks may come from adults who use the internet to exploit young 
people sexually or from their  peers  who  instigate  cyber-bullying,  the  consequences  of  
which  can  be  severe.   
The school prioritises educating students on how to respond to cyber-bullying and how to 
keep themselves safe. 
 
All staff should:  

¶ Treat a bullying incident as a CP concern where there is ‘reasonable cause to 
suspect that a child is or is likely to suffer significant harm.’ Even when safeguarding 
is not considered to be an  issue school will look for the reasons behind the bullying 
and may draw on external services for support 

¶ Speak  to  the  DSO  if  they  feel  an  offence  has  been committed under the 
Malicious Communications Act 1988, where there  has been intent to cause  distress,  
an  indecent  or  grossly  offensive  message  has  been  sent,  a  threat  or 
information which is false and known or believed to be false by the sender. 

¶ Support  an  environment  that  prevents  bullying  by  reporting  any  issues  
between  students which might provoke conflict and develop strategies to prevent 
bullying from happening in the first place 

¶ Support  dedicated  events  e.g  Anti-Bullying  week  and  Blue  Friday  and  
assemblies  within form and lesson time. Involve  students,  ensuring they  
understand the school’s approach and are  clear  about  the  part  they  can  play  to  
prevent  bullying,  including  when  they  find themselves as bystanders 

¶ Ensure they act as a role model and value an ethos of mutual respect 

¶ Implement school disciplinary sanctions which reflect the seriousness of the incident 

¶ Make it easy for students to report bullying so that they are listened to and incidents 
acted upon. Students should feel they can report bullying which may have occurred 
outside school including cyber-bullying 

¶ Create  a  safe  environment  where  students  can  openly  discuss  the  cause  of  
their  bullying, without fear of further bullying or discrimination 

¶ Ensure the curriculum offers an opportunity to openly discuss differences between 
people that could motivate bullying e.g religion, ethnicity, disability, gender or 
sexuality 

¶ Log incidents of bullying on SIMS 
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Physical contact 
 
Physical contact should never be secretive, or for the gratification of the adult, or represent a 
misuse of authority. If a member of staff believes that their action could be misinterpreted, or 
if an action is observed  by  another  as  being  inappropriate  or  possibly  abusive,  the  
incident  and  circumstances should be reported to the DSO as outlined in the procedures for 
handling allegations and an appropriate record made. Parents/carers should also be 
informed in such circumstances.  
Where  a  student  seeks  or  initiates  physical  contact,  the  situation  should  be  handled  
sensitively.  
Careful consideration must be given to the needs of the student and support given to the 
member of staff concerned.  It  is  recognised  that  some  children  who  have  experienced  
abuse  may  seek inappropriate physical contact.  
In all circumstances where a student initiates inappropriate physical contact, the member of 
staff will work with the pastoral team to help them understand the importance of personal 
boundaries.  
Such circumstances must always be reported. This means that staff should:  
 

¶ Be aware that even well-intentioned physical contact may be misconstrued by  the 
student, an observer or by anyone to whom this action is described 

¶ As a general rule, do not touch students. Physical contact should never be: i) 
secretive or for personal gratification ii) of a type which may be considered indecent. 

¶ Where  there  are  occasions  when  it  is  appropriate  and  proper  for  staff  to  have  
physical contact  with  students,  only  touch  when  it  is  appropriate  and  proper  to  
do  so  in  their professional judgement.   Physical  contact  should  be  in  response  
to  a  child’s  needs  at  the time,  of  limited  duration,  and  appropriate  given  their  
age,  stage  of  development,  gender, ethnicity and background. 

¶ Some staff (e.g. PE, music and SEN staff) may need to initiate physical contact, e.g. 
in order to  support  a  child  so  they  can  perform  a  task  safely,  to  demonstrate  
a  particular  piece  of equipment/instrument  or  assist  them  with  an  exercise.  
This should be done with the student’s understanding of the reason and their 
consent, and in an ‘open’ environment. 

¶ Don’t indulge in horseplay, tickling or fun fights. 

¶ Be aware of cultural or religious views about touching and always be sensitive to 
issues of gender  

¶ Use extra caution when it is known that a student has suffered previous abuse or 
neglect 

¶ Report  immediately  any  physical  contact  which  concerns  you  or  which  you  
believe  may have been misconstrued. 

¶ Always  be  prepared  to  report  and  explain  actions  and  accept  that  all  physical  
contact may be open to scrutiny. 

¶ In certain circumstances where physical contact is required, then the extent of this 
should be agreed with the parent/carer and student. In such circumstances then a 
positive handling plan should be drawn up and agreed by all parties 

 
The school has a system in place for recording incidents 
 
Sexual Contact 
 
All  staff  should  clearly  understand  the  need  to  maintain  appropriate  boundaries  in  
their  contacts with students. Children are protected by specific legal provisions regardless of 
whether the child consents or not. Adults should be aware that consistently conferring 
inappropriate special attention and favour upon a child might be construed as part of a 
‘grooming’ process and as such will give rise to concerns about their behaviour.  
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This means that staff should not:  

¶ have sexual relationships with students 

¶ have  any  form  of  communication  with  a  student  which  could  be  interpreted  as  
sexually suggestive or provocative 

¶ make sexual remarks to, or about a student 

¶ discuss their own sexual relationship with or in the presence of students  
 
Students in distress 
 
There may be occasions when a very distressed student needs comfort and reassurance 
and this may involve physical contact.  Staff  should  use  their  professional  judgement  to  
comfort  or  reassure  a student in an age-appropriate way whilst maintaining clear 
professional boundaries.  
 
This means that staff should:  
 

¶ consider the way in which they offer comfort and reassurance to a distressed student 
and do it in an age-appropriate manner 

¶ Be self-aware, avoid any contact which may be intrusive or open to misinterpretation. 

¶ Tell a colleague if they have offered comfort to a distressed student. 
 
Control and physical intervention 
 
The use of physical intervention should, wherever possible be avoided. It should only be 
used to manage a student’s behaviour if necessary to prevent personal injury to the student, 
other students or to prevent serious damage to property. When used it should be undertaken 
in such a way that maintains the safety and dignity of all concerned.  
 
This means that staff should:  

¶ Always try to defuse situations without physical intervention. 

¶ We do not expect staff to put themselves at physical risk, but they may intervene to 
prevent a student from injuring themselves or others. They may use only reasonable 
force. There is no legal definition of reasonable force, but they must be sure that any 
physical intervention is warranted by the circumstances of the particular incident (i.e. 
not in response to a trivial action), and that the degree of force used is in proportion 
to the seriousness of the behaviour, or the consequences it is intended to prevent. 
Any force used should be the minimum to achieve the desired result.  

¶ If restraint is used then a ‘Physical Intervention Report Form’ must be completed and 
kept with the Headteacher’s Secretary. 
 

Staff who work with students with more challenging behaviour are trained in non-violent 
crisis intervention. 
 
Behaviour management 
 
All students have a right to be treated with dignity and respect even in those circumstances 
where they display difficult or challenging behaviour. The use of sarcasm, demeaning or 
insensitive comments towards students is not acceptable in any circumstances. Any 
sanctions or rewards should be part of the school’s behaviour procedures. The use of 
corporal punishment is illegal in all circumstances.  
Where  students  display  difficult  or  challenging  behaviour,  procedures  are  to  be  
followed  and strategies used appropriate to the circumstance and situation. The use of 
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physical intervention can only be justified in exceptional circumstances and as a last resort 
when other behavioural strategies have failed.  
Where  a  student  has  specific  needs  the  SENCO will  communicate  a  specific  
behaviour plan. 
  
This means that all staff should:  
 

¶ Not use physical intimidation or invade a student’s space. 

¶ Not use force as a form of punishment. 

¶ Not use sarcasm, demeaning or insensitive comments. 

¶ Always try to remain calm and try to defuse situations before they escalate. 

¶ Never try to bar a student’s ‘way’ or to physically prevent a student from leaving a 
room or a situation,  unless  of  course  they  may  constitute  a  threat  to  
themselves  or  others.   Calmly advise them that leaving against your instructions 
constitutes defiance. 

¶ Apply the hierarchy of rewards and sanctions fairly and consistently so as to 
minimise the risk of students perceiving injustice or victimisation. 

¶ Be  mindful  of  factors  which  may  be  impacting  upon  a  student’s  behaviour  e.g  
bullying, abuse, home circumstances and where necessary take appropriate action 

¶ Be aware of the individual needs of students and any risk assessment information 
circulated 
 

The school’s sanctions will also be applied to any misbehaviour of students 

¶ Taking part in any school-organised event 

¶ Travelling to and from school 

¶ Wearing school uniform 
 
Or misbehaviour at any time, whether or not the above conditions apply that 

¶ Could have repercussions for the orderly running of the school 

¶ Poses a threat to another student 

¶ Could adversely affect the reputation of the school  
 
Detention 
 
The school does include detention within its hierarchy of sanctions.  This is communicated to 
parents through the Home-School agreement. As already referred to above staff must act 
reasonably when imposing a detention. 
 
This means all staff should:  

¶ Allow  reasonable  time  for  the  student  to  eat,  drink  and  use  the  toilet  when  a  
lunchtime detention is issued  

¶ Not issue a detention outside of school hours which may compromise a student’s 
safety 

¶ Be aware of any caring responsibilities a student may have 

¶ Issue  24  hours’ notice  before  an  after-school  detention  unless  prior  permission  
has  been agreed 

 
Whilst  the  DfE’s  guidance  states  that  notice  may  not  be  necessary  for  the  short  
after  school detention where the student can get home safely and parents are not being 
inconvenienced by travel arrangements  to  collect  their  child  from  school  after  a  
detention,  the  school  does  consider  its location and will work in partnership with them in 
order to achieve the best outcomes for the child through support. 
 
Confiscation of inappropriate items 
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If a member of staff suspects a student is carrying a weapon, alcohol, illegal drugs, stolen 
items, fireworks, pornographic images then they must call a senior member of staff. Two 
members of staff may be present to search; however, it is strongly advised that the police 
are contacted to carry out such a procedure. Weapons and knives, extreme or child 
pornography must always be handed over to the police. Illegal drugs should be destroyed.  
 
One-to-one situations 
 
All staff should:  

¶ Avoid meeting in remote, secluded areas of the school. 

¶ Ensure there is visual access and/or an open door wherever possible. 

¶ Try to ensure that there are other staff around or at least aware of the meeting. 

¶ Don’t use ‘engaged’ or equivalent signs. Such signs may create an opportunity for 
secrecy or the interpretation of secrecy 

¶ If you have reason to be concerned about a one-to-one meeting in advance, because 
of a student’s  previous  behaviour  or  vulnerability,  arrange  for  a  colleague  to  be  
present, especially where there is a gender difference. 

¶ Always report any situation where a student becomes distressed or angry to your line 
manager 

¶ Carefully consider the needs and circumstances of the student when in one to one 
situations 

¶ Don’t pre-arrange  meetings  with  students  away  from  the  school  premises,  
except (exceptionally) with the approval of the parent and the DSO. 

 
Transporting students 
 
It is inappropriate for staff to offer lifts to students. This means that staff should:  
 

¶ Not transport students in their own vehicle, especially one-to-one, without the 
consent of the student, parent and line manager. 

¶ Check they are covered by their personal car insurance policy 

¶ It is recommended that the last two students are deposited at an agreed point and 
parents collect them from here. This avoids single students in the car scenario. The 
student remains the member of staff’s responsibility until they are safely passed over 
to a parent/carer 

¶ Never to be alone in a car with a student especially of the opposite gender. In an 
exceptional circumstance please ensure that the student is sitting behind the 
passenger seat 

¶ Never transport a student to hospital in their own vehicle following an accident. 
Always call an ambulance. 

¶ Ensure they are fit to drive and free from any drugs, alcohol or medicine which is 
likely to impair judgement or ability to drive 

¶ Ensure  that  any  emergency  or  impromptu  arrangements  of  lifts  in  an  
emergency  are recorded and can be justified 

¶ Be  aware  that  the  safety  and  welfare  of  the  student  is  their  responsibility  until  
they  are passed over to the parent/ carer  

 
Students may be transported by Pastoral Year Leads or Behaviour Mentors ONLY 
when there is a requirement for home visits. Staff adhere to the Home Visits Policy in 
such circumstances.   
 
Educational visits and after school activities 
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Ann Devine, SLT member, ensures rigorous procedures in the planning of educational visits. 
All staff should:  
 

¶ Observe all aspects of the school’s Educational Visits Policy  

¶ Always have another adult present in out-of-school activities, unless otherwise 
agreed by a line manager. 

¶ Check with students that there is parental consent to the activity. 

¶ Remember that in these less formal contexts you are still in a legal position of trust 
and need to  ensure  that  your  behaviour  is  professional  at  all  times  and  cannot  
be  interpreted as seeking to establish an inappropriate relationship or friendship. 

¶ The Educational Visits Policy has been updated to ensure risk assessments consider 
the threat of terrorism    

 
First aid and administration of medicines  
 

¶ The  school  will  not  administer  medicines  to  young  people  but  requires  written  
parental consent for young people to self-administer on site. The school has a 
detailed procedure and consent forms to support this. This may include: a medication 
that a young person needs to take on a daily basis for particular health reasons e.g. 
Asthma, Diabetes. 

¶ Any anti-biotics must only be brought into school if they need to be taken more than 3 
times a day or at regular hourly intervals.  

¶ Non-prescription medicines must not be brought into school e.g.  Paracetemol,  
Anadin, other pain killers, cough and cold remedies. 

¶ Epi-pens  however  fall  into  a  different  category,  students  will  carry  these  and  
in  most instances self-administer 

¶ Wherever possible, first aid should only be given by our trained staff and by staff of 
the same gender if possible. In exceptional emergency circumstances it may be 
necessary for an untrained member of staff to intervene.  If so, do the minimum 
required whilst awaiting specialist support. 

¶ Always report any accident or first aid administration to the school first aider. 

¶ An accident form must be completed after any accident 
 
Curriculum 
 
All staff should ensure:  

¶ That resource materials are appropriate and relate to the planned learning objectives. 

¶ That sensitive issues (e.g. relating to sex, race, religion, gender, disability) are 
handled with care, especially when unplanned discussion arises.  Staff should be 
aware of acceptable/unacceptable terminology. 

¶ They  do  not  enter  into  or  encourage  inappropriate  or  offensive  discussion  
about  sexual activity. 

¶ They remember that parents have a legal right to withdraw children from all or any 
part of sex  education  (but  not  from  the  biological  aspects  of  human  growth  
and  reproduction integral to the science curriculum). 

¶ They don’t show visual material which is inappropriate for the age of the student 
concerned, taking special care over the use of videos. 
 

Photography, videos and other creative arts in school 
 
Note:  Wherever photographs are mentioned in this document, this should be read to include 
still, video and electronic images. 
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¶ Many school activities involve the taking and use of images either through the 
curriculum, extra school activities, for publicity, or to celebrate achievement. 
However, this interest also brings dangers. The publication of students’ images, 
especially where they are accompanied by  the  individual's  name,  could  attract  
the  wrong  sort  of  interest.   We need to consider carefully how these activities are 
organised and undertaken. Regard needs to be given when they involve young or 
vulnerable students who may be unable to question why or how the activities are 
taking place.  
 
 

Internet / School Websites 
 

¶ Care should be taken by teachers, parents and students when considering the 
publication of material onto the internet.   Articles  should  be  screened  carefully  to  
ensure  that  students cannot  be  identified  by  name  or  by  any  other  means.   
This includes ensuring that they cannot be identified from the file name of any 
electronic image files that are placed on a website.  

¶ Appropriate levels of filtering are in place within school for the safeguarding of staff 
and students  
 
 

Consent 
 
Photographs and video images of students and staff are classed as personal data under the  
Terms of the Data Protection Act 1998.   Therefore,  the  use  of  such  images  by  schools 
requires  that  the  consent  of  the  individual  concerned  as  well  as  their  parent/carer.  
Permission should be obtained using the parental consent form.  
When  a  parent  does  not  agree  to  their  child being  photographed,  staff  will  be 
informed and must make every effort to comply sensitively. For example, if a child whose 
parents have refused permission for photography is involved with a sports event, e.g. a 
football match, it may not be appropriate to photograph the whole team.   Careful liaison with 
parents is therefore essential. With discussion it may be possible to agree other options i.e. 
Whether it is possible to take a team photograph if names are not published. 
When  photographic  images  are  transmitted  or  shared  beyond  the  establishment  e.g.  
television broadcasts, or film making, specific permission should be obtained.  
 
Inter-School Events including sports fixtures  
 

¶ If a vulnerable student is involved in an inter-school event, it will be necessary to 
liaise with the other  establishment  so  that  they  are  aware  of  the  wishes  of  the  
parents  or  carers.   The  cooperation of the parents of the opposing team should be 
also be considered.  

 
Teacher Training and Portfolios of evidence 
 

¶ During  teacher  training  and  with  newly  qualified  staff,  colleagues  may  be  
required  to  compile portfolios with photographs of students. Staff should act 
responsibly in compiling these images. The Deputy Headteacher/ Headteacher 
should be informed and may wish to see the compiled images as part of the 
management process and consider their appropriateness. 

  
Children Photographing Each Other 

¶ This  practice  can  occur  extensively,  particularly  during  offsite  activities  or  
residential activities. 
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¶ There  may  be  incidents  where  children  take  inappropriate  photographs,  
perhaps  showing friends and other students inappropriately dressed. Staff should 
discourage this practice, but ultimately parents are responsible for monitoring their 
child’s use of cameras and subsequent use of their images involved.  

 
Mobile Phones  
 
The use of mobile phones which contain cameras or have video capabilities should not be 
permitted in changing rooms, toilets etc. In addition (if usage under specific circumstances is 
legitimised): 

¶ You should check whether the students being photographed /videoed have any 
objection. 

¶ Where  there  is  a  dispute  about  consent  between  parents,  or  where  parents’  
consent  but  a student objects, then it is safer to assume that consent has not been 
given.  

¶ You will need the consent of any parents/staff that are to appear in any photograph 
or video. 

¶ The  purpose  for  which  the  images  will  be  used  needs  to  be  made  clear  and  
to  who  the images will be available to (e.g. parents or wide circulation such as in 
newspapers) 

¶ Staff  should  not  use  their  own  personal  phones  to  contact  student’s  parents  
to  take/send images of students. 

 
Event Specific Consent 
 

¶ You will often be able to predict in advance how you are going to use photographs / 
videos, e.g. Drama Performances. In which case get advance consent from parents 
and carers. If you can’t  predict  events/projects  in  advance  you  will  have  to  write  
to  parents/carers  and  get consent on a case-by-case basis. 

¶ For every instance when photographs are to be used or taken by the press and 
media you should get consent. This is because their circulation and coverage may be 
local, national or sometimes international and the associated storylines may be 
unpredictable. 

¶ In the case of visiting speakers, staff should ask to see the event content ahead of 
time, including any presentations and footage that will be used.  

 
Safer images checklist 
 

¶ Avoid close-up pictures of individual students; use classroom or group activities 
instead 

¶ Consider the use of drawings of students or staff or items made by students, as 
opposed to photographs, as a means of exemplifying good work or publicising the 
school 

¶ Always ensure that students are dressed appropriately 

¶ You should state clearly if an image is to be retained for further use and what that 
use is 

¶ Ensure you store images securely and that they are accessed and/or used only by 
those with authority to do so (photographs can be stored  electronically but this must 
be within a secure area on the school’s network) 

¶ Generally, it is not appropriate to amend or manipulate images. (Exceptions may be 
where a badge  has  been  removed  or  ‘brushed’  to  protect  identity  or  where  an  
image  needs  to  be ‘cropped’ to fit) 

¶ Photographs, if uploaded to the internet for professional use, should adhere to social 
networking guidelines.  
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Photographs taken by Parents / Carers for Personal Use 
 
There  will  be  school  events  when  parents  /  carers  will  want  to  take  photographs  for  
their  own personal use. We will: 

¶ Announce that photographs may be taken on the basis that they are for private 
retention and not for publication in any manner, including use on personal websites.  

¶ During events in which parents may wish to photograph their own child, parents 
should sign on entry to the event if they are to be using a camera and follow the 
guidelines laid down within this policy 
 

Storing of Photographs and digital image 
 

¶ RBHS has developed a centralised area on the school’s network for storing digital 
images of students, with suitable security for accessing the images. Under no 
circumstances should staff or associated professionals store photographs or digital 
images on personal computers or associated devices, i.e. pen drives, dedicated hard 
drives, laptop hard drives, etc.  Images when taken should be transferred into the 
secure network area for photographs. They should not be stored on a personal 
computer for a period greater than 7 days. In the event that you are unable to 
transfer the photographs within 7 days of them being taken, you must notify the 
Headteacher before this situation arises.  The only acceptable place for storage of 
digital images of past, present and future students is on the dedicated central storage 
area. This is accessed through the ‘I’ (Picture) Drive.  

 
Internet use  
 

¶ Staff  must  follow  the  school  policy  on  the  use  of  IT  equipment  and  the  
internet  (see  the ICT Acceptable Use and Social Networking Policies) 

¶ Accessing child pornography, or making, storing or disseminating such materials is 
illegal and, if proven, will lead to a bar from teaching/working with children. 

¶ Staff must not use school IT equipment to access adult pornography, on or off site. 

¶ For their own protection, staff should be extremely wary of how they use such 
internet sites as  Facebook,  YouTube,  chat  rooms  etc  and  are requested  not  to  
have  current  or previous students as members of their private social network. 

¶ Staff are encouraged that if they use social networking/ internet sites they have full 
security protection on their profile to ensure students/ parents cannot access 
personal information.  

¶ Staff must be aware that if a child protection allegation is raised or disciplinary 
procedures are invoked then all school internet usage may be investigated by the 
school. 

¶ All staff must be reminded that they must act at all times in a manner to which is not 
contrary to the interests of the school.  This especially applies to personal usage of 
Social Networking sites and references to the school, its staff, its student and its 
facilities.  Staff are reminded that any private discussion in these forums can become 
public knowledge and therefore may be subject to the General Teaching Council's 
Standards and Code for staff conduct.  

¶ If staff choose to have a professional social media site they must adhere to the 
guidelines within the Social Networking Policy.  

 
 

Safer Recruitment 
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We will take all reasonable steps to guard against employing people who might harm 
children. Safeguarding children is our priority and incorporating safeguarding measures in 
the recruitment process is an essential part of our work. 
 
We work through 5 distinct stages of the Safer Recruitment process: 
 

1) Advertising 
2) Selecting 
3) Interviewing/document checking/including references prior to appointment 
4) Inducting colleagues 
5) Quality assuring colleagues during employment 

 
It is important that we create a culture of safe recruitment by adopting recruitment 
procedures that help deter, reject or identify people who might abuse children. Governing 
bodies and proprietors must act reasonably in making decisions about the suitability of the 
prospective employee based on checks and evidence, including DBS checks, barred list 
checks and prohibition checks, together with references and interview information.    
 
The level of DBS check required will depend on the role and duties of an applicant to work in 
a school or college, as outlined below: 
  
For most appointments, an enhanced DBS check with barred list information will be 
appropriate as the majority of staff will be engaging in regulated activity.  
 
Types of check 

The DBS is responsible for administering three types of checks: 

¶ Standard: a check of the Police National Computer (PNC) records of convictions, 
cautions, reprimands and warnings  

¶ Enhanced: a check of the PNC records as above, plus other information held by the 
police that is considered relevant by the police  

¶ Enhanced with barred list information: for people working in regulated activity with 
children. This adds checks of the DBS Children’s Barred List to the enhanced check 

Interview 
 
All interview panels will comprise of three people who reflect the diversity of the workforce, 
and who have attended appropriate recruitment and selection training and training in 
awareness of issues.   
One person, usually the Chair of the interview panel, MUST have successfully completed the 
online Safer Recruitment training. 
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Regulated and Non-regulated activity 

Regulated 
activity 

UNSUPERVISED EXAMPLES 

¶ Teaching 

¶ Instructing 

¶ Caring for or supervising young people and/ 
providing guidance  

¶ Driving a vehicle only for children  

¶ Volunteers who teach or look after young people 
regularly (paid or unpaid), typically for more than 
a 2 week period, where that work provides an 
opportunity for contact with children  

¶ Engaging in intimate or personal care or 
overnight activity, even if this happens only once 

 
*All the above UNSUPERVISED  

Enhanced DBS check with barred list information  
 

¶ Anyone appointed to carry out teaching work will require 
an additional check to ensure they are not prohibited from 
teaching 

¶ For those engaged in management roles (in independent 
schools including academies and free schools), an 
additional check is required to ensure they are not 
prohibited under section 128 provisions.  

Non-
regulated 
activity  

SUPERVISED EXAMPLES 

¶ Teaching  

¶ Instructing 

¶ Caring for young people and/ providing 
guidance 

¶ Volunteers who teach or look after young people 
regularly for up to a 2 week period  

¶ Volunteers who are shadowing a member of 
support staff e.g site/ office 

 
 
*All the above MUST always be SUPERVISED 
 
Under no circumstances should a volunteer in respect 
of whom no checks have been obtained be left 
unsupervised or allowed to work in regulated activity. 
 

DBS checks are NOT required for Non-regulated activity that is 
supervised and takes place for up to a 2 week period e.g work 
placement 
 
For any non-regulated activity that takes place beyond the 2 week 
period, the school will undertake a risk assessment and use 
professional judgement when deciding whether to seek an 
enhanced DBS check. They should consider:  

¶ the nature of the work with children;  

¶ what the establishment knows about the volunteer, 
including formal or informal information offered by staff, 
parents and other volunteers;  

¶ whether the volunteer has other employment or 
undertakes voluntary activities where referees can advise 
on suitability; and  

¶ Whether the role is eligible for an enhanced DBS check.  
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School governors  
School and college governors who are volunteers should be treated on the same basis as 
other volunteers, that is, an enhanced DBS check with barred list check should only be 
requested if the governor will be engaged in regulated activity.  

Trade and Maintenance Staff  
For a tradesperson who meets ALL of the following criteria, then an enhanced DBS check 
with barred list information will be carried out: 
 

¶ The work has to be carried out at the school regularly (once a week or more or on 
four days or more in  single month or overnight) 

¶ The work has to take place regularly on the SAME school premises 

¶ The work has to involve the opportunity for contact with children at the school 
 
 
This section of the policy should be read in conjunction with the Safeguarding, 
Disclosure and Barring Policy 
 
 
Links to other school policies 

 
ü Safeguarding, Disclosure and 

Barring   
ü Behaviour 
ü Code of Conduct 
ü Whistleblowing  
ü Anti-bullying 
ü Health & Safety 
ü Attendance 
ü Recruitment and Selection 
ü SMSC 
ü Social Networking  
ü SRE 
ü Anti-harassment  
ü Disciplinary and Dismissal 
ü Domestic Violence 
ü Drugs 
ü Equality 

ü Gender equality 
ü Grievance 
ü Managing Capability 
ü Valuing Diversity 
ü Violence to employees code of 

practice  
ü Information Management 
ü Security, Data Protection and 

Freedom on Information 
ü Every Child Matters  
ü Children Looked After  
ü ICT Acceptable Use  
ü Home Visits Policy  
ü E Safety 
ü Educational visits Policy 
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Key texts 
 

¶ Keeping children safe in education, September 2016 (DfE) 

¶ Safeguarding update May 2014 www.schoolzone.co.uk 

¶ Framework for Action: Bolton Safeguarding Board 

¶ Putting pupils first (2014/2015) www.rec.uk.com 

¶ Child Protection Handbook (RBHS)  

¶ Inspecting safeguarding in maintained schools and academies, Ofsted 2014 

¶ Working together to safeguard children (2015, DfE) 

¶ What to do if you’re worried a child is being abused (2015, DfE) 

¶ Information sharing (2015, DfE) 

¶ Disqualification under the Children Act 2006 (DfE) 

¶ NSPCC website (information on abuse and neglect, material and training) 

¶ Teachers’ Standards (2011, DfE) 

¶ Counter Terrorism and Security Act, 2015 (Home Office)   

¶ How social media is used to encourage travel to Syria and Iraq, briefing note for 
schools (DfE) 

¶ The Prevent duty (June 2015, DfE) 

¶ The Right to Choose, Multi-agency statutory guidance for dealing with forced 
marriage (June 2014, HM Government) 

¶ Guidance for safer working practice for those working with children and young 
people in education settings, October 2015 

¶ Multi agency practice guidelines: Female genital mutilation, 2014 (HM 
Government) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.schoolzone.co.uk/
http://www.rec.uk.com/


36 

Appendix 1  
 
Bolton Safeguarding Children Board: Framework for Action 
 

Recognising signs of child abuse 

 

Categories of Abuse: 

 

Å Physical Abuse 

Å Emotional Abuse (including Domestic Abuse) 

Å Sexual Abuse 

Å Neglect 

 

Signs of Abuse in Children: 

 

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

Å Significant change in behaviour  

Å Extreme anger or sadness 

Å Aggressive and attention-seeking behaviour 

Å Suspicious bruises with unsatisfactory explanations 

Å Lack of self-esteem 

Å Self-injury 

Å Depression 

Å Age inappropriate sexual behaviour 

Å Child Sexual Exploitation. 

 

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) 

¶ May require consultation with and / or referral to Children’s Services 

 
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) 
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The parent or carer may: 

¶ Persistently avoid child health promotion services and treatment of the child’s 

episodic illnesses 

¶ 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 

¶ Repeated presentation of minor injuries (which may represent a “cry for help” and if 

ignored could 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 
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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 e.g. anxious, indiscriminate 

or not attachment 

¶ Indiscriminate attachment or failure to attach 

¶ Aggressive behaviour towards others 

¶ Scape-goated within the family 

¶ Frozen watchfulness, particularly in pre-school children 
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¶ Low self-esteem and lack of confidence 

¶ Withdrawn or seen as a “loner” – difficulty relating to others 

 
 

Recognising Signs of Sexual Abuse 

Boys and girls of all ages may be sexually abused and are frequently scared to say anything 
due to guilt and/or fear.  This is particularly difficult for a child to talk about and full account 
should be taken of the cultural sensitivities of any individual child/family. 
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 

¶ Sexually explicit behaviour, play or conversation, inappropriate to the child’s age 

¶ 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 

 

Sexual Abuse by Young People 
The boundary between what is abusive and what is part of normal childhood or youthful 
experimentation can be blurred.  The determination of whether behaviour is developmental, 
inappropriate or abusive will hinge around the related concepts of true consent, power 
imbalance and exploitation.  This may include children and young people who exhibit a 
range of sexually problematic behaviour such as indecent exposure, obscene telephone 
calls, fetishism, bestiality and sexual abuse against adults, peers or children. 
 
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.  It is characterised by mutuality 
and of the seeking of consent. 
 
Inappropriate Sexual Behaviour can be inappropriate socially, in appropriate to development, 
or both.  In considering whether behaviour fits into this category, it is important to consider 
what negative effects it has on any of the parties involved and what concerns it raises about 
a child or young person.  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 “acting out” which may derive from other sexual 
situations to which the child or young person has been exposed. 
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If an act appears to have been inappropriate, there may still be a need for some form of 
behaviour management or intervention.  For some children, educative inputs may be enough 
to address the behaviour. 
Abusive sexual activity included any behaviour involving coercion, threats, aggression 
together with secrecy, or where one participant relies on an unequal power base. 
 

Assessment 

In order to more fully determine the nature of the incident the following factors should be 
given consideration.  The presence of exploitation in terms of: 

¶ Equality – consider differentials of physical, cognitive and emotional development, 

power and control and authority, passive and assertive tendencies 

¶ Consent – agreement including all the following: 

o Understanding that is proposed based on age, maturity, development level, 

functioning and experience 

o Knowledge of society’s standards for what is being proposed 

o Awareness of potential consequences and alternatives 

o Assumption that agreements or disagreements will be respected equally 

o Voluntary decision 

o Mental competence 

¶ Coercion – the young perpetrator who abuses may use techniques like bribing, 

manipulation and emotional threats of secondary gains and losses that is loss of 

love, friendship, etc.  Some may use physical force, brutality or the threat of these 

regardless of victim resistance. 

 
In evaluating sexual behaviour of children and young people, the above information should 
be used only as a guide. 
 

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 seen 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 

 

Child Sexual Exploitation 

 

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. Sexual exploitation can take many forms ranging from the seemingly 
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‘consensual’ 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. 

 
The following list of indicators is not exhaustive or definitive but it does highlight common 
signs which can assist professionals in identifying children or young people who may be 
victims of sexual exploitation. 
 
Signs include: 
 

¶ underage sexual activity 

¶ inappropriate sexual or sexualised behaviour 

¶ sexually risky behaviour, 'swapping' sex 

¶ repeat sexually transmitted infections 

¶ in girls, repeat pregnancy, abortions, miscarriage 

¶ receiving unexplained gifts or gifts from unknown sources 

¶ having multiple mobile phones and worrying about losing contact via mobile 

¶ having unaffordable new things (clothes, mobile) or expensive habits (alcohol, drugs) 

¶ changes in the way they dress 

¶ going to hotels or other unusual locations to meet friends 

¶ seen at known places of concern 

¶ moving around the country, appearing in new towns or cities, not knowing where they 

are 

¶ getting in/out of different cars driven by unknown adults 

¶ having older boyfriends or girlfriends 

¶ contact with known perpetrators 

¶ involved in abusive relationships, intimidated and fearful of certain people or 

situations 

¶ hanging out with groups of older people, or anti-social groups, or with other 

vulnerable peers 

¶ associating with other young people involved in sexual exploitation 

¶ recruiting other young people to exploitative situations 

¶ truancy, exclusion, disengagement with school, opting out of education altogether 

¶ unexplained changes in behaviour or personality (chaotic, aggressive, sexual) 

¶ mood swings, volatile behaviour, emotional distress 

¶ self-harming, suicidal thoughts, suicide attempts, overdosing, eating disorders 

¶ drug or alcohol misuse 

¶ getting involved in crime 

¶ police involvement, police records 

¶ involved in gangs, gang fights, gang membership 

¶ Injuries from physical assault, physical restraint, sexual assault. 
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Appendix 2 
 

So called ‘honour based’ violence (HBV) encompasses crimes which have been committed 
to protect or defend the honour of the family and/ or the community, including Female 
Genital Mutilation (FGM), forced marriage, and practices such as breast ironing. All forms of 
HBV are abuse (regardless of the motivation) and should be handled and escalated as such.  

 

Forced Marriage (FM) 

This is an entirely separate issue from arranged marriage. It is a human rights abuse and 
falls within the Crown Prosecution Service definition of domestic violence. Young men and 
women can be at risk in affected ethnic groups. Whistle-blowing may come from younger 
siblings. Other indicators may be detected by changes in adolescent behaviours. Never 
attempt to intervene directly as a school or through a third party. 

 

Female Genital Mutilation (FGM)  

 

FGM is child abuse and a form of violence against women and girls which has immediate 

and long term health consequences including severe pain and blood loss, shock, mental 

health problems, complications at child birth, and / or death. It is believed that FGM may 

happen to girls in the UK as well as oversees. Girls of school age subjected to FGM 

oversees are likely to be taken aboard (often to the family’s country of origin) at the start of 

the school holidays, particularly in summer, in order for there to be sufficient time for them to 

recover before returning to school.  

 

Female Genital Mutilation (FGM) comprises all procedures involving partial or total removal 

of the external female genitalia or other injury to the female genital organs. It is illegal in the 

UK and a form of child abuse with long-lasting harmful consequences. 

 

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. 

 

Indicators 

 

There is a range of potential indicators that a girl may be at risk of FGM. Warning signs that 

FGM may be about to take place, or may have already taken place, can be found on pages 

16-17 of the Multi-Agency Practice Guidelines , and Chapter 9 of those Guidelines (pp42-44) 

focuses on the role of schools and colleges. 

 

It is essential that staff are aware of FGM practices and the need to look for signs, symptoms 
and other indicators of FGM. 

4 types of procedure: 

Type 1 Clitoridectomy – partial/total removal of clitoris 

Type 2 Excision – partial/total removal of clitoris and labia minora 

https://www.gov.uk/government/publications/female-genital-mutilation-guidelines
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Type 3 Infibulation entrance to vagina is narrowed by repositioning the inner/outer labia 

Type 4 all other procedures that may include: pricking, piercing, incising, cauterising and 
scraping the genital area. 

Why is it carried out? 

Belief that: 

¶ FGM brings status/respect to the girl – social acceptance for marriage 

¶ Preserves a girl’s virginity 

¶ Part of being a woman / rite of passage 

¶ Upholds family honour 

¶ Cleanses and purifies the girl 

¶ Gives a sense of belonging to the community 

¶ Fulfils a religious requirement 

¶ Perpetuates a custom/tradition 

¶ Helps girls be clean / hygienic 

¶ Is cosmetically desirable 

¶  Mistakenly believed to make childbirth easier 

 
Is FGM legal?   

FGM is internationally recognised as a violation of human rights of girls and women.  It is 
illegal in most countries including the UK. 

Circumstances and occurrences that may point to FGM happening 

¶ Child talking about getting ready for a special ceremony 

¶ Family taking a long trip abroad 

¶ Child’s family being from one of the ‘at risk’ communities for FGM (Kenya, Somalia, 

Sudan,  Sierra Leon, Egypt, Nigeria, Eritrea as well as non-African communities 

including Yemeni, Afghani, Kurdistan, Indonesia and Pakistan) 

¶ Knowledge that the child’s sibling has undergone FGM 

¶ Child talks about going abroad to be ‘cut’ or to prepare for marriage 

 
Signs that may indicate a child has undergone FGM: 

¶ Prolonged absence from school and other activities 

¶ Behaviour change on return from a holiday abroad, such as being withdrawn and 

appearing subdued 

¶ Bladder or menstrual problems 

¶ Finding it difficult to sit still and looking uncomfortable 

¶ Complaining about pain between the legs 

¶ Mentioning something somebody did to them that they are not allowed to talk about 

¶ Secretive behaviour, including isolating themselves from the group 

¶ Reluctance to take part in physical activity 

¶ Repeated urinal tract infection 

¶ Disclosure  
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The ‘One Chance’ rule 

As with Forced Marriage there is the ‘One Chance’ rule. It is essential that settings 
/schools/colleges take action without delay. 

 
Appendix 3  
 
Further information on Preventing Radicalisation  

Protecting children from the risk of radicalisation should be seen as part of schools’ wider 

safeguarding duties, and is similar in nature to protecting children from other forms of harm 

and abuse. During the process of radicalisation it is possible to intervene to prevent 

vulnerable people being radicalised. 

 

Radicalisation refers to the process by which a person comes to support terrorism and forms 

of extremism. There is no single way of identifying an individual who is likely to be 

susceptible to an extremist ideology.  It can happen in many different ways and settings. 

Specific background factors may contribute to vulnerability which are often combined with 

specific influences such as family, friends or online, and with specific needs for which an 

extremist or terrorist group may appear to provide an answer.  The internet and the use of 

social media in particular has become a major factor in the radicalisation of young people. 

 

As with managing other safeguarding risks, staff should be alert to changes in children’s 

behaviour which could indicate that they may be in need of help or protection. School staff 

should use their professional judgement in identifying children who might be at risk of 

radicalisation and act proportionately which may include making a referral to the Channel 

programme. 

 

 

Prevent 

 

From 1 July 2015 specified authorities, including all schools as defined in the summary of 

this guidance, 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. It applies to a wide range of public-facing bodies. Bodies to which the duty applies  

must have regard to statutory guidance issued under section 29 of the CTSA 2015 (“the 

Prevent guidance”). Paragraphs 57-76 of the Prevent guidance are concerned specifically 

with schools (but also cover childcare). It is anticipated that the duty will come into force for 

sixth form colleges and FE colleges early in the autumn. 

 

The statutory Prevent guidance summarises the requirements on schools in terms of four 

general themes: risk assessment, working in partnership, staff training and IT policies. 

 

¶ Schools are expected to assess the risk of children being drawn into terrorism, including 

support for extremist ideas that are part of terrorist ideology. This means being able to 

demonstrate both a general understanding of the risks affecting children and young people 

in the area and a specific understanding of how to identify individual children who may be at 

https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/prevent-duty-guidance
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risk of radicalisation and what to do to support them. Schools and colleges should have clear 

procedures in place for protecting children at risk of radicalisation. These procedures may be 

set out in existing safeguarding policies. It is not necessary for schools and colleges to have 

distinct policies on implementing the Prevent duty. 

¶ The Prevent duty builds on existing local partnership arrangements. For example, governing 

bodies and proprietors of all schools should ensure that their safeguarding arrangements 

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

(LSCBs). Effective engagement with parents/ the family should also be considered as they 

are in a key position to spot signs of radicalisation. It is important to assist and advise 

families who raise concerns and be able to point them to the right support mechanisms.  

¶ The Prevent guidance refers to the importance of Prevent awareness training to equip staff 

to identify children at risk of being drawn into terrorism and to challenge extremist ideas. 

Individual schools are best placed to assess the training needs of staff in the light of their 

assessment of the risk to pupils at the school of being drawn into terrorism. As a minimum, 

however, schools should ensure that the designated safeguarding lead undertakes Prevent 

awareness training and is able to provide advice and support to other members of staff on 

protecting children from the risk of radicalisation. 

¶ Schools must ensure that children are safe from terrorist and extremist material when 

accessing the internet in schools. Schools should ensure that suitable filtering is in place. It 

is also important that schools teach pupils about online safety more generally. 

 

The Department for Education has also published advice for schools on the Prevent duty. 

The advice is intended to complement the Prevent guidance and signposts other sources of 

advice and support. 

The Government has launched educate against hate, a website designed to equip schools 

with the information, tools and resources they need to recognise and address extremism and 

radicalisation in young people.  

 

Channel 

School staff should understand when it is appropriate to make a referral to the Channel 

programme.
 
Channel is a programme which focuses on providing support at an early stage 

to people who are identified as being vulnerable to being drawn into terrorism. It provides a 

mechanism for schools to make referrals if they are concerned that an individual might be 

vulnerable to radicalisation. An individual’s engagement with the programme is entirely 

voluntary at all stages. 

 

Section 36 of the CTSA 2015 places a duty on local authorities to ensure Channel panels 

are in place. The panel must be chaired by the local authority and include the police for the 

relevant local authority area. Following a referral the panel will assess the extent to which 

identified individuals are vulnerable to being drawn into terrorism, and, where considered 

appropriate and necessary consent is obtained, arrange for support to be provided to those 

individuals. Section 38 of the CTSA 2015 requires partners of Channel panels to co-operate 

with the panel in the carrying out of its functions and with the police in providing information 

about a referred individual. Schools and colleges which are required to have regard to 

Keeping Children Safe in Education are listed in the CTSA 2015 as partners required to 

cooperate with local Channel panels. 

 

https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
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The Government has developed a counter-terrorism strategy known as CONTEST. 
CONTEST aims to reduce the risk to the UK and its interests overseas from terrorism, so 
that people can go about their lives freely and with confidence.  
This has four main components, each with a clear objective: 
 

¶ PURSUE – to stop terrorist attacks; 

¶ PREPARE – where we cannot stop an attack, to mitigate its impact; 

¶ PROTECT – to strengthen our overall protection against terrorist attacks; and 

¶ PREVENT – to stop people becoming terrorists or supporting violent extremists 
 
The PREVENT strategy has five key strands aimed at addressing these factors and in 
support of the overall aim of stopping people becoming or supporting terrorists or violent 
extremists: 
 

¶ CHALLENGING the violent extremist ideology and supporting mainstream voices; 

¶ DISRUPTING those who promote violent extremism and supporting the institutions 
where they are active; 

¶ SUPPORTING individuals who are being targeted and recruited to the cause of 
violent extremism; 

¶ INCREASING the resilience of communities to violent extremism; and 

¶ ADDRESSING the grievances that ideologues are exploiting  
 
(The Prevent Strategy, HM Government, 2008)  
 
CHANNEL is a key element of the PREVENT strategy. It is a process for safeguarding 
individuals by assessing their vulnerability to being drawn into terrorism. Channel is about 
early intervention to protect and divert people away from the risk they may face of being 
drawn into any terrorist-related activity.  
 

http://course.ncalt.com/Channel_General_Awareness 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://course.ncalt.com/Channel_General_Awareness


47 
 

Appendix 4  

Furth er inform ation on a  Child Missing from Edu cation  

 

All children, regardless of their circumstances, are entitled to a full time education 

which is suitable to their age, ability, aptitude and any special educational needs 

they may have. Local authorities have a duty to establish, as far as it is possible to 

do so, the identity of children of compulsory school age who are missing education 

in their area. 

 

A child going missing from education is a potential indicator of abuse or neglect. 

School and college staff should follow the school’s or college’s procedures for 

dealing with children that go missing from education, particularly on repeat 

occasions, to help identify the risk of abuse and neglect, including sexual 

exploitation, and to help prevent the risks of their going missing in future. 

 

Schools should put in place appropriate safeguarding policies, procedures and 

responses for children who go missing from education, particularly on repeat 

occasions. 

It is essential that all staff are alert to signs to look out for and the individual 

triggers to be aware of when considering the risks of potential safeguarding 

concerns such as travelling to conflict zones, FGM and forced marriage. 

 

The law requires all schools to have an admission register and, with the exception 

of schools where all pupils are boarders, an attendance register. All pupils must be 

placed on both registers. 

 

All schools must inform their local authority of any pupil who is going to be 

deleted from the admission register where they: 

 

¶ have been taken out of school by their parents and are being educated outside the 

school system e.g. home education; 

¶ have ceased to attend school and no longer live within reasonable distance of the 

school at which they are registered; 

¶ have been certified by the school medical officer as unlikely to be in a fit state of 

health to attend school before ceasing to be of compulsory school age, and neither 

he/she nor his/her parent has indicated the intention to continue to attend the 

school after ceasing to be of compulsory school age; 

¶ are in custody for a period of more than four months due to a final court order and 

the proprietor does not reasonably believe they will be returning to the school at 

the end of that period; or, 

¶ have been permanently excluded. 
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The local authority must be notified when a school is to delete a pupil from its 

register under the above circumstances. This should be done as soon as the 

grounds for deletion are met, but no later than deleting the pupil’s name from the 

register. It is essential that schools comply with this duty, so that local authorities 

can, as part of their duty to identify children of compulsory school age who are 

missing education, follow up with any child who might be in danger of not 

receiving an education and who might be at risk of abuse or neglect. 

 

All schools must  inform  the  local author it y of  any pupil who fails to  att end 

school regu larly, or  has been absent  without  the schoolõs perm ission for  a 

cont inuous per iod of  10 school  days or  more, at  such intervals  as are agreed 

between the school  and the  local author ity  (or  in defau lt  of  such agreement, at 

intervals determ ined by the  Secreta ry of State ).  
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Appendix 5: Sexting- self generated explicit images of children and young people  

There have been an increasing number of incidents nationally where young people have 
shared sexual images of themselves (referred to as 'sexting'). Where this happens, images 
have usually been shared with a partner or intended partner as a form of flirtation or - in the 
eyes of the young person - 'safe sex'. Sometimes this is as a result of pressure, however. 
  
Whatever had prompted the sending of the image, the act itself poses a risk to the young 
person in the image: once it has been shared it is liable to be distributed further. The young 
person is then exposed to risk of high-level bullying and to the possibility of being stalked by 
a paedophile who has become fixated on them after finding the image online. 
 
Young people of an age likely to consider such actions should be educated about the risks. 
Any incidents that come to light should be handled carefully, bearing in mind both that 
possession of the images may constitute an offence in itself, and the child or young person 
whose image has been shared is at risk and may already be subject to an exploitative 
relationship. 
 
There have been a number of cases of images or video of children or young people under 
the age of 16 engaging in sexual activity being shared. These are legally images of child 
sexual abuse, even if they have been shared by others of the same age. All such cases are 
evidence of a child or young person being sexually exploited and should be dealt with as 
such. 
 
If images or video of children engaged in sexual activity or in revealing poses are known to 
have been posted online, the following guidelines should be followed: 

¶ The Police should be contacted immediately. The police will be in a position to make 
judgments about how matters are pursued in relation to offences and offenders; 

¶ The nominated person for child protection/safeguarding should initiate a CAF. 
Through the CAF process judgments will be made about the best means of 
supporting the child; 

¶ Sites or networks on which the images appear should be alerted to the existence of 
illegal material. It is important that material online be removed as soon as possible, 
but staff must not put themselves at risk of illegality. Once the matter has been 
reported to the police their advice on this must be followed; 

¶ Any young people who have themselves posted potentially illegal material should be 
told to remove the items, and warned that police action may follow if they do not. 
Through the CAF process, parents may also be involved; 

¶ In some cases there may not be an obvious means of flagging or reporting the image 
(for example where a revealing picture of a young person has been used in another 
young person's Blackberry Messaging profile). Even in these circumstances the 
existence of the image should be notified to the network provider (e.g. RIM for a 
Blackberry) and police action may be necessary to ensure its removal or engage the 
co-operation of the young person who has control of the image; 

¶ The incident should be logged through the organisation's own monitoring / line 
management procedures; 

Appropriate educational/pastoral work should be undertaken with all young people involved. 
 

http://greatermanchesterscb.proceduresonline.com/ 
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Appendix 6: BSCB contact details  
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Appendix 7: Teachers’ Standards  
 
Part Two: Personal and professional conduct  
A teacher is expected to demonstrate consistently high standards of personal and 
professional conduct. The following statements define the behaviour and attitudes which 
set the required standard for conduct throughout a teacher’s career.  
 

 Teachers uphold public trust in the profession and maintain high standards of ethics 
and behaviour, within and outside school, by:  
 

¶ treating pupils with dignity, building relationships rooted in mutual respect, and at 
all times observing proper boundaries appropriate to a teacher’s professional 
position  

¶  having regard for the need to safeguard pupils’ well-being, in accordance with 
statutory provisions  

¶ showing tolerance of and respect for the rights of others  

¶ not undermining fundamental British values, including democracy, the rule of law, 
individual liberty and mutual respect, and tolerance of those with different faiths 
and beliefs  

¶ ensuring that personal beliefs are not expressed in ways which exploit pupils’ 
vulnerability or might lead them to break the law.  

 Teachers must have proper and professional regard for the ethos, policies and 
practices of the school in which they teach, and maintain high standards in their own 
attendance and punctuality.  

 Teachers must have an understanding of, and always act within, the statutory 
frameworks which set out their professional duties and responsibilities.  
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Appendix 8 
 

 
 
 
 
 
 
 
Keeping children safe in education, September 2016 (pg 10) 
 
 
 
 
 
 
 
 
 



53 
 

 
Appendix 9: Template for Recording Concerns 

Template for Recording Concerns                                
A concern is when the care of a child is less than may be expected from a 
reasonable parent, or when a childôs behaviour indicates that they may not be 
receiving an adequate level of care but this does not amount to an allegation 
disclosure or child abuse concern 
Child’s Full Name:  
 
 

Year Group: 
 

Member of staff logging concern:          
                
Date concern logged: 
 

Nature of concern or incident:   
 
 
 
 
 
 
 
 
 
 

Where it took place: 
 

When it took place: 
 

Witnesses: 
 

ACTION  
This section to be completed by Pastoral Year Leaders/ Designated Safeguarding Lead 

Who else informed: 
 
NB  You must inform the relevant social worker if child has a 
CP plan or is an open CSCS case 

Feedback Recorded: 

Date form passed to CP designated officer:  
 

Name:  
 

Position/Agency:   

Date: 
 

Signed: 
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Appendix 10 
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Appendix 11: Managing a disclosure and how to respond 

 
NB: Safeguarding the child must be your first priority. 

Please remember it is not our role to investigate whether child abuse has taken place. Staff 
should immediately discuss any concerns about a student’s welfare with Gill Bentham as 
Designated Safeguarding Officer, If, for any reason, she is unavailable, please refer 
immediately to School Business Manager (Jill Ingram), KS3 DfL (Andy Tipney) or Senior 
Pastoral Manager (Laura Platt).  

If the allegation is against the Headteacher this should be reported by the member of staff to 
the Chair of Governors directly. 
 
Should any of these staff be unavailable then please seek the advice of a member of the 
Senior Leadership Team ( SLT). 
 
In summary, a member of the school staff hearing an allegation from a student that abuse 
has, or may have, occurred should: 
 
A] Receive: 
 
Á Listen to the student 
Á Accept what you are told – you do not need to decide whether or not it is true 
Á Listen without displaying shock or disbelief 

 
B] Reassure: 
 
Á The student 
Á Acknowledge their courage in telling 
Á DO NOT PROMISE CONFIDENTIALITY. Explain that you cannot promise that you 

will keep the information secret or not to speak to others about the information they 
have shared 

 
C] React: 
 
Á Respond to the student but do not interrogate  
Á Avoid leading questions. Do not directly question the student 
Á Clarify anything you do not understand 
Á Explain what you will do next and that you will need to get help to kept that student 

safe 
 
D] Record: 
 
Á Do not stop a student who is freely recalling significant events 
Á Listen and makes notes as soon as possible – during the interview if you can 
Á Include time, date, place, people present, the student’s own words 
Á The students’ presentation 
Á Do not destroy any original notes 
Á Any statements must be signed and dated 
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E] Support: 
 
Á Seek advice 
Á Consider what support is needed for the student 
Á Ensure you are supported – such interviews can be extremely stressful and upsetting 
Á Talk to Gill Bentham 

 
Failure to follow these guidelines may result in a situation where the student is unprotected 
and the perpetrator of the abuse not prosecuted. 
 
Students are best supported when parents and school work together and  Gill Bentham and 
the relevant Pastoral Year Leader will then inform parents of any concerns about their 
children (providing it does not compromise their safety) and will help support them as 
necessary. 
 
If a Child Protection situation happens beyond the normal school hours or on an out of 
school activity, please contact Gill Bentham, Paul Roach or Jill Ingram. In the highly unlikely 
instance of both these colleagues being unavailable, please contact BSCB (Appendix 5).  
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Appendix 12: Safeguarding young people educated off site 
 
It is essential that our students are safeguarded whilst studying with other providers not on 
our school site. To this end: 
 
Our Alternative Provision Coordinator along with the Executive School Business Manager, 
ensures that all off site providers have an up to date Safeguarding and Child Protection 
Policy, and that the learning environment is suitable for the needs of the students.  
 
All our providers send through daily registers to designated tutor room staff by 10:00am at 
the latest. If a child is absent, these colleagues ring home, thereby following the school’s 
normal procedures for tracking absenteeism.  
 
The Admin Team have been given a spreadsheet identifying who is educated off site, which 
days of the week, the provider’s contact details.  
 
If a child misbehaves at the offsite provision: 
Staff, in consultation with the school, have two options available: 
 

1) To fix term exclude, in which case the child is sent directly home after informing the 
parent/carer 

2) The young person is sent back to school to be managed within our own on-site 
exclusion provision. If the young person has not returned to school within one hour, 
school will contact home and follow the normal school truancy procedures.  
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Appendix 14  
 

DEFINTIONS AND INDICATORS 
 

Extremism and Radicalisation  
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, institutions or habits of the mind. 
Extremism is defined as the holding of extreme political or religious views.  
There are a number of behaviours which may indicate a child is at risk of being 
radicalised or exposed to extreme views. These include; 

¶ Spending increasing time in the company of other suspected extremists.  

¶ Changing their style of dress or personal appearance to accord with the 
group.  

¶ Day-to-day behaviour becoming increasingly centred on an extremist 
ideology, group or cause.  

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

¶ Possession of materials or symbols associated with an extremist cause.  

¶ Attempts to recruit others to the group/cause. 

¶ Communications  with  others  that  suggests  identification  with  a  group,  
cause  or ideology.  

¶ Using insulting to derogatory names for another group.  

¶ Increase  in  prejudice-related  incidents  committed  by  that  person  –  
these  may include; 
 

ü physical or verbal assault 
ü provocative behaviour 
ü damage to property 
ü derogatory name calling 
ü possession of prejudice-related materials 
ü prejudice related ridicule or name calling 
ü inappropriate forms of address 
ü refusal to co-operate 
ü attempts to recruit to prejudice-related organisations 
ü condoning or supporting violence towards others 

Child sexual exploitation  
Personal and behavioural indicators 

¶ Physical symptoms e.g bruising suggestive of either physical or sexual 
assault; sexually transmitted infections 

¶ Possession of large amounts of money, acquisition of expensive clothes, 
mobile phones or other possessions without plausible explanation   

¶ Low self-image, low self-esteem, self-harming behaviour, cutting, 
overdosing, eating disorder 

¶ Accounts of social activities with no plausible explanation of the source of 
necessary funding  

Situational Indicators 
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¶ Reports the child/ young person has been seen in places known to be used 
for sexual exploitation 

¶ Phone calls or letters from adults outside the usual range of social contacts 

¶ Adults loitering outside the child’s usual place of residence 

¶ Persistently missing, staying out overnight or returning late with no 
plausible explanation 

¶ Returning after having been missing, looking well cared for in spite of 
having no known home base 

¶ Missing for long periods, with no known home base 

¶ Going missing and being found in areas where the child or young person has 
no known links 

¶ Entering or leaving vehicles driven by unknown adults  

Vulnerability Indicators 

¶ Going missing regularly/ frequently  

¶ Family breakdown 

¶ Not in full time education 

¶ Associating with older people 

¶ Domestic abuse within the family 

¶ Other family members involved in sexual exploitation 

¶ Parents with high level vulnerabilities including drug/ alcohol, mental 
health issues 

¶ Children with substance misuse or mental health issues 

¶ Experience of physical abuse or emotional deprivation 

¶ Experience of child sexual abuse 

¶ Experience of being bullied in school 

¶ Looked after children in residential care 

¶ Involved in the criminal justice service  

FGM 
Specific factors that may heighten a girl’s or woman’s risk of being affected by 
FGM 

¶ The position of the family and the level of integration within UK society – it 
is believed that communities less integrated into British society are more 
likely to carry out FGM 

¶ Any girl born to a woman who has been subjected to FGM must be 
considered to be at risk, as must other female children in the extended 
family 

¶ Any girl who has a sister withdrawn from Personal, Social and Health 
Education may be at risk as a result of her parents wishing to keep her 
uninformed about her body and rights  

Indications that FGM may be about to take place soon  

¶ It may be possible that families will practice FGM in the UK when a female 
family elder is around, particularly when she is visiting from a country of 
origin 

¶ A professional may hear reference to FGM in conversation, for example a 
girl may tell other children about it 
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¶ A girl may confide that she is to have a ‘special procedure’ or to attend a 
special occasion to ‘become a woman’ 

¶ A girl may request help from a teacher or another adult if she is aware or 
suspects that she is at immediate risk 

¶ Parents state that they or a relative will take the child out of the country 
for a prolonged period 

¶ A girl may talk about a long holiday to her country of origin or another 
country where the practice is prevalent 

 
Indications that FGM may have already taken place 

¶ The girl or woman may have difficulty walking, sitting or standing 

¶ A girl or woman may spend longer than normal in the bathroom or toilet due 
to difficulties urinating 

¶ A girl may spend long periods of time away from  a classroom during the day 
with bladder or menstrual problems  

¶ A girl or woman may have frequent urinary or menstrual problems 

¶ There may be prolonged or repeated absences from school or college 

¶ A prolonged absence from school or college with noticeable behaviour 
changes (e.g withdrawal or depression) on the girl’s return could be an 
indication that a girl has recently undergone FGM 

¶ A girl or woman may be particularly reluctant to undergo normal medical 
examinations 

¶ A girl or woman may confide in a professional 

¶ A girl or woman may ask for help, but may not be explicit about the 
problem due to embarrassment or fear.  

                   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


