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Newdale Primary School & Nursery 

 
CHILD PROTECTION & SAFEGUARDING IN SCHOOLS POLICIES  

WITH ACCOMPANYING SCHOOL INFORMATION AND PROFORMA  

 
CONTEXT 

 
“Section 11 of the Children Act 2004 places duties on a range of organisations and 
individuals to ensure their functions, and any services that they contract out to others, are 
discharged having regard to the need to safeguard and promote the welfare of children 
 
Various other statutory duties apply to other specific organisations working with children 
and families and are set out in this chapter” 
 
Taken from HM Government “Working together to safeguard children” 2015 Chapter 2 
Paragraph 4 (pages 52, 53 & 54)  
“Individual organisational responsibilities” Chapter 2 Paragraph 9 (page 55) 
 
Furthermore page 55 relates to “Individual organisational responsibilities” and duties of 
“Schools and colleges” within the Section of 175 and 157 of the Education Act 2002 and 
“Keeping Children Safe in Education” September 2016. 
**Footnote: reference to “School” = All Educational Settings throughout this document 
  
AIMS 
 

 The aim of the school policy is to make all within the school feel safe and have 
clear roles and responsibilities in place for that to happen. This policy replaces the 
previous policy of October 1st 2015 

 

 The school’s duty of care will be in line with Government Legislation and Local 
Telford & Wrekin Safeguarding Children Board (TWSCB) Procedures 

  

 The protection of children is the responsibility of everyone. Primary responsibility for the care 
and protection of children rests with parents, but a range of services is available to help them in 
this task. Many referrals to agencies are made by parents seeking help for themselves.  
Relatives, friends and neighbours may also directly, or encourage families to, seek help or alert 
statutory authorities to children about whom they are concerned.  All agencies with staff that are 
in direct contact with children and families must be involved. 

 

 The safety and protection of all children is of paramount importance to all those involved in 
Education. For avoidance of doubt the role of governing bodies of maintained schools and non 
maintained special schools is set out in “Keeping Children Safe in Education” September 
2016 (KCSIE), effective from September 5th 2016. This guidance coupled with “Working 
Together to Safeguard Children” March 2015 Chapter 2 and the areas identified above within 
the context, is the blueprint for all inter agency working and should be available and accessible 
to all those responsible for children’s welfare. This school policy reflects the “Keeping Children 
Safe in Education” guidance making it clear to Governing Bodies that staff in all schools and 
colleges should ensure that all staff read at least part one of KCSIE, although best practice 
would be for all staff to be acquainted with all sections of KCSIE this can be viewed at; 

www.gov.uk/government/publications/keeping-children-safe-in-education 
 

 

http://www.gov.uk/government/publications/keeping-children-safe-in-education
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PURPOSE 

 

 Children can develop a special and close relationship with the school community and view them 
as significant and trustworthy adults. For the purpose of these policies and for avoidance of 
doubt, the school community shall include all those that work at the setting. Those being 
teachers, whole school staff, governors, children, parents that play an active role regularly at the 
setting and volunteers. 
 

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

 

 Parents/Carers need to be in no doubt that this policy is our commitment towards the statement 
above and we expect that they embrace everything that is documented in our policy. In principle 
parents sign up to our school ethos, the law and the legislation that sits behind it.  

 

 It is not surprising therefore that a child, if they have been abused, may confide or disclose to a 
teacher or another member of staff. For staff to interpret any concerns this school will assess 
each incident as it appears. In respect of assessing any bruising to a child this school will refer to 
the “Bruising of Children” guidance produced by the TWSCB to assist their decision making 
(attached). It is important to note that the four defined categories of abuse being; 

 

 Physical 

 Sexual 

 Emotional 

 Neglect 
       
But not forgetting bullying which can transgress across all four definitions. 
At this school we also recognise that Domestic Violence and Cyberbullying exists and needs to be 
taken seriously. Staff are trained to recognise the signs of any form of abuse and all are clear as to 
their course of action should they be concerned. (Visible reminder posters are in all staff areas). 
 
      The 4 categories can be viewed in KCSIE 2016 page 11 and within;  
“Information for all school and college staff” September 2016 page 8 which précis Section 1 
of KCSIE 
   
As a school we also recognise that extremist views in children can be a sign of potential abuse and 
will be dealt with in the same way as other concerns. The same principle applies to Domestic 
Violence, Female Genital Mutilation, Honour Based Violence Forced Marriage, Drug and Substance 
Misuse, Gang Activity, Fabricated and Induced Illness (see Section 7 Child Welfare)   
 

 Because of the day to day interaction with children, school staff are also in a unique position to 
notice any change in demeanour such as being quieter than usual, clingy towards staff, changes 
in appearance, being withdrawn or not wishing to go home at the end of the school day. Or 
circumstances where staff may notice injuries, marks or bruises when for instance children are 
doing PE, games or swimming which might indicate a child has been abused. 
 



4 

 

(In line with Telford & Wrekin Safeguarding Children Board (TWSCB)-Child Protection 
Procedures, 2010 which are reviewed and updated on an ongoing basis) 
 
 

STATEMENT ON CHILD PROTECTION 
 

At Newdale Primary School and Nursery (as well as at our wrap-around care and holiday provision)  
we agree that the safety, welfare and protection of all children is paramount and any delay in 
reporting concerns unacceptable. All staff will adhere to this principle and the child protection 
procedures established by the Telford & Wrekin Safeguarding Children Board (TWSCB) and the 
underlying principles that lie within it. Our policy will be published on our School website for all to 
view and reviewed annually. However, if need be, it may be reviewed and refined before this yearly 
commitment so that it is flexible to change and current with new legislation. All staff are expected to 
sign a register to acknowledge that they have seen the new child protection policy, KCSIE 2016 
policy as well as a number of other child protection related policies. (See Safeguarding Procedure 
folder in Headteacher office). 
 

 We will work appropriately with each child, their family and other agencies to protect in all cases 
the welfare of the child Furthermore, will work in partnership and fulfil the ethos and abide by the 
principles of the thresholds guidance produced by Telford & Wrekin Council within the Family 
Connect Model “The Child’s Journey in Telford & Wrekin” December 2016 (Appendix 1). 
Furthermore, all school staff will be prepared to identify children who may benefit from early 
help. For avoidance of doubt, early help means this school will provide support as soon as a 
problem emerges at any point in a child’s life from foundation through to teenage years. 

 

 On occasions the school, where necessary, may be asked to participate in multi-agency 
meetings and in cases of sexually harmful behaviour (including social media and “sexting”), be 
asked to undertake a risk and vulnerability management plan. This school will use the TWSCB 
Risk & Vulnerability Management Plan-Sexually Harmful Behaviour to assist them if this is 
deemed necessary and appropriate, so clear support is in place. (See T&W Safeguarding 
website). Furthermore, school recognise that children are capable of abusing their peers and it 
will not be tolerated, and whilst participating in the above processes, the school will not pass off 
the abuse as “banter” or “part of growing up”. We have a school policy (Managing allegations 
against other children June 2016) to support action needed should this arise. 
 

 The school role is to refer with the information received and under no circumstances become 
the investigator. 

 

 The school also works to the TWSCB procedures for all staff who work with children, where 
allegations may be made by a child/adult of abuse in any form. All staff will adhere to the 
procedures drawn up by the Board in line with national guidelines and supported by the TWSCB 
managing allegations against those working with children (Section 4.1), where this is managed 
by the TWSCB through the Local Authority Designated Officer (LADO) - Wendy Chetta The 
process for managing allegations can be viewed at www.telfordsafeguardingboard.org.uk 
and Section 4 of KCSIE.  

 

 This school believes that those who work within the school community are in positions of trust 
and as such codes of conduct are based on the underlying principle that the highest standards 
are expected from all. In line with KCSIE a separate code of conduct policy will be adapted by 
this setting, this is attached for reference (Appendix 2). 

 

http://www.telfordsafeguardingboard.org.uk/
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 The document “Guidance for safer working practice for those working with children and 
young people in educational settings” produced by the Safer Recruitment Consortium 
October 2015, provides guidance on the expected standards of all those that work with children. 
This is attached for reference (Appendix 3) and all those in the school community will be made 
aware of its existence and this will work alongside the separate code of conduct mentioned 
above and any established Human Resources processes currently in place. (Please also see 
School Code of Conduct policy for Governors (Appendix 4) 

 
 

 For avoidance of doubt, for those that provide Early Years provision within our school premises 
will adhere and ensure that they follow the “Statutory Framework for the Early Years 
Foundation Stage” 2014. This is fundamental in setting the standards for learning, 
development and care for children from birth to five. 

 

 Furthermore within the Early Years Setting at our school and to ensure the safety and welfare of 
our children in our care, personal mobile phones are not permitted within this setting, when in 
the presence of children. This being a statutory requirement of the Early Years Foundation 
Stage Framework. 

 

 Therefore we will ensure that the setting takes measures including; 
1. All mobile phones must be kept in a secure place and should not be accessed throughout 

contact time with the children 
2. Photographs or images of any children within our care may only be taken following 

parental consent and only using the school camera and those images should remain 
within the setting 

3. When on outings, mobile phones may only be used to make or receive phone calls 
relating directly to ensuring the safety and wellbeing of the children 

4. OR insist that the Early Years setting has its own Mobile Phone use Policy that we can 
view. 

 
KEY RESPONSIBILITIES 

 
1. Headteacher and Governors 
 

The Headteacher and Governors are committed to working together to create and maintain a 
safe learning environment for the children and young people attending the school. 
 
The Headteacher and Governors will follow the specific guidance as set out in paragraphs 
Chapter 2 of “Working Together to Safeguard Children” 2015 and “Keeping Children Safe 
in Education” September 2016 and will ensure that: 
 

 clear arrangements are in place to encourage, facilitate and support the reporting of child 
welfare concerns, including instances where pupils are missing from school 
 

 that a Designated Safeguarding Lead (DSL) is available at all times whilst students are under 
direct supervision of school staff   (Note: We have a policy ‘Managing Safeguarding and Fire Safety 

during the school holiday and out of school hours policy 2016-2017’ with specific protocol for staff on 
site to follow) 

 

 provision is made for appropriate training, induction, support and supervision for DSL’s and other 
members of the school’s community and workforce 
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 the school works with the Local Authority Designated Officer (LADO) and appropriate partner 
agencies proactively to safeguard pupils  

 

 records relating to safeguarding are kept safely and shared appropriately 
 

 appropriate safeguarding policies are adopted, monitored and evaluated which will include areas 
such as: 

 
 child protection 
 bullying, harassment and discrimination 
 use of force and restraint and behaviour management 
 health and safety including use of equipment and provision of first aid 
 use of the internet, mobile phones and social networking sites 
 school trips, placements, outdoor activities 
 drugs and substance misuse 
 codes of conduct 
 meeting the needs of pupils with special medical conditions 
 extended services provision-(the extended services team provide separate guidance 

and support for schools)  
 Intimate care  
 school security 
 issues which may be specific to our local area or population, for example gang activity 

or knife crime 
 “Speak Up” Policy 
 

 the school premises are safe and that the school grounds are not open to unwanted intruders 
but if public rights of way exist on school grounds then appropriate risk assessments are 
undertaken 
 

 appointments to staff positions and other roles within the school community are made following 
the safer recruitment guidance within KCSIE September 2016 and all appropriate vetting checks 
have been completed (see safer recruitment section) 

 

 approved safer recruitment training, as designated by the Lucy Faithfull Foundation Consortium, 
has been completed by appropriate members of selection panels (see safer recruitment section) 
Rachel Cook, Michelle Bishton and Carole Williams (Chair of Governors) are trained safer 
recruitment officers with the new School Business Manager being trained this Autumn 2016. 
(See example of Safeguarding Training Log Appendix 5). 

 

 the school’s single central record of recruitment and vetting checks covering all staff and others 
identified by the school as having regular contact with children is kept up-to-date in line with 
Ofsted requirements. Governors regularly check this record. (It is held digitally, with a paper 
version being printed periodically and kept in a secure place) 

 

 the identity of visitors to the school is checked, a record made in the visitors book, suitably 
identified/badged and that visitors are not left unsupervised within the school. 

 
2. The Designated Safeguarding Lead’s (DSL’s) 
 

The Designated Safeguarding Lead’s for child protection are:  
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Rachel Cook – Headteacher 
Rose Powell – Inclusion Manager 
Ruth Morgan – Early Years Foundation Manager 
Michelle Bishton – Deputy Headteacher 
Amy Newport – Teacher Governor and Parent/Child voice lead 

 
Guidance already referred to suggests this should be the Headteacher or another senior member of 
staff and best practice would be to have at least 2 nominated DSL’s for Child Protection and at least 
1 Governor. DSL’s form part of a Borough wide network of school DSL’s, where information is 
shared, in a 2 way process, with the Telford & Wrekin Council Safeguarding Children in Education 
Officer. 

 
Responsibilities 
 

 They have received DSL child protection training and will liaise in accordance with the TWSCB 
procedures and Telford & Wrekin People Services Team procedures (or other Human 
Resources procedures in the case of opt out). It is the professional responsibility of the DSL’s to 
update their own training gaps/needs with Level 2 updates which are held throughout the year 
and regularly offered by the TWSCB, conferences/workshops offered by private providers and 
other mainstream providers. If in doubt, “Keeping Children Safe in Education” September 2016 
should be referred to for clarification about the role of DSL’s. (See Safeguarding Training Log 
Appendix 5). 

 

 The DSL will ensure that all staff has received appropriate child protection training within the 
advised timescales. These staff will include full time, temporary and volunteer staff. It is advised 
that the content reflects the requirements identified by the TWSCB. 

 

 The DSL will make known to the whole school community the location of the TWSCB website 
address www.telfordsafeguardingboard.org.uk where the policies & procedures are on view; 
these are regularly reviewed and updated by the TWSCB. 

 

 The DSL will ensure that all members of staff will have completed an induction to child protection 
and safeguarding systems within the school and satisfy themselves that that member of staff 
understands their responsibility for sharing a concern and with whom. (See Induction Policy 
2016 Appendix 6). Furthermore, all staff will receive regular safeguarding and child protection 
updates (for example, via e mail, e bulletins and staff meetings) to provide staff with relevant 
skills and knowledge to safeguard children effectively. This will also allow staff to contribute to 
and shape safeguarding arrangements and child protection policy.  

 

 The DSL has direct referral links with the Social Care Safeguarding Advisors & Safeguarding 
Team via the Family Connect Team 01952 385385. For avoidance of doubt the DSL should be 
the point of contact with regard to referring a child if there are concerns about possible abuse. A 
formal written request for service should not delay a verbal discussion so that immediate action 
can be taken if necessary. However, any referral should be confirmed in writing within 48 hours. 

 

 The DSL must make it clear to all staff that if the DSL or someone from the Senior Management 
Team is not available, then this should not delay in sharing any concerns about a child to the 
Safeguarding Advisors Team via The Family Connect Team on 01952 385385. However, this 
school will ensure that there is always a nominated cover presence on site for Child Protection 
and Safeguarding issues 
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 The DSL keeps all written records of concerns about a child even if there is no need to make an 
immediate referral for action; this will include any e technology use issues that may cause 
indirect abuse to a child. E safety will be treated as any other form of abuse and recognition that 
bullying can transgress across all four defined categories of abuse including bullying and 
harassment. 

 

 Ensuring that all such records are kept confidentially and securely and are separate from pupil 
records, ensuring that an indication of further record keeping in terms of child protection is 
marked on the pupils records. 

 
Forms used at this setting: (See Appendix 7) 
 
School Concerns form  
Referral to DSL form 
Referral to Family Connect form including resolutions and updates 
 
 

 Ensuring that they or a senior colleague are available to attend any Strategy / Resolution / 
Conference / Professionals / CAF / TAC / MAPPA/CATE Risk Panels/PREVENT Channel 
Panel/Core Group or Planning Meetings as deemed necessary in the remit of child protection. 
Also that attendance by any school staff includes key information to be tabled at the meeting, 
especially attendance figures which are considered a key element of all conference reports. 

 

 Ensuring information regarding any pupil currently subject to a Child Protection Plan and 
deemed “at risk”, who is absent without explanation for two days, is shared with Children’s 
Services Family Connect Safeguarding Team. 

 
 
    It should be noted that percentages of families that are subject to a CAF/TAC or under a 
    child protection/in need plan are reported to the Governing body each term. 

 

 The Designated Safeguarding Lead will ensure the completion, on a yearly basis, of the TWSCB 
s11 Safeguarding Self Assessment Toolkit Audit. These will be supplied by the Telford & 
Wrekin Council Safeguarding Children in Education Officer. The DSLs and Health and Safety 
Governors regularly review this audit. (See Appendix 8 for an example of this audit). 

 
3. The Staff 
 

 All those in the school community, including supply teachers, visiting professionals working with 
students in the school (e.g. counsellors), those who support sex education (e.g. school nurse), 
external providers of school activities and those supporting school visits, are informed of the 
name of the DSL’s and the school procedures for protecting children, for example, how to report 
their concerns, suspicions and how to receive, record and report disclosures: 
 
 during their first induction to the school 
 through a copy of this policy 
 through the staff handbook 
 through induction/supply teachers’ booklet shared at the front office on arrival 
 

 All staff are required to be alert to signs of abuse.  They should report any concerns or 
suspicions if not immediately, as soon as possible, that day to the DSL. If in doubt they should 
talk with the DSL(s), delay is unacceptable. 
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 We recognise that children cannot be expected to raise concerns in an environment where 
colleagues fail to do so. All of the school community should be aware of their duty to raise 
concerns, where they exist, about the attitude or actions of colleagues. Unacceptable standards, 
conduct or behaviour should be challenged appropriately at the outset, and will not be tolerated. 
A separate code of conduct policy has been adopted by this school (See Appendix 2 - Staff & 4 - 
Governors). 

 

 We will adopt the “Speak Up” Telford & Wrekin Policy (Appendix 9) on raising concerns. 
However, where staff feel that they cannot report a concern through the above channels general 
guidance can be found at Advice on whistleblowing. The NSPCC whistleblowing helpline is 
available for staff who do not feel able to raise concerns regarding child protection failures 
internally. Staff can call 0800 028 0285 or e mail help@nspcc.org.uk 

 

 Provision to view the TWSCB website should be made accessible to all staff. In the first instance 
if computer access is needed this should be requested through : 

 
Rachel Cook – Headteacher 
Rose Powell – Inclusion Manager 
Ruth Morgan – Early Years Foundation Manager 
Michelle Bishton – Deputy Headteacher 
Amy Newport – School Governor & Parent/pupil voice lead 
 
4. Response in School 
 
Reporting to the DSL 
 

 Any concern must be discussed with Rachel Cook Headteacher or another DSL member of the 
Senior Management Team, as soon as is possible, no later than the end of the morning or 
afternoon session of that day. We also have a policy ‘Managing Safeguarding and Fire Safety during 

the school holiday and out of school hours policy 2016-2017’ with specific protocol for staff on site to 
follow 

 
Immediate Response to the Child 
 

 It is vital that our actions do not abuse the child further or prejudice an investigation, for example: 
 listen to the child, if you are shocked by what is being said, try not to show it. 
 it is OK to observe bruises but not to ask a child to remove their clothing to observe 

them. 
 if a disclosure is made, the pace should be dictated by the child, without the child 

being pressed for detail or by asking leading questions such as “what did he/she do 
next?” or “where did he/she touch you?”  It is our role to listen not to investigate.  
Use open questions such as “is there anything else you want to tell me?” or “yes?” or 
“and?”. 

 accept what the child says. Be careful not to burden them with guilt by asking “why 
didn’t you tell me before?” or “why did you let it happen”. 

 do acknowledge how hard it was for them to tell you this and reassure them that they 
have done absolutely the right thing by telling you. 

 don’t criticise the alleged perpetrator, the child may have warm feelings for them, but 
merely wish any abuse to stop. 

 don’t promise confidentiality, reassure the child that they have done the right thing, 
explain whom you will have to tell (the DSL) and why; and, depending on their age, 
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what the next stage will be.  It is important that you don’t make promises that you 
cannot keep such as “I’ll stay with you all the time” or “It will be all right now”. 

 
Recording Information 
 

 Make some brief handwritten notes at the time or immediately afterwards; record the date, time, 
place and context of disclosure or concern, recording facts, who you shared them with and not 
assumption, supposition and interpretation. (This may be a Concerns form Appendix 7) 

 

 Also record where you spoke with them and personal safety details such as “I discussed the 
incident with the child in the Head’s office with the door open” or justify if it were closed, but 
naming those who you told this to be the case. If alone, reason that rationale stating “the child 
stated they would only confide in me if I was alone”. 

 

 If it is observation of bruising or an injury try to record detail, e.g. “right arm above elbow”, 
“bruise noticed on fleshy part leg”. (A injury diagram is on the reverse of the concerns form see 
Appendix 10) 

 

 Note the non-verbal behaviour and the key words in the language used by the child (try not to 
translate into ‘proper terms’ ensuring that you use the child’s own words). Body language should 
be noted and support any disclosure. 

 

 It is important to retain on file signed original handwritten notes and pass them on to the DSL’s 
who may ask you to complete a Family Connect Safeguarding Team referral request for service 
form.  

 
Support for Children & Staff 
 
Children. 
 

 The child would be made aware of the school Pastoral/Counsellor’s work and offered access to 
that or any other appropriate service if needed. 
 

In our school the pastoral team consists of: 
 
Rose Powell – Inclusion Manager 
Victoria Mason – Pastoral Mentor  
Alison Pike – Support TA for Social and Emotional learning. 
 
We also invest into additional counselling support from Mentor Link. 
 

 Recognition that a child who is abused or witnesses violence may find it difficult to develop and 
maintain a sense of self worth. We recognise that a child may feel self blame and we will ensure 
that all children know there is an adult in the school whom they can approach if they are worried 
or in difficulty. 

 

 Recognition that the school may provide the only stability in the lives of children who have or 
who are at risk from harm. The school community will therefore establish an ethos where 
children feel secure and are encouraged to talk and are always listened to.  

 
At our school there is a Worry/Message Box located outside the Pastoral Team room. We also 
promote our ‘Buddy Bear’ who is a champion against bullying. Children know they can email him 
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confidentially at any point with any concerns. The pastoral team pick up these emails and deal 
sensitively with any issues that arise. The email address is displayed in all classes and shared 
with families so that children could email from home - buddythebear@outlook.com 

 

 Acceptance 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. We ensure PSHE 
curriculum opportunities which equip children with the skills they need to stay safe from harm. 
Our robust ‘citizenship’ whole school planning document outlines the emphasis we have on 
children keeping safe. 

 

 Our policy on bullying and racist incidents is set out in separate documents and acknowledges 
that to allow or condone bullying or racism may lead to consideration under child protection 
procedures. These will be documented like all other incidents. Any bullying whether racist, 
emotional, physical, sexist, homophobic, extremist, cyber or in any other forms will not be 
tolerated under any circumstances. We track bullying incidents through using a regular bullying 
survey. All staff know that bullying is taken very seriously with the Headteacher always being 
informed. 

 

 We recognise that children who have disabilities and/ or SEND may have additional barriers to 
disclosing incidents of a Child Protection nature. Similarly, professionals may also experience 
barriers when recognising signs of abuse and neglect with these particular children. Staff are 
trained to a high level in recognising signs of abuse and neglect and are fully aware of the 
policies and procedures to be followed in these instances.  
 

Children in Care (CIC) have access to a DSL in our school where they can seek support, where in 
certain circumstances the needs are specific or different. This may be the same DSL for all school 
child protection issues but in some cases it is not. Our school recognises the Children in Care Policy 
and which we will adhere to. Our CiC designated officer is currently Ruth Morgan. We Currently 
have no CiC in our school. 

 
Staff-Disclosures and Allegations 
 

 Staff (to whom a disclosure was made, who will be supporting the child and who might be 
attending, strategy and case conferences) would be able to liaise with the DSL, with the 
minimum number of people involved who have “a need to know basis” of detail. 
 

 Of the staff not directly involved they will be informed on a “need to know basis”. 
 

 Staff may also need support either as a person who has received a disclosure or if an allegation 
has been made against them and subsequently needs investigation to conclusion. In both cases 
support should be offered and Human Resources Business Partner for your school consulted 
appropriately. 

 

 Staff should not accept personal invitation visits to the homes of children unless permission or 
instruction has been sought from the Head teacher and it is viewed as a professional 
appointment, for example supporting Education Welfare issues etc. This should be viewed on a 
case by case basis. To support this, guidance from the Department of Education (September 
2010) states “Meetings with pupils away from the school premises should only be 
arranged with the specified approval of the Headteacher and the prior permission of the 
pupil in question”.  
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 We accept this guidance from the Department of Education (September 2010) stating that in the 
case of private meetings; “Staff and volunteers should be aware that private meetings with 
individual pupils could give cause for concern. There will be occasions when a 
confidential interview or a one-to-one meeting is necessary. Such interviews should be 
conducted in a room with visual access or an area which is likely to be frequented by 
other people. Another pupil or adult should be present or nearby. Where conditions 
cannot apply, staff should ensure that another adult knows that the interview is taking 
place”. 
 

 Staff should be advised to seek support from their Professional Association or Trade Union if it is 
needed. 

 

 All staff/governor meetings will have Child Protection and Safeguarding as a standing agenda 
item on all meetings; this is testament to our school making these priority areas and at the 
forefront of our minds.  

 

 The process of managing allegations against those who work with children can be viewed on the 
TWSCB website www.telfordsafeguardingboard.org.uk Section 4.1 “Managing Allegations 
Against Adults who work with Children and Young People”. 

 

 The school has internal procedures and processes in place for dealing with allegations and will 
follow TWSCB Policies & Procedures and involve the DSL in school. The procedures make it 
clear that all allegations are to be reported straight away, normally to the Head teacher or 
Principal for referral if necessary. The procedures also allow for the Chair of Governors to be 
informed. If the Head teacher or Principal themselves are the subject of the allegation, the 
Deputy Head and DSL (if not the Head) will liaise with the Chair of Governors and follow the 
appropriate process. The TWSCB procedures allow for the Local Authority Designated Officer 
(LADO) to be party and responsible for monitoring cases to conclusion. 

 

 To avoid potential allegations and for the safety and welfare of pupils and the protection of staff, 
we will make classrooms highly visible places whereby easy viewing is possible, this is in light of 
national Serious Case Review recommendations and lessons learnt from them. Therefore, the 
masking of windows will be forbidden and as such treated as a health & safety issue for the 
protection of all. There may be exceptional circumstances where masking of classrooms is 
needed and justified, for example for the teaching of drama, in these cases the Head will make a 
judgement on a case by case basis being appropriate, balanced and proportionate.   

 

 Please also refer to our Managing Allegations against other Pupils Policy 2016. 
 
Confidentiality 
 

 If abuse is suspected, information should be given directly to the DSL for child protection or, in 
their absence, to another member of the DSL of the Senior Management Team. 

 

 The personal information about all families is regarded by those who work in this school as 
confidential.  All staff need to be aware of the confidential nature of personal information and will 
aim to maintain this confidentiality in all areas of the school. 

 

 Staff should understand they need know only enough to prepare them to act with sensitivity to a 
child and to refer concerns appropriately.  It is inappropriate to provide all staff with detailed 
information about the child, the incident, the family and the consequent actions. 

 

http://www.telfordsafeguardingboard.org.uk/
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 Staff have a professional responsibility to share relevant information about the protection of 
children with other professionals, particularly investigating agencies. 

 

 If a child confides in a member of staff and requests that the information is kept secret, it is 
important that the member of staff tells the child sensitively that he/she has a responsibility to 
refer cases of alleged abuse to the appropriate agencies for the welfare of that child. 

 

 Within that context, the child should however be reassured that this will be shared on a “need to 
know” basis. If conversations need to take place and confidentiality is paramount to welfare, then 
these conversations will be held in appropriate settings and away from any general areas, where 
that confidentiality may be compromised. Further details on information sharing can be viewed at 
the Department of Education website. 
 

At this setting all staff adhere to the Confidentiality Policy and are asked to sign a 
confidentiality statement (see Appendix 11). 

 
Parents & Carers 

 

 Parents and Carers play an important role in protecting their children from abuse.  The school is 
required to consider the safety of the child and should a concern arise, professional advice will 
be sought prior to contacting parents/carers.  If deemed appropriate parents/carers will be 
contacted, and the school will continue to work with the parents/carers to support the needs of 
their child. Gaining consent from the parents/carers will be sought, although in exceptional 
circumstances and with the best interests of the child being considered, this may be overridden. 

 

 The school aims to help parents understand that the school, like all others, has a responsibility 
for the welfare of all children and has a duty to refer cases to Family Connect in the interests of 
the child.  The Governors will include a child protection statement in the school e prospectus and 
all parents can view a copy of this policy. The policy will be made available electronically via the 
schools portal website. (See Appendix 12). 

 

 Parents/Carers that may have concerns regarding a whole school staff member can in the first 
instance raise those with the Headteacher, DSL or Governing Body of the school for further 
exploration. This may involve sharing those concerns with the relevant agencies. Where the  

 
parent/carers may have concerns regarding the Headteacher, the Governor for Child Protection 
or Deputy Head should be consulted in the first instance.  

 

 Parents/Carers can liaise with Ofsted on such conduct issues or regulatory concerns, advice can 
be found on its website www.ofsted.gov.uk or contact can be made direct to Ofsted on; 
Helpline (08456 40445) or a Whistle-blowing line (08456 404046). Parents/Carers can also 
access “Parent View” which is an online survey questionnaire where parents/carers can give 
their views on 12 statements from strongly agree to strongly disagree. The statements relating to 
safeguarding are: 

 

 my child is happy at this school 
 

 my child feels safe at this school 
 

 my child is well looked after at this school 
 

 this school deals effectively with bullying 

http://www.ofsted.gov.uk/
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 this school responds well to any concerns I raise 
 

 We will keep parents/carers informed in all areas of safeguarding and child protection through 
the regular methods of interaction such as parent’s/carers evenings, newsletters and through the 
school learning platform portal. We will also monitor “Parent View” at regular intervals and seek 
to quickly address any concerns with parents/carers that may be expressed on this site. At the 
start of any inspection process we will make available a list of no named referrals that have been 
made to the DSL, those subsequently referred to the local authority and brief details of 
resolutions, with the aim being a transparency of operation.  

 

 This school wish to make it clear to parents the standards, behaviour and respect we expect 
from them and conversely from us. In relation to this we understand that on some occasions 
tensions can run high where safeguarding concerns arise and need to be discussed, but for the 
safety of all we wish to remind parents that although schools are fulfilling a public function, 
schools are private places. This school will therefore act to ensure they remain a safe place for 
pupils, staff and other members of the community. The public has no automatic right of entry. 
The same principles of safety will apply to social media issues where we will expect parents to 
talk to school in the first instance, before taking to social media to express their thoughts 

 

 If a parent’s behaviour is a cause for concern, the school will ask him/her to leave school 
premises. We wish to make it clear that in serious cases, the Headteacher or the local authority 
can/will notify parents in writing that their implied licence to be on the school premises is 
temporarily revoked, subject to any representations that the parent may wish to make. This 
school will give parents the opportunity to formally express their views on the decision to bar in 
writing and this will be reviewed via the formal Complaints stand-alone policy. The content above 
has been adopted by this school from Department of Education advice “Best Practice Advice 
for School Complaints Procedures 2016” 

 
Record Keeping 
 

 The present policy for record keeping is to chronologically record concerns in a confidential file, 
including details of dates, times, staff involved and action taken. These should be handwritten 
but can be typed up to sit alongside handwritten notes. Never discard handwritten notes. 
 

 Copies of e mail streams are also useful additions which can clearly document sequential action. 
Again, these should be used alongside handwritten notes and by no means be regarded as a  
substitute action. It is preferable not to name children in an e mail, but if they are then this should 
be password protected.  

 

 In the absence of a national standards framework across the country for record keeping we have 
adopted guidance from Telford & Wrekin Safeguarding Board “Workbook Guidelines for Child 
Protection Records, Transfer, Retention & Archiving” (April 1st 2015) to keep our systems 
robust with the latest current advice. 

 

 If as a school we prefer to note down these concerns in a specific file/book, we will ensure that it 
is not loose-leaf or ring binder style. Any books used shall be bound and in line with the 
guidance above or a suitable system will be employed which ensures security and the style of 
our school management of records, if books are not used. By using a specific school process, 
the concerns can then be noted sequentially to match the child’s journey with us, with each entry 
noted for that child alone. It is our intention to tell a child’s story during the time of their education 
with us. 
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 This school is adopting an electronically maintained recording system called Child Protection 
Online Management System (CPOMS). The CPOMS system is a totally secure system of record 
keeping which enables us to quickly encapsulate a child journey with us. We will ensure that a 
restricted number of staff will have full access to this system as named key holders. 

 

 The records are reviewed annually in the Summer Term by the DSL’s and checked to be 
chronological, tidy, legible and factual in content. This should be undertaken each year, as 
records may sometimes be immediately required by Professionals. Where reports are needed 
for Child Protection Conferences these should include attendance figures where the child is of 
compulsory school age. 

 

 Where children are transferring to other schools within and outside of the district we will follow 
the transfer guidance within the Workbook Guidelines. This includes any transfer to Further 
Education Colleges 

 

 Access to these records should be clearly stated as to whom–i.e. DSL’s, Headteacher, Head of 
Year, Senior Management Team or as the school feels appropriate. 

 

 All child protection records are clearly marked as such and are kept securely locked on the 
premises. Withdrawal from the school by staff will be noted and signed for, as will files released 
to Professionals, such as the Group Solicitor, Safeguarding/Child Protection Officers, LADO, 
NSPCC or Police Teams. We will follow the Workbook Guidelines guidance on release and 
return. 

 

 Upon releasing records the school will request ID Badges for release. 
 

 No named statistics in relation to Child Protection are an important part of performance 
information. Since 1 October 2011 each DSL has access to a DSL Workbook. This information 
will be collated in the Workbook and will inform the Head and the Governing Body of how our 
school is coping with child protection issues. These will be entered and updated on a regular 
basis either in the Workbook or within the CPOMS process. The Workbook for DSL’s and 
Governors can be downloaded electronically on the Safeguarding Children Board website. 

 
5. When a Child Transfers To Another School/Nursery 
 

 If a child is subject to a Child Protection Plan deemed at risk, the child’s key worker within Social 
Care will be contacted by the DSL. 

 

 When a child changes school/nursery within or outside the authority, all child protection records 
will be passed on to the DSL of the next educational setting by the current DSL Person or 
Headteacher, or to Social Care within the authority if the child is transferring to another authority. 
If the child is transferring/leaving to another school/nursery within term time, best practice would 
be for a signed record/or hard copy acknowledgement that the transfer of files has taken place. 
The current host school/nursery in this process should not photocopy and retain child protection 
records as this is deemed from the Information Commissioners Office that this would contravene 
the Data Protection Act, but rather produce a chronology to pass on and retain a copy of this 
chronology for themselves for audit purposes, this would be deemed as best practice. We will 
follow the Workbook Guidance in all circumstances. 

 
6. Retention of Children’s Files 
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     All schools must keep educational records on their children. These should include: 
 copies of the reports which have been sent to parents/carers on the child’s  achievements, as 

well as other records about those achievements  

 exchanges of correspondence between parents/carers and the school  

 any information the school has on the child's education from the local authority 

 any statement of special educational needs 

 any personal educational plan 

There may be other records kept like details of attendance, exclusions, behaviour and family 
background.  This is not compulsory but would be viewed as “best practice”. The educational record 
does not include the notes that a teacher makes for his or her own use only. 
 
The Child Protection file is a separate file to the educational records. It must be noted that if files are 
asked to be secured, both files are key elements in any processes for which they are needed. It is 
important that on releasing files they are signed for on release and on return. 
 

Pupil record files must be kept until the individual reaches the age of 25 years. At this point the file 
should be shredded. Also a useful document to be familiar with is the “Records Management 
Toolkit for Schools” Version 4 May 2012 guidance from the Information and Records 
Management Society (attached) and “Workbook Guidelines for Child Protection Records, 
Transfer, Retention & Archiving” TWSCB April 1st 2015 

 
Further information is available via:   www.education.gov.uk  and www.direct.gov.uk 

 
7. Children’s Welfare 
 

 Poor or Irregular Attendance-“School staff need to be particularly sensitive to signs 
which may indicate possible safeguarding concerns. This could include for example, 
poor or irregular attendance or children missing from education” (Ofsted September 
2009). The recognised figure for persistence absence being less than 90%, although concerns 
may still be raised if above this. 
 

 In respect of this, the school will require behaviour and attendance leads to refer to and use the 
established protocol document of notification to the Local Authority, filling out the appropriate 
paperwork, “Policy and Procedures for Identifying Children Not Receiving Education 
(CNRE) and Children Missing Education (CME)” Telford & Wrekin Council (July 2014 
attached)  

 

 Forced Marriage, Honour Based Violence & FGM-Where issues may be raised of Forced 
Marriage, Honour Based Violence or Female Genital Mutilation (FGM) whether by people within 
school community, the wider community, older or younger children in all school settings, we will 
follow Government guidance; “Handling cases of Forced Marriage” (multi agency practice 
guidelines) June 2009 **“Female Genital Mutilation” (multi agency practice guidelines) 
HM Government 2014 pages 42-44 and Home Office “Mandatory reporting of female 
genital mutilation: procedural information” October 2015 and further advice from the 
Home Office for all professionals and agencies “Multi-agency statutory guidance  on 
female genital mutilation” April 2016.   

 

http://www.education.gov.uk/
http://www.direct.gov.uk/
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 We will consult appropriately and sensitively, in a two way process, in line with that national 
guidance current, future and local procedure. This school recognises that FGM is against the 
law and can happen across all ranges of educational settings and we will alert staff to free on 
line training at www.fgmelearning.co.uk. Furthermore, this school wish to make it clear that in 
line with Section 74 of the Serious Crime Act 2015 that “If a teacher, in the course of their work 
in the profession, discovers that an act of Female Genital Mutilation appears to have been 
carried out on a girl under the age of 18 the teacher must report this to the police”   

 

 Child Sexual Exploitation - Where we as a school may feel that children may be being abused 
through exploitation (CATE), we will consult in the normal way with the Safeguarding Team 
Helpdesk via The Family Connect Team on 01952 385385 and seek advice as to whether the 
incident follows a CATE referral pathway. The concerns will be followed through sensitively and 
appropriately with fellow professionals. In relation to the fortnightly CATE Risk Panels, where 
concerns are expressed around a child attending our school, we will ensure attendance 
whenever possible as part of the established multi agency process. All staff are trained in what 
the signs are linked to CSE and are aware of what to do if they have any concerns. (September 
2016 – latest reminders). 

 

 Children Leaving School without Permission-Where children leave the classroom or leave 
school grounds without permission, this is covered within our behaviour management policy and 
is also set against the backdrop of the legal framework of the Children Act 1989 s3 (5); 
“Anyone who has care of a child without parental responsibility may do what is 
“reasonable” in all the circumstances to safeguard and promote the child’s welfare. It is 
likely to be “reasonable” to inform the police, or children’s services departments, and, if 
appropriate, their parents, of the child/young person’s safety and whereabouts.”  

 

 However in principle, if a pupil runs out of class we will establish where he or she has gone. For 
avoidance of doubt and for all within and outside of the school, teachers will not run after them 
but will send a message to the office for adult support. It is advisable to keep a watchful eye on 
any child who has taken themselves out of the school building and possibly out of the school 
grounds, unless this watchful eye provokes the child to run further. It is and will be a judgement 
call for staff to take what they feel is “reasonable” action in line with the advice above. If a child 
is no longer on school premises, parents/carers will be contacted in the first instance. If they are 
not at home or contactable the police will be informed that a pupil has left school and is at risk. 

 

 Children That Have Gone Missing-Where children have gone missing and not in manner of 
the above we will follow the “ Local Missing Children Process” January 2016 (attached 
Appendix 13) 

 

 Private Fostering- A private fostering arrangement occurs when someone other than a parent 

or close relative cares for a child for a period of 28 days or more, with the agreement of the 

child’s parents. It applies to children under the age of 16, or under the age of 18 if the child is 

disabled. Children who are looked after by the local authority or who are placed in a residential  

school, Children’s home or hospital are not considered to be privately fostered. Most privately 

fostered children remain safe and well, but safeguarding concerns have been raised in some 

cases where so called “sofa surfing” has been evident. It is important that schools are alert to 

possible safeguarding issues, including the possibility that a child has been trafficked into the 

country.  

 

 By law, a parent, private foster carer or other persons involved in making a private fostering 

arrangement must notify Children’s Social Care as soon as possible. When the school becomes 

http://www.fgmelearning.co.uk/


18 

 

aware of a private fostering arrangement for a student that has not been notified to Children’s 

Social Care, the school will encourage parents and private foster carers to notify Children’s 

Social Care and will share information to Children’s Social Care as appropriate.  

 

 Drug and Substance misuse-Where issues come to attention of the school in relation to drugs 
and substance misuse we will follow the non statutory advice contained within “DfE and ACPO 
drug advice for schools” September 2012. This document clearly sets out issues around 
broader behaviour and pastoral support, as well as managing drugs and drug related incidents 
within our school. The document produced by the Department of Education and the Association 
of Chief Police Officers clearly sets out the role of schools, their powers and what schools can 
do. Coupled with this preventative and supportive approach this will sit hand in hand with our 
statutory functions of child protection and the alerting to established referral procedures and the 
law of the land. Our dugs policy is a stand-alone policy but for avoidance of doubt our stance 
and our approach is stated here. 

 

 Domestic Violence and Serious Harm-Research increasingly indicates that Domestic 
Violence/Serious Harm in any form can and does have an impact on children and young people 
of all ages and backgrounds. For the avoidance of doubt, and in the spirit of children’s welfare, 
this school will liaise with agencies in a two way process where Domestic Violence/Serious 
Harm is a factor in the household. Children within our care will be supported where needed and 
school available for them. This school is part of the Operation Encompass process where 
Domestic Violence issues are shared directly with school, so that school have an initial 
awareness. To this end, we will be part of any agency referral, in a two way process, such as 
the Domestic Violence  MARAC (Multi Agency Risk Assessment Conferences), MAPPA (Multi 
Agency Public Protection Arrangements) or any other named agencies where these specific 
issues are a factor that may impair and impact on a child’s development. 

 

 Fabricated and Induced Illness 
 

“The fabrication or induction of illness in children is a relatively rare form of child abuse. Where 
concerns exist about fabricated or induced illness, it requires professionals to work together, 
evaluating all the available evidence, in order to reach an understanding of the reasons for the 
child’s signs and symptoms of illness. At all times professionals need to keep an open mind to 
ensure that they have not missed a vital piece of information”. Taken from”Safeguarding 
Children in whom illness is fabricated or induced” HM Government. This supplementary 
guidance to “Working Together to Safeguard Children” will be adopted by this 
establishment and we will adhere to our duties to refer as set out on pages 31 & 32 
paragraphs 3.84-3.89 
 

 Youth Violence and Gang Activity 
 

“The vast majority of young people and educational establishments will not be affected by 
serious violence or gangs. However, where these problems do occur there will almost certainly 
be a significant impact.” Taken from the Home Office “Preventing youth violence and gang 
involvement Practical advice for schools and colleges”  
 
In light of this we will embrace the Home Office document and follow this guidance which clearly 
sets out understanding the issue, seeking support, working with local partners, early intervention 
and legal powers for staff. Our educational establishment has a duty and a responsibility to 
protect our students and staff and we recognise dealing with violence also helps attainment. To 
this end we will ensure students must; 
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 feel safe at our setting all the time 

 understand very clearly what safe situations are; and 

 be highly aware of how to keep themselves and others safe 
 
 
 

 Extremism, Radicalisation & the PREVENT Agenda 
 

 Extremist views by anyone in school will not be tolerated. Therefore, we will take and expect 
quick and decisive action where issues of this nature are brought to our attention. Namely, that 
we expect staff to encourage pupils to respect the fundamental British Values of democracy, the 
rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and 
beliefs. Staff should ensure that partisan political views are not promoted in the teaching of any 
subject in the school and where political issues are brought to the attention of pupils; reasonably 
practicable steps have been taken to offer a balanced presentation of opposing views. We will 
treat extremism and radicalisation like any other child protection referral. 

 

 As a school we have procedures in place to monitor IT usage and have a duty to seek advice 
and explore by filtering suspicious content being viewed. Those within and outside the school 
community should be left in no doubt our duty to cooperate under the law. Further details are 
included in Section 10 of this policy. 

 

 We will ensure that every frontline member of staff in school has received a Workshop to Raise 
Awareness of Prevent (WRAP 3 Training) as identified in the PREVENT Duty Guidance 2015 
and delivered by an approved WRAP 3 trainer. (See Safeguarding training record Appendix 5) 

 

 As a school if we feel children are being abused through extremism or being radicalised, we will 
consult directly with Family Connect and the police PREVENT Team and seek advice. This is 
done with a PREVENT referral form (please see the flowchart and referral form attached). As 
with all referrals this referral will be dealt with appropriately with professionals. If it is deemed 
from the PREVENT Team that the intervention is not criminal and does not warrant a Channel 
Panel, but needs local support, we will work with those professional leads for Telford & Wrekin 
Council. Presently those being Paul Fenn and Jas Bedesha. Our policy also recognises that 
the local police can be contacted in imminent  circumstances on 01386 591835/591825 or 
591816 and at 

prevent@warwickshireandwestmercia.pnn.police.uk   
See also Appendix 14 

 
  

8. Health & Safety and Physical Intervention 
 

 Policies on Health & Safety and Physical Intervention are set out in separate documentation. It 
reflects the consideration we give to the protection of our children both within the school 
environment and when away from the school when undertaking school trips and visits. There is 
separate documentation “Regulations and Guidelines for Educational Visits and Journeys” 
September 2015 produced by Shropshire Council. 
 

9. Training 
 

 The school will set aside a sum of money per annum to be agreed within its budget as 
contingency for training, updates and for attendance at inter-agency meetings for  
 

mailto:prevent@warwickshireandwestmercia.pnn.police.uk
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Rachel Cook – Headteacher 
Rose Powell – Inclusion Manager 
Ruth Morgan – Early Years Foundation Manager 
Michelle Bishton – Deputy Headteacher 
Amy Newport – Staff Governor & Parent/pupil voice lead 

 

 All new staff receives knowledge of how to access the TWSCB policies & procedures on 
induction and access whole school training when held. 
 

At this setting all training is logged on our Safeguarding training log (see Appendix 5). 
 

 
10. Safer Recruitment and Online Safety 
 

 It was announced that Safer Recruitment Training is a requirement from 1 January 2010. The 
proposal is that from this date, at least 1 person involved in interviewing an applicant for a post 
of Headteacher, Deputy Headteacher, Teacher or member of the whole school support staff 
must have completed the safer recruitment training. This training can be received from any 
provider but must be accredited by The Lucy Faithfull Consortium; this is acknowledged as the 
required provider’s qualification. This will continue to be part of our policy on child protection. 
This requirement states that schools should access “suitable” training. The school maintain the 
right to seek this training from reputable accredited providers that they choose. However, on 
each interview panel will clearly officially mark as to whom on the panel is the person who has 
been fully “Safer Recruitment” trained.  
 

 All staff working in the school community will be subject to enhanced Disclosure Barring Service 
(DBS) checks.    

 

 All within the school community must adhere to “The Corporate Information Security Policy 
(CISP) including “Acceptable Use of Equipment” and the “Social Media Policy-Acceptable 
Use for Employees”; the school will make all aware of its existence and importance. Where 
appropriate, intervention will take place when anyone uses e-technology in an unacceptable 
fashion. 

 

 Authority wide monitoring software is used within all schools and will be reviewed, updated and 
checked regularly. This addresses and includes all on line risk of harm, including risks posed by 
the online activity of extremist and terrorist groups. On occasions unacceptable websites might 
be accessed inadvertently; if this occurs then this should be closed down immediately and 
logged and reported to Senior Management and to the ICT Team. 

 

 It is recognised at this school that all Information Technology, whether personal or work based, 
is a whole school issue and all staff has a duty to be vigilant. The policies already mentioned 
cover the extent of this activity and its suitability, staff and pupils are to be left in no doubt that 
contravention of them will be forwarded to the appropriate agencies to be dealt with.  

 

 Some useful guidance around Facebook and associated social networking “Facebook 
Checklist” produced by the UK Safer Internet Centre (Appendix 15) will form part of staff 
awareness training. Shared school policy with all staff again – 21st September 2016 

 

 E safety is a major concern for all professionals’ not only Social Media forums but issues around 
“sexting”. For information and support in these areas the following websites below are available 
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for all staff and parents to view. The sites are for all age groups, parents and carers, which will 
form the basis and assist with e safety education, support and policy in our school. 

 
 
 

  www.swgfl.org.uk www.thinkuknow.co.uk & www.virtualglobaltaskforce.com 
www.parentsprotect.co.uk www.lucyfaithfull.org.uk  www.stopitnow.org.uk 

 
11. Taking Photographs in Schools 
 

 Good practice guidance from the Information Commissioners Office, on taking photographs 
in educational institutions will be followed. This is attached for information. In the interests of 
safeguarding a common sense approach on a case by case basis will be taken in this area. A 
full copy of the guidance can be viewed at www.ico.gov.uk   See Appendix 16 

 
12. Curriculum and Wider Activity in Keeping Children Safe including Section 11 
      Safeguarding Audits  
 

POSITIVE BEHAVIOUR 
At our school we follow the SMART code and encourage parents to use this code at 

home. We have also adopted behavioural systems in school for children to use – Good 

to be Green in KS 2 and the Rainbow/Raincloud system in KS 1. Behaviour is monitored 

very closely by teachers and by phase leaders who are expected to submit reports to 

the Headteacher every half term. 

 

The S M A R T Code 
 

1. Speak politely and listen carefully. 

 

2. Make school enjoyable for everyone. 

 

3. Act safely. 

 

4. Respect and care for others. 

 

5. Tell someone your worries. 

 

With our SMART code, we encourage positive behaviour in school.  Our 

approach is look for and reward positive behaviour in line with our rewards 

policy.  We actively encourage children to praise each other.  This includes 

praise from adults and may include presentation of stickers and 

certificates, culminating in regular awards assemblies.  We are proactive in 

supporting good behaviour, for example we use ‘Circles of Friends’ and 

‘Buddies’ to help children develop the skills to help each other with social 

skills. Our School Council supports our principles of involving children in 

how our school operates. 
 
 
 

 
 

http://www.thinkuknow.co.uk/
http://www.virtualglobaltaskforce.com/
http://www.parentsprotect.co.uk/
http://www.lucyfaithfull.org.uk/
http://www.ico.gov.uk/
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Vision Statement 
2016 - 2017 

 

 
 

Newdale Primary School and Nursery 

A School of ‘doers, believers and achievers’. 
 

Our community matters and our commitment to high expectations for all is at the 

core of everything we do. 
 

We are a learning community where… 
 

 Learning is a passion for children, staff, governors and parents alike 

 Children are given time to reflect on their ideas, use their initiative and develop 

independent learning skills 

 Risk-taking is encouraged in a stimulating, supportive environment where children 

are given the confidence to face setbacks with hope and resilience. 

 Every success is celebrated 

 All learners, families and cultures- regardless of gender, race and faith- are of 

equal value 

 Children learn to feel safe, happy and supported in their learning and are shown 

how to maintain this 

 All children develop the self-confidence and courage to believe that they can 

and will succeed 

 All children to experience excellent physical education, school sport and physical 

activity that will lead to life-long participation. 

 Dreams and aspirations are harnessed and nurtured 

 Children are well prepared for life in modern Britain  
 

“To go further than I thought 

To run faster than I hoped 

To reach higher than I dreamed 

To become the person I need to be” 
Our vision statement was written after consulting with pupils, parents, Governors and staff.   

 
Reviewed Autumn Term 2016 
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We send a ‘Say ‘NO’ to bullying’ leaflet every year to remind parents about 

our policy and procedure. This is a copy of the latest one we sent out in 2016. 

 

Say ‘NO’ to bullying. 

At Newdale we take great pride in the behaviour of our pupils. Very often we get 

comments from visitors to the school, or from people out of school, saying how 

impressed they are with the behaviour and attitude of our pupils.  

‘Pupils here listen so well and really look after each other’ Sports coach Summer 

2016. 

‘Pupils’ behaviour is outstanding; they are polite, friendly and respectful.’  External 

school audit company. 

Just like any other school, we have children who get into scrapes and scuffles and we 

do all we can to ensure these children are supported.  

All of our children are very clear about our behaviour SMART code and they do try 

really hard to stick to the rules. Celebrating success is the key to good behaviour - 

stickers, certificates and house points are some of the strategies we use. Like anyone, 

children love to hear that they have done well. 

It is useful when parents use our SMART code at home. Children are taught about 

how to behave at lunchtime with teachers working with them on discussing rules and 

what to do if anything goes wrong. It is important for you to know that we always 

act on any problem we hear about and try our best to sort it out quickly, fairly and 

with full understanding from all of the children involved. 

 What is Bullying? 
 

Definition  

The Office of Children and Young People’s Services’ Anti-Bullying Strategy defines bullying as a persistent, 

deliberate attempt to hurt or humiliate someone.  

There may sometimes be misunderstanding about the meaning of the term ‘bullying’: one-off incidents, whilst 

they may be very serious and must always be dealt with, do not fall within the definition of ‘bullying’.  

Types of bullying 

There are various types of bullying, but most have three things in common:  
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1. It is deliberately hurtful behaviour.  

2. It is repeated over time.  

3. There is an imbalance of power, which makes it hard for those being bullied to defend themselves. 

 

 

 

 

What we do in order to prevent bullying. 

 We teach children to behave in a respectful and polite way - we do this through our lesson time, assembly 

 time and through celebrating our successes. 

 We have the clear and simple SMART code for children to follow - we encourage all staff and parents to 

 use this same code so that children have consistency. 

 Through the use of the ‘Cloud’ and ‘Good to be Green’ behaviour systems, we ensure children are all very 

 clear about the boundaries and what happens if they misbehave. 

 We teach children to understand what ‘bullying’ means and what forms of bullying exist, including Internet 

 safety. 

 We teach children to look out for the signs of bullying and what to do if they feel they are being bullied. 

 We carry out bullying surveys so that we can work out if we are successful in our anti-bullying work. 

 We work closely with parents and act quickly on any information we are given.  

 We use computer safety software to ensure children are safe when using ICT. 

 We join in with the national ‘Anti-bullying’ week with an emphasis being on the importance of ‘friendship’. 

 We train up Year 6 playground leaders, along with playground friends, to support younger children if 

 needed. 

 We allow the children to go to a daily, indoor lunchtime club run by Mrs Powell. 

 We provide a Worry Box, that is checked daily, for children to tell us if there is something they are worried 

 about.  

 

 Bullying survey results - Summer 2016 
We recently surveyed all children in school and 100% of the children could give a clear and correct definition of bullying.  An 

example definition from Year 5 was ‘constantly doing something mean to the same person’ and from Year 4 ‘Bullying is 

something that happens constantly, not like a falling out’.  All children could list what they would do if they were being 

bullied at school, with the top answer being to tell an adult (including parents, teachers, lunchtime supervisors and TAs). All 

classes in KS1 and KS2 spoke about writing or emailing to Buddy Bear if they have problems or worries in school.  Most 

children could confidently explain about cyber bullying and what to do if they were being bullied online. When asked if they 

had been bullied at school, children said that when problems occurred they were quickly sorted out so that the situation didn't 

turn into bullying. 93% of children felt that behaviour issues are well dealt with at Newdale. A higher percentage of children, 

compared with earlier this year, said that behaviour is dealt with when they have any fallings out. 92% of children feel that 

children at Newdale treat each other with respect and that all children are treated equally.  We always find it useful to talk to 

the children about their views on school matters and we discuss as a staff what changes we can make after analysing what the 

children have said. 

 

 What to do if you think your child is being bullied. 

 Get all the facts you can from your child. 

 Pass on these facts straight away to your child's teacher, to Mrs Powell or to Miss Cook. 
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We will listen carefully to what you have to say, take time to find out 

more, act on the information we gain and then let you know what we are 

doing about it. 

You could also email buddy bear:  

buddythebear@outlook.com 
  

 

Please remember that we want all children to be happy in school and will do all we can to 

ensure this is the case. If you hear of anyone who is unhappy with anything that is going 

on, please tell them to come and speak to us! We will sort it out. 

 

Expect Respect here **** 

Other information -  

We run a vast array of after school clubs with the offer being every night and being accessible to all 
pupils. A full menu of our offer is available from the office. 
 

We take Spiritual, Moral, Social and Cultural (SMSC) education very seriously at this school. Our 
SMSC lead Rebecca McFarlane ensures that there is a comprehensive offer across the school and 
that this is highlighted/updated regularly on our website for everyone to see. We have a portfolio of 
evidence showing the work we have undertaken in SMSC over time. E.g the theatre companies that 
we use to promote cyberbullying awareness. 
 

Around our school we display NSPCC childline posters with the telephone number visible. The 
NSPCC support us in school by running workshops and leading assemblies. We also display a DSL 
poster in each class for parents to see at the point of drop off/collection. 
 

All visitors to school have to report to reception and read safeguarding documentation before they 
can access the building. 
 

Evidence of work related to E Safety can be viewed in the E Safety coordinators file (Zoe 
McLaughlin) and in the Safeguarding Procedures folder in Headteacher office. 
 
H&S Governors meet every half term. In addition to this all of the DSLs meet monthly to action plan 
and review all elements of safeguarding across the site. (See Safeguarding Procedures folder in 
Headteacher office). 
 

**All staff and the wider school community will be given a copy of these 
policies and will be asked to sign a register to acknowledge they have seen it 

and understood its contents. 
 

COMMITTMENT TO REVIEW 
These Policies will be flexible to change and will be reviewed on an ongoing basis to reflect where 
there are any changes in Government Legislation or any changes in the duty of statutory agencies in 
Child Protection and the wider Safeguarding agenda. If it is not appropriate to refine the policy during 
the year, then this will be done as a matter of course on yearly basis by a named person responsible 
below, who shall be accountable for that action.  
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The Child’s Journey in Telford and Wrekin:   
A Partnership Model

1 Foreword

The Child’s Journey in Telford and Wrekin is a guide to working together effectively to safeguard children, 
which applies to practitioners in every agency. It will assist practitioners in identifying a child’s level of 
need (using the Telford and Wrekin Windscreen Continuum of Need) and what type of services/ resources 
may meet those needs. It also contains the Telford and Wrekin threshold criteria for referrals to children’s 
services, to aid practitioners to identify those children and young people who are suffering, or likely to 
suffer, harm from abuse or neglect and who need a referral to children’s social care. 

All the evidence suggests that one of the effective ways to protect children from harm is through early 
intervention and prevention services. Professor Eileen Munro in her Review of Child Protection in England 
(2011) emphasises the importance of early intervention. By ensuring earlier identification and support we 
can help to prevent an escalation of concerns. 

In addition the current Working Together to Safeguard Children Guidance (2015)    
http://www.workingtogetheronline.co.uk/ identifies the responsibility of agencies working together to 
promote early help and states that providing early help is more effective in promoting the welfare of 
children than reacting later. Early help means providing support as soon as a problem emerges, at any point 
in a child’s life, from the foundation years through to the teenage years. 

Effective early help relies upon local agencies working together to: 

• identify children and families who would benefit from early help; 

• undertake an assessment of the need for early help; and 

• provide targeted early help services to address the assessed needs of a child and their 
family which focuses on activity to significantly improve the outcomes for the child. Local 
authorities, under section 10 of the Children Act 2004, have a responsibility to promote inter-
agency cooperation to improve the welfare of children. 

In Telford and Wrekin we want to ensure that all those working with children are able to identify the early 
help that is needed by a particular child and their family. Using their professional judgement along with this 
guide, practitioners will feel better equipped to direct families to appropriate resources or to refer them to 
appropriate specialist services. 

Telford & Wrekin Safeguarding Children Board endorses and actively promotes the use of the Common 
Assessment Framework (CAF) as a means of assessing a child and their family where their needs are 
greater. The assessment is a process that facilitates joint working, placing a team around the child where 
appropriate. 

Taking a partnership approach from the start should mean that fewer children in Telford and Wrekin are 
at risk of serious harm from abuse or neglect and in need of protection. Of course working together in 
partnership is at the heart of what all practitioners do when they work with children. However, we recognise 
how day to day pressures can get in the way. The Child’s Journey in Telford and Wrekin helps every 
practitioner to focus on identifying the child’s needs and sets out next steps. We hope that the guide will be 
a useful tool for all practitioners.
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2 Introduction

This document outlines the partnership model for agencies in Telford and Wrekin working with children, 
young people and their families. It includes the Telford and Wrekin windscreen continuum of need and the 
threshold descriptors that assist in identifying criteria for referrals to appropriate Children’s Services. 

This guidance will help everyone in Telford and Wrekin to work together to provide the most effective 
support and clearer pathways for children and their families. This guidance is a tool for professionals to help 
ensure that all the needs of children, young people and their families are met from those who need very 
low levels of support to those who are at risk of significant harm. It will assist practitioners in identifying a 
child’s level of need and what type of services/resources may meet those needs. 

The partnership model to support children and families in Telford and Wrekin has been developed:  

• To establish use of the Common Assessment Framework (CAF) in Telford and Wrekin to more 
effectively meet the needs of children and young people; 

• To provide clear guidance on the thresholds that meet the requirement for intervention by 
children social care.  

• To provide early intervention and preventative services to children with additional needs.

The Working Together to Safeguard Children (2015) guidance emphasises that protecting children from 
harm and promoting their welfare depends on a shared responsibility and effective joint working between 
different agencies, and it is these principles which the partnership model is based on. 

3 A shared responsibility

Safeguarding and promoting the welfare of children and in particular protecting them from significant harm 
will depend on effective joint working between agencies and practitioners that have different roles and 
expertise. Individual children, especially some of the most vulnerable children and those at most risk, will 
often need co-ordinated help from health, education, children’s social care, at times the voluntary sector 
and other agencies, including youth justice services. 

All practitioners working with, and on behalf of, children, young people and families need to take 
responsibility for ensuring everything possible is done to prevent the unnecessary escalation of issues or 
problems by delivering or seeking early intervention support to ensure the right response is given, by the 
right services, at the right time. (See: Integrated Working Toolkit) 

Adult services, such as mental health or substance misuse services when working with parents and carers 
should always consider the needs of any children and young people involved, in particular the possible risks 
of harm to the child/young person when planning the adults’ ongoing treatment or discharging the adult 
from their care into the community.

Working Together to Safeguard Children (2015) states that ultimately, effective safeguarding of children can 
only be achieved by putting children at the centre of the system and by every individual and agency playing 
their full part, working together to meet the needs of our most vulnerable children.
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Some guiding principles are that:  

• The child’s needs come first 

• The child’s welfare and safety is everyone’s responsibility 

• A shared responsibility across all agencies for achieving better outcomes for children and 
young people, which means preventing escalation of need (early intervention and prevention)

• All agencies and services will work together, by developing and understanding each other’s 
roles and responsibilities 

• In assessing needs, the views of the child, young person, parents and carers must be   
sought and considered 

• No-one must be discriminated against on the grounds of age, ethnicity,    
religious belief, faith, culture, class, sexual orientation, gender or disability

All professionals should know how to access information, advice, guidance and or assessment/support 
when they have a query, concern or believe a child to be at risk.

4 Access to services 

Family Connect - Single Point of Contact – “Getting the right help at the right time” The 
Family Connect Service provides a single point of contact for all enquires relating to children, young 
people and families.  From June 2016, Family Connect is also the point of contact for adult safeguarding. 

The Family Connect Advisor Team will:  

• Provide advice and guidance in relation to providing appropriate and proportionate help and 
support to children, young people and their families and where necessary, identify a lead 
agency/professional to coordinate relevant agencies to address unmet needs which will help 
to prevent the unnecessary escalation of issues and difficulties that could lead to the need for 
a safeguarding intervention at a later date. 

• Reduce the amount of inappropriate referrals to the Family Connect Safeguarding Advisor 
Team by suitably screening the calls received and redirecting them to the most appropriate 
services. Thus ensuring that only referrals that meet the specified thresholds for safeguarding 
intervention are passed through to the Safeguarding Advisors.

• Family Connect Advisors will be supported by a multi-agency triage team which comprises 
of professionals from local authority services and external partnership agencies.  These 
professionals will provide bespoke advice, guidance and consultation and consider the most 
appropriate and proportionate action to take in support of the issues being presented. This 
team will also support safeguarding enquiries by accessing and sharing information relating 
to children, young people and families for whom a concern has been raised. 

• Family Connect aims to facilitate a smooth and seamless service that will ensure access to 
appropriate services. It must be acknowledged that they do not guarantee service provision.

• All contacts received into Family Connect identifying children and young people with complex 
and/or acute needs will be dealt with by a Safeguarding Advisor within one working day.  

• All contacts recieved into Family Connect identifying adults with safeguarding needs will be 
dealt with by an adult safeguarding advisor.
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Multi-agency triage support 

The multi-agency triage is a team made up of professionals from local authority services and external 
partnership agencies. These multi-agency professionals will be able to access information bespoke to their 
service area, relating to children, young people and families for whom a concern has been raised. 

Professionals seeking advice, guidance and support on matters relating to children who they believe 
have unmet needs, but require further information or specialist knowledge, can utilise the knowledge and 
expertise of the staff within triage. 

From this point the professional seeking advice should; 

• Take action within their own service area

• Complete assessments to inform understanding of need, e.g. Graded Care Profile (GPC2), CAF 

• Complete a CAF  

• Commence a multi-agency TAC

• Make an appropriate referral to a service  

• Speak to a Safeguarding Advisor

In addition to this, triage staff may take the following action; 

• Allocate the family to a colleague/member of staff from their own agency    
(by doing this, they take on the responsibly and ownership for this contact) 

• Gather further information on the child/family by liaising with their multi-agency  
colleagues from within triage in order to provide an informed decision 

• Provide information to access an alternative source of support 

• Refer the child/family to a Family Connect Safeguarding Advisor.

• Inform initial contact of outcome of triage case consultation meeting.

Further information about services to support children, young people and families is available from 
Family Connect on 01952 385385 or on the Telford & Wrekin website. The website provides a directory of 
organisations working in the borough, including activity groups, after school activities and agencies offering 
advice on abuse, bullying and drugs at www.familyconnecttelford.co.uk 
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5 Telford and Wrekin continuum of need and intervention  

The Telford and Wrekin Windscreen Continuum of Need and Intervention is similar to those found in other 
local authority areas. For some children/young people it is clear where they fall on the continuum; for other 
children/young people a practitioner may need to use the Indicators of Need contained in this document to 
try to decide whether or not the child/young person has additional needs, and where they might fall on the 
continuum; this process can help decide whether a CAF would be appropriate, to help further clarify need 
and appropriate response. 

Sometimes it is only by completing a CAF that practitioners can gain a clear understanding of the child or 
young person’s level of need and what would be the appropriate service response. 

Levels of need   

The Partnership model is based on the four levels of need in Telford and Wrekin continuum of need and 
intervention: From this point the professional; 

• Universal Services – Universal 

• Early Help – Single or Co-ordinated Multiagency Services - Vulnerable  

• Targeted - Co-ordinated Multiagency Services – Complex 

• Specialist Services – Co-ordinated Multiagency – Acute  
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Universal services   

Most children and young people’s needs can be met through universal services – for example, schools, 
youth services, GP surgeries, community based groups as well as from support from within the family, 
friendship, and community networks. A relatively very small number of children and young people, at risk 
of significant harm or significant impairment to health or development, require specialist support – Acute 
services, usually led by children’s social care. All who come into contact with families have a part to play in 
identifying those children whose needs are not being adequately met. Some of these needs can be helped 
by universal and early intervention services, while others may need referral to more specialist services, 
including children’s social care. 

Additional needs  

In between universal and acute are the vulnerable children/young people who have additional needs and 
are in need of early help or more targeted support. Information on how to find out about the range of 
services available between universal and complex universal services, early help and targeted multi-agency 
services is available by contacting Family Connect as described above. 

Telford & Wrekin Children’s Services uses thresholds to consider whether a referral will be accepted, 
whether an assessment will be undertaken, and what services will be offered or provided. This way, they 
can ensure that help is provided for those children who are most vulnerable, and that any decisions made 
about services are consistent. 

6 Early help, targeted, and co-ordinated services -    
 Holistic common assessment process   

Framework (CAF)   

Under the partnership model, the CAF will be used for all children and families who need early help services 
and targeted and co-ordinated multi-agency services. The CAF for children and young people is a shared 
assessment tool to help develop a shared understanding of a child’s need, so they can be met more 
effectively. It will help avoid children and families having to tell and re-tell their story. The CAF will act as the 
key early help and preventative assessment tool. This is to make sure that we are assessing families’ needs 
properly and have a whole picture of the services they need and are being offered. The principle is therefore 
that a CAF should always be considered and used when unmet needs have been identified (and consent 
received from the child/young person and/or their parent or carer, unless the case is so serious that consent 
can be waived) before any referral. 

Common assessment framework - A holistic assessment process    

The CAF is a holistic assessment of a child’s needs for services. It is a process for recognising signs that 
a child may have unmet needs that universal services cannot meet. It is also a process for identifying and 
involving other agencies who may be able to support the child and/or undertake specialist assessment. 
Central to its development is the principle that it is child/young person centred, holistic and can be shared 
across professionals as appropriate. 

The CAF provides a common method of assessment across children’s services and local areas. It facilitates 
early identification of needs, leading to co-ordinated provision of services, involving a lead professional 
where appropriate, and sharing information to avoid the duplication of assessments. 
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When to use a CAF?   

The CAF is designed to be used at universal to complex levels of need, primarily as a holistic assessment of 
need to support multi-agency work. It should be used whenever there is a concern about a child or young 
person’s wellbeing and the cause and appropriate response are not clear. You might use a CAF when for 
example: 

• You are concerned about how the child/young person is progressing, in terms of their health, 
welfare, behaviour, learning or any other aspect of their wellbeing; 

• You receive a request from the child/young person or parent/carer for more support; 

• You are concerned about the child/young person’s appearance or behaviour, but their needs are 
unclear or are broader than your service can address; 

• You want to use the CAF to help you identify the needs of the child/young person and/or to pool 
knowledge and expertise with other agencies to support the child/young person better. 

The holistic picture of needs identified by the CAF might then underpin either a single-agency response or a 
joint-agency response, a co-ordinated multi-agency response organised by a Lead Professional and a Team 
around the Child or a referral to Family Connect Safeguarding Advisor team. 

Complexity   

The CAF has the potential to support multiagency work with families who have fairly complex needs.  
The process of completing a CAF will help you to determine the strengths and concerns relating to the 
child, young person and family, it will also help to determine what support is required to help address the 
concerns raised. 

Usually families who are considered to have complex needs would have a common assessment and be 
involved in a Team around the child planning meeting. However if you have offered this approach and the 
family has declined to participate and you are concerned about the safety or welfare of the child, advice 
can be sought from Family Connect. At this stage, if  it is deemed that the child / young person will be at 
risk of significant harm if appropriate support is not provided the Family Connect Safeguarding Advisor will 
consider whether  the threshold has been met for intervention from children’s social care and if so will refer 
the case on for assessment. 

Consent - a partnership with parents    

The CAF process is designed to be empowering for families. You should discuss your concerns with 
the child/young person and their parent/carer before deciding on a CAF.  A CAF assessment is first and 
foremost about having a conversation with the family; the CAF form is just a structured way of recording the 
conversation. If the family does not agree to undergo a CAF assessment, their wishes must be respected. 

If a family has not agreed to a proposed CAF assessment, the practitioner should try to identify why the 
family might be reluctant to engage. Some families will have had a negative experience of accessing 
services and it may take some time to build their trust. If the practitioner does not gain the family’s consent 
and in the future has ongoing, or hightened, concerns the practitioner should consider contacting Family 
Connect for advice and guidance.   

If the child or young person gives consent and the parents do not, a practitioner should consider whether 
the child or young person is of an age and understanding where their consent can override their parents’ 
lack of consent https://www.nspcc.org.uk/preventing-abuse/child-protection-system/legal-definition-child-
rights-law/gillick-competency-fraser-guidelines/
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7 Thresholds guidance   

Thresholds have been developed based upon a continuum of identified need and services in order to 
promote early identification of concerns by universal services. This approach utilises a four-tier model that 
takes into account the different stages of need and types of intervention, which are available to all children 
and their families 

Children can move across the tiers at different times in their lives, or at different times during agencies’ 
contact with them. Support and or intervention may be provided on either a single or multi-agency basis to 
address the identified needs of the child. They may also receive services from across the tiers at the same 
time.

Within each tier of the model there are identified planning processes and a range of services that are 
available to the child and their family. In order to assist practitioner a common assessment threshold matrix 
has been developed. This matrix can be used to inform your decision making in respect of the child or 
young person’s level of need. The matrix can be found in the integrated working toolkit.  

The threshold descriptors are not exhaustive and the table of possible indicators must not be used as a 
tick list. It is important to note that competent practitioner judgement is always the key and consideration 
must be given to the impact on the child or young person as well as other factors such as: the child’s age, 
maturity and the co-operation /engagement of the parents/carers and wider family. 

Practitioners should be continually mindful of the accumulative effect of a number of concerns about a 
child’s wellbeing, as well as the potential harm to children and young people if there is no sustained change 
over a period of time despite targeted support. This is echoed by (Margaret Adcock, The Child’s Voice, 2000)  
she states.

“Risk is cumulative. If there are two or more risk factors in a family where a child’s care is a cause for 
concern, the risk to the child is increased compared to that of a child in the normal population. The 
developmental risk factors for the child and other risks arising from environmental factors and parenting 
capacity therefore need to be looked at carefully.”

This document should be read alongside the Telford & Wrekin Safeguarding Children Board’s Integrated 
Working Toolkit and multi-agency procedures that reflect good practice of early intervention and prevention 
and the legal framework underpinning work with children to promote their welfare and prevent abuse. 
These procedures are available at: http://www.telfordsafeguardingboard.org.uk/lscb/info/13/i_work_
with_children_young_people_and_parents/20/policies_procedures_and_guidance

NB: If you are worried that a child may have been seriously harmed or may be at risk of significant 
or serious harm, you should follow Telford & Wrekin Safeguarding Children Board Multi-agency .....
Safeguarding procedures without delay. 
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Child 
achieving 
expected 
outcomes    
Has no current 
additional 
needs 

Vulnerable 
child with 
some 
additional 
needs 

 

 

Complex 
child with 
multiple 
needs

Universal services

CAF assessment not required

Most children/young person’s needs are adequately met by these 
universal services alone 

If you develop concerns that a particular child/young person is not 
achieving his or her potential in terms of their health, welfare, behaviour, 
learning, or any other aspect of their wellbeing, consider what additional 
needs the child/young person may have and at what level to address 
them 

Early help services  

(NB – As a single agency you may feel that you are able to address the needs 
of the child and family within your own service area therefore a CAF may not 
be required)

CAF – Single agency or co-ordinated multiagency services  

You or someone in your agency will need to complete a CAF – to analyse 
strengths and needs and to identify necessary early help and/or targeted 
services depending on support required.  

Practitioners will need to identify with the family who will be acting as 
their “Lead Professional” 

Co-ordinate a “Team around the Child” (TAC) meeting involving all 
appropriate people. 

Targeted co-ordinated multiagency services  

CAF assessment should be completed and a co-ordinated team around the 
child held,  children’s social care assessment may be required 

You will need to convene a “Team around the Child” (TAC) meeting with 
all agencies involved. 

Best practice should identify a “Lead Professional” from one of the key 
agencies involved. 

If it is deemed that the child / young person will be at risk of significant 
harm if appropriate support is unable to be provided contact Family 
Connect and a Family Connect Safeguarding Advisor will be asked to 
consider if the threshold has been met for intervention from children’s 
social care and if so will refer the case on for assessment.
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Acute child 
with highly 
complex 
needs  
Has suffered 
or is at risk 
of suffering 
significant 
harm/significant 
impairment 
to health or 
development

Specialist services - Children’s Social Care

Children’s Social Care assessment may be required 

Whereby a child is deemed as a ‘child in need’ and there is already a “Team 
around the Child” (TAC) in place, they will continue to work with the family. 
The “Lead Professional” when appropriate will change to the allocated 
Social Worker whilst their support is required. 

The child may require a child protection plan or become a child in care 
which will take precedence if so this would replace any “Team Around the 
Child” (TAC) meetings.  

If at any time you have reasonable concern that a child or young person 
has suffered significant harm or may be at immediate or acute risk of 
suffering significant harm, make a referral directly to Family Connect 
Safeguarding Advisor Team straightaway.

8 Threshold descriptors  

When deciding the level of priority need a child or young person is in, social care staff will take into account 
the age of the child and the impact the concern may have on the child’s welfare and development.

It is important to note that these examples are to illustrate levels of need only. The list that follows will not 
replace professional judgment.

No single example will automatically trigger a specific response. Some factors may need to be considered 
within the family or environmental context, or in relation to other concerns.

Threshold: Universal

Children and young people at this level are achieving expected outcomes and have their needs met within 
universal provision. Children, young people, parents and carers can access these services directly.

Child’s developmental needs

1 Health 

Health needs met 

Adequate diet/hygiene/clothing 

Development checks/immunisations up to 
date     
 
Access health services appropriately 

Development milestones met including 
speech & language

Growth height and weight 

Healthy lifestyle 

Sexual activity appropriate for age

Good social and emotional wellbeing

No substance misuse (including alcohol)

Parents and carers   

1 Basic care, safety and protection
Carers able to provide for child’s needs and 
protect from danger and harm
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2 Education and learning

Good attendance at school/college/training

No barriers to learning

Progress and achievement in line with ability

Planned progression beyond statutory school 
age

3 Emotional and behavioural   
 development

Age appropriate level of competencies in social 
and emotional skills

Good quality early attachments

4 Identity

Positive sense of self & abilities

Demonstrates feelings of belonging and 
acceptance

An ability to express needs

5 Family and social relationships

Stable and affectionate relationships with care 
givers

Good relationships with siblings

Positive relationships with peers

6 Social presentation

Appropriate clothing for different settings

Good level of personal hygiene

7 Self-care skills

Age appropriate independent living skills

2 Emotional warmth and stability

Carers able to provide warmth, praise and 
encouragement

3 Guidance, boundaries and   
 stimulation

Carers provide appropriate guidance and 
boundaries

Supports development through interaction and 
play

Family and Environmental Factors

1 Family history and functioning  

Supportive family relationships, including 
when parents are separated and with extended 
families

2 Housing, employment and finance

Housing has basic amenities and appropriate 
facilities

Appropriate levels of cleanliness/ hygiene are 
maintained

Adequate income which is managed

3 Family’s social integration

Positive social and friendship networks exist

4 Community resources

Family are integrated into their local area and 
access local amenities and services
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Assessment process  

Children, young people and families are accessing universal services. Universal assessments will apply, such 
as those undertaken by schools.

Examples of key universal services that may provide support to children, young people and their 
families at this level are:

Schools, Colleges and Training Providers, Early Help Support Practitioners, Children’s Centres, Early 
Years Settings, Midwifery Service, Health Advice, Health Visiting Service, School Nursing Service, General 
Practitioners, Future Focus, Leisure Services, Police, Housing, Private, Voluntary and Independent Sector.

Threshold - Vulnerable - Children and Family Locality Service

Children and young people at this level may be in need of receiving support from early help services, these 
services can be accessed direct or by using the Integrated Working Common Assessment Framework process.

Child’s developmental needs

1 Health 
Slow in reaching development milestones

Missing immunisations or checks

Susceptible to minor health problems
minor concerns ref: diet, hygiene, clothing, 
alcohol consumption (but not immediately 
hazardous)

Disability requiring support services

Starting to have sex (under 16)

Previous pregnancy.

2 Education and learning

Occasional truanting or non-attendance, poor 
punctuality

At risk of exclusion

School action or school action plus

Few opportunities for play/socialisation

Not in education, employment or training

Identified language and communication

Not progressing or achieving in line with 
ability in education

Children removed inappropriately from school 
to be home educated

Parents and carers   

1 Basic care, safety and protection
Parental engagement with services is poor

Parent requires advice on parenting issues

Professionals are beginning to have some 
concerns about child’s physical needs being 
met

Professionals are beginning to have some 
concerns about substance misuse (including 
alcohol) by adults within the home

Some exposure to dangerous situations in 
home/community

Teenage parent(s)

2 Emotional warmth and stability

Inconsistent parenting, but development not 
significantly impaired

Post natal depression 

Perceived to be a problem by parent
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3 Emotional and behavioural    
 development
Low level mental health or emotional issues 
requiring intervention

Substance misuse that is not immediately 
hazardous including alcohol

Involved in behaviour seen as anti-social

Early signs of missing episodes

Professionals are beginning to have some 
concerns about a child’s sexual behaviour

Inappropriate use of social media and other 
online activities

4 Identity
Some insecurities around identity 

May experience bullying around ‘difference’

May be drawn to radicalisation and extremism

5 Family and social relationships
Some support from family and friends

Has some difficulties sustaining relationships

Undertaking occasional caring responsibilities

Child of a teenage parent

Low parental aspirations

6 Social presentation
Can be over-friendly or withdrawn with strangers

Personal hygiene and condition of clothing 
starting to be a problem

7 Self-care skills
Not always adequate self-care 

Poor hygiene 

Slow to develop age appropriate self-care skills

Overprotected/unable to develop independence

3 Guidance, boundaries and   
 stimulation
May have different carers

Inconsistent boundaries offered

Can behave in an anti-social way

Spends long periods of time alone 

Child not exposed to new experiences

Family and environmental factors

1 Family history and functioning
Parents have relationship difficulties which may 
affect the child

Experienced loss of significant adult

May look after younger siblings

Parent has health difficulties

Little support from family and friends

2 Housing, employment and finance
Families affected by low income or 
unemployment

Parents have limited formal education

Adequate/poor housing

Family seeking asylum or refugees

3 Family’s social integration
Family may be new to area

Some social exclusion problems

Victimisation by others

4 Community resources
Adequate universal resources but family may 
have access issues
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A Common Assessment should be completed  

The CAF is a standard holistic assessment tool that can be used by all services working with children, young 
people and their families. It is particularly suitable for the use in early intervention and prevention work. The 
CAF supports practitioners to work in partnership with parents/carers to identify a child or young person’s 
strengths, needs and goals. It can be shared between agencies/services, with parental and/or young person 
consent and used to plan co-ordinated multi-agency support and actions.    

Offer the child, young person and their family support by introducing the need for a common assessment to 
be completed in order to evidence unmet needs and determine what support needs to be considered and who 
or which agencies would be best placed to offer this support.     

If it is deemed that the child/young person will be at risk of significant harm if appropriate support is unable 
to be provided contact Family Connect and a Family Connect Safeguarding Advisor will be asked to consider 
if the threshold has been met for intervention from children’s social care and if so will refer the case on for 
assessment.  

Examples of key services that may provide support to children, young people and families at this level 
are:

Early Help Support Practitioners, Schools, Colleges and Training Providers, Children’s Centres, Early Years 
Settings, Midwifery Service, Health Visiting Service, School Nursing Service, General Practitioners, NHS Direct, 
Future Focus, Leisure Service, Police, Housing, Voluntary and Community Sector, Targeted Drug and Alcohol 
Information; advice and education including harm reduction, Health and Education, Children’s Specialist 
Services, Private, Independent Sector Services.   

Threshold - Complex - Children with complex needs  

Children and young people at this level are in need of additional services above those available from Universal 
& vulnerable services.

Prior to the identification of serious or complex needs, most children will have had Common assessment  
Form (CAF) and Team around the Child (TAC) plan as an attempt to address the issues at an earlier stage 
which has been unsuccessful in improving the situation. 

Where appropriate a Social Care statutory assessment will be undertaken the CAF and TAC plan and review 
documents will contribute to the assessment and analysis.

This can include issues which require a degree of urgency in their resolution, as well as children in private 
fostering arrangements and disabled children with complex needs. It may also include children who have 
special educational needs, or because they are a carer or because they have committed a crime. This 
assessment is known as a child in need assessment.

The Children Act 1989, Section 17 states that a child shall be considered “in need” if: 

• S/he is unlikely to achieve or maintain, or to have the opportunity of achieving or maintaining,   
a reasonable standard of health or development without the provision of services by a local   
authority; 

• Their health or development is likely to be significantly impaired, or further impaired, without   
the provision of such services; and/or 

• S/he is disabled. 

Some children in need may require accommodation because there is no one who has parental responsibility 
for them or because they are alone or abandoned or because the person who has been caring for them is not 
or cannot provide them with suitable accommodation or care. Under the Children Act 1989, Section 20, the 
local authority has a duty to accommodate such children in need in their area. 
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Child’s developmental needs

1 Health 
Mental health concerns

Chronic/recurring health problems

Missed routine and non-routine health 
appointments

Concerns (e.g. diet, hygiene, clothing)

Conception to child under 16

Sex with multiple partners

Administration of substances in a hazardous 
manner (sharing equipment etc)

Substance misuse impacts negatively on their 
risk taking behaviour (e.g. unprotected sex)

Disability requiring significant support 
services to be maintained in mainstream 
provision

Parents and carers   

1 Basic care, safety and protection
Parent is struggling to provide adequate care

Parental learning disability, parental 
substance misuse (including alcohol) or 
mental health impacting on parent’s ability to 
meet the needs of the child

Previously subject to child protection plan

Teenage parent(s)

Either or both parents previously looked after

Private fostering

Young carer

Most of the time parents are not meeting 
specific dietary requirements

2 Education and learning
Short term exclusion or persistent truanting,  
poor school attendance

Previous permanent exclusion

Statement of special educational needs

Persistently not in education, employment or 
training  

Not recieving any education ‘missing from 
education’

3 Emotional and behavioural   
 development
Difficulty coping with anger, frustration and 
upset

Physical and emotional development raising 
significant concerns

Early onset of sexual activity (13-14)

Hazardous substance misuse (including alcohol)

Inappropriate sexual behaviour

Offending or regular anti-social behaviour

Frequent missing episodes

2 Emotional warmth and stability
Child often scapegoated

Child is rarely comforted when distressed

Receives inconsistent care

Has no other positive relationships

3 Guidance, boundaries and   
 stimulation
Few age appropriate toys in the house

Parent rarely referees disputes between 
siblings

Parent/Carer has a casual approach to online 
safety which potentially puts the child at risk 

Parenting impairing emotional or behavioural 
development



16

4 Identity
Subject to discrimination

Demonstration of Radicalisation and extremism

5 Family and social relationships
Peers also involved in risk taking and challenging 
behaviour

Regularly needed to care for another family 
member

Involved in conflicts with peers/siblings. 

Family and environmental factors

1 Family history and functioning
Evidence of domestic violence/potential 
honour based violence/forced marriage/female 
genital mutilation  

Acrimonious divorce/separation

Family members have physical and mental 
health difficulties

Parental involvement including recent release 
from prison

Evidence of problematic substance misuse

(including alcohol)

2 Housing, employment and finance
Overcrowding, temporary accommodation

Homelessness, unemployment

Serious debts/poverty impacting on ability to 
care for child

6 Social presentation

Clothing regularly unwashed

Hygiene problems

Is overly provocative in behaviour/appearance

7 Self-care skills

Poor self-care for age - hygiene

Precociously able to care for self 

3 Family’s social integration

Family socially excluded 

Escalating victimisation

4 Community resources

Parents socially excluded with access 
problems to local facilities and targeted 
services

Children from families experiencing a crisis 
likely to result in a breakdown of care 
arrangements
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Assessment process  

The child or young person could already be known to a statutory service and have a statutory service 
assessment. If this is not the case, a CAF should be completed and a co-ordinated Team around the Child 
(TAC) meeting held.  If it is deemed that the child / young person will be at risk of significant harm if 
appropriate support is unable to be provided contact Family Connect and a Family Connect Safeguarding 
Advisor will be asked to consider if the threshold has been met for intervention from children’s social care 
and if so will refer the case on for assessment.  

Whereby a child or young person is stepping down out of Children’s Social Care intervention then a Team 
around the Child meeting should be completed to support the transition to ensure continuity of ongoing 
interventions. When the child is no longer in need of specialist social care intervention, with consent from 
the family, a new Lead Professional would be identified to enable the integrated working process to be taken 
forward to enable consistent, co-ordination of services when Children’s Social Care are no longer involved.

Examples of key services that may provide support to children, young people and families at this 
level are:

SEND Services, Early Help Support Practitioners, Family Nurse Partnership, Adult Social Care, Teenage 
Pregnancy Midwife, Young People’s Substance Misuse Services and support services for those affected 
by parental substance misuse, Youth Offending Service, Attendance Support Team, Special Schools, 
CAMHS, Specialist Children Service, Paediatrician, Speech and Language Therapy, Occupational Therapy, 
Physiotherapy, Private, Voluntary and Independent Sector Services, all Universal Services. Child Protection 
and Family Support Team, Disabled Children Team. 

Threshold – Acute - Children with acute specialist needs  

Children and young people at this level are in need of specialist services. There are a smaller group of 
children and young people who require intensive help and support to meet their needs. Children and young 
people will access specialist services following a statutory assessment. Specialist services include: Child 
Protection and Family Support Team, Disabled Children Team, the Youth Offending Service, SEND Services, 
and CAMHS.
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Child’s developmental needs

1 Health

Severe/chronic health problems

Persistent substance misuse

Non-organic failure to thrive

Fabricated illness

Early teenage pregnancy

Increased emotional wellbeing concerns

Obese

Dental decay and no access to treatment

Sexual exploitation/abuse (any age)

Sexual activity under the age of 13

Disability requiring highest level of support

Complex mental health issues requiring 
specialist Intervention

Any non-independently mobile child (including 
disabled children) who present with bruising 
or other suspicious marks for which there is no 
explanation or no plausible explanation

2 Education and learning

Child not recieving any education provision

Permanently excluded from school or at risk of 
Permanent exclusion

Significant development delay due to neglect/
poor parenting

Parents and carers   

1 Basic care, safety and protection

Parents unable to provide “good enough” 
parenting that is adequate and safe

Parents’ mental health problems or 
substance misuse significantly affect care of 
child

Parents unable to care for previous children

There is instability and violence in the home 
continually

Parents are persistently involved in crime

Parents unable to keep child safe

Victim of crime

Child subject to public law proceedings in 
the family court

Specific dietary requirements are not met or 
ignored

Parent/carer is not adhering to specific 
condition related medical advice and/or lies 
about adherence

Parent/carer makes no effort to check 
suitability of a carer or disregards known 
concerns

Parent/carer leaves a child alone, 
endangering the child’s safety

2 Emotional warmth and stability

Parents inconsistent, highly critical or 
apathetic towards child

Child is rejected or abandoned

Parent/Carer givers no educational support 
and can even be disruptive

No response from parent/carer even when 
child is distressed

Parent/carer is cold, uncaring or avoids or 
rejects the child
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3 Emotional and behavioural    
 development

Behaviour puts self or others in danger

Endangers own life through self-harm/substance 
misuse including alcohol/eating disorder/suicide 
attempts

In sexually exploitive relationship

Frequently goes missing from home

Child who abuses others

Child is avoidant, resigned or aprehensive from 
engagement with parent/carer

Displaying harmful sexual behaviour, including 
sexually abusing other children

4 Identity

Experiences persistent discrimination

Is socially isolated and lacks appropriate role 
models

Alienates self from others

3 Guidance, boundaries and   
 stimulation

Failure to address serious (re)offending 

No effective boundaries set by parents

Regularly behaves in an anti-social way in the 
neighbourhood

Child beyond parental control

Subject to a parenting order which may be 
related to their child/young person’s criminal 
behaviour, antisocial behaviour or persistent 
absence from school

Parents/Carers display careless disregard, 
despite understanding, of the dangers of 
online safety

Family and environmental factors

1 Family history and functioning

Significant parent discord and persistent 
domestic abuse

Concerns about honour based violence, 
forced marriage, slavery and female genital 
mutilation (FGM)

Child looked after by a non-relative within 
scope of private fostering arrangement

Destructive relationships with extended family

Parents are deceased and there are no family/
friends options
  
Parents are in prison and there are no family/
friends options
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Assessment process  

Before referring a child to Family Connect to access children’s social care, professionals should in most 
cases, ensure that a they can demonstrate interventions that have already been tried and if a CAF / TAC has 
been completed and consultation has taken place with any relevant agencies. If these initial attempts to 
improve the situation have been unsuccessful it may be beneficial to contact Family Connect Safeguarding 
Advisor team will be asked to consider if the threshold has been met for intervention from children’s social 
care and if so will refer the case on for assessment.

A request for service made to Family Connect Safeguarding team can be accepted without a CAF / TAC 
process having been completed where it is clear that the case already meets the threshold for a child at risk 
of significant harm.

Examples of key services that may provide support to children, young people and families at this 
level are:

SEND Services, Early Help Support Practitioner, Young People’s Substance Misuse Services and support 
services for those affected by parental substance misuse, Youth Offending Service, Attendance Support 
Team, Special Schools, CAMHS, Specialist Children Service, Paediatrician, Speech and Language Therapy, 
Occupational Therapy, Physiotherapy, Private, Voluntary and independent Sector Services, all Universal 
Services. Disabled Children Team, Child Protection and Family Support Team. 

5 Family and social relationships

Child in care of the Local Authority
  
Care leaver

Family breakdown related in some way to child’s 
behavioural difficulties

Subject to physical, emotional or sexual abuse/
neglect

The child is main carer for a family member

Adoption breakdown

Forced marriage of a minor

Unaccompanied asylum seeker

6 Social presentation

Poor and inappropriate self-presentation

Known to be part of a gang

7 Self-care skills

Neglects to use self-care skills due to alternative 
priorities e.g. substance misuse

2 Housing, employment and finance

Physical accommodation places child in 
danger

No fixed abode or homeless

Extreme poverty/debt impacting on ability to 
care for child

All of the accommodation is dirty and smelly 
and  in need of complete redecoration

3 Family’s social integration

Family chronically socially excluded

4 Community resources

Poor quality services with long-term 
difficulties with accessing target populations

Restricting and refusing intervention from 
services
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Strategies, Section 47’s and children in care  

Where there are child protection concerns a strategy discussion or meeting involving the local authority, 
police, health and if needed other agencies takes place to decide whether a Section 47 enquiry is required. 
The Section 47 enquiry is led by the local authority, with the help of other organisations, to find out what is 
happening to the child and whether protective action is required, including legal action.

The Children Act 1989, Section 47 states that where a local authority: 

a) are informed that a child who lives or is found in their area 

i)  is subject of an emergency protection order; or 

ii)  is in police protection 

b)  have reasonable cause to suspect that a child who lives, or is found in their area is suffering or   
 likely to suffer, significant harm the authority shall make, or cause to be made, such enquiries as   
 they consider necessary to enable them to decide whether they should take action to safeguard or  
 promote the child’s welfare. 

Throughout the Section 47 investigation, and within any Strategy Meetings, consideration should be given to 
whether the child is suffering, or likely to suffer significant harm.  If the answer is yes, then there will need 
to be a decision to be made as to whether a Child Protection Plan is needed to try and reduce the risk of 
harm to the child. If that is the case then the strategy meeting attendees, or the Team Manager (within the 
Child Protection and Family Support Team) overseeing the Section 47 investigation, can recommend that an 
initial Child Protection Conference (ICPC) needs to be organised in order to consider the making of a Child 
Protection Plan. 

Where the local authority decides, taking into account the views of others, that a child cannot safely remain 
at home, consideration will be given to other arrangements including informal family options, Section 20 
accommodation or an application to the courts under Section 31 of the Children Act 1989. In an emergency, 
an application may be made for an Emergency Protection Order (EPO) to allow a child to be temporarily 
removed from their parents care. 

Please refer to the Telford & Wrekin Safeguarding Children Board inter-agency procedures for further details. 

Children in Care 

The Local Authority has a duty to provide accommodation to children in care. These children are entitled to 
safeguarding processes to ensure that any issues arising in care are addressed as outlined in the Children 
Act 1989 and Care Planning Regulations. Where a child returns home there should be an assessment/plan 
subject to Care Planning Regulations 2010.
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Universal

Vulnerable 

Complex 

Acute 

Risk of adverse change in circumstances

Quite likely to happen at some point in childhood but impact most likely to be 
temporary and manageable

Managing the risk – additional help being needed within universal services

Parents/carers to seek support where needed

Low risk – meeting development milestones without interventions necessary 

If nothing is done risk of delay or failure to achieve potential (1 or more ECM 
outcomes) 

Quite likely to happen during childhood and greater probability of medium 
term impact

More risks or other needs developing due to no progress being made with 
current support plan  

Other issues starting to impact on parents’ ability to keep child safe

If nothing is done child will likely come to some harm

Very likely to happen and greater probability of long term impact

At risk of serious harm occurring

If nothing is done the child may be at imminent risk of significant harm

Very likely to happen, greater probability of long term impact

Immediate risk of significant harm – or occurrence of injury, sexual assault/
exploitation

9 Risk descriptors   

 Level of need

Further information relating to the assessment of risk can be found on the Telford & Wrekin Safeguarding 
Children Board http://www.telfordsafeguardingboard.org.uk/lscb/downloads/file/12/risk_assessment_
strategy_june_2014
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10 When to request a service from the       
 Family Connect Safeguarding Advisor Team     

Children’s social care provide support for children and their families, where children have complex needs 
and where children are at risk of significant harm (complex – acute). 

They also provide support for children who need to be accommodated or looked after by the local authority, 
through fostering or residential care and children who are placed for adoption. 

Risks to a child/young person’s health or development 

The risks can be broadly of two kinds: 

1 Abuse or ill-treatment causing an immediate and acute risk of significant  
 harm to the child/young person’s health or development 

If at any time you have reasonable concern that a child or young person may be at immediate or acute 
risk of suffering significant harm or has already suffered significant harm, make a referral to Family 
Connect Safeguarding Advisor Team straightaway.  

Examples of when to refer directly to Family Connect Safeguarding Advisors: 

• Allegations/reasonable suspicions about physical abuse: e.g, a series of apparently accidental 
injuries or a minor non-accidental incident, allegations of serious verbal threats, person who 
poses a risk to children moving into a household with under eighteen-yearolds, suspicion 
that the child is at risk of significant harm due to fabricated/ induced illness, child subject of 
parental delusions which imply risk. 

• Allegations/reasonable suspicions of sexual abuse: e.g, a referral by a concerned neighbour 
or friend, sexualised behaviour on the part of the child, allegation of sexual abuse made by a 
child, confession by an adult of sexual abuse of a child, any allegation suggesting connections 
between sexually abused children in different families or more than one abuser. 

• Allegations/reasonable suspicions of emotional abuse: e.g, witnessing domestic abuse, 
repeated allegations of emotional abuse. 

• Allegations/reasonable suspicions of serious neglect: e.g, medical referral of non-organic 
failure to thrive in under-fives, child left insufficiently supervised, child chronically having 
inappropriate clothing, poor hygiene, failing to attend appointments. 

• Allegations/reasonable suspicions that the child has been injured (even if inadvertently) during 
an incident of domestic abuse. 

• Allegations/reasonable suspicions a child has witnessed one serious or three minor domestic 
abuse incidents. If in doubt about seriousness of incident, seek advice from your line manager, 
designated safeguarding officer of your service area or Family Connect. 

• Allegations/reasonable suspcion a child is at risk of expoitation (child sexual exploitation, 
forced marriage, FGM, Honour based violence, slavery, radicalisation and extremism)  

2 A chronic and long-term risk of harm to the child’s health or development 

Some situations represent a more chronic, long-term risk of harm to the child’s health or development. 
These situations may be best addressed through a co-ordinated multi-agency response organised by a lead 
professional around a common assessment and a team around the child. 

However, if the team around the child has been working with the family and feels they are not having an 
impact on the situation, the team should then have a discussion family connect safeguarding advisors.
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Physical 
abuse

Sexual  
abuse

Emotional 
abuse

Neglect

A form of abuse which may involve hitting, shaking, throwing, poisoning, burning 
or scalding, drowning, suffocating or otherwise causing physical harm to a child. 
Physical harm may also be caused when a parent or carer fabricates the symptoms 
of, or deliberately induces, illness in a child.

Involves forcing or enticing a child or young person to take part in sexual activities, 
not necessarily involving a high level of violence, whether or not the child is aware 
of what is happening. 

The activities may involve physical contact, including assault by penetration (for 
example, rape or oral sex) or non-penetrative acts such as masturbation, kissing, 
rubbing and touching outside of clothing. They may also include non-contact 
activities, such as involving children in looking at, or in the production of, sexual 
images, watching sexual activities, encouraging children to behave in sexually 
inappropriate ways, or grooming a child in preparation for abuse (including via the 
internet). 

Sexual abuse is not solely perpetrated by adult males. Women can also commit 
acts of sexual abuse, as can other children.

The persistent emotional maltreatment of a child such as to cause severe and 
persistent adverse effects on the child’s emotional development. It may involve 
conveying to a child that they are worthless or unloved, inadequate, or valued 
only insofar as they meet the needs of another person. It may include not giving 
the child opportunities to express their views, deliberately silencing them or 
‘making fun’ of what they say or how they communicate. It may feature age or 
developmentally inappropriate expectations being imposed on children. 

These may include interactions that are beyond a child’s developmental capability, 
as well as overprotection and limitation of exploration and learning, or preventing 
the child participating in normal social interaction. It may involve seeing or 
hearing the ill-treatment of another. It may involve serious bullying (including 
cyber bullying), causing children frequently to feel frightened or in danger, or the 
exploitation or corruption of children. 

Some level of emotional abuse is involved in all types of maltreatment of a child, 
though it may occur alone.

The persistent failure to meet a child’s basic physical and/or psychological needs, 
likely to result in the serious impairment of the child’s health or development. 
Neglect may occur during pregnancy as a result of maternal substance abuse. 
Once a child is born, neglect may involve a parent or carer failing to:  

• provide adequate food, clothing and shelter (including exclusion from home or 
abandonment); 

• protect a child from physical and emotional harm or danger; 

• ensure adequate supervision (including the use of inadequate care-givers);  

• ensure access to appropriate medical care or treatment. 

It may also include neglect of, or unresponsiveness to, a child’s basic emotional 
needs. 

Significant Harm    

Significant harm can typically fall into the following categories;
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11 A request for service from the Family Connect Safeguarding  
 Advisor Team must contain the following information:     

If at any time you have reasonable concern that a child or young person has suffered significant harm or 
may be at immediate or acute risk of suffering significant harm, telephone Family Connect immediately and 
then complete the request for service form. 

Tel: 01952 385385 

Family Connect            
Darby House             
Lawn Central             
Telford             
TF3 4JE 

Email: Familyconnect@telford.gov.uk 

Request for service must be made in one of the following ways: (see page 26)

• In person or by telephone contact the Family Connect Service (all professionals must 
follow this up in writing within 2 working days).  All professionals must confirm verbal 
telephone referrals in writing within 2 working days of being made, using the Family Connect 
request for service form, unless the referrer is a police officer who is to be involved in the 
investigation. 

• In writing, using the appropriate form addressed to the Family Connect Service or via the online 
form http://www.telford.gov.uk/info/20223/family_connect_service_directory/271/concerned_
about_the_welfare_of_a_child 

• In an emergency outside office hours, by contacting the Emergency Duty Team 01952 676500 or 
the Police 999.

If the child is known to have an allocated social worker, information should be provided directly to the 
allocated worker or, in her/his absence, the manager or a duty officer in that team.

All agencies should have internal policies and procedures, that link with the TWSCB http://www.
telfordsafeguardingboard.org.uk/lscb/info/13/i_work_with_children_young_people_and_parents/20/
policies_procedures_and_guidance which identify designated professionals, who are able to offer advice on 
child protection matters and decide upon the necessity for a referral.

Arrangements within an agency may be that a designated or named person makes the referral.  However, 
if the designated or named person is not available, the referral or any urgent medical treatment, must be 
progressed without delay. 

Consultation on any matter regarding the safety of a child can also take place directly with the Family 
Connect Safeguarding Advisor Team. 

The person making the referral should have available the following required information, – although 
absence of information must not delay a referral.
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• Full name, date of birth and gender of child/children

• Full family address and any known previous addresses Including telephone contact numbers

• Ethnicity, first language and religion of children and parents/carers

• Identity of those with parental responsibility 

• The name of the family’s GP (if known)

• Names, date of birth and information about all household members, including any other children 
in the family, and significant people who live outside the child’s household

• Any need for an interpreter, signer or other communication aid

• Any additional needs of the child/ren

• Is the child registered at a school, college or nursery? If yes, give details

• Any significant/important recent or historical events/incidents in the child or family’s life

• Has the child recently spent time abroad or recently arrived in the area?

• Cause for concern including details of any allegations, their sources, timing and location and a 
body map where appropriate

• The identity and current whereabouts of the suspected/alleged perpetrator

• The child’s current location and emotional and physical condition

• Whether the child is currently safe or is in need of immediate protection because of any 
approaching deadlines (e.g. child about to be collected by alleged abuser)

• The child’s account and the parents’ response to the concerns if known

• The referrer’s relationship and knowledge of the child and parents/carers

• Any health and safety issues of concern for staff e.g. aggression, dangerous animals etc

• Known current or previous involvement of other agencies/professionals 

• Information regarding parental consent, knowledge of, and agreement to, the referral    
 

The referral must also contain information about:

Child(ren)’s Development        
Developmental needs of the current referred child and concerns about developments such as health, 
intellectual or cognitive development, emotional well being and development, social development and 
whether these are age appropriate.  Any concerns about detrimental impact of current situation on child’s 
development.

Parenting Capacity          
Current parenting being received by children and any concerns arising from parenting or behaviour of the 
caring adults of the child. These will include matters such as mental health difficulties, substance misuse 
and domestic abuse as well as learning difficulties or disabilities. It is important that these difficulties are 
not simply descriptive. This would include matters such as parenting capacity, impact of parent’s difficulties 
on their own ability to provide care for the child.  



27

Environmental Factors          
Any matters relating to the child’s current environment which are contributing towards difficulties the family 
and child are experiencing. These may include anti social behaviour, poverty, poor housing, gang activities 
surrounding the property etc.

In particular it would be helpful if the referral includes connections drawn between the child’s difficulties, 
parental difficulty and any environmental factors. The key determination in the referral is that the wider 
problems the child was experiencing can be seen to be directly correlated to and impacted upon by parental 
and environmental problems.

All referrals to Family Connect Safeguarding Advisors should be made using the Family Connect 
safeguarding request for service form. The form and guidance can be downloaded from   
www.familyconnecttelford.co.uk  

12 Response to a request for service

The social worker should clarify with the referrer, when known, the nature of the concerns and how and 
why they have arisen. 

Within one working day of a referral being received a local authority social worker should make a decision 
about the type of response that is required. This will include determining whether: 

• The child requires immediate protection and urgent action is required; 

• The child is in need, and should be assessed under section 17 of the Children Act 1989; 

• There is reasonable cause to suspect that the child is suffering, or likely to suffer, significant 
harm, and whether enquires must be made and the child assessed under section 47 of the 
Children Act 1989; 

• Any services are required by the child and family and what type of services;  

• Further specialist assessments are required in order to help the local authority to decide what 
further action to take. 

Once the referral has been accepted by local authority children’s social care the lead professional role falls 
to a social worker.  It is important that all professionals supporting the child and family at the time continue 
to do so to prevent and further escalation. 

Action to be taken: 

The child and family must be informed of the action to be taken. 

Local authority children’s social care should see the child as soon as possible if the decision is taken that 
the referral requires further assessment. 

Where requested to do so by local authority children’s social all professionals from all agencies supporting 
children and families, have a duty. cooperate under section 27 of the Children Act 1989 by assisting the 
local authority in carrying out its children’s social care functions.

In the event that an agency does not agree with the response and decisions made by the Family Connect 
Safeguarding Advisor Team, the referring agency should discuss their concerns firstly with their agency 
designated safeguarding officer to explore the response provided by the Family Connect Safeguarding 
Advisor. If after further consideration the agency still do not agree with the decision please refer to and 
follow the Escalating Concerns Guidance on the TWSB website: http://www.telfordsafeguardingboard.org.
uk/lscb/downloads/file/43/escalating_concerns_guidance 
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13 Information Sharing   

There will be circumstances in which sharing confidential information without consent would be justified in 
the public interest i.e. information should be shared. These are:

• when there is evidence that the child is suffering or is at risk of suffering significant harm;

• where there is reasonable cause to believe that a child may be suffering or at risk of significant 
harm;

• to prevent significant harm arising to children and young people.

In these circumstances refusal to give consent to share information should not prevent the sharing of 
confidential information. The child’s interests and safety must be the overriding considerations in making 
any such decisions.

In deciding whether there is a need to share information you need to consider:

• whether the information is confidential; if it is confidential, whether there is a public interest 
sufficient to justify sharing, e.g. risk of harm to children;

• has consent to share information been obtained;

• is the information third party – is it information you can share; is there an overriding need to 
share information.

Confidential information is information of some sensitivity, which is not already lawfully in the public domain 
or readily available from another public source, and which has been shared in a relationship where the person 
giving the information understood that it would not be shared with others.

The Government has issued guidance in respect of information sharing entitled ‘Information Sharing: 
Practitioners’ Guide’ http://www.telfordsafeguardingboard.org.uk/lscb/downloads/file/91/
information_sharing_-_march_2015
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Code of Conduct for Staff including Dress Code 
2016 - 2017 
 
Introduction 

 
This document outlines the school expectation in relation to employee conduct and outlines 
the school responsibility to the employee. This document mainly refers conduct expected in 
the work place but may also cover conducted when representing the school e.g. whilst at 
training, attending work related functions or activities on social media that may affect the 
reputation of the School.  
 
It should also be used in conjunction with other relevant policies and standards such as 
professional standards, child protection and safeguarding policies, behaviour policy, contract 
of employment/written statement of particulars, to name but a few. 
 
Given the nature of this establishment, this document should also be a guide to assist in 
ensuring children’s and employees safety. It therefore explains the responsibilities the school 
has toward employees and children/pupils on a whole school basis. 
 
This code should be reviewed regularly by Governors and reissued to staff after the review. 
(Last review 17.11.16 Full Governing body meeting). 

 
Duty of Care 

 
This School has a duty of care to the pupils/children within it and also to all employees.  
 
This duty should be at the heart of all employee and employer practice. 
 
Pupils/children – employees within this School have a duty to keep pupils/children safe and 
protect them from harm. Given the position of trust this places employees in, employees are 
expected to take reasonable steps to ensure pupils/children’s safety and well being. Please 
refer to the Child Protection policy September 2016 and the latest Keeping Children 
Safe in Educational Settings September 2016. 
 
Employees – employers should provide a safe working environment and appropriate 
guidance regarding safer working practices. They should also ensure that employees are 
treated fairly and reasonably in all circumstances. Employees will be informed of all relevant 
policies as part of their induction (see Induction Policy). Where a new or revised policy is 
adopted, the school will ensure each employee has access to it.  
 
In addition, each employee has a personal duty to take care of themselves and anyone else 
who may be affected by their actions or failings.  

 
Employees should: 

 
 Understand the responsibilities of their role and the sanctions should these not be 

followed 

 Act and be seen to act in the pupil’s/child’s best interest 

 Act in a way to protect the school’s reputation 

 Avoid conduct which could lead to question over motivation and intentions 

 Act in line with school policy and procedure 

 Take responsibility for their own actions and behaviour 
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 Speak up promptly about any concerns they have 

 
 
Employers should: 
 

 Clarify what is expected about an employee at work and where relevant, outside of 
work 

 Provide a safe and healthy working environment 

 Support for your rights and recognise diversity 

 Foster a culture of openness and support  

 Ensure that appropriate policies are adopted, implemented, monitored and reviewed 
e.g. employee policies, safeguarding, child protection, code of conduct 

 Ensure that employees have access to and understand guidance, related policies 
and systems that are in place  

 Ensure that employees are not placed in a vulnerable position  

 Ensure that those who provide services or activities are aware of safeguarding 
policies and procedures 

 Treat employees reasonably and fairly 

 
Complaints 

 
Should an employee have a concern with the way in which they are being treated by their 
employer, the Grievance process should be followed. Advice should be sought by the 
employee from their relevant trade union. 
 
Should an employee have a complaint relating to the School then they should use the 
relevant policy e.g. Speak Up, Child Protection and Safeguarding Policy or Schools 
complaints policy. 
 
Should the employer have concerns regarding employee conduct, the employer should 
always try to resolve the matter at the lowest possible level i.e. through discussion with the 
employee. For more serious matters, the school may need to refer to the relevant 
employment policy e.g. discipline. 

 
Code of conduct 

 
This code covers a number of situations but does not cover all eventualities. Where it is 
necessary to refer to a specific school policy, this will be noted. 
 
As stated in the introduction, a ‘Professional Code of Conduct’ is also provided as part of an 
employee’s written statement of particulars which should be adhered to and used in 
conjunction with this document. The document produced by the Government Offices for the 
English Regions- “Guidance for Safer Working Practice for Adults Who Work With Children 
and Young People” is universally regarded as a best practice guide to work alongside local 
policies. 

 
1. Dress and Appearance 

 
All employees should dress in a manner that is appropriate for their role, 
individuals they work with and work they undertake. 
 
Clothing and appearance should not: 

 cause embarrassment or give rise to any misunderstanding 

 be likely to be viewed as offensive, revealing or sexually provocative 

 be considered to be discriminatory or culturally sensitive 
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 be political or represent contentious slogans 

 include denim e.g. jeans and beach wear 

 include visible tattoos where possible 

 include extremes of fashion in clothing and hair style 
(It is hoped that staff lead by example) 
 

Full details of dress code are highlighted in the Dress Code Policy which is attached 
(appendix 1) 

 
2. Behaviour 
 

All employees have a responsibility to maintain public confidence in both the School 
and their own ability to provide an outstanding level of education and care whilst 
safeguarding the welfare and best interest of the pupils/children they are responsible 
for. 
 
Equally, all employees should be able to carry out their duties in an environment 
where all individuals treat each other fairly and with respect and dignity. Acts of 
discrimination, harassment or bullying, intentional or otherwise, will not be tolerated.  
 
Employees should foster an approach which is aligned to the ethos of the School and 
understand the Schools behaviour policy. Therefore employees can expect to be 
treated reasonably and fairly. 
 
It is not acceptable to behave in a manner which could question an employee’s 
suitability to work with pupils/children or encourage others to make unprofessional 
comments or comments which could cause offense. 
 
This level of behaviour is to be expected at all times when representing the School 
which includes attending such events as training and work related social functions. 
 
With the rise of social media, it is not acceptable for employees to behave in such a 
way that would not uphold public confidence within the school. Please refer to the 
social media section 6 & the Social Media Policy. 

 
3. Confidentiality 
 

Employees can expect to have their personal information secured confidentially. 
Personal matters should also be kept in the strictest of confidence. 
 
Employees within the School may have access to private or sensitive information 
about the pupils/children within the School. These details must be kept confidential 
and only shared when it is in the child’s best interest to do so.  
 
Storage of any such information should be in line with the Data Protection Act 1998. 
 
Employers should ensure that employees are clear on confidentiality. 
 
Employees need to know who to report concerns too. Failing that, employees should 
report concerns to a senior member of the School. Please refer to the 
Confidentiality Policy and the Child Protection Policy. 
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4. Data Protection 
 

The Data Protection Act 1998 (DPA 1998) establishes a framework of rights and 
duties which makes personal information safe.  Personal information is information 
about a living individual, who can be identified from the information.   
 
This School is committed to protecting the privacy of individuals and handles all 
personal information in a manner that complies with the DPA 1998. It is the personal 
responsibility of all employees (temporary or permanent), Governors, contractors, 
agents and anyone else processing information on our behalf to comply with this 
policy. 
 

Any deliberate breach of this policy could amount to a criminal offence under 
one or more pieces of legislation, for example the Computer Misuse Act 1990 
and the DPA 1998. All breaches will be investigated and appropriate action 
taken.  

 
5. Gifts  
 

Employees should not receive or accept gifts, loan, fees, hospitality or other reward 
which influences the way in which duties are carries out. 
 
Employees have a responsibility to report any such reward or suspicions of any such 
awards to Rachel Cook (Headteacher).  

 
6. Use of Internet and Social Media 
 

The use of the Internet and Social Media in the work place can be very useful but 
also can be open to misuse. Employees must take every step to protect themselves 
when using such ‘media’ and must refer to the Social Media policy. 
 
Employees must also be careful when using social media personally to ensure that 
no activity relates negatively on the school reputation. Should such information be 
brought to the schools attention, the disciplinary process may be followed. 

 
7. Whistle Blowing – Speak Up 
 

If you have any concerns that there may be a breach of a code of conduct, it is 
important that you speak up. Speaking up early helps to protect you, makes 
investigations easier and could protect the School reputation. Please refer to the 
Speak Up Policy. This can be found on the staffroom safeguarding board. 

 
8. Raising Concerns – Safeguarding 
 

All schools have a stand alone Child Protection and Safeguarding in Schools Policy 
with appropriate appendices 
 
It is important to note that these policies supplement and work within the overarching 
Telford & Wrekin Local Safeguarding Children Board procedures, for avoidance of 
doubt, these can be viewed at www.telfordsafeguardingboard.org.uk. These policies 
are pivotal to all areas safeguarding and any actions that may be considered, taken 
and expected of those that work and interact with children. 
 
It also acknowledged that “Working Together” 2015 and “Keeping Children Safe in 
Education” 2016 are viewed on the same principle.   
 

http://www.telfordsafeguardingboard.org.uk/
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On a general level the highest standards of safeguarding conduct are expected from 
the whole school community. It is important to note that in particular well known and 
peripheral areas of safeguarding concern should be paramount to a child’s welfare 
namely; 
 

 Four Defined Categories of Abuse-Sexual, Emotional, Physical and Neglect 
as defined in “Working Together” 2015 

 Bullying-In all forms that it takes in that it may transgress across the four 
defined areas above 

 Extremism (Statutory-“Prevent duty: for schools and childcare providers – 
July 2015) 

 
Namely, that we expect staff to encourage pupils to respect the fundamental 
British values of democracy, the rule of law, individual liberty and mutual respect, 
and tolerance of those with different faiths and beliefs. Staff should ensure that 
partisan political views are not promoted in the teaching of any subject in the 
school and where political issues are brought to the attention of pupils, 
reasonably practicable steps have been taken to offer a balanced presentation of 
opposing views to pupils. 
 

 Female Genital Mutilation (FGM)-Multi Agency statutory guidance HM 
Government April 2016 

 Children That Have Gone Missing (T&W Missing Children Process January 
2016) 

 Forced Marriage - HM Government published March 2013 updated July 2016   

 Children Missing From Education-Whether Authorised or Not 

 Poor/Irregular Attendance (Protocol for Identifying and Maintaining Contact 
with Children Not Receiving Education) 

 Children Abused Through Exploitation (CATE)-T&W Pathway Process 
 
School Child Protection and Safeguarding Policies will take account of all these 
issues and therefore staff conduct in addressing any safeguarding concerns is 
paramount and doing nothing not being an option. 

 
9. Conflicts of Interest 
 

Employees must be mindful to avoid personal circumstances which could lead to 
conflict of interest.  

 
10. Health & Safety 
 

The School will endeavour to abide by Health and Safety legislation to ensure the 
safety and well being of employees at work. 
 
Employee are expected to follow appropriate Health and Safety guidance to keep 
themselves safe at work. Employees also have their own duty of care to take care of 
themselves and anyone else affected by their actions or failings. Please see the 
school Health and Safety policy obtainable from the School Business Manager. 

 
 
T&W Guidance  
 
Reviewed: Rachel Cook September 2016 

Approved by Governors: 17
th

 November 2016 
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Appendix 1 

Dress Code for staff Policy 

September 2016 

Rationale 

 

At Newdale Primary School and Nursery we believe that pupils are influenced by role models around 

them.  All staff form an important part of that modelling process and as professionals it is important 

that we provide the best example of appropriate clothing for the task in hand.  

 

Aims 

Our aim in having a dress code for staff is to ensure:  

• Clear expectations and guidelines are laid down for staff, students and parents helping in 

school. 

• Staff are suitably attired to meet safeguarding procedures.  

• That all children have appropriate role models for professional dress. 

• That all children understand the importance of appropriate dress at relevant times (e.g. 

changing for P.E, covering clothes for art etc.) 

 

Guidelines 

• As part of safeguarding for staff and pupils it is important that staff wear clothing which is: 

-             appropriate to their role,  

- is not likely to be viewed as offensive, revealing or sexually provocative,  

- does not distract, cause embarrassment or give rise to misunderstanding 

- is absent from any political or otherwise contentious slogans 

- is not discriminatory 

• Suitable smart clothing and footwear must be worn to work. 

• Appropriate clothing should be worn for the occasion e.g.  

 -  changing into sports equipment before/after P.E. 

 -  Wearing an art apron during messy art activities. 

-  Suitable garments for the activity e.g. if you are sitting on the floor/crawling around outside 

etc. decide whether trousers are more appropriate than a skirt.   

-  If you are attending a trip ensure appropriate wet weather garments are taken. 

• If jewellery is worn please ensure it does not cause a health and safety hazard (i.e. being 

caught/grabbed etc.) 

• Only one set of pierced earrings are worn, other piercings are removed during the school 

day.  

• Ensure all jewellery is removed during P.E. sessions. 

 

The following items are not acceptable: 

• Denim items and jeans. 

• See through garments. Please be particularly aware during summer months when items are 

thinner 

 Visible tattoos are discouraged and must be discreet. 
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• Low cut tops. Please be particularly aware if you are likely to be bending in front of pupils 

(during first aid, talking to pupils sitting on the floor) leaning across a table.  

• Crop tops (i.e. any midriff showing). Please be particularly aware if you are sitting on 

computer stools when garments may become untucked, or you are leaning across a desk. 

• Underwear being revealed. Please be particularly aware of items showing above trousers etc 

if low waisted trousers are worn!) 

• Shorts (unless tailored to the knee). 

• Flip flops. 

 

PE lessons 

 

It is the schools policy that PE dress should only be worn for the half day that include the PE lesson 

or after school sports club.  Staff are expected to change for the other half of the day as this helps 

maintain a professional standard of dress. 

 

Monitoring 

 

The policy will be monitored by the Headteacher. Any staff not conforming with the policy will be 

requested not to wear that item of clothing again or will be asked to change. If frequent non-

compliance occurs it will be dealt with through the disciplinary policy. 

 

Policy reviewed:  September 2016 

Next review September 2017 
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This guidance is based upon an original IRSC 1document - ‘Guidance for Safe Working 

Practice for the Protection of Children and Adults in Education Settings, 
2commissioned by DfES3.  

 
 
 
 
  

                                            
1 Investigation Referral and Support Co-ordinators network 
2 September 2006. This document  is still in use and  has relevance for those working in education settings 
3 Department for Education and Skills. now known as Department for Children, Schools and Families (DCSF) 
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Section 1: Overview 
 
1.1. Background 
 
All adults who come into contact with children and young people in their work have a duty of 
care4 to safeguard and promote their welfare.  

 
The Children Act 2004, through the Stay Safe outcome of the Every Child Matters Change for 
Children programme5, places a duty on organisations to safeguard6 and promote the well-being of 
children and young people. This includes the need to ensure that all adults who work with or on 
behalf of children and young people in these organisations are competent, confident and safe to do 
so.  
 
The vast majority of adults who work with children act professionally and aim to provide a safe and 
supportive environment which secures the well-being and very best outcomes for children and 
young people in their care. However, it is recognised that in this area of work tensions and 
misunderstandings can occur.  It is here that the behaviour of adults can give rise to allegations of 
abuse being made against them. Allegations may be malicious or misplaced. They may arise from 
differing perceptions of the same event, but when they occur, they are inevitably distressing and 
difficult for all concerned.  Equally, it must be recognised that some allegations will be genuine and 
there are adults who will deliberately seek out, create or exploit opportunities to abuse children. It 
is therefore essential that all possible steps are taken to safeguard children and young people and 
ensure that the adults working with them are safe to do so.  

 
Some concerns have been raised about the potential vulnerability of adults in this area of work. It 
was suggested that there was a need for clearer advice about what constitutes illegal behaviour 
and what might be considered as misconduct. This document has been produced in response to 
these concerns. It was written by a team of individuals from various backgrounds who are 
knowledgeable about allegation procedures and the circumstances in which allegations might arise 
and provides practical guidance for anyone who works with, or on behalf of children and young 
people regardless of their role, responsibilities or status.  It seeks to ensure that the duty to 
promote and safeguard the wellbeing of children is in part, achieved by raising awareness of 
illegal, unsafe and inappropriate behaviours.   

 
Whilst every attempt has been made to cover a wide range of situations, it is recognised that this 
guidance cannot cover all eventualities.  There may be times when professional judgements are 
made in situations not covered by this document, or which directly contravene the guidance given 
by their employer. It is expected that in these circumstances adults will always advise their senior 
colleagues of the justification for any such action already taken or proposed.   
 
It is also recognised that not all adults who work with children and young people work as paid or 
contracted employees. The principles and guidance outlined in this document still apply and 
should be followed by all adults adult whose work brings them into contact with children and 
young people. 
 
The guidance contained in this document has due regard to current legislation and statutory 
guidance.  

                                            
4 The duty which rests upon an individual to ensure that all reasonable steps are taken to ensure the safety of a child or 
young person involved in any activity, or interaction for which that individual is responsible. Any person in charge of, or 
working with children and young people in any capacity is considered, both legally and morally, to owe them a duty of care  
5 www.everychildmatters.gov.uk 
6 Process of protecting children from abuse or neglect, preventing impairment of their health and development, and ensuring 
they are growing up in circumstances consistent with the provision of safe and effective care that enables them to have 
optimum life chances…  Working Together to Safeguard Children: 2006 HM Government 
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1.2. What to do if you are worried a child is being abused7 
 
Everyone working with children and young people should be familiar with local procedures and 
protocols for safeguarding the welfare of children and young people. Adults have a duty to report any 
child protection or welfare concerns to a designated member of staff in their organisation and/or report 
any concerns to the local social care office.  Anyone who has concerns or is in doubt should refer to 
the document ’What To Do If You're Worried a Child Is Being Abused’ and follow that guidance. 

                                            
7 What to do If You are Worried a Child is Being Abused HM Government 2006 
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Section 2: Using the Guidance 
 
2.1. Status of Document    
  
This guidance document was commissioned by the Department for Children, Schools and Families. 
(DCSF). It is intended to supplement but not replace or take priority over advice or codes of conduct 
produced by employers or national bodies.   
 
This is a generic document that should complement existing professional procedures, protocols and 
guidance which relate to specific roles, responsibilities or professional practices.   

 
2.2.  Purpose of Guidance 
 
It is important that all adults working with children understand that the nature of their work and the 
responsibilities related to it, place them in a position of trust. This practice guidance provides clear 
advice on appropriate and safe behaviours for all adults working with children in paid or unpaid 
capacities, in all settings and in all contexts. The guidance aims to:  
 

• keep children safe by clarifying which behaviours constitute safe practice and which 
behaviours should be avoided; 

• assist adults working with children to work safely and responsibly and to monitor their own 
standards and practice; 

• support managers and employers in setting clear expectations of behaviour and/or codes of 
practice relevant to the services being provided; 

• support employers in giving a clear message that unlawful or unsafe behaviour is 
unacceptable and that, where appropriate,  disciplinary or legal action will be taken; 

• support safer recruitment practice; 
• minimise the risk of misplaced or malicious allegations made against adults who work with 

children and young people; 
• reduce the incidence of positions of trust being abused or misused. 
 

Employers should be familiar with, and know how to access, their Local Safeguarding Children’s 
Board’s policy and procedures for managing allegations against staff. 
 
 
2.3.  Underpinning Principles 
 

• The welfare of the child is paramount.8 
 

• It is the responsibility of all adults to safeguard and promote the welfare of children and young 
people. This responsibility extends to a duty of care for those adults employed, 
commissioned or contracted to work with children and young people. 
 

• Adults who work with children 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. 
 

• Adults 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, 

                                            
8 Children Act 1989 
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gender, language, racial origin, religious belief and/or sexual identity. 
 

• Adults should continually monitor and review their practice and ensure they follow the 
guidance contained in this document. 
 
 

2.4.  Definitions 
 
Children and Young People: Throughout this document references are made to "children and young 
people". These terms are interchangeable and refer to children who have not yet reached their 18th 
birthday. This guidance, however also has value for those working with vulnerable adults.  
 
Adults: References to ‘adults’ or ‘volunteers’ refer to any adult who is employed, commissioned or 
contracted to work with  or on behalf of, children and young people, in either a paid or unpaid 
capacity.  
 
Manager: The term ‘manager’ refers to those adults who have responsibility for managing services 
including the supervision of employees and/or volunteers at any level. 
 
Employer: The term ‘employer’ refers to the organisation which employs, or contracts to use the 
services of individuals in pursuit of the goals of that organisation. In the context of this document, the 
term ‘employer’ is also taken to include ‘employing’ the unpaid services of volunteers. 
 
Safeguarding:  Process of protecting children from abuse or neglect, preventing impairment of their 
health and development, and ensuring they are growing up in circumstances consistent with the 
provision of safe and effective care that enables children to have optimum life chances and enter 
adulthood successfully9.  
 
Duty of Care: The duty which rests upon an individual or organisation to ensure that all reasonable 
steps are taken to ensure the safety of a child or young person involved in any activity or interaction 
for which that individual or organisation is responsible. Any person in charge of, or working with 
children and young people in any capacity is considered, both legally and morally to owe them a duty 
of care.  
http://www.safetyline.wa.gov.au/institute/level1/course2/lecture2/l02_01.asp 
2.5. How to Use the Document 
 
This document is relevant to both individuals and organisations working with or on behalf of children 
and young people. Where an individual works independently and does not work as part of an 
organisation references made to the ‘senior manager’ should be taken to refer to parents or those 
with parenting responsibilities. 
Each section provides general guidance about a particular aspect of work undertaken with children 
and young people with, in the right hand column, specific guidance about which behaviours should be 
avoided and which are recommended. Some organisations may need to adapt or add to the guidance 
to meet their specific practices or contexts, The document has however, been written for a generic 
audience and most, if not all of the content, is applicable to all adults who work with children and 
young people. The diagram in Appendix 1 illustrates how the guidance could be used as a basis for 
developing specific agency guidance. Appendix 2 provides a visual framework for understanding how 
the document fits with safer recruitment and selection and procedures and those which relate to 
disciplinary proceedings. 
It is recommended that organisations and settings who provide services for children and young 
people use this guidance to develop and promote safer working practice by ensuring that all 

                                            
9 Working Together to Safeguard Children 2006. HM Government (WT 2006) 
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employees and volunteers are made aware of its contents and have access to it.  
Incorporating the use of this document in recruitment and selection processes will help to prevent and 
deter unsuitable people from working with children and young people.  Providing employees and 
volunteers with clear guidance on appointment and revisiting this through induction, supervision, 
performance management, training programmes etc, will also help to ensure a safer children’s 
workforce. Employers and managers will be better placed to deal with unsuitable or inappropriate 
behaviour if their expectations have been made clear and reinforced throughout a person’s 
employment and there is evidence that this has been done.  
 
Individuals should follow this guidance in their day to day practice. It should also be referred to when 
taking on new work, different duties or additional responsibilities.  
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Section 3: Guidance for Safe Working Practice 
   
   
1. Context 
 
All adults who work with children and young people have a 
crucial role to play in shaping their lives.  They have a unique 
opportunity to interact with children and young people in 
ways that are both affirming and inspiring.  This guidance has 
been produced to help adults working in all settings to 
establish safe and responsive environments which safeguard 
young people and reduce the risk of adults being unjustly 
accused of improper or unprofessional conduct. 
 

  
 
This means that these guidelines: 
 
 apply to all adults working in all 

settings  whatever their position, role, 
or responsibilities 

 may provide guidance where an 
individual’s suitability to work with 
children and young people has been 
called into question.  

 
   
2. ‘Unsuitability’ 10 
 
The guidance contained in this document is an attempt to 
identify what behaviours are expected of adults who work 
with children and young people. Adults whose practice 
deviates from this guidance and/or their professional or 
employment-related code of conduct may bring into question 
their suitability to work with children and young people. 
 

  
 
This means that adults should: 
 
 have a clear understanding about 

the nature and content of this 
document 

 discuss any uncertainties or 
confusion with their line manager 

 understand what behaviours may 
call into question their suitability to 
continue to work with children and 
young people 

   
3. Duty of Care  
 
All adults who work with, and on behalf of children are 
accountable for the way in which they exercise authority; 
manage risk; use resources; and safeguard children and 
young people.  
 
Whether working in a paid or voluntary capacity, these adults 
have a duty to keep children and young people safe and to 
protect them from sexual, physical and emotional harm. 
Children and young people have a right to be treated with 
respect and dignity. It follows that trusted adults are expected 
to take reasonable steps to ensure the safety and well-being 
of children and young people. Failure to do so may be 
regarded as neglect11. 
 
The duty of care is in part, exercised through the 
development of respectful and caring relationships between 
adults and children and young people. It is also exercised 
through the behaviour of the adult, which at all times should 
demonstrate integrity, maturity and good judgement. 
 

  
 
This means that adults should: 
 
 understand the responsibilities, 

which are part of their employment or 
role, and be aware that sanctions will 
be applied if these provisions are 
breached 

 always act, and be seen to act, in the 
child’s 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 

 
This means that employers should: 
 
 ensure that appropriate safeguarding 

and child protection polices and 
procedures are adopted, 
implemented and monitored   

 ensure that codes of 

                                            
10 WT 2006 Chapter 6, page 153. See also AMA document on ‘Unsuitability’ available Dec 07 from Allegation Management 
Advisers in Government Offices.   
11 WT 2006 page Chapter 1 page 38 
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Everyone expects high standards of behaviour from adults 
who work with children and young people. When individuals 
accept such work, they need to understand and acknowledge 
the responsibilities and trust inherent in that role.  
 
Employers also have a duty of care towards their employees, 
both paid and unpaid, under the Health and Safety at Work 
Act 197412. This requires them to provide a safe working 
environment for adults and provide guidance about safe 
working practices. Employers also have a duty of care for the 
well-being of employees and to ensure that employees are 
treated fairly and reasonably in all circumstances. The 
Human Rights Act 1998 sets out important principles 
regarding protection of individuals from abuse by state 
organisations or people working for those institutions. Adults 
who are subject to an allegation should therefore be 
supported and the principles of natural justice applied. 
 
The Health and Safety Act 1974 also imposes a duty on 
employees13 to take care of themselves and anyone else 
who may be affected by their actions or failings.   An 
employer’s duty of care and the adult’s duty of care towards 
children should not conflict. This ‘duty’ can be demonstrated 
through the use and implementation of these guidelines. 

conduct/practices are continually 
monitored and reviewed 

 ensure  that, where services or 
activities are provided by another 
body, the body concerned has 
appropriate safeguarding polices and 
procedures  

 foster a culture of openness and 
support 

 ensure that systems are in place for 
concerns to be raised 

 ensure that adults are not placed in 
situations which render them 
particularly vulnerable 

 ensure all adults have access to and 
understand this guidance and 
related, policies and procedures 

 ensure that all job descriptions and 
person specifications clearly identify 
the competences  necessary to fulfil 
the duty of care 

 

   
4. Confidentiality 
 
Adults may have access to confidential information about 
children and young people in order to undertake their 
responsibilities.  In some circumstances they may have 
access to or be given highly sensitive or private information. 
These details must be kept confidential at all times and only 
shared when it is in interests of the child to do so. Such 
information must not be used to intimidate, humiliate, or 
embarrass the child or young person concerned. 
 
If an adult who works with children is in any doubt about 
whether to share information or keep it confidential he or she 
should seek guidance from a senior member of staff or 
nominated child protection person. Any actions should be in 
line with locally agreed information sharing protocols.   
 
The storing and processing of personal information about 
children and young people is governed by the Data 
Protection Act 1998.  Employers should provide clear advice 
to adults about their responsibilities under this legislation. 
 
Whilst adults need to be aware of the need to listen to and 
support children and young people, they must also 
understand the importance of not promising to keep secrets. 
Neither should they request this of a child young person 
under any circumstances. 
 

  
 
This means that adults: 
 
 be clear about  when information can 

be shared  and in what 
circumstances  it is appropriate to do 
so 

 are expected to treat information they 
receive about children and young 
people in a discreet and confidential 
manner 

 should seek advice from a senior 
member of staff if they are in  any 
doubt about sharing information they 
hold or which has been requested of 
them 

 need to know to whom any concerns 
or allegations should be reported  

 

                                            
12 Health and Safety at Work Act 1974 Part I, Section. 2 (1) and (2) 
13 Health and Safety at Work Act 1974 Part I, Section.7  
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Additionally, concerns and allegations about adults should be 
treated as confidential and passed to a senior manager 
without delay. 
   
5. Making a  Professional Judgement  
 
This guidance cannot provide a complete checklist of what is, 
or is not inappropriate behaviour for adults in all 
circumstances.  There may be  occasions and circumstances 
in which adults have to make decisions or take action in the 
best interests of the child or young person which could 
contravene this guidance or where no guidance exists.  
Individuals are expected to make judgements about their 
behaviour in order to secure the best interests and welfare of 
the children in their charge. Such judgements, in these 
circumstances, should always be recorded and shared with a 
senior manager or if the adult does not work for an 
organisation, with the parent or carer. In undertaking these 
actions individuals will be seen to be acting reasonably. 
 
Adults should always consider whether their actions are 
warranted, proportionate and safe and applied equitably. 
 

  
 
This means that where no specific 
guidance exists adults should: 
 
 discuss the circumstances that 

informed their action, or their 
proposed action, with a senior 
manager, or with the parent/carer if 
not working for an organisation 

 report any actions which  could be mis 
-interpreted to their senior manager 

 always discuss any misunderstanding, 
accidents or threats with a senior 
manager 

 always record discussions and 
reasons why actions were taken. 

 record any areas of disagreement 
about course of action taken and if  
necessary referred to a higher 
authority 

   
6. Power and Positions of Trust 
 
As a result of their knowledge, position and/or the authority 
invested in their role, all adults working with children and 
young people are in positions of trust in relation to the young 
people in their care. Broadly speaking, a relationship of trust 
can be described as one in which one party is in a position of 
power or influence over the other by virtue of their work or 
the nature of their activity. It is vital for all those in positions of 
trust to understand the power this can give them over those 
they care for and the responsibility they must exercise as a 
consequence of this relationship.14 
 
A relationship between an adult and a child or young person 
cannot be a relationship between equals. There is potential 
for exploitation and harm of vulnerable young people. Adults 
have a responsibility to ensure that an unequal balance of 
power is not used for personal advantage or gratification. 
 
Adults should always maintain appropriate professional 
boundaries and avoid behaviour which might be 
misinterpreted by others. They should report and record any 
incident with this potential. 
 
Where a person aged 18 or over is in a specified position of 
trust15 with a child under 18, it is an offence for that person to 
engage in sexual activity with or in the presence of that child, 
or to cause or incite that child to engage in or watch sexual 

  
 
This means that adults should not: 
 
 use their position to gain access to 

information for their own or others’ 
advantage   

 use their position to  intimidate, bully, 
humiliate, threaten, coerce or 
undermine children or young people 

 use their status and standing to form 
or promote relationships  which are 
of a sexual nature, or which may 
become so 

 
 
 

                                            
14 Caring for Young People and the Vulnerable. Guidance for Preventing Abuse of Trust Home Office   
15 Sexual Offences Act 2003.Sect 16-19 re-enacts and amends offence of abuse of position of trust 
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activity. 
   
7. Propriety and Behaviour 
 
All adults working with children and young people have a 
responsibility to maintain public confidence in their ability to 
safeguard the welfare and best interests of children and 
young people. It is therefore expected that they will adopt 
high standards of personal conduct in order to maintain the 
confidence and respect of the public in general and all those 
with whom they work. 
 
There may be times, for example, when an adult’s behaviour 
or actions in their personal life come under scrutiny from local 
communities, the media or public authorities. This could be 
because their behaviour is considered to compromise their 
position in their workplace or indicate an unsuitability to work 
with children or young people. Misuse of drugs, alcohol or 
acts of violence would be examples of such behaviour.  
 
Adults in contact with children and young people should 
therefore understand and be aware, that safe practice also 
involves using judgement and integrity about behaviours in 
places other than the work setting.  
 
The behaviour of an adult’s partner or other family members 
may raise similar concerns and require careful consideration 
by an employer as to whether there may be a potential risk to 
children and young people in the workplace.  

  
 
This means that adults should not: 
 
 behave in a manner which would 

lead any reasonable person to 
question their suitability to work with 
children or act as a role model. 

 make, or encourage others to make, 
unprofessional personal comments 
which scapegoat, demean or 
humiliate, or which might be 
interpreted as such 

 
This means that adults should: 
 
 be aware that  behaviour in their 

personal lives  may impact upon their 
work  with children and young people 

 follow any codes of conduct deemed 
appropriate by their organisation  

 understand that the behaviour and 
actions of their partner (or other 
family members) may raise  
questions about  their suitability to 
work with children and young people  

 
 

   
8. Dress and Appearance 
 
A person's dress and appearance are matters of personal 
choice and self-expression.  However adults 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.    
 
Adults who work with children and young people should 
ensure they take care to ensure they are dressed 
appropriately for the tasks and the work they undertake.   
 
Those who dress in a manner which could be considered as 
inappropriate could render themselves vulnerable to criticism 
or allegations. 
 

  
 
This means that adults should wear 
clothing which: 
 
 is appropriate to their role 
 is not likely to be viewed as 

offensive, revealing, or sexually 
provocative 

 does not distract, cause 
embarrassment or give rise to 
misunderstanding 

 is absent of any political or otherwise 
contentious slogans 

 is not considered to be discriminatory 
and is culturally sensitive 

   
9.  Personal Living Space 
 
No child or young person should be in or invited into, the 
home16 of an adult who works with them, unless  the reason 
for this has been firmly established and agreed with parents/ 
carers and senior managers or the home has been 
designated by the organisation or regulatory body as a work 

  
 
This means that adults should: 
 
 be vigilant in maintaining their 

privacy and  mindful of the need to 
avoid placing themselves in 
vulnerable situations 

                                            
16 This includes any home or domestic settings used  or frequented by the adult   
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place e.g. childminders, foster carers. 
 
It is not appropriate for any other organisations to expect or 
request that private living space be used for work with 
children and young people.  
 
Under no circumstances should children or young people 
assist with chores or tasks in the home of an adult who works 
with them. Neither should they be asked to do so by friends 
or family of that adult. 

 challenge any request for their 
accommodation to be used as an 
additional resource for the 
organisation 

 be mindful of the need to maintain 
professional boundaries 

  refrain from  asking children and 
young people  to undertake personal  
jobs or errands  

   
10.  Gifts, Rewards and Favouritism  
 
The giving of gifts or rewards to children or young people 
should be part of an agreed policy for supporting positive 
behaviour or recognising particular achievements. In some 
situations, the giving of gifts as rewards may be  accepted 
practice for  a group of children, whilst in other situations the 
giving of a gift  to an individual child or young person will be 
part of an agreed plan, recorded and discussed with senior 
manager and the parent or carer. 
 
It is acknowledged that there are specific occasions when 
adults may wish to give a child or young person a personal 
gift. This is only acceptable practice where, in line with the 
agreed policy, the adult has first discussed the giving of the 
gift and the reason for it, with the senior manager and/or 
parent or carer and the action is recorded. Any gifts should 
be given openly and not be based on favouritism. Adults 
need to be aware however, that the giving of gifts can be 
misinterpreted by others as a gesture either to bribe or 
groom17 a young person.   
 
Adults should exercise care when selecting children and/or 
young people for specific activities or privileges to avoid 
perceptions of favouritism or unfairness. Methods and criteria 
for selection should always be transparent and subject to 
scrutiny.  
 
Care should also be taken to ensure that adults do not 
accept any gift that might be construed as a bribe by others, 
or lead the giver to expect preferential treatment. 
 
There are occasions when children, young people or parents 
wish to pass small tokens of appreciation to adults e.g. on 
special occasions or as a thank-you and this is acceptable. 
However, it is unacceptable to receive gifts on a regular basis 
or of any significant value.  

  
 
This means that adults should:  
 
 be aware of their organisation’s policy  

on the giving and receiving of gifts  
 ensure that gifts received or given in 

situations which may be misconstrued 
are declared 

 generally, only give gifts to an 
individual young person as  part of an 
agreed reward system 

 where giving gifts other than as above, 
ensure that these are of insignificant 
value  

 ensure that all selection processes 
which concern children and young 
people are fair and that wherever 
practicable these are undertaken and 
agreed by more than one member of 
staff  

 

   
11. Infatuations 
 
Occasionally, a child or young person may develop an 

  
 
This means that adults should: 

                                            
17 grooming’ – the act of gaining the trust of a child so that sexual abuse can take place.  
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infatuation with an adult who works with them. These adults 
should deal with these situations sensitively and 
appropriately to maintain the dignity and safety of all 
concerned. They should remain aware, however, that such 
infatuations carry a high risk of words or actions being 
misinterpreted and should therefore make every effort to 
ensure that their own behaviour is above reproach.   
 
An adult, who becomes aware that a child or young person is 
developing an infatuation, should discuss this at the earliest 
opportunity with a senior manager or parent/carer so 
appropriate action can be taken to avoid any hurt, distress or 
embarrassment. 

 
 report and record any incidents or  

indications (verbal, written or physical) 
that suggest a child or young person  
may have developed an infatuation 
with an adult in the workplace  

 always acknowledge and maintain 
professional boundaries 

 

   

12.  Communication with Children and Young People  
(including the Use of Technology) 

 
Communication between children and adults, by whatever 
method, should take place within clear and explicit 
professional boundaries. This includes the wider use of 
technology such as mobile phones text messaging, e-mails, 
digital cameras, videos, web-cams, websites and blogs. 
Adults should not share any personal information with a child 
or young person. They should not request, or respond to, any 
personal information from the child/young person, other than 
that which might be appropriate as part of their professional 
role. Adults should ensure that all communications are 
transparent and open to scrutiny. 
 
Adults should also be circumspect in their communications 
with children so as to avoid any possible misinterpretation of 
their motives or any behaviour which could be construed as 
grooming. They should not give their personal contact details 
to children and young people including e-mail, home or 
mobile telephone numbers, unless the need to do so is 
agreed with senior management and parents/carers. E-mail 
or text communications between an adult and a child young 
person outside agreed protocols may lead to disciplinary 
and/or criminal investigations. This also includes 
communications through internet based web sites. 
 
Internal e-mail systems should only be used in accordance 
with the organisation’s policy. 

  
 
 
 
This means that the organisation should: 
 
 have  a communication policy which 

specifies  acceptable  and 
permissible modes of 
communication  

 
This means that adults should: 
 
 not give their personal contact details 

to children or young people, including 
their mobile telephone number and 
details of any blogs or personal 
websites 

 only use  equipment e.g. mobile 
phones, provided by organisation  to 
communicate with children, making 
sure that parents have given 
permission for this form of 
communication to be used 

 only make contact with children for 
professional reasons and in 
accordance with any organisation  
policy 

 recognise that text messaging is 
rarely an appropriate response to a 
child in a crisis situation or at risk of 
harm. It should only be used as a last 
resort when other forms of 
communication are not possible 

 not use internet or web-based 
communication channels  to send 
personal messages to  a child/young 
person  

 ensure that if a social networking site 
is used, details are not shared with 
children and young people and 
privacy settings are set at maximum 
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13. Social Contact 
 
Adults who work with children and young people should not 
seek to have social contact them or their families, unless the 
reason for this contact has been firmly established and 
agreed with senior managers, or where an adult does not 
work for an organisation, the parent or carers.  If a child or 
parent seeks to establish social contact, or if this occurs 
coincidentally, the adult should exercise her/his professional 
judgement in making a response but should always discuss 
the situation with their manager or with the parent of the child 
or young person.  Adults should be aware that social contact 
in certain situations can be misconstrued as grooming. 
 
Where social contact is an integral part of work duties, e.g. 
pastoral work in the community, care should be taken to 
maintain appropriate personal and professional boundaries. 
This also applies to social contacts made through interests 
outside of work or through the adult’s own family or personal 
networks. 
 
It is recognised that some adults may support a parent who 
may be in particular difficulty. Care needs to be exercised in 
those situations where the parent comes to depend upon the 
adult for support outside their professional role. This situation 
should be discussed with senior management and where 
necessary referrals made to the appropriate support agency.  
 

  
This means that adults should: 
 
 have no secret social contact with 

children and young people or their 
parents 

 consider the appropriateness of the 
social contact according to their role 
and nature of their work 

 always approve any planned social 
contact with children or parents with  
senior colleagues, 

 advise senior management of any 
social contact they have with a child or 
a parent with who whom they work, 
which may give rise to concern 

 report and record any situation, which 
may place a child at risk or which may   
compromise the organisation or their 
own professional standing 

 be aware that the sending of personal 
communications such as birthday or 
faith cards should always be recorded 
and/or discussed with line manager. 

 understand that some 
communications may be called into 
question and need to be justified. 

 

   
14. Sexual Contact  
 
All adults should clearly understand the need to maintain 
appropriate boundaries in their contacts with children and 
young people. Intimate or sexual relationships between 
children/young people and the adults who work with them will 
be regarded as a grave breach of trust.  Allowing or 
encouraging a relationship to develop in a way which might 
lead to a sexual relationship is also unacceptable. 

Any sexual activity between an adult and the child or young 
person with whom they work may be regarded as a criminal 
offence and will always be a matter for disciplinary action.  

Children and young people are protected by specific legal 
provisions regardless of whether the child or young person 
consents or not.  The sexual activity referred to does not just 
involve physical contact including penetrative and non-
penetrative acts. It may also include non-contact activities, 
such as causing children to engage in or watch sexual 
activity or the production of pornographic material.  'Working 
Together to Safeguard Children'18, defines sexual abuse as 
“forcing or enticing a child or young person to take part in 
sexual activities, whether or not the child is aware of what is 

  
 
This means that adults should not: 
 
 have  sexual relationships with 

children and young people 
 have  any form of communication with 

a child or young person which could 
be interpreted as sexually suggestive 
or provocative i.e. verbal comments, 
letters, notes, electronic mail, phone 
calls, texts, physical contact 

 make sexual remarks to, or about, a 
child/young person 

 discuss their own sexual relationships 
with or in the presence of children or 
young people 

 
This means that adults should: 
 
 ensure that their relationships with 

children and young people  clearly 
take place within the boundaries of a 
respectful  professional relationship 

 take care that their language or 
conduct does not give rise to comment 

                                            
18 Working Together to Safeguard Children .A guide to interagency working to safeguard and promote the welfare of children 
HM Government 2006 
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happening”. 
 
There are occasions when adults embark on a course of 
behaviour known as 'grooming' where the sole purpose is to 
gain the trust of a child, and manipulate that relationship so 
sexual abuse can take place.  Adults should be aware that 
consistently conferring inappropriate special attention and 
favour upon a child might be construed as being part of a 
'grooming' process and as such will give rise to concerns 
about their behaviour.  

or speculation. Attitudes, demeanour 
and language all require care and 
thought, particularly when members of 
staff are dealing with adolescent boys 
and girls. 

 
 
 

   

15.  Physical Contact 
 
Many jobs within the children’s workforce require physical 
contact with children as part of their role. There are also 
occasions when it is entirely appropriate for other adults to 
have some physical contact with the child or young person 
with whom they are working. However, it is crucial that in all 
circumstances, adults should only touch children in ways 
which are appropriate to their professional or agreed role and 
responsibilities. 
 
Not all children and young people feel comfortable about 
physical contact, and adults should not make the assumption 
that it is acceptable practice to use touch as a means of 
communication. Permission should be sought from a child or 
young person before physical contact is made. Where the 
child is very young, there should be a discussion with the 
parent or carer about what physical contact is acceptable 
and/or necessary.  
 
When physical contact is made with a child this should be in 
response to their needs at the time, of limited duration and 
appropriate to their age, stage of development, gender, 
ethnicity and background.  It is not possible to be specific 
about the appropriateness of each physical contact, since an 
action that is appropriate with one child in one set of 
circumstances may be inappropriate in another, or with a 
different child. Adults, nevertheless, should use their 
professional judgement at all times, observe and take note of 
the child's reaction or feelings and – so far as is possible - 
use a level of contact and/or form of communication which is 
acceptable to the child for the minimum time necessary. 
. 
Physical contact which occurs regularly with an individual 
child or young person is likely to raise questions unless there 
is explicit agreement on the need for, and nature of, that 
contact. This would then be part of a formally agreed plan or 
within the parameters of established, agreed and legal 
professional protocols on physical contact e.g. sport activities 
or medical procedures.  Any such arrangements should be 
understood and agreed by all concerned, justified in terms of 
the child's needs, consistently applied and open to scrutiny. 
 
Physical contact should never be secretive, or for the 

  
 
This means that adults should: 
 
 be aware that even well intentioned 

physical contact may be misconstrued 
by the child, an observer or by anyone 
to whom this action is described 

 never touch a child in a way which 
may be considered indecent 

 always be prepared to report and 
explain actions and accept that all 
physical contact be open to scrutiny 

 not indulge in ‘horseplay’ 
 always encourage children, where 

possible, to undertake self-care tasks 
independently 

 work within Health and Safety 
regulations 

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

 understand that  physical contact in 
some circumstances  can be easily 
misinterpreted 

 
This means that organisations should: 
 
 ensure they have a system in place 

for recording  incidents and the 
means by which information about 
incidents and outcomes can be 
easily accessed by senior 
management 

 make adults aware of relevant 
professional or organisational 
guidance in respect of physical 
contact with children and meeting 
medical needs of children and young 
people where appropriate 

 be explicit about what physical 
contact is appropriate for adults 
working in their setting 
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gratification of the adult, or represent a misuse of authority.  If 
an adult 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 senior manager outlined in the procedures for 
handling allegations and an appropriate record made. 
Parents/carers should also be informed in such 
circumstances. 
 
Where a child seeks or initiates inappropriate physical 
contact with an adult, the situation should be handled 
sensitively and care taken to ensure that contact is not 
exploited in any way. Careful consideration must be given to 
the needs of the child and advice and support given to the 
adult concerned.  
 
It is recognised that some children who have experienced 
abuse may seek inappropriate physical contact.  Adults 
should be particularly aware of this when it is known that a 
child has suffered previous abuse or neglect.  In the child's 
view, physical contact might be associated with such 
experiences and lead to some actions being misinterpreted. 
In all circumstances where a child or young person initiates 
inappropriate physical contact, it is the responsibility of the 
adult to sensitively deter the child and help them understand 
the importance of personal boundaries. Such circumstances 
must always be reported and discussed with a senior 
manager and the parent/carer. 
   
16. Other Activities that require Physical Contact 

 
Adults who work in certain settings, for example sports  
drama or outdoor activities will have to initiate some 
physical contact with children, for example to demonstrate 
technique in the use of a particular piece of equipment, 
adjust posture, or perhaps to  support a child so they can 
perform an activity safely or prevent injury.  Such activities 
should be carried out in accordance with existing codes of 
conduct, regulations and best practice.  
 
Physical contact should take place only when it is 
necessary in relation to a particular activity. It should take 
place in a safe and open environment i.e. one easily 
observed by others and last for the minimum time 
necessary. The extent of the contact should be made clear 
to the parent/carer and once agreed, should be undertaken 
with the permission of the child/young person. Contact 
should be relevant to their age or understanding and adults 
should remain sensitive to any discomfort expressed 
verbally or non-verbally by the child. 
 
Guidance and protocols around safe and appropriate 
physical contact are provided by national organisations, for 
example sports governing bodies or major arts 
organisations, or the employing organisation and should be 

  
 
This means that adults should: 
 
 treat children with dignity and 

respect and avoid contact with 
intimate parts  of the body  

 always explain to a child the reason 
why contact is necessary and what 
form that contact will take  

 seek consent of parents where a 
child or young person is unable to do 
so because of a disability.  

 consider alternatives, where it is 
anticipated that a child might 
misinterpret any such contact,  

 be familiar with and follow 
recommended guidance and 
protocols 

 conduct activities where they can be 
seen by others 

 be aware of gender, cultural or 
religious issues  that may need to be 
considered prior to initiating physical 
contact 

 
This means that organisations should: 
 
 have up to date guidance and 
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understood and applied consistently. Any incidents of 
physical contact that cause concern or fall outside of these 
protocols and guidance should be reported to the senior 
manager and parent or carer. 
 
It is good practice if all parties clearly understand at the 
outset, what physical contact is necessary and appropriate in 
undertaking specific activities. Keeping parents/carers, 
children and young people informed of the extent and nature 
of any physical contact may also prevent allegations of 
misconduct or abuse arising.  

protocols on appropriate physical 
contact in place that promote safe 
practice and include clear 
expectations of behaviour and 
conduct. 

 ensure that staff are made aware of 
this guidance and that safe practice 
is continually promoted through 
supervision and training.  

 

   
17. Behaviour Management 
 
All children and young people have a right to be treated with 
respect and dignity even in those circumstances where they 
display difficult or challenging behaviour.  
 
Adults should not use any form of degrading treatment to 
punish a child. The use of sarcasm, demeaning or insensitive 
comments towards children and young people is not 
acceptable in any situation. Any sanctions or rewards used 
should be part of a behaviour management policy which is 
widely publicised and regularly reviewed. 
 
The use of corporal punishment is not acceptable and whilst 
there may a legal defence for parents who physically 
chastise their children, this does not extend, in any 
circumstances, to those adults who work with or on behalf of 
children and young people.  
 
Where children display difficult or challenging behaviour, 
adults must follow the behaviour policy outlined by their place 
of work, and use strategies appropriate to the circumstance 
and situation.  The use of physical intervention can only be 
justified in exceptional circumstances and must be used as a 
last resort when other behaviour management strategies 
have failed. 
 
Where a child has specific needs in respect of particularly 
challenging behaviour, a positive handling plan may be 
drawn up and agreed by all parties. Only in these 
circumstances should an adult deviate from the behaviour 
management policy of the organisation.   

  
 
This means that adults should: 
 
 not use force as a form of punishment 
 try to defuse situations before they 

escalate 
 inform parents of any behaviour 

management techniques used 
 adhere to the organisation’s  

behaviour management policy 
 be mindful of factors which may 

impact upon a child or young person’s 
behaviour e.g. bullying, abuse and 
where necessary take appropriate 
action 

 
This means that organisations should: 
 
 have in place appropriate behaviour 

management policies 
 where appropriate, develop positive 

handling plans in respect of an 
individual child or young person. 

   
18.  Use of Control and  Physical Intervention 
 
There are circumstances in which adults working with 
children displaying extreme behaviours can legitimately 
intervene by using either non-restrictive or restrictive physical 
interventions.  This is a complex area and adults and 
organisations must have regard to government guidance and 
legislation and the policies and practice of their specific 
organisation. 
 

  
 
This means that adults should: 
 
 adhere to the organisation’s  physical 

intervention policy 
 always seek to defuse situations  
 always use minimum force for the 

shortest period necessary 
 record and report as soon as possible 

after the event any incident where 
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The use of physical intervention should, wherever possible, 
be avoided. It should only be used to manage a child or 
young person’s behaviour if it is necessary to prevent 
personal injury to the child, other children or an adult, to 
prevent serious damage to property or in what would 
reasonably be regarded as exceptional circumstances. When 
physical intervention is used it should   be undertaken in such 
a way that maintains the safety and dignity of all concerned 
 
The scale and nature of any physical intervention must be 
proportionate to both the behaviour of the individual to be 
controlled and the nature of the harm they may cause.  The 
minimum necessary force should be used and the techniques 
deployed in line with recommended policy and practice.  
 
Under no circumstances should physical force or intervention 
be used as a form of punishment. The duty of care which 
applies to all adults and organisations working with children 
and young people requires that reasonable measures are 
taken to prevent children being harmed.  The use of 
unwarranted physical force is likely to constitute a criminal 
offence. 
 
In settings where restrictive physical interventions may need  
to be employed regularly, i.e. where adults are working with 
children with extreme behaviours associated with learning 
disability or autistic spectrum disorders, the employer should 
have a policy on the use of such intervention, as part of a 
wider behaviour management policy.  Individual care plans, 
drawn up in consultation with parents/carers and where 
appropriate, the child, should set out the strategies and 
techniques to be used and those which should be avoided.   
Risk assessments should be carried out where it is 
foreseeable that restrictive physical intervention may be 
required. 
 
In all cases where physical intervention is employed the 
incident and subsequent actions should be documented and 
reported. This should include written and signed accounts of 
all those involved, including the child or young person. The 
parents/carers should be informed the same day. 

physical intervention has been used. 
 
This means that organisations should: 
 
 have a policy on the use of physical 

intervention in place that complies 
with government guidance and 
legislation and describes the context 
in which it is appropriate to use 

 
physical intervention 

 ensure that an effective recording 
system is pace which allows for 
incidents to be tracked and 
monitored 

 ensure adults are familiar with the 
above 

 ensure that staff are appropriately 
trained  

 
 
 
 
 
 
 
 
 
 

   
19. Children and Young People  in Distress  
 
There are some settings, where adults are involved in 
managing significant or regular occurrences of distress and 
emotional upset in children, for example in mental health 
services, residential care provision etc. In these 
circumstances professional guidance should be followed and 
adults should be aware of what is and what is not acceptable 
behaviour when comforting a child or diffusing a situation.  
This is particularly important when working on a one-to-one 
basis.  
 
For all other adults working with children there will be 

  
 
This means the adult should: 
 
 consider the way in which they offer 

comfort and reassurance to a 
distressed child and do it in an age-
appropriate way 

 be circumspect in offering 
reassurance in  one to one 
situations, but always record such 
actions in these circumstances 

 follow professional guidance or code 
of practice where available 
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occasions when a distressed child needs comfort and 
reassurance and this may involve physical contact.  Young 
children, in particular, may need immediate physical comfort, 
for example after a fall, separation from parent etc. Adults 
should use their professional judgement to comfort or 
reassure a child in an age-appropriate way whilst maintaining 
clear professional boundaries.  
 
Where an adult has a particular concern about the need to 
provide this type of care and reassurance, or is concerned 
that an action may be misinterpreted, this should be reported 
and discussed with a senior manager and parents/carers. 

 never touch a child in a way which 
may be considered indecent 

 record and report situations which 
may give rise to concern from either 
party 

 not assume that all children seek 
physical comfort if they are 
distressed 

   
20. Intimate Care 
 
Some job responsibilities necessitate intimate physical 
contact with children on a regular basis, for example 
assisting young children with toileting, providing intimate care 
for children with disabilities or in the provision of medical 
care.  The nature, circumstances and context of such contact 
should comply with professional codes of practice or 
guidance and/or be part of a formally agreed plan, which is 
regularly reviewed.  The additional vulnerabilities that may 
arise from a physical or learning disability should be taken 
into account and be recorded as part of an agreed care plan. 
The emotional responses of any child to intimate care should 
be carefully and sensitively observed, and where necessary, 
any concerns passed to senior managers and/or 
parents/carers. 
 
All children have a right to safety, privacy and dignity when 
contact of a physical or intimate nature is required and 
depending on their abilities, age and maturity should be 
encouraged to act as independently as possible.   
 
The views of the child should be actively sought, wherever 
possible, when drawing up and reviewing formal 
arrangements. As with all individual arrangements for 
intimate care needs, agreements between the child, 
parents/carers and the organisation must be negotiated and 
recorded. 

  
 
This means that adults should: 
 
 adhere to the organisation’s intimate 

care guidelines or code of practice 
 make other staff aware of the task 

being undertaken 
 explain to the child what is happening 
 consult with senior managers and 

parents/carers where any variation 
from agreed procedure/care plan is 
necessary 

 record the justification for any 
variations to the agreed 
procedure/care plan and share this 
information with parents 

 ensure that any changes to the 
agreed care plan are discussed, 
agreed and recorded. 

 

   
21. Personal  Care 
 
Young people are entitled to respect and privacy at all times 
and especially when in a state of undress, changing clothes, 
bathing or undertaking any form of personal care. There are 
occasions where there will be a need for an appropriate level 
of supervision in order to safeguard young people and/or 
satisfy health and safety considerations. This supervision 
should be appropriate to the needs and age of the young 
people concerned and sensitive to the potential for 
embarrassment. 
 
Adults need to be vigilant about their own behaviour, ensure 

  
 
This means that adults should: 
 
 avoid any physical contact when 

children are in a state of undress 
 avoid any visually intrusive behaviour 
 where there are changing rooms 

announce their intention of entering 
 
This means that adults should not: 
 
 change in the same place as children 
 shower or bathe with children 
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they follow agreed guidelines and be mindful of the needs of 
the children and young people with whom they work. 

 assist with any personal care task 
which a child or young person can 
undertake by themselves 

   
22.  First Aid and Administration of Medication 
 
It is expected that adults working with children and young 
people should be aware of basic first aid techniques. It is not 
however, a contractual requirement and whilst adults may 
volunteer to undertake such tasks, they should be suitably 
trained and qualified before administering first aid  and/or any 
agreed medication.  
 
When administering first aid, wherever possible, adults 
should ensure that another adult is aware of the action being 
taken.  Parents should always be informed when first aid has 
been administered. 
 
In circumstances where children need medication regularly a 
health care plan should have been established to ensure the 
safety and protection of children and the adults who are 
working with them.  Depending upon the age and 
understanding of the child, they should where appropriate, be 
encouraged to self administer medication or treatment 
including, for example any ointment, use of inhalers. 

  
 
This means that organisations should: 
 
 ensure staff understand the extent 

and limitations of their role in 
applying  basic care and hygiene 
tasks for minor abrasions and  
understand where  an injury requires 
more experienced  intervention 

 ensure there are trained and  named 
individuals to undertake first aid 
responsibilities 

 ensure training is regularly monitored 
and updated 

 always ensure that arrangements are 
in place to obtain parental  consent 
for the administration of first aid or 
medication  

 
This means that adults should: 
 
 adhere to the organisation’s  policy 

for administering first aid or 
medication 

 comply with the necessary reporting 
requirements 

 make other adults aware of the task 
being undertaken 

 explain to the child what is 
happening. 

 always act and be seen to act in the 
child’s best interests 

 report and record any administration 
of first aid or medication 

 have regard to any health plan which 
is in place 

 always ensure that an appropriate 
health/risk assessment is undertaken 
prior to undertaking  certain activities 

   
23. One to One Situations 
 
All organisations working with or on behalf of children and 
young people should consider one to one situations when 
drawing up their policies.  
 
It is not realistic to state that one to one situations should 
never take place. It is however, appropriate to state that 
where there is a need, agreed with a senior manager and/or 
parents/carers, for an adult to be alone with a child or young 
person, certain procedures and explicit safeguards must be 
in place. This also applies to those adults who do not work as 
part of an agency or organisation but owe a duty of care to 
the child or young person because of the nature of their work.  

  
 
This means that adults should: 
 
 ensure that when lone working is an 

integral part of their role, full and 
appropriate risk assessments have 
been conducted and agreed. 

 avoid meetings with a child or young 
person in  remote, secluded areas,  

 always inform other colleagues and/or 
parents/carers  about the contact(s)  
beforehand, assessing the need to 
have them present or close by 

 avoid use of 'engaged' or equivalent 
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Adults should be offered training and guidance for the use of 
any areas of the workplace which may place themselves or 
children in vulnerable situations. This would include those 
situations where adults work directly with children and young 
people in unsupervised settings and/or isolated areas within 
community settings or in street-based projects for example.  
 
One to one situations have the potential to make child/young 
person more vulnerable to harm by those who seek to exploit 
their position of trust.  Adults working in one to one settings 
with children and young people may also be more vulnerable 
to unjust or unfounded allegations being made against them.  
Both possibilities should be recognised so that when one to 
one situations are unavoidable, reasonable and sensible 
precautions are taken. Every attempt should be made to 
ensure the safety and security of children and young people 
and the adults who work with them.  
 
There are occasions where managers will need to undertake 
a risk assessment in relation to the specific nature and 
implications of one to one work. These assessments should 
take into account the individual needs of the child/young 
person and the individual worker and any arrangements 
should be reviewed on a regular basis. 
 
Meetings with children and young people outside agreed 
working arrangements should not take place without the 
agreement of senior managers and parents or carers. 

signs wherever possible.  Such signs 
may create an opportunity for secrecy 
or the interpretation of secrecy 

 always report any situation where a 
child becomes distressed or angry to a 
senior colleague 

 carefully consider the needs and 
circumstances of the child/children 
when in one to one situations 

 

   
24.  Home Visits 
 
There are workers for whom home visits are an integral part 
of their work. In these circumstances it is essential that 
appropriate policies and related risk assessments are in 
place to safeguard children and young people and the adults 
who work with them. 
 
A risk assessment should include an evaluation of any known 
factors regarding the child/young person, parents and others 
living in the household.  Risk factors such as hostility, child 
protection concerns, complaints or grievances can make 
adults more vulnerable to an allegation. Specific 
consideration should be given to visits outside of ‘office 
hours’ or in remote or secluded locations.  Following an 
assessment, appropriate risk management measures should 
be in place before visits are agreed. Where little or no 
information is available, visits should not be made alone.  
There will be occasions where risk assessments are not 
possible or not available, e.g. when emergency services are 
used. In these circumstances, a record must always be made 
of the circumstances and outcome of the home visit. Such 
records must always be available for scrutiny. 
 
Under no circumstances should an adult visit a child in their 

  
 
 
These means that adults should:  
 
 agree the purpose for any home visit 

with senior management, unless this 
is an acknowledged and integral part 
of their role e.g. social workers 

 adhere to agreed risk management 
strategies 

 always make detailed records 
including times of arrival and 
departure  and work undertaken 

 ensure any behaviour or situation 
which gives rise to concern is 
discussed with their manager and, 
where appropriate action is taken 

 
  

This means that employers should: 
 
 ensure that they have home visit and 

lone-working policies of which all 
adults are made aware. These 
should include arrangements for risk 
assessment and management 

 ensure that all  visits are justified and 
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home outside agreed work arrangements or invite a child to 
their own home or that of a family member, colleague or 
friend.  If in an emergency, such a one -off arrangement is 
required, the adult must have a prior discussion with a senior 
manager and the parents or carers and a clear justification 
for such arrangement is agreed and recorded.  

recorded 
 ensure that adults are not exposed to 

unacceptable risk 
 ensure that adults have access to a  

mobile telephone and an emergency 
contact person  

 
   
25. Transporting Children and Young People 

 
There will be occasions when adults are expected or asked 
to transport children as part of their duties. Adults, who are 
expected to use their own vehicles for transporting children 
should ensure that the vehicle is roadworthy, appropriately 
insured and that the maximum capacity is not exceeded. 
 
It is a legal requirement that all passengers should wear seat 
belts and it is the responsibility of the staff member to ensure 
that this requirement is met. Adults should also be aware of 
current legislation and adhere to the use of car seats for 
younger children. Where adults transport children in a vehicle 
which requires a specialist license/insurance e.g. PCV or 
LGV19- staff should ensure that they have an appropriate 
licence and insurance to drive such a vehicle. 
 
It is inappropriate for adults to offer lifts to a child or young 
person outside their normal working duties, unless this has 
been brought to the attention of the line manager and has 
been agreed with the parents/carers. 
 
There may be occasions where the child or young person 
requires transport in an emergency situation or where not to 
give a lift may place a child at risk.  Such circumstances must 
always be recorded and reported to a senior manager and 
parents/carers. 

  
 
This means that all organisations: 
 
 should have appropriate policies for  

transporting children and young 
people 

 
This means that adults should: 
 
 ensure  they are  fit to drive and free 

from any  drugs, alcohol or medicine  
which is likely to impair judgement 
and/ or ability to drive  

 be aware that the safety and welfare 
of the child is their responsibility until 
they are  safely passed over to a 
parent/carer 

 record details of  the journey  in 
accordance with agreed procedures 

 ensure that their behaviour is 
appropriate at all times   

 ensure that there are proper 
arrangements in place to ensure 
vehicle, passenger and driver safety. 
This includes having proper and 
appropriate insurance for the type of 
vehicle being driven 

 ensure that any impromptu or 
emergency arrangements of lifts  are 
recorded  and can be justified if 
questioned 

   
26.  Trips and Outings 
 
Adults should take particular care when supervising children 
and young people on trips and outings, where the setting is 
less formal than the usual workplace. Adults remain in a 
position of trust and need to ensure that their behaviour 
remains professional at all times and stays within clearly 
defined professional boundaries. . 
 
Where activities include overnight stays, careful 
consideration needs to be given to sleeping arrangements. 
Children, young people, adults and parents should be 
informed of these prior to the start of the trip.  In all 
circumstances, those organising trips and outings must pay 

  
 
This means that adults should: 
 
 always have another adult present in 

out of workplace  activities, unless 
otherwise agreed with a senior 
manager 

 undertake  risk assessments in line 
with their organisation’s policy where 
applicable 

 have parental consent to the activity 
 ensure that their behaviour remains 

professional at all times(see section 7) 
 never share beds with a child/children 

                                            
19  For further information see www.dvla.gov.uk 
 

http://www.dvla.gov.uk/
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careful attention to ensuring safe staff/child ratios and to the 
gender mix of staff especially on overnight stays.   
 
Health and Safety arrangements require members of staff to 
keep colleagues/employers aware of their whereabouts, 
especially when involved in activities outside the usual 
workplace.  

or young people. 
 not share bedrooms unless it 

involves a dormitory situation and the 
arrangements have been previously 
discussed with senior manager, 
parents and children and young 
people.  

   
27. Photography and Videos 

 
Working with children and young people may involve the 
taking or recording of images. Any such work should take 
place with due regard to the law and the need to safeguard 
the privacy, dignity, safety and well being of children and 
young people. Informed written consent from parents or 
carers and agreement, where possible, from the child or 
young person, should always be sought before an image is 
taken for any purpose.  
 
Careful consideration should be given as to how activities 
involving the taking of images are organised and undertaken. 
Care should be taken to ensure that all parties understand 
the implications of the image being taken especially if it is to 
be used for any publicity purposes or published in the media, 
or on the Internet. There also needs to be an agreement as 
to whether the images will be destroyed or retained for 
further use, where these will be stored and who will have 
access to them.  
 
Adults need to remain sensitive to any children who appear 
uncomfortable, for whatever reason, and should recognise 
the potential for such activities to raise concerns or lead to 
misunderstandings. 
 

It is not appropriate for adults to take photographs of children 
for their personal use.  

  
 
This means that adults should: 
 
 be clear about the purpose of the 

activity and about what will happen 
to the images  when the activity is 
concluded 

 be able to justify images of children 
in their possession 

 avoid making images in one to one 
situations or which show a single 
child with no surrounding context 

 ensure the child/young person 
understands why the images are 
being taken and has agreed to the 
activity and that they are 
appropriately dressed. 

 only use equipment provided or 
authorised by the organisation 

 report any concerns about any 
inappropriate or intrusive 
photographs found 

 always ensure they have parental 
permission to take and/or display 
photographs 

 
This means that adults should not: 
 
 display or distribute images of 

children unless they have consent to 
do so from parents/carers 

 use images  which may cause 
distress   

 use mobile telephones to take 
images of children 

 take images ‘in secret’, or taking 
images in situations that may be 
construed as being secretive. 

   
28. Access to Inappropriate Images and Internet 

Usage 
 
There are no circumstances that will justify adults possessing 
indecent images of children. Adults who access and possess 
links to such websites will be viewed as a significant and 
potential threat to children.  Accessing, making and storing 
indecent images of children on the internet is illegal. This will 
lead to criminal investigation and the individual being barred 
from working with children and young people, if proven. 
 

  
 
This means that organisations should  
 
 have clear e-safety policies in place 

about access to and use of the 
internet 

 make guidance available to both 
adults and children and young 
people about appropriate usage. 

 
 



 Guidance for Safer Working Practice for Adults working with Children and Young People 

     27 

Adults should not use equipment belonging to their 
organisation to access adult pornography; neither should 
personal equipment containing these images or links to them 
be brought into the workplace. This will raise serious 
concerns about the suitability of the adult to continue to work 
with children. 
 
Adults should ensure that children and young people are not 
exposed to any inappropriate images or web links. 
Organisations and adults need to ensure that internet 
equipment used by children have the appropriate controls 
with regards to access.  e.g. personal passwords should be 
kept confidential. 
 
Where indecent images of children or other unsuitable 
material are found, the police and Local Authority Designated 
Officer (LADO) should be immediately informed. Adults 
should not attempt to investigate the matter or evaluate the 
material themselves, as this may lead to evidence being 
contaminated which in itself can lead to a criminal 
prosecution. 

 
 This means that adults should: 
 
 follow their organisation’s guidance 

on the use of IT equipment 
 ensure that children are not exposed 

to unsuitable material on the internet 
 ensure that any films  or material 

shown to children and young people 
are age appropriate 
 

 
 
 

   
29.  Whistle blowing 
 
Whistle blowing is the mechanism by which adults can voice 
their concerns, made in good faith, without fear of 
repercussion.  Each employer should have a clear and 
accessible whistle blowing policy that meets the terms of the 
Public Interest Disclosure Act 1998. Adults who use 
whistleblowing procedure should be made aware that their 
employment rights are protected. 
 
Adults should acknowledge their individual responsibilities to 
bring matters of concern to the attention of senior 
management and/or relevant external agencies.  This is 
particularly important where the welfare of children may be at 
risk. 

  
 
This means that organisations should: 
 
 ensure they have appropriate 

whistle-blowing policies in place 
 ensure that they have clear 

procedures for dealing with 
allegations against staff which are in 
line with their Local Safeguarding 
Children Board’s procedures. 

 
This means that adults should: 
 
 report any behaviour by colleagues 

that raises concern regardless of  
source 

   
30. Sharing Concerns and Recording Incidents 
 
Individuals should be aware of their organisation’s child 
protection procedures, including procedures for dealing with 
allegations against adults. All allegations must be taken 
seriously and properly investigated in accordance with local 
procedures and statutory guidance.   Adults who are the 
subject of allegations are advised to contact their 
professional association. 
 
In the event of any allegation being made, to someone other 
than a manager, information should be clearly and promptly 
recorded and reported to a senior manager without delay.   
 
Adults should always  feel able to discuss with their line 
manager any difficulties or problems that may affect their 
relationship with children and young people so that 

  
 
This means that adults: 
 
 should be familiar with their 

organisation’s  system for recording 
concerns 

 should take responsibility for 
recording any incident, and passing 
on that information where they have 
concerns about any matter 
pertaining to the welfare of an 
individual in  the  workplace 

 
This means that organisations: 
 
 should have an effective, transparent 

and accessible system for recording 
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appropriate support can be provided or action can be taken. 
 
It is essential that accurate and comprehensive records are 
maintained wherever concerns are raised about the conduct 
or actions of adults working with or on behalf of children and 
young people. 

and managing concerns raised by 
any individual in the workplace 
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           APPENDIX 1 
 
 
 
 
This generic document can be used as a base upon which other disciplines/agencies develop 
specific guidance for adults working in specialised areas.  
 
 

Voluntary 
groups

Voluntary 
groups
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Childminders

Fostering and
Childminders

Social CareSocial Care

PolicePolice

Health
Professionals

Health
Professionals

EducationEducation

Guidance
For Safe 
Practice

Document

Guidance
For Safe 
Practice

Document

Additional sections might include for 
e.g. Showers and changing

Additional 
sections might 
include for e.g. –
• Physical 
examinations

Additional 
sections mighjt
include for e.g

• Stop and Search

Additional sections might  include for e.g.

• Residential Care

Additional 
Sections 
might 
include for 
e.g

• more detail 
about 
informal 
activities

Based on 
the same 
format, 
would a 
separate 
document 
be more 
useful?
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           APPENDIX 2 
 

This generic document can be used to support safer recruitment and selection practices, 
induction and on-going training programmes and where necessary, disciplinary and child 
protection procedures.  

 

Guidance
sent out with

letter of appointment
Staff asked to sign

Used by Strategy
Meetings/Disciplinary

Investigations
exploring ‘unsuitability’

Guidance 
amended
and adapted
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programmes
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Training 

Programmes
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of required
behaviours

Guidance
For Safe 
Practice
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                   Code of Conduct for School Governors 

              September 2016 
 

Code of Conduct for Newdale Primary School & Nursery School Governing Body Date: November 2016 FGB 
 

 

This Code of Conduct sets out the expectations and commitment required from governors in order for the governing 
body to properly carry out its work within the school and the community. 
 
The purpose of the governing body 
The governing body is the school’s accountable body.   It is responsible for the conduct of the school and for 
promoting high standards.   The governing body aims to ensure that children are attending an effective school which 
provides them with a good education and supports their well-being.    
 
The governing body: 

 Sets the strategic direction of the school by: 
 
Setting the values, aims and objectives for the school. 
Agreeing the policy framework for achieving those aims and objectives. 
Setting statutory targets. 
Agreeing the school improvement strategy which includes approving the budget and agreeing the staffing 
structure. 
 

 Challenges and supports the school by monitoring, reviewing and evaluating: 
     
The implementation and effectiveness of the policy framework. 
Progress towards targets. 
The implementation and effectiveness of the school improvement strategy. 
The budget and the staffing structure. 

 

 Ensures accountability by: 
 
Signing off the school’s own self-evaluation report. 
Responding to School Improvement Partner and Ofsted reports when necessary. 
Holding the head teacher to account for the performance of the school. 
Ensuring parents and pupils are involved, consulted and informed as appropriate. 
Making information available to the community. 
Ensuring the well-being of students through robust safeguarding arrangements, including protecting them 
from extremist views and bullying via social media. 
Promoting diversity and respect across all cultural mores. 
Appointing and performance managing the head teacher, who will deliver the aims through the day to day 
management of the school, implementation of the agreed policy framework and school improvement 
strategy and delivery of the curriculum and report appropriately to the governing body. 
Ensuring fair and transparent recruitment processes.  
Ensuring breadth and balance in the curriculum and compliance with the requirements for schools to 
promote social, cultural, moral and spiritual wellbeing of a civilised and peaceful society.  
Understanding how the school manages the budget and holding the head teacher and other leaders  to 
account for effective management of the school finances.          
 
For governors to carry out their role effectively, governors must be:  
Prepared and equipped to take their responsibilities seriously. 
Acknowledged as the accountable body by the lead professionals. 
Supported by the appropriate authorities in that task; and willing and able to monitor and review their 
own performance. 



Autumn 2016                                                         Page 2 of 5                     Code of Conduct - Governors 

 

 
The role of a governor: 
 
In law the governing body is a corporate body which means: 

 No governor can act on his/her own without proper authority from the full governing body. 

 All governors carry equal responsibility for decisions made, and although appointed through different routes 
(i.e. Parents, Staff, Local Authority, Co-opted, Foundation, Associate), the overriding concern of all governors 
has to be the welfare of the school, and the welfare and safety of all pupils. 
 

General 
 

 I understand the purpose of the governing body and the role of the head teacher as set out above. 

 I am aware of and accept the Nolan seven principles of public life (see appendix). 

 I accept that we have no legal authority to act individually, except when the governing body has given us 
delegated authority to do so, and therefore we will only speak on behalf of the governing body when we have 
been specifically authorised to do so. 

 I have a duty to act fairly and without prejudice and in so far as we have responsibility for staff, we will fulfil 
all that is expected of a good employer. 

 I will encourage open government and will act appropriately. 

 I accept collective responsibility for all decisions made by the governing body or its delegated agents -This 
means that we will not speak against majority decisions outside the governing body meeting. 

 I will consider carefully how our decisions may affect the community and other schools. 

 I will always be mindful of our responsibility to maintain and develop the ethos and reputation of our school 
and to keep our pupils safe.  Our action within the school and the local community will reflect this. 

 In making or responding to criticism or complaints affecting the school I will follow the procedures 
established by the governing body. 

 I will ensure that any safeguarding allegations against members of staff, volunteers or governors are referred 
to the Local Authority Designated Officer (LADO). 

 I will be subject to an enhanced DBS check if as part of our roles and responsibilities we are  in positions that 
include regular work in the presence of children or who care for, train, supervise or are in sole charge of 
children or if our actions give cause for concern.  

 I will liaise with a range of stakeholder groups as and when it  is appropriate to ensure that their views are 
sought, acted on when needed and  to ensure that the core functions of the Governing Body are met. 

 

Commitment 
 

 I acknowledge that accepting office as a governor involves the commitment of significant amounts of time 
and energy and agree that my attendance record at governing body and committee meetings is published on 
the school website  

 I will involve myself actively in the work of the governing body and accept our fair share of responsibilities, 
including service on committees or working groups. 

 I will make full efforts to attend all meetings and where we cannot attend, explain in advance, in full, why we 
are unable to. 

 I will get to know the school well and respond to opportunities to involve ourselves in school activities. 

 My visits to school will be arranged in advance with the staff and undertaken within the framework 
established by the governing body and agreed with the head teacher. 

 I will consider seriously our individual and collective needs for training and development and will undertake 
relevant training. 

 I am committed to actively supporting and challenging the head teacher. 
 
 
Relationships 
 

 I will strive to work as a team member in which constructive working relationships are actively promoted. 
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 I will express my views openly, courteously and respectfully; the governor chairing a meeting is responsible 
for ensuring appropriate conduct at all times and the other governors are responsible for supporting the chair 
in that role. 

 I am prepared to answer queries from other governors in relation to delegated functions and take into 
account any concerns expressed.  I will acknowledge the time, effort and skills that have been committed to 
the delegated function by those involved. 

 I will seek and develop effective working relationships with the head teacher, staff and parents, the local 
authority and other relevant agencies and the community. 

 
Confidentiality 
 

 I will observe complete confidentiality when matters are deemed confidential or where they concern specific 
members of staff or pupils, both inside and outside school. 

 I will exercise the greatest prudence at all times when discussions regarding school business arise outside a 
governing body meeting. 

 I will not reveal the details of any governing body vote. 
 
 
Conflicts of interest 
 

 I will record, in the Register of Business Interests, any pecuniary interest that we have in connection with the 
governing body’s business. This will include details of any other educational establishments I sit on as a 
governor and any relationships between myself and members of the school staff including spouses, partners 
and relatives. 

 I will declare any personal or pecuniary interest in a matter under discussion at a meeting and offer to leave 
the meeting for the appropriate length of time. 

 I agree to the following details being published on the website in line with statutory regulations August 2015:  
 my full name; 
 the date of my appointment; 
 my category of governor 
 which body appointed me; 
 my term of office; 
 the names of any committees I serve on; 
 details of any positions of responsibility I hold such as chair or vice-chair of the governing body or a 

committee of the governing body 
 any relevant business and pecuniary interests; (as recorded in the registry of interests) including 

governance roles in other institutions, any material interests arising from relationships between 
governors and school staff (including spouses, partners and close relatives; 

 my attendance at governing body and committee meetings over the last academic year; 
 
 
Implementation of this Code of Conduct 
 

 I understand that any allegation of a material breach of this code of conduct by any governor shall be raised 
at a meeting of the governing body and, if agreed to be substantiated by a majority of governors, shall be 
minuted. 

 I am aware of the provisions of regulation 15(1) of the School Governance(Procedures)(England) Regulations 
2003 which pertain to qualification and disqualification for the role of school governor and grounds for 
suspension (held as a separate document). 

 
 
 
The Governing Body of  Newdale Primary School & Nursery adopted this code of conduct on 17th November 2016 
 
Governors will sign the Code at the first governing body meeting of each school year. 
 

Printed name:  
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Signed: 
 

 

Date: 
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APPENDIX    The Seven Principles of Public Life 

Selflessness  

Holders of public office should take decisions solely in terms of the public interest. They should not do so in order to 
gain financial or other material benefits for themselves, their family or their friends.  

Integrity  

Holders of public office should not place themselves under any financial or other obligation to outside individuals or 
organisations that might influence them in the performance of their official duties.  

Objectivity  

In carrying out public business, including making public appointments, awarding contracts or recommending 
individuals for rewards and benefits, holders of public office should make choices on merit.  

Accountability  

Holders of public office are accountable for their decisions and actions to the public and must submit themselves to 
whatever scrutiny is appropriate to their office.  

Openness  

Holders of public office should be as open as possible about all the decisions and actions that they take. They should 
give reasons for their decisions and restrict information only when the wider public interest clearly demands this.  

Honesty  
Holders of public office have a duty to declare any public interests relating to their public duties and to take steps to 
resolve any conflicts arising in a way that protects the public interest.  

Leadership  
Holders of public office should promote and support these principles by leadership and example.  

From the ‘Second Report of the Committee on Standards in Public Life’, The Nolan Committee, 1996  

 



Newdale Pimary School Nursery 

Establishment List

11th May 2015

Employee ID Job Title

MAPA KCSIE Prevent

Fire 

Awareness

Assocation by 

Declaration

Level 1 

safeguarding Prohibition Designated (DSL) Safer Recruitment

260464 HEAD

16th/23rd April Feb-15 3rd Feb 15 22nd May 15 Jan-15 Mar-13 Oct-14 1/7/15  update

Safer Recruitment June 

2009/ booked on 15/7/15

303569 DEPUTY HEAD Feb-15 3rd Feb 15 22nd May 15 Jan-15 Feb-15 Oct-14   initial training 25th /26th Sept 2014 booked on 15/7/15

253527 TEACHER TLR2

Feb-15 1st June 15 Jan-15 Oct-14 Oct-14

    Designated safeguarding lead termly 

update 2/12/14

301998 TEACHER Feb-15 1st June 15 Jan-15 Dec-14 Oct-14

304778 TEACHER

Mat leave mat leave mat leave
booked on 

24/9/15 Oct-14

292970 TEACHER TLR2 Feb-15 10th June 2015 Jan-15 Dec-14 Oct-14

305099 TEACHER Feb-15 1st June 15 Jan-15 Nov-13 Oct-14

282731 TEACHER Feb-15 1st June 15 Jan-15 Dec-14 Oct-14

292981 TEACHER Feb-15 1st June 15 Jan-15 Oct-14 Oct-14

301792 TEACHER Feb-15 1st June 15 Jan-15 Oct-14 Oct-14

304973 TEACHER Feb-15 1st June 15 Jan-15 Nov-13 Oct-14

306504 TEACHER Feb-15 1st June 15 Jan-15 Nov-13 Oct-14

306504 TEACHER Feb-15 2nd June 15 Jan-15 Nov-13 Oct-14

311859 TEACHER Feb-15 1st June 15 22nd May 15 Jan-15 Dec-14 Oct-14

312915 TEACHER Feb-15 1st June 15 Jan-15 Oct-14 Oct-14

306353 TEACHER TLR2 16th/23rd April Feb-15 1st June 15 22nd May 15 Jan-15 Oct-14 Oct-14

302693 TEACHER Feb-15 1st June 15 Jan-15 Nov-13 Oct-14

308778 TEACHER Feb-15 1st June 15 Jan-15 Dec-13 Oct-14

309780 TEACHER

Feb-15 1st June 15 Jan-15
booked on 

24/9/15 Oct-14

Teacher

Teacher

253538 SENIOR SUPERVISOR 13th April 15 Feb-15 1st June 15 22nd May 15 Jan-15 Nov-14 Oct-14

188458 SCHOOL BUSINESS MANAGER

Feb-15 1st June 15 22nd May 15 Jan-15 Nov-13 N/A
Safer Recruitment June 

2013/ booked on 30/9/15

157603 INCLUSION MANAGER 13th April 15 Feb-15 10th June 2015 22nd May 15 Jan-15 Nov-14 N/A 1/7/15  update

155541 HIGH LEVEL TEACH ASSISTANT Feb-15 1st June 15 Jan-15 Nov-13 N/A

169952 HIGH LEVEL TEACH ASSISTANT

13th April 15 Feb-15 1st June 15 22nd May 15 Jan-15
booked on 

24/9/15 N/A

250289 SITE MANAGER Feb-15 10th June 2015 22nd May 15 Jan-15 Nov-14 N/A

307257 OFFICE MANAGER Feb-15 1st June 15 Jan-15 Nov-13 N/A

309626 DEPUTY NURSERY LEADER

Mat leave mat leave mat leave Jan-13 N/A safer recruitment April 2013

305548 PASTORAL MENTOR 13th April 15 Feb-15 1st June 15 22nd May 15 Jan-15 Nov-14 N/A
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Newdale Pimary School Nursery 

Establishment List

11th May 2015

Employee ID Job Title

MAPA KCSIE Prevent

Fire 

Awareness

Assocation by 

Declaration

Level 1 

safeguarding Prohibition Designated (DSL) Safer Recruitment

119794 SNR NURSERY & AFTER SCHOOL LDR

13th April 15 Feb-15 5 22nd May 15 Jan-15
booked on 

24/9/15 N/A

300766 SNR NURSERY & AFTER SCHOOL LDR Feb-15 29th April 15 Jan-15 May-13 N/A

311558 SNR NURSERY & AFTER SCHOOL LDR Feb-15 1st June 15 22nd May 15 Jan-15 Feb-14 N/A

309725 ADMINISTRATOR - NURSERY Feb-15 1st June 15 Jan-15 Jan-13 N/A

282831 ADMINISTRATOR - DATA Feb-15 1st June 15 22nd May 15 Jan-15 Nov-14 N/A

147326 TEACHING ASSISTANT Feb-15 29th April 15 Jan-15 Mar-15 N/A

258087 TEACHING ASSISTANT Feb-15 29th April 15 Jan-15 Nov-13 N/A

273047 TEACHING ASSISTANT 13th April 15 Feb-15 1st June 15 Jan-15 Nov-14 N/A

302566 TEACHING ASSISTANT 13th April 15 Feb-15 1st June 15 Jan-15 Jan-14 N/A

304730 TEACHING ASSISTANT 13th April 15 Feb-15 29th April 15 Jan-15 Nov-14 N/A

304936 TEACHING ASSISTANT Feb-15 29th April 15 Jan-15 Nov-13 N/A

307755 TEACHING ASSISTANT Feb-15 29th April 15 Jan-15 Nov-13 N/A

308865 TEACHING ASSISTANT 13th April 15 Feb-15 29th April 15 Jan-15 Mar-15 N/A

311824 TEACHING ASSISTANT Feb-15 1st June 15 Jan-15 Mar-15 N/A

311838 TEACHING ASSISTANT Feb-15 29th April 15 Jan-15 Mar-15 N/A

189441 TEACHING ASSISTANT Feb-15 29th April 15 Jan-15 Jan-13 N/A

301541 NURSERY ASSISTANT

Feb-15 29th April 15 Jan-15
booked on 

24/9/15 N/A

HLTA

TEACHING ASSISTANT

311575 NURSERY ASSISTANT Feb-15 29th April 15 Jan-15 Apr-15 N/A

256933 NURSERY ASSISTANT Feb-15 LONG TERM SICK Jan-15 Jan-13 N/A

269039 NURSERY ASSISTANT

Mat leave mat leave mat leave
booked on 

24/9/15 N/A

306435 NURSERY ASSISTANT Feb-15 going on mat leave Jan-15 May-13 N/A

306618 NURSERY ASSISTANT Feb-15 29th April 15 Jan-15 Jan-13 N/A

304322 NURSERY ASSIS/AFTER SCHOOL CLU Feb-15 1st June 15 Jan-15 Dec-14 N/A

310109 ADMINISTRATOR - NURSERY Feb-15 1st June 15 Jan-15 Nov-13 N/A

311575 AFTER SCHOOL CLUB ASSISTANT Feb-15 29th April 15 Jan-15 Apr-15 N/A

313245 AFTER SCHOOL CLUB ASSISTANT Feb-15 10th June 2015 Jan-15 Oct-14 N/A

189441 PLAY LEADER Feb-15 CHECK DATE Jan-15 Jan-13 N/A

253538 BREAKFAST CLUB SUPERVISOR 13th April 15 Feb-15 1st June 15 22nd May 15 Jan-15 Nov-14 N/A

308301 TEACHING ASSISTANT Feb-15 29th April 15 Jan-15 Mar-13 N/A

312913 TEACHING ASSISTANT Feb-15 29th April 15 Jan-15 Nov-14 N/A

313414 NURSERY ASSISTANT Feb-15 29th April 15 Jan-15 Apr-15 N/A
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Newdale Pimary School Nursery 

Establishment List

11th May 2015

Employee ID Job Title

MAPA KCSIE Prevent

Fire 

Awareness

Assocation by 

Declaration

Level 1 

safeguarding Prohibition Designated (DSL) Safer Recruitment

312215 NURSERY ASSISTANT

Feb-15 1st June 15 Jan-15
booked on 

24/9/15 N/A

302847 AFTER SCHOOL CLUB ASSISTANT Feb-15 10th June 2015 Jan-15 Mar-15 N/A

311707 RECEPTIONIST/ADMIN ASSISTANT Feb-15 1st June 15 22nd May 15 Jan-15 Nov-13 N/A

313327 PLAY LEADER Feb-15 1st June 15 Jan-15 Mar-15 N/A

301541 LUNCHTIME SUPERVISOR Feb-15 check date Jan-15 Nov-12 N/A

302168 LUNCHTIME SUPERVISOR Feb-15 1st June 15 Jan-15 Nov-14 N/A

304094 LUNCHTIME SUPERVISOR Feb-15 1st June 15 Jan-15 May-13 N/A

304730 LUNCHTIME SUPERVISOR Feb-15 1st June 15 Jan-15 Nov-14 N/A

308819 LUNCHTIME SUPERVISOR 13th April 15 Feb-15 29th April 15 22nd May 15 Jan-15 Nov-14 N/A

308990 LUNCHTIME SUPERVISOR 13th April 15 Feb-15 mat leave mat leave Jan-13 N/A

259625 BREAKFAST CLUB SUPERVISOR Feb-15 Jan-15 Nov-14 N/A

301541 BREAKFAST CLUB SUPERVISOR Feb-15 CHECK DATE Jan-15 Nov-12 N/A

308819 EARLY MORNING ASSISTANT Feb-15 29th April 15 Jan-15 Nov-14 N/A

253538 ASSISTANT CARETAKER 13th April 15 Feb-15 1st June 15 22nd May 15 Jan-15 Nov-14 N/A

169952 TEACHING ASSISTANT

13th April 15 Feb-15 1st June 15 22nd May 15 Jan-15
booked on 

24/9/15 N/A

197233 TEACHING ASSISTANT

13th April 15 Feb-15 1st June 15 Jan-15
booked on 

24/9/15 N/A

308990 TEACHING ASSISTANT Mat leave mat leave Jan-15 Jan-13 N/A

311497 TEACHING ASSISTANT Feb-15 1st June 15 Jan-15 Nov-14 N/A

311824 TEACHING ASSISTANT Feb-15 1st June 15 Jan-15 Mar-15 N/A

312641 TEACHING ASSISTANT Feb-15 1st June 15 Jan-15 Nov-14 N/A

311497 LUNCHTIME SUPERVISOR Feb-15 1st June 15 Jan-15 Nov-14 N/A

310029 NURSERY ASSISTANT Feb-15 1st June 15 Jan-15 Jan-13 N/A

312214 LUNCHTIME SUPERVISOR Feb-15 1st June 15 Jan-15 Nov-14 N/A

310119 NURSERY ASSISTANT Feb-15 mat leave mat leave Jan-13 N/A

312641 LUNCHTIME SUPERVISOR Feb-15 1st June 15 Jan-15 Nov-14 N/A

311552 NURSERY ASSISTANT Feb-15 1st June 15 Jan-15 Feb-14 N/A

308990 AFTER SCHOOL CLUB ASSISTANT Feb-15 mat leave mat leave Jan-13 N/A

314248 LUNCHTIME SUPERVISOR

Mat leave 1st June 15 Jan-15
booked on 

24/9/15 N/A

314282 LUNCHTIME SUPERVISOR

May-15 1st June 15 May-15
booked on 

24/9/15 N/A

314412 LUNCHTIME SUPERVISOR

May-15 1st June 15 May-15
booked on 

24/9/15 N/A
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                       Vision Statement 

 
 

Newdale Primary School and Nursery 

A School of ‘doers, believers and achievers’. 
 

Our community matters and our commitment to high expectations for 

all is at the core of everything we do. 
 

– A learning community where… 
 

 learning is a passion for our staff, governors, parents and our children 

 we believe that we make a difference by creating a safe and stimulating 

environment of quality provision where our children feel and know how to 

keep themselves safe, happy and supported in their learning 

 all children have the self-confidence to believe that they can and they 

will succeed 

 dreams and aspirations are harnessed and nurtured. 

 all children are given the power to take control of their own lives and 

create their own futures 

 we prepare all children for life in Modern Britain  

 everyone is helped to become the person that they and society needs 

them to be 

 we are all empowered to believe in ourselves; creating the confidence to 

deal with setbacks with hope and resilience 

 risk taking is encouraged in a supportive environment 

 all learners and families are of equal value  

 children are given time to reflect on their ideas, use their initiative and 

develop independent learning skills 

 every success is celebrated 
“To go further than I thought 

To run faster than I hoped 

To reach higher than I dreamed 

To become the person I need to be” 



 

3 

 

Background to the Policy 

 
This policy outlines the programme which will be used at Newdale Primary School and Nursery to 
induct any newly appointed staff – both teaching and non-teaching. The policy is broad and 
includes Governors and volunteers to reflect the importance the school places on welcoming all 
newcomers and the value we place on helping them to become familiar with our community. 
 
The Governors and Staff team believe that new staff are entitled to an induction programme that 
warmly welcomes them and gives them the information to enable them to quickly feel confident, 
fully informed and secure in their new role. As a school we feel it is important that all staff – both 
teaching and non-teaching, are inducted into the whole school team. Such induction must begin as 
soon as possible after staff have been appointed. 
 
At Newdale Primary School and Nursery, we encourage the philosophy of a ‘whole school approach’ 
to the life and work of the school. All members of the school community are valued and respected 
as individuals as well as members of the Whole School Team. It is important that new staff are 
welcomed into the Whole School Team, helped to establish their role and position within that team 
and enabled to grow and develop as individuals as well as team members.  
 
It is vital that new staff are given every assistance in settling into school quickly and happily and are 
helped to gain knowledge and understanding of the philosophy and ethos of the school, the 
routines 
and practices that take place and the way in which the whole school ‘works’. 
 
Newdale Primary School and Nursery is committed to safeguarding and promoting the welfare of 
all stakeholders, including children and staff.  
 
Who Supports Newly Appointed Staff? 
 

‘Mentoring is a brain to pick, an ear to listen and a push in the right direction.’ [John Crosby] 
 
At Newdale Primary School and Nursery, the Induction Programme for Newly Appointed Staff 
operates under the direction of the Deputy Headteacher (Inclusion – Coordinator), who assigns the 
Induction Mentors for each new member of staff, within their specific roles. These mentors are –  
 

 Teaching Staff – Deputy Headteacher 

 Newly Qualified teachers – NQT designated mentor  

 Teaching Assistants, including HLTAs and Supply Teachers – Senior HTLA 

 Nursery Staff – EYFS Manager 

 Pastoral team and Lunchtime Supervisors – Inclusion Manager 

 Office Staff/ Administration team and Volunteers – Office Manager 

 Premises staff, including cleaning team – School business manager  
 
The Induction Mentors are there to help, reassure, guide, counsel, inform and listen 
and is responsible for monitoring the induction of the newly appointed team member during the 
induction period.  
 
The Mentor is responsible for guiding new staff through the school documentation, for whole 
school issues and for organising any appropriate support from other staff members. The Mentor of 
a newly appointed member of staff has an important role in the Induction Programme. This 
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colleague acts as a “friend”, guide, supporter and adviser on a day-to-day basis, as well as sharing 
planning on a weekly and termly basis (in the case of teachers if necessary).  
 
Curriculum Co-ordinators will give information, support and advice about their curriculum area 
concerned. All other staff in school also have a role to play in induction of any newly appointed staff. 
They all assist in integrating a new colleague into the whole school staff team. They are willing to 
share experiences and ideas, help in practical ways and offer support. Newly appointed staff are 
encouraged to approach any member of staff with any questions or queries they may have. 
 
The induction of a new Headteacher is the responsibility of the Chair of Governors and our LA.  
 
Newly appointed staff who have specific curriculum responsibilities points will have part of their 
Induction Programme “matched” to their job description. This may involve the Headteacher and 
other members of the Senior Learning Team. 
 
New Student Teachers - The whole system of having a student teacher in school is laid down by the 
university they come from. The school adopts this and works with the student.  
 
The Induction Programme 
 
Aims of the Induction Programme 
 

 To make all staff feel welcome immediately, and at ease in their new environment 

 To ensure the effectiveness and efficiency of all staff in their own role and within the whole 
school team. 

 To foster positive relationships between existing and newly appointed staff and to give 
meaning to school documentation. 

 To enable new staff to understand the philosophy and ethos of the school and observe good 
practice so that it can be reflected in their own work. 

 To ensure there is a system of support in place. 
 
At the Time of Interview / placement in school  
 
The Induction Co-ordinator, in the role of Deputy Headteacher, may be part of the Selection Panel 
for the appointment of new staff and as such may be involved in shortlisting and interviewing. 
 
Immediately following a successful interview, the Induction Co-ordinator will assign a member of 
staff to act as Induction mentor. This person will make contact with the newly appointed member of 
staff / volunteer and welcome them to our team.  At this stage the new member of staff will be 
given a Welcome Pack, via email or in a pre-arranged meeting, which includes: 
 

 Information for the first few days 

 School Handbook 

 Holiday list (including INSET days) 

 Safeguarding information, including Keeping Children Safe in Education document.  

 Code of conduct for staff. 

 Keeping children safe in Education; latest copy.  
 

The new colleague will be invited to look around the school if they have not already done so, and 
their classroom or place of work will be identified. In the case of a new teacher, they will, if possible, 
meet other members of the staff team such as Teaching Assistants. In the case of a new Teaching 
Assistant they will, if possible, meet the teachers.  
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The Induction Mentor will arrange some suitable dates when the new colleague is able to visit the 
school and begin the Induction Programme before the start of the new school term/year. 
 
 
Pre-term Visits 
 
If possible the new colleague will visit the school on a number of occasions before the new term 
starts. This may be in term time or in holiday time depending on what is practical. If the new 
colleague is appointed at the start of the school year there may be an opportunity to use part of an 
INSET Day to continue the Induction Programme. 
 
At this stage the Induction Mentor will explain and give out further documentation including: 
 

 National Curriculum links to website (if appropriate)  

 School Policy and Handbook (this includes policy documents and notice of who to ask for 
others) 

 Website and network access information to allow access to the planning and policies. 

 Timetables and Rotas 

 Diary Dates (this includes the dates of all major events in the school year) 

 Safeguarding reminders from previous pack 

 Class Lists and Class Records (teachers only) 

 Resource lists and resources for the teacher and for the classroom. 
 
There will be an opportunity for the new teacher to meet with the Headteacher and Leadership 
Team and Governors. The Induction Mentor will explain the staffing structure in the school and 
introduce the new colleague to as many staff as possible.  
 
 
The First Day 
 
The Induction mentor will welcome the new staff on the first day of employment. He/she will show 
the new colleague to the staffroom/classroom/office/teaching area as appropriate and ensure that 
all 
immediate needs are identified and met (lunch arrangements, toilets, fire exits, stationery etc).  
 
The mentor will arrange to liaise with the new team member at the end of the first day to answer 
any questions that may have arisen, and provide an opportunity to share any concerns. At this 
meeting the mentor and new team member will negotiate and plan a series of Induction 
Support meetings. This may have been set prior, but the expectation is they are finalised at the end 
of day 1.  The regularity, timescale and format of these meetings will be appropriate to the 
individual, their role in the school, their experience, personal requirements and confidence. 
 
Induction Meetings 
 
These directed meetings will be organised at a mutually convenient time between the Induction 
Mentor and the staff member. Meetings may be attended by other staff team members if 
appropriate. The main area of focus for each meeting will be decided in advance and follow the 
structure of the Induction weekly guide. The Support Meetings are confidential. However, if an 
issue was to arise which the Inclusion Mentor felt needed to be passed onto the Senior Leadership 
Team / Inclusion Co-ordinator, they will inform the colleague they are supporting.  
The Induction Mentor will explain that they will be available on an informal basis at any time. 
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Other parts of the Induction Programme 
 
The Induction Programme also includes the Professional Development days for teaching staff, 
some of which non-teaching staff may be invited to attend. All teaching staff attend regular staff  
and Phase meetings. Non-teaching staff are welcome to attend Staff Meetings whenever possible. 
These meetings form a useful part of the Induction Programme for all staff. 
 
The SEN Co-ordinator will meet new teachers to discuss the Special Needs Provision within the 
school, their role as a class teacher in assessing and providing for children with special needs and 
the way in which the Code of Practice operates at Newdale Primary School and Nursery. 
 
We encourage new colleagues to ‘shadow’ another colleague to observe matters, such as classroom 
organisation and management, differentiated curriculum, assessment strategies, play based 
learning, intervention group running etc. 
 
The above elements of the Induction Programme will be tailored to meet the needs of individual 
newly appointed colleagues depending on their previous experience and expertise, whilst still 
following the agreed school induction list.  
 
Newly Qualified Teacher's (NQTs)  
 
Induction for newly qualified teachers will be provided, following guidance from the DfE and the LA 
taking account of proposals to use individual Career Entry Profiles. Induction advice and resources 
will be provided as for all teaching staff. 
 
NQT's induction should 
•match particular development needs, identified during training 
•provide appropriate development related to the teacher's strengths 
•identify targets to be achieved for the first year of teaching 
•provide opportunities for the teacher and line manager to record agreed targets and an action plan 
for their achievement, linking the teacher's needs with the School Strategic Plan and targets. 
 
NQTs are allocated the NQT mentor for day-to-day advice and support. NQTs teach 90% of the 
normal teaching day. NQTs take part in the normal monitoring procedures and are provided with 
feedback to support assessment and development of the new teacher's practice. Additional 
supportive observation and feedback is provided by senior staff. The NQT mentor is available to 
discuss any additional training needs and difficulties that may be experienced. NQTs will shadow 
subject teams in preparation for their own subject co-ordination role; they are not expected to take 
lead responsibility for a curriculum area in their NQT year.  
 
Where difficulties may occur 
 
Most new members of staff go through the induction period with little more than a few minor 
hiccups. For the majority of the time the Induction Mentors are able to offer sufficient support and 
advice to help them through and prevent molehills becoming mountains. On rare occasions the new 
colleague will experience major difficulties adjusting to their new role or will prove to be unable to 
fulfil the role they were appointed to. In the event of this happening it is important that the correct 
procedures and systems, set out by the school are adhered to. 
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Induction of Supply Staff 
 
Supply staff will be welcomed into school by the Induction Mentor for Supply Teachers.  Their  
identity will be verified and they will be issued with the appropriate visitor badge. They will receive, 
on the first visit, our booklet 'Information for Supply Teachers' which will detail the school day and 
expectations. The booklet will also include information on procedures for safeguarding, and health 
and safety. Also included will be a handover sheet which the Supply teacher should complete and 
leave in the classroom for the class teacher's return. The Supply teacher will be advised if there is to 
be a fire alarm test and will be asked to make themselves familiar with the escape route in the 
classroom they will be working in. They will also be shown the staffroom. 
 
Sharing of the policy 
Induction co-ordinator to ensure that all Induction mentors follow the policy and Induction 
guidelines, to ensure that training needs are met. Where appropriate, staff must sign to say that 
they have attended meetings with their Inclusion Mentor and have read / understood the content of 
this policy. All staff, volunteers and visitors must be made aware that the policy is kept on the 
school network and that paper copies are available on request.  
 
Review of the Policy 
This policy is regularly reviewed and updated where necessary. Such updating will be based on the 
experiences of recently appointed staff, Governors and the Induction Mentors and will take account 
of their comments and ideas. The Deputy Headteacher will be continuously evaluating the 
Induction Programme at all stages and may modify it if necessary during the school year. 
 
 

Safeguarding Children schools Induction Sheet 

 

Safeguarding Children is a high priority for Newdale Primary School and Nursery. You have joined a 

school who work in partnership with colleagues here in school and those who work in other agencies 

to safeguard children.  

 

‘All those who come into contact with children and families in their everyday work, including 

practitioners who do not have a specific role in relation to child protection, have a duty to safeguard 

and promote the welfare of children.’ 

(Source: What To Do If You’re Worried A Child is Being Abused, 2006) 

All of children come to school to learn, however for some children there are matters outside of 

school which might create barriers to their learning. Often you will be able to address the child’s 

needs yourself. Sometimes it is important that we work together with colleagues in school to 

support that child, and less frequently we might need to involve practitioners from other agencies 

like the Community School Nurse, the Youth Inclusion Police Officer, the Family support worker. 

When a multi agency approach is used in a planned way, many of the barriers to learning are 

reduced or removed.   

Unfortunately some of the barriers might be because the child is being maltreated by an adult or 

adults in their life, or by another child or children. If you have a concern that this might be the 
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situation, it is your duty to inform the Designated Person/s for Newdale Primary School and Nursery 

are Rachel Cook, Ruth Morgan, Michelle Bishton and Rose Powell. 

The Designated Person is a member of the Senior Management team who has had additional 

training in how to identify and effectively work in partnership with Children’s Social Care who 

investigate and Child maltreatment concerns along with the police.  

If there is nobody available in the school to share your concern with, you should call Family Connect 

on 01952 385385. Ask to speak to a Safeguarding Advisor who will be a trained Social Worker who 

will ask you some questions about your concerns and need to know the details you have about the 

child, like their name, address and date of birth.  

At your earliest opportunity you should record your concerns about the child and the outcomes of 

the phone conversation, and then tell the Designated Person upon their return.  

To protect a child from abuse effectively different professional roles from the statutory agencies like 

Police, Children’s Social Care, Education and Health, together with workers from the voluntary sector 

need to share information about the child and their family with each other to make a clear picture of 

what it is like for a child to live their life. The Designated Person will often undertake any necessary 

follow up duties that the school is obliged to undertake.  

When deciding if you need to talk to the Designated Person, please do not think ‘What if I am wrong’ 

think ‘what if I am right’ 

Unfortunately on occasions staff will misuse their position of trust and the abuse children’s trust 

causing harm to the child/ children. If you become concerned about the behaviour/ practise of 

another member of staff then you need to have a discussion with the Designated Person and/ or the 

nominated Governor for Child Protection OR phone Family Connect on 01952 385385. Remember 

you might be the only person who notices this concern so please do not assume that others are 

aware, please pass on your information. 

There are 4 categories of child maltreatment (abuse) identified in Working Together 2013. 

Physical Abuse may involve 

Hitting, Shaking, Throwing, Poisoning, Burning or scalding, Drowning, Suffocating. 

Otherwise causing physical harm to a child. 

Physical harm may also be caused when a parent or carer fabricates the symptoms of, or 

deliberately induces illness in a child.  

Most children collect cuts and bruises quite routinely, as part of the rough and tumble of daily life, 

and injuries should always be interpreted in light of the child’s medical and social history, 

developmental stage and the explanation given.  

Physical signs include; 

 Injuries which the child cannot explain, or explains unconvincingly. 
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 Injuries on parts of the body where accidental injury is unlikely, such as the cheeks, chest or 
thighs. 

 Bruising in babies and in children who are not independently mobile.  
 

Behavioural signs include; 

 Reluctance to have their parents contacted 

 Aggressive behaviour or severe temper outbursts 

 Running away or showing fear of going home 

 Flinching when approached or touched 
 

Neglect is the persistent failure to meet a child’s basic physical and/ or psychological needs, likely 

to result in the serious impairment of the child’s health or development. 

Neglect may occur during pregnancy as a result of maternal substance abuse. 

Once a child is born, neglect may involve a partner or carer failing to; 

 Provide adequate food, clothing and shelter (including exclusion from home or 
abandonment) 

 Protect a child from physical and emotional harm and danger 

 Ensure adequate supervision (including the use of inadequate care givers) 

 Ensure access to appropriate medical care or treatment. 
It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs. 

Neglect is often seen as less serious than other forms of abuse, but its effects can be very damaging. 

Children who are neglected often develop more slowly than others and find it hard to make friends 

and fit in with their peer group, though again this can be for other reasons, such as autistic spectrum 

disorders.  

Physical signs; 

 Being in an unkempt state, and frequently dirty or smelly 

 Loss of weight or being constantly underweight 
 

Behavioural signs; 

 Being constantly hungry and sometimes stealing food from others 

 Being tired all the time 

 Frequently missing school or being late 
 

Sexual Abuse involves forcing or enticing a child or young person to take part in sexual activities, 

not necessarily involving a high level of violence, whether or not the child is aware of what is 

happening. 

The activities include; 

 Physical contact, including assault by penetration (for example, rape or oral sex) 
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 Non-penetrative acts such as masturbation, kissing, rubbing and touching outside of 
clothing. 

Non-contact activities such as involving children in 

 Looking at, or in the production of, sexual images, 

 Watching sexual activities, 

 Encouraging children to behave in sexually inappropriate ways, 

 Grooming a child in preparation for abuse (including via the internet) 
Sexual abuse is not solely perpetrated by adult males. Women can also commit acts of sexual abuse, 

as can other children.    

Physical signs; 

 Pain, itching, bruising or bleeding in the genital or anal areas 

 Any sexually transmitted disease 
 

Behavioural signs; 

 Sudden or unexplained changes in behaviour 

 An apparent fear of someone 

 Running away from home 

 Nightmares or bedwetting 

 Self-harm, self-mutilation or attempts at suicide 
 

Sexual Exploitation 

Addition, bribery, and/ or threats can be common practice by the abuser 

 Changes in peer group 

 Unexplained wealth 

 Drug habit without any obvious way of sustaining it 

 Returning from being missing, but looking well cared for 

 Significantly older boyfriend 

 Children with disrupted living arrangements 

  Dressing in an unexpected manner for that child 

 Associating with children and places thought to be involved with Sexual Exploitation 

 Inappropriate use of the internet, forming relationships with contacts unknown off line 
 

Emotional Abuse is the persistent maltreatment of a child such as to cause severe and 

persistent adverse effects on the child’s emotional development. It may involve conveying to 

children that they are; 

 Worthless 

 Unloved 

 Inadequate 

 Valued only insofar as they meet the needs of another person 
It may include 

 Not giving the child opportunities to express their views 

 Deliberately silencing them 
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 ‘making fun’ of what they say or how they communicate 
It may feature age or developmentally inappropriate expectations being imposed on children 

including; 

 Interactions that are beyond the child’s developmental capability 

 Overprotection 

 Limitation of exploration and learning 

 Preventing the child participating in normal social interaction 
It may involve 

 Seeing or hearing the ill-treatment of another 

 Serious bullying (including cyber bullying) 

 Causing children frequently to feel frightened or in danger 

 The exploitation or corruption of children 
Some level of emotional abuse is involved in all types of maltreatment of a child, though it may 

occur alone. 

 

As with all the other categories, the signs of emotional abuse must be seen in context. For example, 

some children are by nature shy and fine it difficult to be outgoing and confident.  

 

And children with autistic spectrum disorders may present some of the signs and behaviours listed 

here. 

Physical signs; 

 A failure to grow or to thrive, particularly if the child thrives when away from home 

 Delayed development, either physical or emotional 
Behavioural signs; 

 Compulsive nervous behaviour such as hair twisting or rocking 

 Sudden speech disorders 

 An unwillingness or inability to play 
 

This is not an exhaustive list, and when you undertake the whole school training you will have the 

opportunity to consider these indicators in more depth. 

How should you respond to a child sharing with you that they are being abused? 

Be sensitive- arrange a safe and quiet environment for the child to talk 

Stay calm- don’t show shock or horror 

Be reassuring- tell the child that they were right to tell/ have done nothing wrong etc. 

Be responsive- acknowledge how difficult it was for the child to tell, explain what needs to happen 

next. 
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Be honest- don’t make promises that you can’t keep 

Be supportive- put arrangements in place for initial support 

So… check you know 

 

Who is the Designated Person for this school?   

What is the process you are expected to use to 

notify the Designated Person? 

 

After you have notified the Designated Person of 

a Child Protection concern where must you write 

it down? 

 

What should you do with the paper record?  

What happens if the Designated Person is not 

available? 

 

If it is that you need to share a concern about a 

child with an outside agency who should you 

contact? 

 

What should you do if you are concerned about 

the behaviour/ practice of another member of 

staff? 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
Induction timeline for mentors  
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The checklist will be checked by DHT on a half termly basis. NQT checklists and folders will also be 
checked.  
 
1. Half term Prior to taking up post: 
 

 Preliminary visit to meet class/groups and partner staff. 

 Set up for ICT log on / password / keys if required. 

 Set up in ICT address books / access to calendar. 

 Set up locker / access codes / car park barrier pass. 

 Email access from home. 

 Preliminary visits/meetings to share planning for the term ahead and note details of children’s 
records. 

 Receive a copy of the School Handbook (student/reduced version) to allow familiarisation with 
school routines. 

  
2. Starting Post: 
 

 Week 1 - Contacting school when you are ill!  School closure procedures. Playground duty.  Fire 
Drill.  Concerns Forms.   Review staff responsibilities – especially SEN, Literacy, Numeracy, 
Science, ICT and Child Protection.  Familiarise with Teaching Assistant 
roles/responsibilities/timetables.  SMART Code – positive behaviour management – The SMART 
Book. Phone systems, Security (door codes / keys / alarm), Resources – where everything is, 
Calendar and e-mail, Diary dates and holidays, Timetables (daily), details on toilets and lunch 
breaks, break duties, Parents evenings (mentor / role play if required), Plans (office / daily / 
weekly schemes of work, policies, medical / custody / First Aid / Signing children out /  

 Week 2 – English – policy overview, resourcing and classroom practice.  ICT – the interactive 
whiteboard and Intranet.  IEP’s and SEN. 

 Week 3 – Maths – policy overview, resourcing and classroom practice.  Best practice – setting 
and sharing objectives, plenary review, and contextual plans. 

 Week 4 – Science and ICT – policy overview, resourcing and classroom practice. 

 Month 2 – Assessment, Recording and Marking policies.  Parents Evenings/Interviews.  
Performance Management/PDI awareness. 

 Month 3 – End of term procedures/storage and retention of work samples (HA/A/LA/ SEN) 

 Month 4 – General policy skimming/overview. 

 Month 5 – Subject coordination. 

 Month 6  12 – Subject coordination and monitoring. 

 As required: 
Health and Safety Policy.  Use of Specialisms.      Playground duty.   

Sick children – sending home. Trips and visits.   First Aid. 

Medicines and class registers          Assembly rota.                    Christmas.  

Dishwasher/tea money!                       Arts week.            Monitoring week. 

Reporting to parents. 

 
 
 
 
 

Staff HR and induction checklist for all staff 
 

Name:______________________________________________ 

Job title: ____________________________________________ 
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Guide to acronyms –  
 

 SBM= School business manager 

 HT = Headteacher  

 DHT = Deputy Headteacher 

 IM = Induction mentor 

 SM = Site manager  
 

Induction requirements:  
This will be checked on a half termly basis by Induction lead 

(DHT) 

Date 
completed:  

By whom  Employees 
initials to 
confirm:  

Recruitment & HR (In line with section 11 Safeguarding requirements) 
Hold a central copy of the advert placed for their 
appointment OR copy for their file with reference to 
enhanced DBS checking. Also include disqualification by 
association, prohibition and Prevent training 

 SBM  

Application Form  SBM 
 

 

Job Description given to employee and one retained on file.    SBM 
 

 

2 References received and checked by Headteacher.   SBM / HT 
 

 

Breaks in Employment checked.  SBM / HT/ DHT 
 

 

Verification of Qualifications checked (Where applicable)   SBM 
 

 

Medical Form  SBM 
 

 

Eligibility to Work in the UK – Retain Proof on file e.g. 
Passport, Birth Certificate).   

 SBM  

Confirm employee’s full name, address, telephone number, 
date of birth, next of kin and contact during working hours 
(New Starter Form) 

 SBM  

Proof of National Insurance No. (Retain on file)   SBM 
 

 

P45 / P60 / P46  SBM 
 

 

Interview Questions - You need to keep a copy of the 
interview questions and answers for the appointed person 
on their file.  

 SBM / HT/ DHT  

Details entered on the Single Central Record.    SBM 
 

 

Holidays Entitlement  SBM 
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Related Policies:-  

 Disciplinary Policy 

 Grievance Policy 

 Capability Policy 

 HT / DHT  

Hold a central copy of the advert placed for their 
appointment OR copy for their file with reference to 
enhanced DBS checking.  

 SBM  

Application Form 
Prevent training 

 SMB 
 

 

Job Description given to employee and one retained on file.    
 

SBM   

SAFEGUARDING (In line with Section 11 Safeguarding 
requirements) 

Date 
completed:  

By whom  Employees 
initials to 
confirm:  

DBS Verification of Identification carried out  SBM 
 

 

DBS Result  SBM 
 

 

DBS Reference No.  SBM 
 

 

Check date last attended safeguarding training & Book if 
necessary.  ON-LINE - Introduction to Child Protection 
(OLLIE) 

 SBM  

Completed Disqualification by Association Form.    SBM 
 

 

Safeguarding Induction from DSL (Designated 
Safeguarding Lead),  
 

 DHT / HT   

SALARY Date 
completed:  

By whom  Employees 
initials to 
confirm:  

Explanation for methods and frequency of payment – 
Contracted and Casual Staff 

 SBM  

Confirm employee bank details   SBM 
 

 

Explanation of salary/performance reviews, overtime etc.  SBM 
 

 

Explanation Travel expenses / Petty cash claims  SBM 
 

 

Pension Scheme – explain options  SBM  
 

 

INVITE FOR INDUCTION INTO SCHOOL Date 
completed:  

By whom  Employees 
initials to 
confirm:  

Invite to Induction and Pre-Induction Pack sent for 
reading:- 

 Covering Letter 

 IM   
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 Induction Policy 

 Code of Conduct & Social Media 

 Safeguarding & ‘Keeping Children Safe in 
Education’ 

 Absence Management Policy 

 Health & Safety Policy 

 First Aid Policy & Asthma Policy 

 Speak Up Policy 

 Complaints 

 Confidentiality Policy 

TOUR OF PREMISES Date 
completed:  

By whom  Employees 
initials to 
confirm:  

WELCOME - Outline of school, size and history - Map of 
School/Classes 

 IM  

Descriptions of Classes / Departments functions’ 
 

 IM  

Location of stores, toilets, fire points, normal and 
emergency exits 

 IM  

Parking facilities 
 

 IM  

Eating facilities  IM 
 

 

Meeting / Meet the Headteacher  IM 
 

 

Introduction to immediate Line manager / Supervisor / 
Mentor 

 IM  

GENERAL INFORMATION Date 
completed:  

By whom  Employees 
initials to 
confirm:  

NQT Time-table Issued & NQT Mentor Identified.  NQT mentor  
 

 

Photo / ID Badge / Swipe Security Card / Keys (Signed for & 
Logged) 

 SBM/Site 
Manager 

 

School Values & Vision  IM  

Staff Handbook – (Signed & Receipted as Read)  IM  

Dress Code  IM  

Telephone Systems and Policy for use of Mobiles and 
Personal Calls. 

 IM  

Photocopying Arrangements  IM  

Induction Policy Read  IM  

POLICIES ALL STAFF: (Signed & Receipted as Read) Date 
completed:  

By whom  Employees 
initials to 
confirm:  

Code of Conduct & Social Media  IM  

Safeguarding & ‘Keeping Children Safe in Education’ 
*IMPORTANT - Version& Date Published / Updated 

 IM  
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Absence Management Policy & Special Leave of Absence  IM 
 

 

Health & Safety Policy  
 

IM  

Speak Up Policy (Whistleblowing)  IM 
 

 

Confidentiality Policy  IM 
 

 

POLICIES FOR TEACHERS: (Signed & Receipted as Read) Date 
completed:  

By whom  Employees 
initials to 
confirm:  

Behaviour & Inclusion  IM 
 

 

Assessment  IM 
 

 

Curriculum  IM 
 

 

Marking Policy  IM 
 

 

Presentation Policy  IM 
 

 

Calculation Policy  IM 
 

 

Speak Up Policy (Whistleblowing)  IM 
 

 

Confidentiality Policy  IM 
 

 

ICT Date 
completed:  

By whom  Employees 
initials to 
confirm:  

Computer Access (If applicable)  IM 
 

 

School Staff ICT Information Booklet (If Applicable)  IM 
 

 

Arrange access to SharePoint,(T:Drive)   IM 
 

 

Email Account  IM 
 

 

ACCESSS - E-Portal / CMIS / AGRESSO / OLLIE (If 
applicable) 

 IM  

Equipment Loan   IM 
 

 

HEALTH & SAFETY with LINE MANAGER Date 
completed:  

By whom  Employees 
initials to 
confirm:  

Identification of any specific hazards in Classes / Dept. / 
Areas  

 IM / SM 
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Fire Induction including procedures, extinguishers, 
assembly point, marshals and PEEPS 

 IM / SM  

Risk assessments  IM  
 

 

Health & Safety Policy (Read)  IM / SM 
 

 

First Aid Policy (Read)  IM / SM 
 

 

Asthma Policy(Read)  IM / SM 
 

 

Procedures for Accident, Violent incidents and Near miss 
Procedures. 

 IM / SM  

Location of first aid boxes / first aiders  IM  
 

 

Issue of Personal Protective Equipment (If applicable)  SM 
 

 

Isolation/immobilisation procedure for machinery and 
equipment if relevant 

 SM  

COMMUNICATION Date 
completed:  

By whom  Employees 
initials to 
confirm:  

Staff Meetings   IM 
 

 

Pigeon Holes / Staff Notice Boards / Memos  IM 
 

 

School Newsletters   IM 
 

 

Website / App / Facebook / Twitter   IM 
 

 

THE JOB AND ITS RESPONSIBILITIES with LINE 
MANAGER 

Date 
completed:  

By whom  Employees 
initials to 
confirm:  

The Job Responsibilities / Specific Job systems and 
Procedures (Role Handbook) 

 IM 
 

 

Training and Continual Professional Development  IM 
 

 

School Policy on courses, Appraisal / Performance 
Management and career opportunities. 

 IM  

 
TRAINING NEEDS IDENTIFIED by LINE MANAGER:- 
 

Date 
completed:  

By whom  Employees 
initials to 
confirm:  

Introduction to Child Protection (All) 
 

 IM / SBM  

Prevent Training (All) 
 

 IM / SBM 
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First Aid Training (FAW / EFAW / Paediatric) 
 

 IM / SBM 
 

 

Fire Extinguisher Training (All) 
 

 IM / SBM  

Fire Safety & Questionnaire (All) 
 

 IM / SBM  

Manual Handling (Caretakers / Cleaning & Catering Staff) 
 

 IM / SBM  

COSHH (Caretakers/ Grounds Maintenance / Cleaning & 
Catering Staff) 

 IM / SBM  

Infectious Diseases (Caretakers/ Grounds Maintenance / 
Cleaning & Catering Staff) 

 IM / SBM  

Food Hygiene (Breakfast Club / After School Provision / 
Catering Staff) 

 IM / SBM  

Health & Safety Awareness (Caretakers / Grounds 
Maintenance / Cleaning & Catering Staff) 

 IM / SBM  

Risk Assessments (SLT / Teachers / Line Managers) 
 

 IM / SBM  

Ladder Training (Caretakers) 
 

 IM / SBM  

Pat Testing (Caretakers) 
 

 IM / SBM  

Safer Handling of Medication (office)  IM  

Agresso (office)  IM  

Office Staff Induction Date 
completed:  

By whom  Employees 
initials to 
confirm:  

Fire Muster Point and duty 
 

 IM  

School & Nursery Calendars 
 

 IM  

Newdale greeting telephone/visitors 
 

 IM  

Explanation of each other’s roles in the office 
 

 IM  

Office Procedures Manual 
 

 IM  

    

 

Nursery additional induction 
Induction of staff, volunteers and managers 

Policy statement 
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We provide an induction for all staff, volunteers and managers in order to fully 

brief them about the setting, the families we serve, our policies and 

procedures, curriculum and daily practice. 

Procedures 

 We have a written induction plan for all new staff, which includes the 

following: 

- Introductions to all staff and volunteers, including management 

committee members. 

- Familiarising with the building, health and safety, fire and evacuation 

procedures. 

- Ensuring our policies and procedures have been read and are carried 

out. 

- Introduction to parents, especially parents of allocated key children 

where appropriate. 

- Familiarising them with confidential information where applicable in 

relation to any key children. 

- Details of the tasks and daily routines to be completed. 

 The induction period lasts at least two weeks. The nursery teacher inducts 

new staff and volunteers. The chairperson or senior manager inducts new 

teachers. 

 During the induction period, the individual must demonstrate 

understanding of and compliance with policies, procedures, tasks and 

routines. 

 Successful completion of the induction forms part of the probationary 

period. 
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This policy was adopted at a 

meeting of 

Newdale Nursery (name of 

provider) 

Held on  (date) 

Date to be reviewed  (date) 

Signed on behalf of the 

management committee 

 

Name of signatory  

Role of signatory (e.g. 

chair/owner) 

 

 

Other useful Pre-school Learning Alliance publications 

 Employee Handbook (2012) 

 Recruiting and Managing Employees (2011) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Nursery Induction Program ( in addition to previous information) 
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Name:___________________________    Date:________________ 

 

Time Activity 

By the end of day one you will have: 

Signed by 

staff 

Signed by 

manager 

 ■ Had a meeting with your line manager to let you 

know what rota/times you work. . 

■ An understanding of the induction process, and 

have received an induction pack from your line 

manager. 

■ An introduction to your colleagues and ‘Who’s 

Who’ at your office/site. 

■ A copy of the relevant documentation or advice 

on where to find it. 

■ Completed the applicable starting forms 

■ A tour of building/s, including the location of 

necessary equipment and facilities, etc. 

■ An outline of your role, responsibilities, level of 

authority, work priorities and deadlines. 

■ Been provided with keys/passes and alarm 

codes. 

■ A tour of the nursery- kitchen, laundry, little 

acorns, mighty oaks, ladybugs, outside areas, 

toilets 

■ Explain the dress code. 

■ Give your emergency contact details 

 

 

 

 

  

Time By the end of week one you will have: Signed by Signed by 
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staff manager 

 ■ Familiarised self with office procedures, 

documentation and equipment. 

■ An introduction to fire drill procedures; First Aid 

Officer (& location of first aid boxes); and 

outline of security procedures. 

■ Been provided with computer access and 

passwords (if appropriate). 

■ Clarification on standards required and quality 

of work. 

■  

  

Time By the end of month one you will have: Signed by 

staff 

Signed by 

manager 

 ■ Been provided with staffing details for staff 

reporting to you. 

■ Been provided with any equipment required to 

fill the role. 

■ Have knowledge of names and locations, etc of 

external contacts and made contact. 

■ An overview of any relevant financial 

procedures as they relate to the post. 

■ An understanding of the policy on: one to ones; 

appraisal; staff & union meetings. 

■ Undertaken a monthly probationary review with 

your line manager and set up regular monthly 

meetings 

A copy of, and have discussed key elements of, the 

business plan and mission statement. 

 

 

  

Time Activity Signed by Signed by 
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By the end of month two you will have: staff manager 

 ■ Completed an audit of key skills required for the 

post to identify areas of on the job training. 

■ The ability to complete tasks (as identified from 

the job description) to the required standards of 

quality and accuracy. 

■ An understanding of your role in relation to the 

management reporting structure. 

■ Been set key objectives to achieve over the next 

four months 

■ Talking to parents/visitors 

 

  

Time By the end of month four you will have: Signed by 

staff 

Signed by 

manager 

 ■ Acquired full knowledge of all essential policies 

and procedures. 

■ Identified key people for on-going 

support/networking. 

■ Undertaken a three and four month 

probationary review with your line manager. 

 

  

Time By the end of month six you will have: Signed by 

staff 

Signed by 

manager 

 ■ Booked and/or attended or addressed a training 

need identified in month two. 

■ Achieved key objectives set during your 

induction to the standard required. 

■ Demonstrated capability to meet the 

requirements of the role to the standard set. 

■ Completed your induction program, and 

undertaken a probationary review with your line 

manager. 
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■ Following successful completion of probationary 

period, undertaken an appraisal with line 

manager and devised key objectives and an on 

the job training plan for the next 6-12 months. 
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Part One - Introduction and Guidance  
 
Information provided in the self assessment will be used by TWSCB to 
provide assurance that partners providing education locally have safe and 
effective systems in place for safeguarding children.  
 
What is s.11?  
 
s.11 Children Act (2004) places duties on a range of organisations and 
individuals to ensure that their functions – and any services that they contract 
out to others – are discharged having regard to the need to safeguard and 
promote the welfare of children.  
 
s.11 does not give organisations any new or additional functions, nor does it 
override their existing functions. Rather it seeks to ensure that, when 
organisations go about their day to day business, they do so in a way that 
takes into account the need to safeguard and promote the welfare of children.  
In practice this means that organisations need to have in place safe systems 
and safe processes, for example by ensuring the safe recruitment of staff, by 
providing appropriate training and by having up to date policies which staff 
know how to access. 
 
Compliance with s.11 is a statutory requirement for the Local Authority and a 
range of other organisations 
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Purpose of self-assessment 
 
Working Together to Safeguard Children (2015) requires LSCBs to gather 
data to assess whether partners are fulfilling their statutory obligations, 
this includes compliance with s.11. In Telford & Wrekin, compliance with s.11 
is monitored every year using a self-assessment toolkit. Following completion 
of the toolkit, organisations should produce an action plan outlining those 
areas (if any) where additional work is needed to ensure full compliance with 
the requirements of s.11. Progress with implementing action plans will be 
monitored by TWSCB at yearly intervals with random samples of audits and 
progress reported to the Executive Boards.  
 
The TWSCB s.11 self-assessment toolkit for Educational settings has been 
reviewed and re issued in October 2016. A clear function being: 
 

 Ensuring the scope of the self-assessment is clearly focused and 
concentrates on those areas of work which are deemed essential for 
safeguarding children. 

 Introducing a sample yearly audit of education s.11’s within the 
summer term. 

 
Ofsted inspection 
 
Safeguarding procedures and policies will be checked as an integral part of 
Ofsted inspections and schools / settings are likely to be asked about the 
outcomes of annual s.11 audits and the key actions to be taken to address 
weaknesses across the breadth of safeguarding activity.  We therefore 
recommend that a Governors /Designated Safeguarding Leads carry out an 
annual s.11 audit and use the outcomes to inform school development 
planning activities.  Please refer to the Part 3 guidance of this document to 
assist the audit process and read “Possible questions for providers”.  
 
Keeping Children Safe in Education 2014 (Updated September 2016) 

Purpose and Scope   

On the 4th April 2014, the DFE published its long awaited statutory guidance 
to schools and colleges ‘Keeping Children Safe in Education.’ The statutory 
guidance sets out the implications for LSCBs, local authorities, schools 
(excluding maintained nursery schools) and colleges. This version of the s. 11 
takes into account the latest guidance.   
 
Replaces 

 Safeguarding Children and Safer Recruitment in Education (2006)  

 Dealing with Allegations against Teachers and other staff 2012, (the 

DfE website states that this is now an archived document and is 

replaced by this document.) 

and must be read in conjunction with Working Together 2015. 
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Part 1 should be read by the whole of the school and college workforce. 

(**Although best practice would be for all staff to be given/access to a 

copy of KCSIE for all staff to read) 

The guidance stipulates clearly that this document should be read in 
conjunction with Working Together 2015, which states (page 49)  that in order 
to fulfil their duty under s157/175 of the Education Act 2004, all educational 
settings should have in place the arrangements set out in paragraph 4 (page 
47, 48 and 49).  Noticeably there are some key statutory duties set out in 
Working Together 2015 which are not referenced in the new guidance, 
therefore educational settings, must also be mindful of: 
 

 Accountability for commissioning arrangements/services 

 Supervision arrangements for the Designated Safeguarding Lead 
(previously Designated Persons) and appropriate supervision of school 
staff. 

 Arrangements for ensuring staff competency  

 Creating an environment where staff feel secure to share concerns 

 Review  processes of staff practice 
 
The guidance has removed all references to the Local Authority’s statutory 
duty under section 175 to ensure the functions conferred on them in their 
capacity as a local education authority are exercised with a view to 
safeguarding and promoting the welfare of children. 
 
Section 11 of the Children Act 2004 placed a duty on key persons and bodies 
to make arrangements to ensure that in discharging their functions, they have 
regard to the need to safeguard and promote the welfare of children.  
 
Whilst section 11 does not apply to individual schools, rather to the Local 
Authority, Section 10 of the Children Act 2004, (page 11 paragraph 28) sets 
out that the Local Authority should make arrangement to promote co-
operation between itself and its relevant partners and other organisations who 
are engaged in activities relating to children.  
 
The local authority have some responsibilities in relation to schools, however 
the detailed strategic, support and operational responsibilities which were in 
the previous guidance are no longer specified. 
 
References are however made to Section 14b of the Children Act 2004 which 
confers a number of responsibilities on the LSCB. LSCBs and Local 
Authorities will therefore need to examine their arrangements with regard to 
the above legislation and associated statutory guidance. 
 
The guidance has four parts: 

 Part 1 Safeguarding information for all staff  

 Part 2 The management of safeguarding 

 Part 3 Safer recruitment 

 Part 4 Allegations of abuse made against teachers and other staff 
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The Local Telford & Wrekin Safeguarding Children Board (TWSCB) 
 

The TWSCB has a number of representatives who represent Education at full 
board level. They are currently;  

 Educational settings in 2015-16 are represented on the full TWSCB by; 
 Education LA-Jim Collins 
 Representing School Governors-Maggie Langdale 
 Representing Special Schools-Haughton School-Gill Knox 
 Representing Acadamies-Madeley Academy-Duncan Marshall     
 Representing Primary Schools-Holmer Lake Primary-Sian Deane 
 Representing Secondary Schools-Ercall Wood School-Chay Davies 
 Representing Further Education-TCAT-Pam Kaminski  

 
How to complete the toolkit 
 
The toolkit contains nine key areas of work covering; 

 Leadership 

 Policies & Procedures 

 Safe Recruitment and Selection of Staff and Volunteers 

 Training and Development 

 Effective Practice 

 Contracting with third parties 

 Sharing and Storing Information 

 Learning from reviews 

 Curriculum activity  
 
The toolkit should be used to highlight areas of strength as well as areas for 
development. 
 
Within each of these nine areas we have included a short description of why 
this work is important to safeguard children, and listed the type of activity we 
would expect to see.  The list is not exhaustive and you may wish to place 
more evidence of your particular practice. It is intended to assist when 
providing evidence of how the requirements of s.11 are put into practice 
locally. The questions underneath the rationale are self prompts for you 
to consider before adding to the evidence column and if you cannot 
evidence them, then they need to be transferred into actions required section 
for planning. By the very nature of safeguarding these may move from one 
section to another. 
 
The toolkit uses the traffic light system to provide an assessment of 
compliance with meeting the standards required by s.11: 
Red- Standard not met (action required to address this detailed on action 
plan) 
Amber – Standard partially met (action required to address this detailed on 
action plan) 
Green- Performing well / no concerns 
Examples of suggested evidence which could be used to complete the toolkit 
can be found in Part Three of this document (page 13) 
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Developing action plans 
 
If any areas for further development are identified when completing the toolkit, 
these should be added to the action plan section. Details of the action that 
needs to be taken, who will be responsible for this and expected timescales 
should be included. Updates on progress with monitoring action plans will be 
requested at yearly intervals and reported back to TWSCB. We propose that 
the Designated Safeguarding Lead /Governor Workbooks are ideal vehicles to 
incorporate the s. 11 audits, action plans and outcomes. It is for schools to 
decide whether they choose for the s. 11 audits to sit within those Workbooks.    

 

Part Two – The Self-Assessment Toolkit 
 
Your details: 
 

Name Rachel Cook 

Role/job title Headteacher 

Educational Setting Newdale Primary School and Nursery 

Return to: lscb@telford.gov.uk including in the email subject line “S11 
Schools” 

Return by: 1st January 2017 

Reviewed: We review at each H&S committee meeting (see minutes latest 
10.7.15) and HT reviews periodically during these meetings. Latest 
review: 18.8.15 & 24.1.16. October review 3.10.16 Headteacher. 
Plan to share at next H&S committee meeting Autumn 2.  

 
Please note: Where there are 2 ticks for a subject (one in partially met and one in 

performing well, it means in previous reviews it was categorised as partially met but more 
recently moved to performing well). 
Purple text = January 2016 additions. 
Blue text = October 2016 additions/review. 

1. Senior 
Managers take 
leadership 
responsibility 
for 
Safeguarding 
Children. 
Safeguarding is 
embedded 
within 
organisations 

 

Rating 

  
  

N
o
t 
m
e
t 

Partially met Performing well 

Rationale - organisations should have in 
place arrangements which reflect the 
importance of safeguarding and 
promoting the welfare of children 

  
 
 
 

 Safeguarding in our school is priority. 
5 DSL’s trained. X2 team safeguarding 
children trained and join governors for 
H&S meetings. 
Regular assemblies refer specifically 
to safeguarding e.g. E Safety. 

mailto:lscb@telford.gov.uk
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October 2016 
DSLs meet approximately every month 
to work through and develop action 
plans around safeguarding in school – 
see minutes in the Safeguarding 
Folder HT Office.  

 There is a governing body level 
lead for safeguarding, who works 
closely with the Designated 
Safeguarding Lead (DSL). The 
DSL takes overall responsibility 
for the organisation’s 
safeguarding arrangements and 
reports directly to the governing 
body lead.   

   
Autumn 2015 
Gov new in post 

 
10.7.15 
Ann Steele – Chair 
Jane Frost – Committee member 
Janet Ahktar – committee member 
Rachel Cook – HT / DSL 
H&S committee have now twice 
reported back to external professionals 
re Safeguarding at school. 
October 2016 
The previous shadowing DSL has 
become a Governor and joins this 
committee and joins the DSL group 
meetings. Governors are fully aware of 
policy and procedure. 

 There is a clear accountability 
framework which enables all staff 
to understand their role in 
safeguarding children and 
vulnerable adults (e.g. detailed in 
job descriptions, highlighted 
through training and workbooks 
that are available) 

    All staff are aware of their duties 

and understand policy and procedure. 
See staff handbook and induction 
policy. 
All staff have signed a code of conduct 
and are aware of procedures e.g. flow 
diagrams on the back of staff toilet 
doors and on Safeguarding notice 
board in the staffroom. 
October 2016 
All staff teams sign a register to 
acknowledge that they have read and 
understand the policy and procedure 
e.g. child protection policy and KCSIE 
2016. They are all aware of 
safeguarding notice board and 
procedures. 

 Staff are aware that there is an 
educational setting representative 
at TWSCB Meetings and sub 
groups as relevant and that their 
views can be shared at these 
meetings through the 
representative. 

    DSL’s are aware and all staff are 

aware of the purpose of Family 
Connect. We have a log highlighting 
all calls to Family Connect. 
October 2016 
Inclusion manager often reports back 
all information at the DSL meeting 
(held monthly).  

 There are termly network 
meetings for the DSL to attend 
for disseminating safeguarding 
updates (national and local) back 
in your organisation. It is strongly 
recommended that the DSL or 
Senior Management Team 
colleague attend these as this is 
a requirement for you continuing 
professional development (CPD) 
that you need to evidence. 

    Our 5 DSL’s receive regular 

training. See logs. 
We also meet internally to discuss 
safeguarding specifically relevant to 
us. Last meeting 22.1.16 
October 2016 
All DSLs are booked onto all updates 
for this year and as a matter of course 
any information needed to be shared 
whole setting wide is put onto staff 
meeting agendas or emailed out. 

 

 Safeguarding updates are on all 
agendas for staff and governor 
meetings. 

    Safeguarding is discussed 

regularly and is on all agendas. 
October 2016 – 
Full staff meeting time allocated 
September 2016 for lunchtime staff, 
nursery staff, ASC BC, Teachers, 
Pastoral, office, Teaching Assistants to 
update re KCSIE 2016, new CP policy, 
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confidentiality, code of conduct, staff 
declaration and role of the DSL. See 
minutes. 

 Governor with responsibility for 
safeguard has a clear overview of 
training needs and roles and 
responsibilities and has 
acquainted them selves with the 
Designated Governor Workbook, 
where the role is clearly defined  

      
Gov new in post 

  
10.7.15 
Ann Steele is familiar with the training 
needs. 
Jan 2016 Ann did a fantastic job 
during a mock ofsted based on 
Governors and ofsted. 
October 2016 – 
Governor responsible has a very good 
understanding of the policy and 
procedure for safeguarding across the 
school. She attends all meetings and 
is active in her role as a critical friend. 

Evidence   Rating  

  N
O
t 
M
e
t  

Partially 
met 

Performing well 

Safeguarding 
Children 

      
No actions at this time. 

Actions 
Required 

      

 

2. Organisation
s have 
Policies and 
Procedures 
in place to 
support 
effective 
working 

Rating 

    Partially met Performing well. 

Rationale – Good 
policies help staff do 
their job more 
effectively by setting 
out their individual 
responsibilities in 
relation to 
safeguarding children. 
Procedures clarify the 
steps to be taken in 
specific circumstances 
e.g. if a service user 
makes an allegation. 
Policies should be 
regularly reviewed, 
promoted among the 
workforce and easily 
accessible by staff. 

   We have policies very regularly reviewed and 

shared with staff. Checklists and contacts are 
displayed on our safeguarding board in the staff room 
and on the back of each staff toilet door as a constant 
reminder as to what to do… 
October 2016 – New larger safeguarding information 
board put up and refreshed September 2016 with all 
new policy and procedure. 
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 There is an up 
to date (2016-
2017) Child 
Protection & 
Safeguarding 
Children Policy. 

    We review this every September and share with 

staff who sign to say they have read it.  
Governors are also expected to read this policy. 
October 2016 – updated and shared. Register signed, 
policy on safeguarding board. 

 The policies are 
easily accessed 
by all staff and 
parents, and 
provide clear, 
straightforward 
guidance on 
how to 
recognise and 
respond to 
possible abuse 
or neglect. The 
policies are on 
the school 
website and a 
paper copy has 
to be supplied 
on request for 
parents free of 
charge. 

    Notice boards, induction packs and website. We 

have set up a large red file in the HT office. This 
contains all of the relevant copies of Safeguarding 
related policies. All staff are reminded as to where they 
are. 
October 2016 – We have all policies on our website 
updated 2016 and we have all policies on our 
safeguarding board in the staffroom and signs of 
abuse poster on the back of all staff toilet doors. 
Previous to displaying policies and signs of abuse we 
shared during CPD time. 

 There is an 
organisational 
whistle-
blowing/Speak 
Up policy which 
encourages 
staff to report 
poor practice, 
which is 
displayed in a 
prominent 
place, 
accessible to all 
staff. 

     Shared with staff annually along with new CP 

policy and keeping children safe guidance. 
Last shared 25.1.16 
October 2016 – staffroom notice board and regularly 
sent out in email and discussed in staff meetings for all 
teams. 

 

 There are clear 
written 
procedures for 
dealing with 
situations 
where 
allegations of 
abuse are 
made against 
someone 

   These are listed in policy and flow diagrams around 

school. Red file in HT office contains all documents 
and DSLs are aware of this. 
October 2016 – all DSLs know what the procedures 
are and have read the full KCSIE 2016. We have a 
case study contained in the red safeguarding folder in 
the HT office. 
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working in your 
setting. 

 There is a clear 
overarching 
code of conduct 
where clear 
standards are 
disseminated to 
all staff and 
volunteers 

   Yes – this is shared regularly and with all new staff 

through induction. See policy. All staff and Governors 
signed a new code of conduct recently. 
October 2016 – 
All staff read and have to sign a register to say they 
agree with the school code of conduct which also 
includes dress code. This code of conduct applies to 
all staff including governors. 

 All staff are 
aware of 
policies and the 
acceptable use 
of Social Media 
Policy and 
Corporate 
Information 
Systems Policy 
(CISP)  

   
 

 18.8.15 This has recently been re shared with all 

staff.  
Staff have been reminded to not ‘friend’ any parents or 
children on social networking sites and to report any 
concerns to a DSL. January 2016 
October 2016 – This policy was shared again 
September 2016. I also included this into the lunchtime 
supervisor meeting held September 2016 – see 
minutes.  

 Incidents and 
allegations of 
abuse are 
recorded, 
monitored and 
available on 
request.  
Allegations 
concerning 
individuals who 
work with 
children are 
referred to the 
Local Authority 
Designated 
Officer (LADO) 
as appropriate. 

   No allegations have been made throughout the 

school history. 
October 2016 – thankfully this continues to be the 
case. 

 Staff are made 
aware of the 
NSPCC 
Whistleblowing 
Helpline where 
general 
guidance can 
be sought 
where staff feel 
that they cannot 
report a 
concern and 
need support to 

   This question was added to section 11 audit 
September 2016… 
October 2016 – Staff are aware of the whistleblowing 
helpline and it is displayed on the staffroom 
safeguarding notice board. 
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do so 

 Behaviour 
Policy updated 
annually 

    Yes See red file in HT office 

 Anti Bullying 
Policy updated 
annually 

    Yes See red file in HT office 

 
 

Evidence  Rating 

    N
ot 
M
et  

Partially 
met 

Performing well 

Safeguardi
ng Children 
 

We are confident that all 
policies and procedures are 
up to date and regularly 
shared. 

    We carry this out with new policy in 

September with regular reminders 
throughout the year. 

Actions 
Required 

To ensure policies are kept 
up to date with edits made 
when suggested by national 
agenda and Local Authority. 

    
It is tricky to stay on top of all of the new 
policies but we have a robust system 
linked to our safeguarding team 
meetings. 
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3. Safe Recruitment and selection of 
Staff and Volunteers 

Rating 

   Not 
met 

Partially met Performing well 

Rationale – organisations must have in place 
recruitment and selection procedures which help 
to  identify people who want to – and are suitable 
– to work with children and families 

    We follow all guidance 

and do everything 
possible to avoid 
inappropriate people 
joining our team. Staff and 
Governors have been 
trained in Safer 
recruitment. See training 
log. 
October 2016 – New SBM 
to be trained when next 
course runs as he will 
take over a lot of the 
procedure around safer 
recruitment. 

 Safe recruitment practices ensure the 
proper selection of staff who will have 
regular contact with children. These 
practices include: 

                  a) policies on where disclosure 
barring checks are necessary 
                  b) face to face interviews 

                       c) verification of identity and 
qualifications 
                       d) references are obtained 
                       e) previous employment history is 
checked 
                       f)  any anomalies or discrepancies 
are taken up 
                       g) at least one member of any 
interviewing panel has been on Safer 
Recruitment Training as certificated by the Lucy 
Faithfull Foundation Consortium 
                       h) any interview panel clearly 
documents whom has been on the training as 
stipulated above 
Best practice following advice from  HMI 
December 2014 is that all personnel files should 
include the following : 

    We follow rigorous 

procedures linked to safer 
recruitment. At least one 
member of the panel has up 
to date training. Headteacher 
– July 2015. 
All checks are made – see 
notes from School Business 
Manager. 
January 2016 – case study 
formulated by SBM presented 
at safeguarding SMT meeting 
22.1.16 
October 2016 – we follow the 
procedure as highlighted in 
our case study which clearly 
shows we are robust. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
It should be noted that the 
previous SBM who was 
responsible for the personnel 
files left them in disarray. We 
have now audited them and 
classified them all and we are 
confident that everything is in 
order. 

 Their original application form     

 A copy of the advert which was placed 
making reference to the enhanced DBS 
check 

    

 All interview questions to prove that safer 
recruitment processes were adhered to 
and that the process was fair. This allows 
scrutiny of any gaps in the interview 
process 

    

 The references which were supplied. 
References need to address the person 
specification, with clear guidance for 
referees 

    

 A copy of the job description      
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4. Training 
and 
Develop
ment 

 

Rating 

   No
t 
m
et 

Partially met Performing well 

Rationale- Employers are responsible for 
ensuring that their staff are competent to 
carry out their responsibilities for 
safeguarding children. All those who work 
with children and, families must receive 
training on their responsibilities in relation to 
safeguarding children. 

    All staff are regularly 

trained and know the 
procedures if they have 
concerns. 
October 2016 – all staff 
been trained in the new 
Child Protection policy and 
the KCSIE 2016 as well as 
code of conduct and 
confidentiality. 

 NQT induction certificate (if completed at 
the school) 

    

 Documentation of evidence when 
progressing to upper pay ranges 

    

 Documentation that was used to prove 
right to work in the UK, DBS evidence 
and any evidence from people who have 
lived abroad  

    

 Evidence that staff have completed the 
disqualification by association declaration 

    

 If an individual (paid worker or volunteer) 
is removed from work which involves 
children (or would have been removed if 
the person had not left first) then a 
referral is made to the Disclosure and 
Barring Service. 

    

 Compliance with Single Central Record 
which is updated regularly and monitored 
by a named Governor 

   Looked at regularly by 

the Chair of Governors 
and the H&S committee. 

Evidence  Rating 

    N
o
t 
m
e
t 

Partially met Performing well 

Safeguarding 
Children 
 

All staff have read the 
KCSIE 2015 as well as 
Governors. We follow 
guidelines strictly and 
understand the priority 
need for doing this.  

    

Actions 
Required 

Ensure we keep 
procedures as tight as 
they currently are. 

   Double check with 

office staff that all actions 
re personal files have 
been carried out. 
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 Safeguarding training is mandatory on 
induction for all staff who will have 
contact with children.  This induction 
should cover familiarisation with child 
protection and safeguarding 
responsibilities and how to recognise 
and respond to possible abuse or 
neglect. Everyone in the school 
community should be made aware of 
the school’s Child Protection & 
Safeguarding Policies 

    See reviewed induction 

policy. 
October 2016 – Ann 
Jackson leads the TA 
induction as well as the 
work placement 
inductions. She recently 
met the link person for 
work placements to clarify 
requirements for students. 
October 2016. Michelle 
Bishton DHT leads all 
other induction. See policy 
and file. All inductions 
include safeguarding 
arrangements in our 
school. 

 Training and a budget is in place for 
the DSL to ensure that they have a 
thorough understanding of their role 

    All DSLs are expected 

to complete regular 
training to ensure they are 
clear and confident. 
October 2016 – All 5 DSLs 
attend regular updates 
throughout the year and 
are released to do so. 
Information is 
disseminated where 
appropriate to the rest of 
the teams. 

 Training records are maintained and 
are monitored as part of the Health 
and Safety Audit 

   
 

 18.8.15 SBM keeps log 

of all Safeguarding 
training. 
October 2016 – New SBM 
works with Receptionist to 
ensure the logs are kept 
up to date. T&W H&S 
team audit during our 
annual audit. 

 Training is arranged to address topical 
safeguarding matters 

    Yes – e.g. the Prevent 

training last term. 
October 2016 – e.g. all 
teachers have delivered 
their ‘expect respect’ unit 
of work this month with 
samples collected to form 
a portfolio – links to 
domestic violence.  

 Continual Professional Development 
and on-going support is available for 
all staff working with children. 

    Yes – we ensure all 

staff have up to date 
training. 
October 2016 – it appears 
on all staff meeting 
agenda proforma and is 
always included on 
lunchtime staff meeting 
agenda. 

 There is a named Designated 
Safeguarding Lead (DSL), which all 
staff are aware of. All staff know to 
contact the DSL, without delay if they 
have any concerns regarding the 
safety of pupils 

    We have 5 DSLs and 

all staff know who they are 
and where/how to contact 
them. 
October 2016 – we have 
disseminated the role of 
the DSL from the KCSIE 
2016 appendices to all 
staff. DSLs randomly 
question e.g. lunchtime 
staff to check their 
understanding. 

 In the event of the DSL being 
unavailable there is a clear structure of 
who to approach with any concerns a 

    We have 5 DSLs and 

hence always one on site. 
Holidays – DSL inform of 
availability. E.g. HT dealt 
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person may have and is on site at all 
times 

with incident early August 
as it arose in the Nursery. 
October 2016 – we have 
clarified procedure with a 
HMI concerning DSL 
availability during holiday 
provision in the nursery 
and developed our own 
protocol policy. I have 
trained key staff in this 
protocol and are very 
confident as to support 
being in place. 

 All staff and Governors have received 
and read and understood at least 
section 1 of “Keeping Children Safe in 
Education” 2016 and signed that they 
have done so 

    Yes – a register is 

kept. 
October 2016 – We have 
stipulated the word 
‘understood’. Phase 
leaders have devised a 
quiz to check 
understanding in their 
phases. Governors have 
an opportunity to ask 
questions at next FGB 
November 17

th
 2016. 

 Best practice is in place to arrange for 
all staff and Governors to have read 
and understood all four sections and 
signed that they have done so.  

    Yes a register is kept 

for staff and Governors. 
October 2016 – H&S 
governors and the chair of 
Governors are required to 
read all 4 sections as are 
the 5 DSLs. 

 Recording of training development in 
Designated Safeguarding 
Lead/Governor Workbooks-If used 

   
 

 18.8.15 We have 

investigated these 
workbooks. We log all 
training in a central area. 
See SBM. 
October 2016 – As 
previous we log all training 
onto a table held by SBM.  

 The listing/documenting of any training 
undertaken as suggested in Child 
Protection & Safeguarding in Schools 
Policy 

    All training is logged. 

October 2016 – as 
previous. 

 For whole school staff e safety is a 
major concern for all 
professionals/parents not only Social 
Media forums but issues around 
“sexting”. For information and support 
in these areas the following websites 
below are available for all staff and 
parents to view. The sites are for all 
age groups, parents and carers which 
will form the basis and assist with e 
safety education, support and policy in 
our school.  
 

  www.swgfl.org.uk 
www.thinkuknow.co.uk & 
www.virtualglobaltaskforce.com 
www.parentsprotect.co.uk 
www.lucyfaithfull.org.uk  

    October 2016 – new 

section to the audit. 
We carry out a lot of work 
around sexting including 
bringing in the NSPPC to 
run workshops and 
assemblies and theatre 
companies e.g. Saltmine. 
We send out e safety 
information to parents and 
list help on the newsletter. 
We run our own 
assemblies around e 
safety and give access to 
Buddy Bear our bullying 
champion via a special 
email address.  
 

 
 

http://www.thinkuknow.co.uk/
http://www.virtualglobaltaskforce.com/
http://www.parentsprotect.co.uk/
http://www.lucyfaithfull.org.uk/
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www.stopitnow.org.uk 

 Ensure the expertise/recognition of 
staff through training to addresses how 
children can keep themselves safe and 
seek support from all forms of bullying 
including cyberbullying, sexual 
exploitation, radicalisation, FGM, 
Honour Based Violence, 
drug/substance misuse, gang activity, 
domestic violence  and Forced 
Marriage 

   All staff carry out 

Prevent training linked to 
radicalisation and 
extremism with all being 
sent a link to refresh this 
knowledge September 
2016. Leaflets containing 
information linked to 
identifying the signs and 
what to do are sent out to 
staff linked to FGM etc. 
they are also displayed on 
the notice board. 

 Governor with responsibility for 
safeguarding has a clear overview of 
training needs and roles and 
responsibilities and has acquainted 
them selves with the Designated 
Governor Workbook, where the role is 
clearly defined   

   
 

 Ann Steele Governor 

has a clear understanding 
of the training needs and 
roles/responsibilities 
October 2016 – Lead 
regularly attends half 
termly H&S meetings and 
Chair of governors attends 
the 4 weekly DSL 
meetings.  

 
 

5. Effective Practice – how services 
respond to and engage with 
children, vulnerable adults and 
their families 

 

Rating 

   No
t 
me
t 

Partially met Performing well 

Rationale - ‘Safeguarding is everyone’s 
business’ and staff from across different 
organisations need to work together to ensure 
children and, young people are protected 
from abuse and neglect. Starting with the 
identification of need, school staff need to be 
confident in how to respond to safeguarding 
issues and how to work with other 
professionals to provide appropriate and 
timely responses  

   We have a lot of 

experienced staff who are 
confident in dealing with 
Safeguarding incidents. 
The Pastoral Team and 
HT work closely on cases. 
October 2016 – As above 
with Nursery staff 
developing their training 
via Early Years training 
attendance. 

Evidence  Rating 

    No
t 
m
et 

Partially met Performing well 

Safeguarding 
Children 
 

      

Actions 
Required 

    SBM to carry out safer 

recruitment training and 
personal files to be double 
checked. 
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 Identification of need - staff members 
can recognise the abuse or neglect of 
children and make referrals as 
appropriate to the DSL in the first 
instance. All referrals are hand written 
and signed by those who make them. 

    Yes see case studies. 

October 2016 – signs are 
listed in public staff areas 
with action prompts. 
Concerns forms are used 
and signed all coming to 
DSL team. Any child 
protection forms have to 
be signed by 
Headteacher. 

 The DSL makes a referral to Family 
Connect and a request for service 
sought, based on the written 
information and any other evidence 
collected on the child, following the 
referral process 

    Yes see examples 

from Pastoral team. 
October 2016 – Pastoral 
DSL has presented this 
format to the DSL team 
and the H&S Governor 
committee. 

 There are processes for recording 
incidents, concerns and referrals in 
relation to children. This includes 
recording the action that results. 

    Yes we use concerns 

forms across the school 
and nursery. 
October 2016 – Resolution 
table included on the 
concerns form. Pastoral 
have to regularly update 
the active and historic 
cases with an update as to 
the state of play with the 
child/family now. 

 The DSL is aware and makes others 
aware of the Sexual Harmful 
Behaviour Safety Plan that can be 
used to manage/assess children that 
may need a plan in place (This can 
found on the TWSCB School Policies 
Section) 

    October 2016 - Yes 

DSLs are aware. 

 Staff understand the importance of 
intervening early to prevent problems 
escalating. 

    Yes we challenge 

anything and everything 
we deem as a concern. 
October 2016 – We refer 
in Nursery if we have 
concerns and all staff are 
aware of the importance of 
early intervention and are 
persistent in recording and 
referring. 

 The DSL participates in multi-agency 
meetings and assessments to 
safeguard children.  

    Yes this is usually the 

Inclusion manager (DSL) 
and / or the HT (DSL). 
October 2016 – As above. 
Currently 3 families under 
a child protection plan. 

 The wishes and feelings of children are 
taken into account when services are 
designed and delivered  

    We dedicate time to 

talking to the children – big 
part of pastoral team role. 
October 2016 – As above. 

 Where possible, working with other 
professionals, children are fully 
involved in plans to safeguard their 
welfare, and individual case decisions 
are informed by the wishes, feelings 
and experiences of children. 

    As above. We involve 

the children a lot in all 
cases. 
October 2016 – as above. 

 Children and families are given the 
opportunity to feedback on 

    Yes. 

October 2016 – the 
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interventions provided by workers, at 
Core Groups, Case Conferences, CAF 
and TAC meetings and this feedback 
is used to enhance service provision 

meetings are detailed and 
robust with plenty of 
opportunity for parents to 
contribute and feedback. 

 Information on how to complain is 
readily available for children and 
families on the school website and that 
the complaints procedure is concise 
and clear 

    Yes our complaints 

policy is up to date and 
publically available. 
October 2016 – as above 

 
 

6. Contracting with third parties 
 

Rating 

   Not 
met 

Partially met. Performing well 

Rationale – it is commonplace for schools to 
enter into contracts with other providers to 
deliver work on their behalf. Under the 
requirements of s.11, any services or 
functions provided in this was by other 
organisations must also be discharged with 
regard to the need to safeguard and promote 
the welfare of children. 

    All adults that come 

and work at this site are 
informed of our policy and 
procedure and are 
checked. 
October 2016 – all visitor 
information relating to 
safeguarding has been 
updated and is available 
to view at the front 
reception desk. Checks 
are rigorous and robust. 

 Safeguarding is integrated into all 
contractual processes with clear 
expectations and reporting 
requirements to prevent abuse and 
neglect, this may include areas such 
as after school coaching clubs where 
the settings expectations and 
procedures are clearly explained to 
providers 

    See SBM for checks 

for coaches etc. 
October 2016 – Induction 
and training is carried out. 
Every person that works 
with our children is made 
aware of our safeguarding 
procedures and what to 
do if they are concerned 
of abuse. 

 

Evidence  Rating 

    No
t 
m
et 

Partially met Performing well 

Safeguarding 
Children 
 

We work well with outside 
agencies, parents and 
children. Our pastoral 
team play a key role in 
this. 

    We know we are 

performing well as our 
parents tell us so – parent 
survey 2015 & 2016. 

Actions 
Required 

Ensure budgets allow us 
to continue to fund this 
Pastoral team into the 
future as they play a key 
role in Safeguarding 
children at our school and 
nursery. 

   We can sustain full 

pastoral support across 
our school and recognise 
this as key in safeguarding 
children and supporting 
families. 
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 Providers are provided with the 
Schools Safeguarding & Child 
Protection Policy and know their 
responsibilities within the setting and 
who to report to. 

    All adults are made 

aware of their 
responsibilities whilst on 
site. 
October 2016 – They 
know what to do if they 
have concerns. 

 This must include the schools whistle 
blowing /Speak Up policy which all 
staff are aware of, that will assist them 
in escalating concerns and reporting 
poor practice to the Designated 
Safeguarding Lead within the setting 

    Whistleblowing and 

Speak up are shared with 
all staff and displayed in 
staffroom. 
October 2016 – As above. 

 Suitable arrangements are in place 
which manages visitors whilst in the 
setting. This includes clearly asking 
for identification, signing in 
procedures, chaperoning of visitors 
and suitable identification of them 

    Office staff are clear 

as to what is required and 
procedures. 
October 2016 – As above. 

 

 
 

7. Sharing and storing information 
 

Rating 

   Not 
met 

Partially met Performing well 

Rationale – Where there are concerns about 
safeguarding children, relevant information 
should be shared with Family Connect Team 
without delay.   

    Yes see logs with 

Pastoral Team. 
October 2016 – This 
happens with all referrals 
carefully logged. 

 There are arrangements which set out 
clearly the processes for sharing 
information with other professionals 
where this is necessary to protect 
children from harm. 

    Yes. 

October 2016 –  
We have signed up to 
CPOMS which is a digital 
child protection logging 
system. This system 
allows secure sharing of 
information. Before this is 
embedded we use paper 
copies and are fully aware 
of the need to treat 
information with the 
utmost of confidentiality 

Evidence  Rating 

    N
o
t 
m
e
t 

Partially met Performing well 

Safeguarding 
Children 

All admin team aware 
of the necessary 
checks and 
documentation needed 
to be allowed on site. 

    

Actions Required Double check Speak 
up policy is on 
staffroom board. 

    October 2016 – it is! 
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and only share on a need 
to know basis. 

 Details of these arrangements for 
sharing information are covered on 
induction with all staff 

    Yes see induction 

policy. 
October 2016 – as above 
and see confidentiality 
statement which everyone 
signs. 

 Training and guidance on information 
security is shared with all staff; staff 
are compliant with record keeping 
policies including the security of 
personal information. 

    Yes 

October 2016 – 
Key staff are about to 
undertake additional 
training from the data 
protection team now that 
we have a new SBM on 
the team. 

 The DSL acquaints themselves with 
Information Governance Service and 
the services that they offer and can 
assist with-this can be found on 
policies section of TWSCB Schools 
Policies section of the website  

   October 2016 – 
Headteacher DSL and 
chair of Governors attends 
termly governor’s briefings 
where information is 
shared. School regularly 
uses governance service 
for advice and support. 

 Records are stored securely and 
safely and there are clear processes 
in place to ensure that records are 
retained as required.  

    Yes they are kept in a 

locked cabinet in the 
Heads office. 
October 2016 – as above. 

 Your records retention policy takes 
account of the need to access  
information which may be required to 
undertake Case Reviews and Serious 
Case Reviews 

    Yes. 

October 2016 – as above. 

 The DSL is aware of the TWSCB 
“Workbook Guidelines for Child 
Protection Records, Transfer, 
Retention & Archiving” (April 1st 2015) 

    October 2016 – yes. 
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8. Learning from Reviews 
 

Rating 

   Not 
met 

Partially met Performing well 

Rationale – Professionals and organisations 
need to reflect on the quality of their services 
to children and learn from their own practice 
and that of others. Good practice should be 
shared so there is a growing understanding of 
what works well. Conversely when things go 
wrong there needs to be a rigorous, objective 
analysis of what happened and why, so that 
important lessons can be learnt and services 
improved to reduce the future risk of harm. 

    We understand the 

need to share feedback 
e.g. reported back the lack 
of communication from 
police to school on a 
serious case last term. 
October 2016 – We are 
supporting another school 
in the development of their 
safeguarding practices 
and have been asked by 
T&S safeguarding trainer 
to share good practice 
with other DSLs. 

 There are clear expectations for taking 
part in reviews of cases if requested by 
the TWSCB and other agencies; 
including gathering evidence, 
completing action plans and embedding 
any learning. Guidance on the process 
for this would be sought from the 
TWSCB 

    Yes 

October 2016 – We make 
a point of attending all 
meetings and take notes 
and updates where 
appropriate. 

 The setting has reviewed the Telford & 
Wrekin Safeguarding Children Board 
website and makes staff aware of its 
existence and purpose-especially the 
school policies section which is the one 
stop shop for relevant documents 

   
 

 18.8.15 

We cover ourselves by 
sharing documents as well 
as signposting to the site 
e.g. FGM policy Sept 
2015. 
October 2016 – FGM 
again shared with other 
information linked to LA 
inspection on CSE. 

 Learning from any reviews, inspections 
and other serious incidents is 
disseminated among staff. These could 
be of local, regional or national 
significance 

    Yes – e.g. prevent and 

CSE training feedback. 
October 2016 – LA 
inspection fuelled huge 
media interest around 
CSE. We sent out 
information to parents in a 
sealed envelope 
September 2016. 

Evidence  Rating 

    N
o
t
 
m
e
t 

Partially met Performing well 

Safeguarding 
Children 

Information storing is taken 
seriously. Case studies are 
presented to Governors. 
Records are detailed and 
kept up to date. 

    CPOMS system will 

support pastoral team in 
the immense amount of 
record keeping and time 
spent of paper tasks. 

Actions 
Required 

 Continue the good 
practice. 

    CPOMS will support 

staff in managing our 
safeguarding 
arrangements. 
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 Evidence of regular attendance at 
termly DSL updates is essential where 
this process usually captures any 
relevant cases that can be disseminated 
to staff from the DSL 

    DSLs regularly attend 

training. 
October 2016 – as above. 

 

 
 

9. The curriculum 
 

Rating 

      

Rationale – The school offers a curriculum which 
prepares children for life in modern Britain. The 
curriculum gives pupils the opportunity to develop 
life skills for keeping themselves safe and to allow 
them to fully participate in society. 

    We have spent a lot of 

time developing this offer 
and are happy with how our 
curriculum is now mapped 
out. 
October 2016 – there is 
lovely evidence of this 
happening in the nursery 
(monitoring October 2016) 
and across the school. 
Mapping on the website 
highlights our coverage. 

The taught and hidden curriculum 

 addresses how children can keep 
themselves safe and seek support from all 
forms of bullying including cyberbullying, 
sexual exploitation, radicalisation, FGM, 
Honour Based Violence, drug/substance 
misuse, gang activity, domestic violence  
and Forced Marriage 

    We use curriculum time 

and theatre groups and 
assemblies to address this. 
October 2016 – Expect 
respect programme was 
carried out across school 
September 2016 (port folio 
produced). Supportive 
information sent to parents 
Sept 2016 connected to 
grooming, sexting and 
domestic violence. 

 supports pupils in how to identify different 
types of abuse, how and who to report it to 

   As above. 

October 2016 – Expect 
respect programme to 
support children who 
witness domestic violence. 
Sept 2016. Buddy bear 
email, child line posters, 
smsc curriculum, assemblies 
on staying safe. 

 prepares pupils to be resilient to being 
pressurised into behaviours which puts 
their safety at risk 

    As Above. 

October 2016 – as above.  

Evidence  Rating 

    No
t 
me
t 

Partially met Performing well 

Safeguarding 
Children 

We are confident to 
feedback any findings to 
outside agencies or 
internally. 

    

Actions Required Need to remind staff of 
the Safeguarding 
Children Board website 

    SBM has familiarised 

himself with this website. 
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 helps to identify vulnerable pupils, who 
may be persuaded to become involved in 
unsafe behaviour by helping them to find 
an interest/club to belong to 

    We have nurture groups 

and clubs to support this. 
October 2016 – support for 
disadvantaged children to 
join after school clubs. 
Nurture club continues. 
Lessons/assemblies. 

 allows pupils time to learn how to reflect on 
what they are taught, told and believe in 

    We build this into 

curriculum time. 
October 2016 – Reflection 
trial by Rebecca McFarlane 
rolled out to all phases 
October 2016.  

 supports pupils to be mindful of others and 
air any concerns they have about their own 
or others’ welfare  

    Yes 

October 2016 – pupil 
surveys positive re children 
feeling safe and knowing 
who they can talk to. 

 gives pupils the opportunity to question 
what they are taught and debate a range of 
issues 

    Yes 

October 2016 – lesson maps 
and opportunities are 
available e.g. following 
theatre productions children 
carry out workshops to 
explore more deeply. 

 empowers pupils by teaching them their 
rights and responsibilities 

    Yes 

October 2016 – 
British Values are taught 
though lessons and 
assemblies.  

 promotes the spiritual, moral, cultural and 
social development of pupils at the school 
and of society. 

    Yes 

October 2016 – SMSC is 
evident and strong across 
the school – see SMSC file 
of evidence. 

 prepares pupils at the school for the 
opportunities, responsibilities and 
experiences of later life 

    Yes 

October 2016 – we carry 
very many initiatives to 
support this including Jaguar 
Landrover trip in year 6, 
Fiver challenge mini 
enterprise  

 promotes British values, including 
democracy, the rule of law, individual 
liberty and mutual respect, and tolerance 
of those with different faiths and beliefs 

   
 

 18.8.15 Yes – we have 

recently developed this area 
of the offer. See maps and 
SMSC co ordinator file and 
website. 

Regular CPD slots to 
update for all staff. 

October 2016 – recently 
seen super examples in the 
nursery setting.  

 enables pupils to have the ability to be 
reflective about their own beliefs, religious 
or otherwise, that inform their perspective 
on life and their interest in and respect for 
different people’s faiths, feelings and 
values  

    Yes 

October 2016 – RE offer 
linked to SMSC offer is 
progressive and allows time 
to be reflective. 

 gives pupils a sense of enjoyment and 
fascination in learning about themselves, 
others and the world around them  

    Yes 

October 2016 – careful 
consideration is given to 
curriculum design eg 
carefully selected class text 
that evoke fascination and 
questioning. 

 allows the use of imagination and creativity 
in their learning  

    Yes 

October 2016 – we invest a 
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lot of time and money into 
ensuring the curriculum in 
imaginative and creative. 
E.g. very many trips out and 
visitor in. 

 teaches pupils to have a willingness to 
reflect on their experiences 

    Yes 

October 2016 – pupils have 
time to reflect and self-
assess on a regular basis. 

 gives pupils the ability to recognise the 
difference between right and wrong readily 
apply this understanding in their own lives 
and, in so doing, respect the civil and 
criminal law of England 

    Yes 

October 2016 – lessons, 
assemblies and time spent 
with eg the Pastoral team 
support this. 

 develops an understanding of the 
consequences of their behaviour and 
actions and that of others 

    Yes 

October 2016 – x 3 full time 
members of the pastoral 
team that support teachers 
in helping children 
understand consequences. 
Use of the internal exclusion 
system to teach children 
about choices. 

 Gives pupils an interest in investigating 
and offering reasoned views about moral 
and ethical issues, and being able to 
understand and appreciate the viewpoints 
of others on these issues  

    Yes 

October 2016 – teachers 
use eg Newsround in class 
and in assembly to evoke 
discussion and debate. 
Argument genre allows for 
this also. 

 enables pupils to use of a range of social 
skills in different contexts, including 
working and socialising with pupils from 
different religious, ethnic and socio-
economic backgrounds  

    Yes 18.8.15 we have 

attempted many joint trips. 
We have had joint theatre 
company visits and maths 
sessions. 
October 2016 -  we do need 
to remind staff to try and 
facilitate this as our school is 
majority white British. 

 encourages pupils to have a willingness to 
participate in a variety of communities  and 
social settings, including by volunteering, 
cooperating well with others and being 
able to resolve conflicts effectively  

   
This is an 
area we need 
to work on. 
Jan review – 
this continues 
to be an area to 
work on. 
24.1.16 

 Yes 

October 2016 – a tricky one 
to evidence. We are a 
community school and invite 
the community into school 
very regularly including 
parent/grandparent lunches 
and OAP fortnightly lunches. 

 teaches acceptance and engagement with 
the fundamental British values of 
democracy, the rule of law, individual 
liberty and mutual respect and tolerance of 
those with different faiths and beliefs; the 
pupils develop and demonstrate skills and 
attitudes that will allow them to participate 
fully in and contribute positively to life in 
modern Britain 

   
 

 Yes We have recently 

done a lot of work on this 
area – see PD day 
September 2015 and SMSC 
file. 
October 2016 – vision 
statement, assemblies, 
lessons linked to SMSC 
maps. 

 develops an understanding and 
appreciation of the wide range of cultural 
influences that have  shaped their own 
heritage and that of others  

   
 

 18.8.15 Yes our locality 

lends itself to studying 
heritage and cultural 
influence – see curriculum 
maps. 
October 2016 – this is 
ongoing. Visit to Parliament 
for year 5 supports this. 
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 develops an understanding and 
appreciation of the range of different 
cultures within school and further afield as 
an essential element of their preparation 
for life in modern Britain  

   
 

 Yes 18.8.15 

See display showing the 
audit carried out within our 
school. 
October 2016 – see 
curriculum maps and cultural 
displays as examples of this. 

 provides knowledge of Britain's democratic 
parliamentary system and its central role in 
shaping our history and values, and in 
continuing to develop Britain  

   
 

 Yes – this has now been 

planned in see SMSC file 
and planning matrix. 
October 2016 – year 5 trip to 
parliament – annual.  

 encourages a willingness to participate in 
and respond positively to artistic, sporting 
and cultural opportunities  

    Yes 

October 2016 – we 
celebrate other cultural 
festivals, we enter as many 
events as we can. 

 fosters an interest in exploring, improving 
understanding of and showing respect for 
different faiths and cultural diversity, and 
the extent to which they understand, 
accept, respect and celebrate diversity, as 
shown by their tolerance and attitudes 
towards different religious, ethnic and 
socio-economic groups in the local, 
national and global communities  

   This is an 

area we need 
to work on. 

Jan 2016 review - SMSC 
survey shows that we are 
Makin good progress in this 
area. See SMSC file. 
24.1.16 

October 2016 – staff 
meeting October 2016 held 
at Multicultural development 
centre (annual) where we 
launched need for all 
children to visit a place of 
worship every year linked to 
their RE topics. 

 gives opportunities for pupils to work with 
safeguarding professionals such as 
NSPCC and specialist theatre groups etc. 

    Yes we had 2 theatre 

groups summer term to 
support cyber bullying and 
sexting themes. Also a visit 
from the NSPCC 
(assembly). 
October 2016 – Saltmine 
theatre group with more 
planned later in the year. 

 provides a forum for pupils to  play an 
active role within the school to keep 
themselves and other pupils safe 

    Yes WE have a 

Safeguarding Champion 
team currently 2 Year 6 
pupils. They attend H&S 
meetings with Governors. 
October 2016 – 2 new 
Safeguarding champions in 
place and already attended 
2 committee meetings and 
led and assembly. 

 Advice and support is offered to parents as 
part of the curriculum offer; such as E-
Safety(Digital Literacy) workshops, 
updating of the anti-bullying policy, 
guidance on when relationships and sex 
education, homophobia etc. is taught 

    Yes 

October 2016 – information 
is sent to parents e.g. paper 
copy of grooming 
information and help line 
and domestic violence 
support email.  
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Part Three – Guidance Notes and Examples of Evidence 
 
Below are some examples, which may be useful when thinking about how to 
evidence the ways in which your organisation complies with the requirements 
of s.11.  They are intended as a guide only and are not an exhaustive list. 
 
The s.11 toolkit is a supportive process allowing each agency to identify the 
standards that they meet and those where further actions are needed.  If, 
when completing the toolkit, you identify areas where your organisation is not 
complying fully with the requirements of s.11, describe how this will be 
addressed in the action plan section. 
 
Possible questions for providers 
 

 What is your relationship with the LSCB? 

 What are they doing about Child Sexual Exploitation (CSE)? 

 What are they doing about bullying? 

 What are they doing about E safety? 

 What are they doing about Extremism and Radicalisation? 

 What are they doing about Female Genital Mutilation (FGM)? 

 And how has this affected you? 

 Have you accessed suitable training from the LSCB and what impact 
do you thinks its had? 

 How do you access the LSCB child protection and safeguarding 
policies and procedures? 

 Have you had any contact with the LADO? If so, what and with what 
outcome? 

 

Evidence  Rating 

       

Safeguarding 
Children 

The work carried out 
recently has allowed us 
to develop a much 
more robust offer 
around the teaching of 
Fundamental British 
values. 

    Yes 

October 2016 – work now 
evident in the nursery 
setting.  

Actions 
Required 

Supporting children in 
teaching about different 
faiths and cultural 
diversity is more of a 
challenge to us as we 
are majority white 
British catchment. It is 
important that we don’t 
offer a tokenistic 
approach. 

    Yes 

October 2016 – last 
discussed at the staff 
meeting held at MDT 
October 2016. 
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Examples of evidence that can be used to demonstrate compliance with 
the requirements of s.11 
 
1. Senior managers take leadership responsibility for Safeguarding Children 
and Vulnerable adults. Safeguarding is embedded within organisations.  
Evidence: 

 Name / details of the board level lead for safeguarding children 

 Description of processes used to disseminate safeguarding updates 
(newsletter, email, intranet, refresher training events etc) 

 Describe process by which employees are enabled to understand their 
role in safeguarding children (e.g. in job description, in safeguarding 
children policy, use of Designated Safeguarding Lead Workbooks 
(Senior Management and Governors) or via line management 
supervision, by individual responsibility in attending bespoke training 
and covering knowledge, skill base gaps) 

 Detail organisation’s attendance, if any, at TWSCB, sub groups and 
contribution to TWSCB priorities  

 Information on any internal meetings which have safeguarding issues 
included on the agenda for discussion. 

 
 

2) Organisations have policies in place to support effective working 
Evidence: 

 Safeguarding children policies are in place. Details on the date of the 
last review.  Details on how staff are able to access these policies 

 Details of whistle-blowing /Speak Up policies 

 Information on procedures used to respond to allegations against staff  
 

3) Recruitment of Staff and Volunteers 
Evidence: 

 Details of safer recruitment policy / practices 

 Details of Disclosure and Barring Policy and any referrals made. 
 
4) Training and Development  
Evidence:  

 Outline of the induction process and training for new starters; 
information on the content of induction training and that it meets all the 
requirements. 

  Information on how staff training is recorded 

 Details of training available for staff, including multi agency training; 
details of training pathways. 

 There is guidance regarding individual or group supervision; evidence 
that senior managers monitor supervision. 

 Use of Designated Safeguarding Lead Workbooks 
 

5) Effective Practice – how workers engage children and their families 
Evidence: 

 How the organisation monitors incidents, concerns and referrals 
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 Policies used to support inter agency working; where these are located 
and steps taken ensure staff are aware of and working to these 
policies 

 Staff working with children and families attend meetings / panels in 
relation to individual children (for example contact with Family 
Connect, Core Groups, Child Protection Conferences, Strategy 
Meetings, Team Around the Child/Family meetings, MAPPA meetings 
etc) 

 Ways in which service users are involved in providing feedback and 
can contribute to the development of plans 

 How complaints are monitored 

 Work that has taken place to ensure services are responsive to local 
demographic changes. 

 
6) Contracting with other organisations 
Evidence: 

 Details of processes in place to ensure that any services which are 
commissioned are also s.11 compliant 
 

7) Sharing and storing information 

 Details of the guidance used in the organisation  

 How guidance and training, on information sharing, is made available 
to staff (both on induction and for existing staff).  

. 8) Learning from Reviews 

 Details of reviews, if any, which the organisation has participated in 

 How learning is shared throughout the organisation 
 

Example 

1. Senior Managers take leadership responsibility for Safeguarding 
Children. Safeguarding is embedded within organisations 

 

Rationale- organisations should have in place arrangements which reflect the 
importance of safeguarding and promoting the welfare of children 

 There is a Governing Body level lead for safeguarding. The lead takes 
overall responsibility for the organisation’s safeguarding arrangements.   

 There is a clear accountability framework which enables all staff to 
understand their  role in safeguarding children (e.g. through training 
and support / supervision from managers) 

 The organisation is represented at TWSCB and sub groups where 
appropriate. 

 There are identified processes for disseminating safeguarding updates 
(national and local) back in your organisation. 

 Safeguarding issues are routinely discussed at relevant internal 
meetings. 

 

Evidence Rating 

Safeguarding 
Children 
 

 Chief Executive is safeguarding lead 
and sits on SSCB 

 

☐ 

 

☐ 

 

☒ 
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  Individual responsibilities for 
safeguarding are detailed in the 
Safeguarding Policy and job 
descriptions.  

   

  Safeguarding updates are made 
available on the intranet and in staff 
newsletters. Also information is sent via 
email to managers for them to 
disseminate among team members 

   

Actions 
Required 
 

 Formalise the arrangements for discussing 
safeguarding issues at internal meetings. We will do 
this by identifying meetings where safeguarding 
should become a standing agenda item. 

 
 



During the Investigation you will be:
•	 given	information	on	progress	to	date,	and
•	 told	whether	further	investigations	will	be	made,	and	if	not,	the	

reasons	why.

What other contact will there be with me?
The	amount	of	contact	between	the	officer(s)	considering	
the	issues	and	you	will	depend	on	the	nature	of	the	matters	
raised,	the	potential	difficulties	involved	and	the	clarity	of	the	
information	you	provide.	If	necessary,	you	will	be	asked	for	further	
information.	This	will	be	done	discreetly.	You	have	the	right	to	
be	accompanied	by	a	Trade	Union	or	other	representative	at	any	
meeting.	The	meeting	can	be	off	site	if	you	prefer.

How will the Council support me?
The	Council	will	take	steps	to	minimise	any	difficulties	which	
you	may	experience	as	a	result	of	raising	a	concern	and	provide	
any	appropriate	support	including	the	Council’s	confidential	
Counselling	Service.		

How will I know the outcome?
The	Council	understands	that	you	need	to	be	assured	that	the	
matter	has	been	properly	dealt	with.	Unless	there	is	a	legal	reason	
why	it	can’t	be	done,	you	will	receive	information	about	the	
outcomes	of	investigations	and	any	changes	to	procedures	that	
have	been	made.

What if I fear harassment or victimisation? How will I be 
protected?
The	decision	to	report	a	concern	can	be	a	difficult	one	to	make,	not	
least	because	of	the	fear	of	reprisal	from	those	responsible	for	the	
malpractice.	The	Council	will	not	tolerate	harassment	or	victimisation	
as	outlined	in	its	“Dignity	at	Work	Policy”	and	will	take	action	to	
protect	you	when	you	raise	a	concern	in	the	public	interest.

What if I change my mind?
You	may	withdraw	from	the	process	at	any	stage,	although	your	
involvement	may	still	be	required	in	certain	circumstances	such	
as	ongoing	disciplinary	or	legal	proceedings.		If	you	do	wish	to	
withdraw	you	or	your	representative	must	inform	the	person	with	
whom	you	raised	the	initial	concern	and	the	investigating	officer.		
You	will	be	requested	to	provide	a	reason/(s)	for	your	withdrawal.

How can I be assured of confidentiality?
The	Council	will	endeavour	to	maintain	confidentiality	where	
possible,	but	this	cannot	be	guaranteed.	Depending	on	the	
nature	of	the	concern	in	order	to	undertake	a	proper	investigation	
confidential	information	may	have	to	be	shared	with	a	third	party,	
including	the	party	or	parties’	subject	of	the	concern.	You	will	be	
informed	if	this	is	necessary.

What if my concern is unfounded?
If	you	raise	an	issue	in	the	public	interest,	but	it	is	not	confirmed	
by	the	investigation,	no	action	will	be	taken	against	you.	If,	
however,	you	make	malicious	allegations,	disciplinary	action	may	
be	taken	against	employees	and	members	will	be	referred	to	the	
Monitoring	Officer	and	will	be	dealt	with	under	the	appropriate	
procedures.

What if a concern is raised about me?
You	will	be	informed	of	the	concern	following	initial	investigations	
if	it	is	considered	that	there	is	an	issue	to	be	investigated.	You	will	
be	supported	in	an	appropriate	manner	and	will	be	informed	of	
progress.

What if I am not satisfied with the outcome?
This	policy	provides	you	with	an	avenue	to	raise	concerns	within	
the	Council.	The	Council	hopes	you	will	be	satisfied	with	the	
response	to	your	concern.	If	you	are	not	satisfied	you	must	inform	
the	Managing	Director,	with	the	reasons	for	your	dissatisfaction.

Contacts:
•	 Your	Local	Council	Member	(if	you	are	an	employee	and	live	

in	the	area	of	the	Council)	-	if	you	are	not	sure	who	this	is	
contact	Member	Services	on	380110

•	 External	Auditor	-	KPMG	0121 335 2440
•	 Relevant	professional	bodies	or	regulatory	organisations
•	 The	Local	Government	Ombudsman	0300 061 0614							

(www.lgo.org.uk)
•	 The	Health	&	Safety	Executive	www.hse.gov.uk
•	 Your	solicitor
•	 The	Police	08457 444888
•	 Public	Concern	at	Work	0207 404 6609	(www.pcaw.co.uk)
•	 Trade	Union/Professional	Association	–	details	are	available	

from	People	Services.

Copies	of	the	full	Speak	Up	Policy	can	be	found	on	the	Intranet	
under	Internal	Audit,	Whistleblowing.

Speak Up Hotline
01952 383115

January	2014	Edition

Speak
Up

A guide to the 
Speak Up Policy



Speak Up
What is the policy about?
The	Policy	is	intended	to	encourage	you	as	an	employee,	
elected	member,	volunteer,	school	governor,	partner,	supplier	or	
contractor	to	raise	issues	that	are	of	serious	concern	within	the	
Council.	The	Council	needs	you	to	speak	up	rather	than	ignoring	
something	that	may	require	action.	The	policy	aims	to:
•	 encourage	you	to	feel	confident	in	raising	concerns	and	to	

question	and	act	upon	concerns	about	malpractice;
•	 encourage	you	to	raise	these	concerns	as	soon	as	they	arise	

so	that	appropriate	action	can	be	taken;
•	 provide	avenues	for	you	to	raise	those	concerns	within	the	

Council	and	receive	feedback	on	any	action	taken;
•	 allow	you	to	take	the	matter	further	if	you	are	dissatisfied	with	

the	Council’s	response;	and
•	 reassure	you	that	we	will	take	action	to	protect	you	from	

reprisals	or	victimisation	for	speaking	up	in	the	public	interest.

What if my concern is about my employment?
The	Council’s	grievance	procedure	is	in	place	to	enable	
employees	to	lodge	a	grievance	relating	to	their	employment.

What types of concern does the Speak Up Policy cover?
A	concern	may	be	something	that	you	think
•	 is	unlawful;
•	 is	against	the	Council’s	Constitution,	Standing	Orders,	

Financial	Regulations	and	policies;
•	 is	improper	use	of	public	funds;
•	 is	below	the	established	standards	or	values	of	the	Council;
•	 amounts	to	improper	conduct.

Examples of concerns include:
•	 possible	fraud	and	corruption,
•		 theft,
•		 dangerous	procedures	risking	health	and	safety,
•		 abuse	of	clients/pupils,
•		 evasion	of	statutory	responsibilities,
•		 damage	to	the	environment,
•		 discriminatory	behaviour,
•		 other	perceived	unethical	conduct.

The	overriding	principle	should	be	that	it	would	be	in	the	public	
interest	for	the	practice	to	be	corrected	and,	if	appropriate,	
sanctions	applied.

How do I raise a concern?
If you are an employee, volunteer or partner you may raise the
matter with:
•	 your	supervisor	or	Service	Delivery	Manager/appropriate	

member	of	the	Senior	Management	team,
•	 your	Head	of	Establishment/Headteacher,
•	 the	Audit	&	Information	Governance	(IG)	Manager,
•	 the	Council’s	Monitoring	Officer	(Assistant	Director	–	Law,	

Democracy	&	People	Services),
•	 a	Trade	Union	Representative

What if my concern involves my line manager?
If	your	concern	is	connected	with	your	direct	line	manager/
supervisor	then	your	People	Services	Officer	will	provide	
confidential	advice	on	who	best	to	contact.

If you are a school governor you may raise the matter with:
•	 the	Director	of	Children	and	Family	Services,	Assistant	

Director:	Education	&	Corporate	Parenting,	the	Audit	&	IG	
Manager	or	the	Monitoring	Officer.

If you are a supplier or contractor you may raise the matter with:
•	 the	Strategic	Procurement	Manager,
•	 the	Council’s	Monitoring	Officer,	or
•	 the	Audit	&	IG	Manager

If you are an elected member you may raise the matter with:
•	 the	Council’s	Monitoring	Officer

Does the concern have to be in writing?
Concerns	are	better	in	writing	(written	or	email).	You	should	set	
out	the	background	and	history	of	the	concern	giving	names,	
dates	and	places	where	possible,	and	the	reason	why	you	are	
particularly	concerned	about	the	situation.

What if I do not feel able to put the concern in writing?
If	you	do	not	feel	able	to	put	your	concern	in	writing,	you	can	
telephone	or	meet	with	the	appropriate	officer	as	specified	above.	
Alternatively	you	can	leave	a	message	on	the	24	hour	Audit	
Services	answer	phone	number	01952 383115.	This	service	is	
secure	and	you	do	not	have	to	give	your	name	if	you	do	not	want	
to,	although	it	is	helpful	if	you	do	so	as	further	information	may	be	
needed.

The	earlier	you	express	the	concern	and	the	more	detail	you	
provide,	the	easier	it	will	be	to	take	action.	At	this	stage	you	
are	not	expected	to	prove	the	allegation	but	you	will	need	to	

demonstrate	to	the	person	contacted	that	there	are	sufficient	
grounds	for	your	concern.
	
Can I remain anonymous?
This	policy	encourages	you	to	put	your	name	to	your	concerns.	
Anonymous	allegations	will	be	considered	and	action	taken	
where	appropriate.	However	it	is	much	more	difficult	to	properly	
investigate	matters	raised	anonymously.		The	Speak	Up	Policy	is	
designed	to	protect	those	raising	genuinely	held	concerns	and	
the	policy	encourages	them	to	identify	themselves.		Feedback	
relating	to	an	investigation	based	on	an	issue	raised	anonymously	
is	not	possible	as	no	contact	details	are	known.	Factors	taken	
into	account	when	establishing	the	scope	of	an	anonymous	
investigation	include:
•	 the	seriousness	of	the	issues	raised;
•	 the	credibility	of	the	concern;
•	 the	likelihood	of	confirming	the	allegation	in	a	satisfactory	

manner.

Can I ask someone else to raise the concern on my behalf?
YES.	You	may	ask	your	Trade	Union	or	other	representative	to	
raise	a	matter	on	your	behalf.

What will happen if I raise a concern?
This	will	depend	on	what	it	is.	The	matters	raised	maybe:
•	 investigated	internally	by	an	appropriately	skilled	and	

experienced	officer,	knowledgeable	in	the	area	concerned;
•	 referred	to	the	Police;
•	 referred	to	the	External	Auditor	or	the	Local	Government	

Ombudsman

To	protect	individuals	and	the	Council,	initial	enquiries	will	always	
be	made	to	decide	whether	an	investigation	is	appropriate	and,	if	
so,	what	form	it	should	take.

Concerns	or	allegations	that	fall	within	the	scope	of	specific	
procedures	(for	example,	child	protection,	discrimination	issues	or	
other	specific	protocols)	will	normally	be	referred	for	consideration	
under	those	procedures.	Some	concerns	may	be	resolved	by	
agreed	action	without	the	need	for	investigation.

What is the procedure if I raise a concern?
Within	ten	working	days	of	a	concern	being	received	the	person	
you	raised	the	concern	with	will	write	to	you:
•	 acknowledging	the	concern	has	been	received;
•	 indicating	how	it	is	proposed	to	deal	with	the	matter;
•	 giving	an	estimate	of	how	long	it	may	take	to	complete	the	

investigation;	and
•	 if	the	matter	is	not	to	be	investigated,	the	reason	why.



Appendix 10- Injury Form 
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Confidentiality Policy 
With accompanying confidentiality statement to be signed by all staff/visitors including Governors 

September 2016 
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Aim 
 

To protect the child at all times and to give all staff involved clear, unambiguous guidance as to 

their legal and professional roles and to ensure good practice throughout the school which is 

understood by pupils, parents/carers and staff. 

 

Rationale 
 

Newdale Primary School & Nursery seeks to put the child at the heart of the learning process 

and to provide a safe and secure learning environment. It is committed to developing creative 

and positive ways for the child’s voice to be heard whilst recognising the responsibility to use, 

hold and safeguard information received. 

 

Sharing information unnecessarily is an erosion of trust. The school is mindful that it is placed 

in a position of trust by all stakeholders and there is a general expectation that a professional 

approach will be used in all matters of confidentiality. 

 

Objectives 

 
1.  To provide consistent messages in school about handling information about children once 

it has been received. 

 

2.  To foster an ethos of trust within the school. 

 

3.  To ensure that staff, including Governors, parents and pupils are aware of the school’s 

confidentiality policy and procedures. 

 

4.  To reassure pupils that their best interests will be maintained. 

 

5.  To encourage children to talk to their parents and carers. 

 

6.  To ensure that pupils and parents/carers know that school staff cannot offer 

unconditional confidentiality. 

 

7.  To ensure that there is equality of provision and access for all including rigorous 

monitoring of cultural, gender and special educational needs. 

 

8.  To ensure that if there are child protection issues then the correct procedure is 

followed. 
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9.  To ensure that confidentiality is a whole school issue and that in lessons ground rules are 

set for the protection of all. 

 

10.  To understand that health professionals are bound by different code of conduct. 

 

11.      To ensure that parents with parental responsibility have a right of access to any records 

the school may hold on their child but not to any other child that they do not have 

parental responsibility for. (Parents request records through the Headteacher in writing) 

 

 

Guidelines 

 
1.  All information about individual children is private and should only be shared with those 

staff that have a need to know. 

 

2.  All social services, medical and personal information about a child should be held in a safe 

and secure place which cannot be accessed by individuals other than school staff. 

 

3.  The school continues to actively promotes a positive ethos and respect for the individual 
 

a) The school has appointed a 5 designated staff for child protection who receives  

 regular training. 
 

b) There is clear guidance for the handling of child protection incidents. And all staff   

 have regular training on child protection issues – ‘Raising Awareness’. 

 

c) There is clear guidance for procedures if a member of staff is accused of abuse. 

 

c) Staff are aware that effective sex and relationship education which brings an   

understanding of what is and is not acceptable in a relationship, can lead to disclosure 

of a child protection issue. 

 

d) Staff are aware of the need to handle all issues about different types of families in a   

sensitive manner. 

 

e) Any intolerance about gender, faith, race, culture or sexuality is unacceptable and  

should follow the schools discipline policy. 

 

g) Information collected for one purpose should not be used for another. 
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4.  Parents/carers and children need to be aware that the school cannot guarantee total 

confidentiality and the school has a duty to report child protection issues. 

 

5.  The school prides itself on good communication with parents and carers and staff are 

always available to talk to both children and parents/carers about issues that are causing 

concern. The school encourages children to talk to parents/carers about issues causing 

them concern and may in some cases support the children to talk to their parents. The 

school would share with parents any child protection disclosure before going on to inform 

the correct authorities unless discussion with parents will be deemed to put the child at 

further risk. 

 

6.  Parents/carers and children should feel reassured that in exceptional circumstances  

          confidentiality will be broken. 

 

7.  All children have a right to the same level of confidentiality irrespective of gender, race, 

religion, medical concerns and special educational needs. A lot of data is generated in 

schools by these categories but individual children should not be able to be identified. 

 

8.  The school has appointed 5 members of staff as Child Protection Officers. Child 

protection procedures are understood by staff and training is undertaken regularly for 

all staff. 

 

9.  Confidentiality is a whole school issue. Clear ground rules must be set for any classroom 

work such as circle time and other PHSE/SMSC session dealing with sensitive issues such 

as sex and relationship and drugs. Strategies are in place and all children are aware of 

them for dealing with sensitive information which may fall outside the boundaries of child 

protection procedures. School needs to be proactive so children feel supported but 

information is not unnecessarily revealed in a public arena. 

Even when sensitive information appears to be widely known it should not be assumed by 

those immediately involved that it is appropriate to discuss or share this information 

further. 

 

10.  Health professionals have their own code of practice dealing with confidentiality. Staff  

          should be aware of children with medical needs and the class information sheet should be 

          accessible to staff who need that information but not on general view to other   

          parents/carers and children. 

 

11.  Photographs of children should not be used without parents/carers permission especially 

in the press and internet. This is often a cultural issue that the school needs to be aware. 

At no time should the child’s name be used with a photograph so that they can be 

identified. Children’s photograph should not be used in a medical room identifying their 



5 
 

medical need without consent from parents. The school gives clear guidance to parents 

about the use of cameras and videos during public school events. 

 

12.  Information about children will be shared with parents but only about their child. Parents 

should not have access to any other child’s books, marks and progress grades at any time 

especially at parents evening. However parents should be aware that information about 

their child will be shared with the receiving school when they change school. 

All personal information about children including social services records should be 

regarded as confidential. It should be clearly understood by those who have access to it, 

and whether those concerned have access to all, or only some of the information. 

 

Information regarding health reports such as speech therapy, medical reports, 

SEND reports, SEND minutes of meetings and social services minutes of 

meetings and reports will be circulated in envelopes and once read should be returned for 

secure filing. 

 

Logs of administration of medication to children should be kept secure and each child 

should have their own individual log. 

In all other notes, briefing sheets etc a child should not be able to be identified. 

Addresses and telephone numbers of parents and children will not be passed on except in 

exceptional circumstances or to a receiving school. 

 

13.  Governors need to be mindful that from time to time issues are discussed or brought to 

their attention about staff and children. All such papers should be marked as 

confidential. 

These confidential papers should be handed back in at the meeting or destroyed. 

Governors must observe complete confidentiality when asked to do so by the governing 

body, especially in relation to matters concerning individual staff, pupils or parents. 

Although decisions reached at governors' meetings are normally made public through the 

minutes or otherwise, the discussions on which decisions are based should be regarded as 

confidential. Governors should exercise the highest degree of prudence when discussion 

of potentially contentious issues arises outside the governing body. 

 

14.      Staff are aware of their duty of care and confidentiality out of school and if they cease  

          employment at the school. 

 

 

Monitoring and Evaluation 

 

1.  The policy will be reviewed as part of the schools monitoring cycle. 
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2. The PHSE/SMSC scheme of work, RSE policy and Drug Policy will enable identified 

opportunities to deliver aspects of this policy in specified year groups. 

 

3.  The Head teacher has responsibility for monitoring this policy and ensures that all staff 

sign a confidentiality statement if they join the staff team. 

 

Conclusion 

 

Newdale Primary School & Nursery along with its Governors have a duty of care and 

responsibility towards pupils, parents/carers and staff. It also needs to work with a range of 

outside agencies and share information on a professional basis. The care and safety of the 

individual is the key issue behind this document. 

 
Reviewed: September 2016 

Next review: September 2017 

R Cook  
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Newdale Primary School & Nursery & Out of School Club Statement of Confidentiality  
(including disclosure of convictions and medication use). 

2016 - 2017 
Please note that the word ‘staff’ in the statement includes Governors 

 

Newdale Primary School & Nursery & After school club seeks to put the child at the heart of the learning process 

and to provide a safe and secure learning environment.  

 

We are committed to developing creative and positive ways for the child’s voice to be heard whilst recognising the 

responsibility to use, hold and safeguard information received. 

 

Sharing information unnecessarily is an erosion of trust. The school is mindful that it is placed in a position of trust 

by all staff and there is a general expectation that a professional approach will be used in all matters of 

confidentiality. Sensitive information is shared on a ‘need to know’ basis.  Many staff are trained in data 

protection rules and regulations. If you are in any doubt please ask the Headteacher or Deputy Headteacher for 

advice. 

 

Staff are expected to disclose any convictions, cautions, court orders, reprimands and warnings which may affect 

their suitability to work with children (whether received before or during their employment at the setting).  

 

Staff are expected to disclose if any one who lives with them has any convictions, cautions, court orders, 

reprimands that disqualifies them working with children. 

 

Staff must not be under the influence of alcohol or any other substance which may affect their ability to care for 

children. If staff are taking medication which may affect their ability to care for children, they should seek 

medical advice.  

 

Newdale Primary School, Nursery and Out of School club ensures that those practitioners only work directly with 

children if medical advice confirms that the medication is unlikely to impair that staff member’s ability to look 

after children properly. Staff medication on the premises must be securely stored, and out of reach of children, 

at all times.  

 

September 2016 

 

 

Signed -------------------------------------- 

 

Role ---------------------------------------- 

 

Date --------------------------------------- 

 

 



 

Appendix 12 

Governors Child Protection Statement 

The Head teacher and Governors are committed to working together to create and 

maintain a safe learning environment for the children and young people attending 

Newdale Primary School and Nursery. Governors ensure that clear arrangements are in 

place to encourage, facilitate and support the reporting of child welfare concerns 

including instances where children are missing from school. All Governors agree that 

the safety, welfare and protection of every child is paramount and any delay in reporting 

concerns is unacceptable. As Governors we adhere to this principle and the child 

protection procedures established by the Telford and Wrekin Safeguarding Children 

Board (TWSCB) and the underlying principles of the Local Authority and its work. We 

ensure that all staff work appropriately with each child, their family and other agencies to 

protect in all cases, the welfare of the children. Furthermore we work in partnership and 

fulfill the ethos and abide by the principles of the thresholds produced by Telford and 

Wrekin Council within the Family Connect Model ‘The Child’s Journey in Telford and 

Wrekin’. Governors ensure that all appointments to staff positions and other roles within 

the school community are made following the safer recruitment guidance within the 

document ‘Keeping Children Safe in Education’. All governors have read this document 

and have themselves been subject to an enhanced ‘Disqualifying and Barring Service’ 

process alongside fulfilling ‘Disqualification by Association’ procedures. Governors 

regularly check the single central record of recruitment and vetting checks covering all 

staff and others identified by the school as having regular contact with children, in line 

with Ofsted requirements. 

Governors continually seek pupils and parents views on their safety and wellbeing and 

any concerns are immediately followed up.  

The Health and Safety Committee support and challenge and hold the Head teacher to 

account, ensuring appropriate safeguarding policies are adopted, monitored and 

evaluated. Their meetings and minutes are fed back to the Full Governing Body. 

Governors feel very well informed and are confident that everything possible is done in 

the school to keep children safe. 
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Introduction 

 

Purpose of the document 

The purpose of this document is to describe the processes involved in working with Children 

and Young People in Telford & Wrekin who have gone missing. This document should be 

used as the overall Framework for undertaking this work. This document will outline the 

processes from the initial police Missing/Found Notifications to the Return interview and 

proposals for further intervention.  

 

Background 

This is a statutory requirement for Telford & Wrekin and will be monitored by the Local 

Safeguarding Children Board (LSCB) along with any proposed actions as identified by the 

LSCB Sub Group for Missing Children. The chief officers in attendance at the LSCB will be 

accountable for ensuring that the procedures are agreed and undertaken as identified. This 

document is local guidance based upon the West Mercia Joint Protocol for Missing Children 

2011. 

 

Objectives 

For all Children’s Services staff to be clear about their own responsibilities regarding 

missing children. 

To enable a process of intervention, recording and monitoring. 

To enable reporting, to ensure that we meet the statutory requirement of holding a Return 

Interview within 72 hours of the missing episode. 

To identify, as early as possible, those young people and families who are in need of 

services following a Return Interview. 

To identify a Pathway into Telford and Wrekin Children Services for all Families identified as 

being “in need” following a return Interview. 

To hold agencies, teams and staff to account when working in partnership within this 

process. 
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Missing Children Procedures in Telford & 
Wrekin 

This document should be read alongside the West Mercia Joint Protocol for Missing 

Children & Young People as agreed by all 4 West Mercia Authorities.  

 
This document details internal procedures for Telford & Wrekin staff and explains how 

young people who go missing are to be dealt with through their journey, of going missing, 

returning and the local authority’s response to these missing episodes. 

 

Definitions. 

The following definitions apply to this process and relate to children and young people under 

18 years of age who go or have gone missing. The definition of running away is taken from 

the DCSF Statutory Guidance report 2008 and includes reference to children and young 

people who self-define running away as being forced to leave because, for example, they 

do not believe they have any alternative. 

 

 Missing person – (Association of Chief Police Officers Definition): a missing person 

is anyone whose whereabouts are unknown, whatever the circumstances of 

disappearance. He or she will be considered missing until located and his or her 

wellbeing, or otherwise established. 

 

 Unauthorised Absence – (Association of Chief Police Officers Definition): absent for 

a short period of time and after a careful and thorough risk assessment the absence 

does not raise concern for their immediate safety or that of the public. In accordance 

with the ACPO Manual of Guidance 2005 this period of absence should not exceed 6 

hours. This classification only applies to children Looked after. 

 

 Absconded – When a child or young person has gone missing who is subject to an 

order or requirement resulting from the criminal justice process (e.g remands, 

curfews, tagging, conditions of residence, ASBO’s). A child or young person in this 

category must be reported to the police without delay. 
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Relevant young people: 
 

 Young people placed in care by Telford & Wrekin who remain within Telford & 

Wrekin. 

 Young people, who live within Telford & Wrekin but reside with family, live 

independently or are care leavers. 

 
Missing persons falling outside of this process include: 
 

 Young people placed within Telford and Wrekin by another local authority. 
 

In these circumstances the home authority Social Worker will be notified of this 

missing episode and it is then their responsibility to follow their own authority’s 

procedures for Missing Children. In some circumstances the home authority may ask 

for assistance to undertake this Return Interview and these requests will be managed 

on a case by case basis. The relevant external authority Social Worker will be 

notified by letter informing them of the Missing episode and their responsibilities 

within this. (See Appendix 7 for External Authority Notification Letter.) 

 

 Young people placed outside of the Telford and Wrekin area by Telford and 
Wrekin. 
 

In these situations T&W authority will have agreed and identified the relevant process 

for missing episodes in whatever authority and whichever establishment the T&W 

young person resides. The relevant Social Worker will then need to expedite a 

Return Interview within 72 hours or agree with the host authority and establishment 

how this will be achieved. 
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MISSING CHILDREN PROCESS 
 

In Telford & Wrekin when a Young Person is reported as missing from home or local 

authority care, the police will complete a “Missing Notification” and then a subsequent 

“Found Notification”. 

These completed “notifications” then get emailed to FAMILY CONNECT, 

Familyconnect@telford.gov.uk  (See appendix 1 and 2) for Notification examples. 

 
Once these Notifications have been received in Family Connect they will be dealt with as 

follows: 

 If the child is open to a Telford and Wrekin Social Worker this notification will be 

forwarded to ChildProtection@telford.gov.uk  in order for this to be recorded onto 

Protocol. It will also be forwarded to the relevant social worker and their manager for 

them to follow the procedures laid out in this document. 

 

 If the child is open to Children and Family Locality Services (CAFLS) the notification 

will be sent to the relevant worker and their manager for them to follow the 

procedures. 

 

 If after investigation by Family Connect, of all relevant systems, the young person is 

not known to the local authority, they are assessed by the attending Triage staff to 

ascertain the most appropriate way forward for this individual episode. 

 

 If the child is placed within T&W by another authority this Notification will get emailed 

to Amy Knight amy.knight@telford.gov.uk Business Support Officer to record as 

external LAC. This Notification will also be emailed to Steve Hosking 

steve.hosking@telford.gov.uk  in order for the external authority to be informed. 

 

 
 

 

 

 

 

 

 

 

mailto:Familyconnect@telford.gov.uk
mailto:ChildProtection@telford.gov.uk
mailto:amy.knight@telford.gov.uk
mailto:steve.hosking@telford.gov.uk
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The West Mercia Joint Protocol for Missing Children has adopted the Children’s 

Society criteria for return interviews so this has also been applied in terms of a 

threshold for young people missing in Telford & Wrekin. The missing for 24hrs will 

not be applied at this stage. 

 
The relevant criteria are that: 

 The child has been missing on 2 or more occasions  

 The child has engaged or is believed to have engaged in criminal activities  

 The child has been hurt or harmed whilst they have been missing or this is believed  

 The child has mental health issues  

 The child lives in a household where there are mental health, child protection, 

domestic abuse and/or substance misuse issues  

 The child is at risk of or thought to be at risk of sexual exploitation  

 The child has had contact with persons posing a risk to children, including 

boyfriends/girlfriends/partners that are more than two years older than the young 

person.  

(See appendix 3) 

 

If the child is open to a Telford and Wrekin Social Worker then “The Pathway for missing 

children who are known” should be followed. (See Appendix 4+5)  

 
And 
 
If the child is not open then “The Pathway for missing children who are not known” 

should be followed. (See Appendix 6+7)  

 
The initial outcomes of the information gathering and assessment process in Family 
Connect could be: 

 
 If this is the first missing episode for this young person an “Initial missing letter” 

should normally be sent by Family Connect. (Appendix 8) 

 

 If after assessing all of the gathered information the concerns are such that it is felt 

necessary to visit on this first missing episode then it is necessary to follow the return 

interview Pathway. (See Children Society Criteria for relevant concerns.) 
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 If this is the second or more episodes of going missing then the relevant Pathway 

depending on the number of missing episodes should to be followed. 

 
Depending upon the agreed Pathway/process the Family Connect Advisor will enter onto 

CRM that an outcome has been made i.e. passed to another team/worker.  

 
 
 

If the young person or family is open to Social care  

The Family Connect Advisor will email the Notifications to ChildProtection@telford.gov.uk 

the relevant Social Worker and cc their Team Manager. This is in order for the notifications 

to be recorded on Protocol, the case to be dealt with by the Social Worker, and in their 

absence allocated by the Team Manager for another worker to complete the return 

interview, within 72 hours. 

If the Social Worker is unable to complete the return interview within the allotted 72hrs they 

must discuss this with their Team Manager and agree how this can be achieved. This may 

be to allocate this to another team member or to request assistance from another team 

including Children and Family locality Services or Family and Cohesion Services.  

There is a Return Interview template to assist in this process. It is very important that upon 

completion of the Return Interview that confirmation of this is sent to Family Connect in 

order for that particular episode to be closed on CRM. If the worker fails to complete the 

Interview in the allotted 72hrs the worker will receive a reminder via CRM’s automated 

system. A confirmation reply from this email is required in order to prevent continued emails 

from CRM about this Return Interview. The Return interview form then needs to be emailed 

to cohesion.admin@telford.gov.uk  for recording and monitoring purposes. 

 
If the young person or family is open to locality services  

The Family Connect Advisor will email all of the gathered information including Notifications 

to the relevant Case Manager immediately and cc the Group Manager. This is in order for 

the case to be dealt with by the case manager, and in their absence allocated by the Group 

Manager for another worker to complete the return interview, within 72 hours.  If the worker 

is unable to complete the return interview within the allotted 72hrs they must discuss this 

with their Team Manager and agree how this can be achieved. This may be to request 

assistance from other workers or teams including Early Intervention or Family and Cohesion 

Services.  

There is a Return Interview template to assist in this process. It is very important that upon 

completion of the Return Interview that confirmation of this is sent to Family Connect in 

mailto:ChildProtection@telford.gov.uk
mailto:cohesion.admin@telford.gov.uk
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order for that particular episode to be closed on CRM. If the worker fails to complete the 

Interview in the allotted 72hrs the worker will receive a reminder via CRM’s automated 

system. A confirmation reply from this email is required in order to prevent continued emails 

from CRM about this Return Interview. The Return interview form then needs to be emailed 

to cohesion.admin@telford.gov.uk  for recording and monitoring purposes. 

 
If the young person or family is unknown to locality services or closed to social care. 

These cases will be passed by the Family Connect Advisor into the Triage process. 

If it is assessed within Family Connect Triage that a return interview is required the relevant 

Triage manager (Early Intervention or Cohesion) will refer to the relevant Group 

manager/Team Leader for allocation.  

Upon receipt of the notification/information the Group Manager/Team Leader will allocate 

the case to ensure that the parent/carer of the young person is contacted in order to discuss 

with them an opportunity to visit and speak to the young person, and where relevant the 

parent/carer within 72 hours. If the young person is aged 16+ it will need to be decided if 

Parent/carer should be contacted first. 

 

The allocated worker will inform the parent/carer that it is usual for an independent person 

or representative of the local authority to be in contact with every young person who goes 

missing on more than one occasion, upon their return home, in order to ascertain the 

reasons for going missing and to ensure issues of safeguarding are addressed.  

 
The parent/carer may also have received a missing notification letter on a previous occasion 

so may recall that it will say “any future episodes of going missing may result in you being 

contacted by the Local authority and may lead to a return interview being suggested”.  

 
It will also be useful to request the option of seeing the young person at school or other 

education facility if parent/carer is happy with this. Not being at home or in any care setting 

might mean the young person is happier to speak openly to someone acting as an 

independent person. 

 
Before seeing the young person it is likely that the Police will already have carried out a 

Safe and Well check as the young person has returned home. On occasions if the young 

person is a Looked After Child the police will rely on information provided by the carer and 

forego a Safe and well check on this basis. 

 

 

mailto:cohesion.admin@telford.gov.uk
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What is a Police Safe and Well Check 

 
‘A Police Safe and Well Check’ is carried out as soon as possible after the young person 

has returned “home”. Its purpose is to check for any indications that the young person has 

suffered harm, where and with whom they have been, and to give them an opportunity to 

disclose any offending by or against them. 

 

Where a person goes missing frequently, it may not be practicable to see them every time 

they return. In these cases a reasonable decision should be taken with regard to the 

frequency of such checks. This will mainly apply to young people missing from care who are 

likely to have other key people responsible for their welfare to check this. Every effort should 

be made to visit those young people missing from home on every occasion. 

  
If the young person continues to go “Missing” there are more stringent procedures to follow 

by all concerned. These concern Return Interviews and other strategic meetings in order to 

progress the case and to identify appropriate action plans to try and address the level of 

missing episodes. 

It is important to consider that the young person may not always be acting as a result of 

their own choice but may be in an exploitative relationship from which they need protecting 

and understanding. 

(See Appendix 4 onwards). 

 
If the Return Interview is not undertaken. 
 
There will be some cases in which it is felt by the case manager and their line manager that 

a return interview is not required or appropriate for whatever reason. It is very important in 

these cases that both the case manager and manager have a discussion about this and 

confirm that no return interview is going to take place. This needs to be recorded clearly 

along with the reasons for this. If this is the decision of the manager it is important that the 

CRM generated email, reminding of the return interview, is responded to in order to confirm 

this decision and by whom and also to allow CRM to complete the case therefore preventing 

the need to send continued reminders. 
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Children Missing From Education 
Provision 

Children going missing to/from school or during the school day. 
 

This relates to young people going missing on their way to, or going missing from school it 

does not involve young people who are failing to attend for any other reason. 

 
 When a child goes missing on their way to school there should be clear procedures 

in place to follow up on their whereabouts. This should include robust registration 

procedures so that at the earliest opportunity parents/carers can be informed at once 

should their child not turn up at school. The school should have relevant contact 

numbers and be contacting these should registration be completed and a child not be 

in school. Registers should always be up to date and each child’s attendance 

recorded accurately. This includes and is especially important during afternoon 

registration.  

 

 Ensure that there are specific procedures in place for pupils who are deemed to fall 

into the high risk /vulnerable category. 

 

 The school should also have in place robust late reporting systems and follow these 

in accordance with agreed procedures that parents are routinely informed of and can 

have access to should the need arise. This protects the school and the parents. 

 

 If a child goes missing or is not where they should be during the school day  every 

effort should be made to locate them before notifying parents/carers of their being 

missing. This could include school staff and trusted older pupils or hosts at the school 

in appropriate cases. 

 

 The Police would not normally record or investigate reports of absences that are 

clearly truanting incidents. Each case will need to be assessed on its presenting risks 

and /or whether this is out of character for the pupil. 

 

 If a pupil goes missing the school need to identify the appropriate person to contact 

parents/carers and this person will need to agree with the parent who is the most 

appropriate person to be notifying the police to report the pupil as missing. This will 
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usually be the parent, however, if it is felt that concerns related to the home situation 

then the school should also be contacting the police to report the incident. 

 

 All school staff should be aware of these procedures and follow them rigorously to 

ensure the safety of school pupils whilst also enhancing the expectations and 

reputations of the school. 

 

 All pupils should be reported to the police as missing by the end of the school day if 

not located AND the school have been unable to contact the parents/carers. 

 

 If you are not sure if a child should be reported to the police as missing then 

telephone them for advice. 
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Procedural Reference. 

   Police Notifications to Family Connect (FC) 

NO Process WHO Procedure 
1 Missing child 

Notification received 
from Police. 

FC FC receives automated email from police 
Compact system to inform them a C&YP has 
gone missing. This is screened and checked on 
Protocol/EI/Cohesion/CRM systems.  
If open to social care the notification will be sent 
to   ChildProtection@telford.gov.uk  
as well as the allocated social worker and their 
manager. 
If open to locality services the notification is sent 
to the allocated worker and manager. 
 

2 Found Notification 
received from police 

FC FC receives automated email from police 
Compact system to inform them a C&YP has 
been found/returned. This is screened and 
checked on Protocol/EI/Cohesion/CRM systems.  
If known to the system the allocated worker and 
manager will be notified by email. If open to 
social care email to. 
ChildProtection@telford.gov.uk  
If not known the info will be discussed in FC 
triage for appropriate referral. 

FC emails Triage manager consideration 

1 Email received from 
FC to Triage manager 
re: Found Notification. 

Attending 
Triage 
Manager 

FC to check details of notification. 
Discuss with Triage and explore systems for 
information. 
If known to CAFLS – email the worker to inform 
of missing episode – copying in Group Manager. 
Assess information gathered to identify next step. 
If not known, Triage discussion re what the next 
step is to be: Missing Letter or allocation to EI or 
F&CS. 
Email including Notifications to be sent to 
relevant EI or Cohesion Group manager/Team 
Leader requesting allocation for Return Interview 
If 1st episode of missing send missing letter. 
If 1st episode but additional concerns consider 
processing to return interview. 
If second or more episodes of missing continue 
to return interview. 
 

Triage  manager Emails relevant person 

1 Email received from 
Family Connect Triage 
requesting the 

Allocated 
worker/ 
 

If not in work manager will re allocate. 
Upon receipt begin to action in order to complete 
Return Interview within 72 hours of missing 

mailto:ChildProtection@telford.gov.uk
mailto:ChildProtection@telford.gov.uk
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undertaking of a return 
interview with the 
attached police 
Notification. 

episode. 
Contact parent/carer/yp. 
Agree time and place for Return Interview. 
Request seeing C&YP alone. 
Note: this is probably the 2nd plus episode. 
Locate relevant missing children documents and 
read to familiarize yourself. 
Print and take a copy of return Interview form for 
signing. 
Follow missing children document processes. 
After Interview ensure all documents are 
completed and forwarded to cohesion admin and 
FC notified. 
If any further intervention required discuss with 
your manager for allocation. 
Record as required. 
 

2 Email received from 
FC Triage requesting 
the allocated worker to 
undertake a return 
interview with the 
attached police 
Notification 

Manager If the allocated worker is absent and unable to 
complete the Return Interview within 72 hours 
you will need to re allocate this to another 
worker. 
If necessary please contact EI or F&C services to 
assist. 
If open to SW it will be important to follow this up 
at next meeting and to record on relevant 
documents placement records. 

FC Triage Email to Team/Group Manager for unallocated case. 
1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Email received from 
FC Triage requesting  
allocation for worker to 
undertake a return 
interview with the 
attached police 
Notification 

Group 
Manager 
Team 
Leader 

Upon receipt consider allocation to appropriate 
worker in order to complete within 72 hours of 
missing episode. 
Allocated worker to be informed of the need to: 
Contact parent/carer/YP. 
Agree time and place for Return Interview. 
Request seeing C&YP alone. 
Note: this is probably the 2nd plus episode. 
Locate relevant missing children documents and 
read to familiarise yourself. 
Print and take a copy of return Interview form for 
signing. 
Follow missing children document processes. 
After Interview ensure all documents are 
completed and forwarded to identified person. 
If any further intervention required discuss with 
your manager for allocation. 
Record as required. 

Completed information forwarded 

1 Information received 
from completed 
Return Interviews 

FC FC to update CRM with details received from 
return Interview. 

2 Information received 
from completed 
Return Interviews 

F&CS 
Team 
Leader 

Scan/copy onto Child File if known. 
Open Child file for C&YP if unknown and scan 
Return Interview document into it. 
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Admin Open Spreadsheet for Return interview 
completions. 

3 Information received 
from C&YP feedback 
form following Return 
Interview 

F&C 
Team 
Leader 
Admin 

Scan onto Child File if known. 
Open Child file for C&YP if unknown and scan 
Feedback document into it. 
Add details onto Spreadsheet for Return 
interview completions. 
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Appendix 1 
 

COMPACT Missing Person Notification from West Mercia 
Police 

 

Pnc ID : 07/1586717Y  

Police Ref : MPFDIV/882/12  

Case Ref No :   

Station Code : 22FA  

Report Date : 25/04/2012 18:59:00  

Status : M  

Officer Dealing : HASLAM, PS1303: 03003333000  

M P Last Name :   

M P First Name :   

M P Middle Name :   

M P House Name : DINTHILL  

M P House Number :   

M P Street :   

M P Locality : FORD  

M P Town : SHREWSBURY  

M P County :   

M P Post Code :   

M P Country :   

M P Dob : 24/12/1995 00:00:00  

M P Age Approx : 16  

M P Gender Code : F  

Date Last Seen : 25/04/2012 11:30:00  

R A Code : NotSet  

Informant Last Name : MARCH  

Informant First Name : .  

Informant Relationship : CARER  

Informant House Name :  DINTHILL  

Informant House Number :   

Informant Street :   

Informant District : FORD  

Informant Town : SHREWSBURY  

Informant County :   

Informant Postcode :   

Informant Country :   

Informant Phone : 0456234123  

Local Authority Code : 16  

Previously Missing : Y  

No Times Previously Missing : 28  
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Child Services Notified :   

Accommodation Type : Social Services Care  

Ethnicity : WHITE - NORTH EUROPEAN  

Build : Slim  

Hair Colour : red  

Height : 178  

Marks : N  

Scars : N  

Tattoos : N  

Application Ref : 41621  

Circumstances : OIS 0564-S -250412 *ABSCOND 
CARE* LAST SEEN AT 1130 HOURS 
AT …………… COMMUNITY 
CENTRE. SHE JUMPED OUT OF 
CAR AND RAN OFF WITH HER 
BOYFRIEND, …………….. THEY RAN 
OFF ACROSS THE RAILWAY LINES 
TOWARDS TELFORD TOWN 
CENTRE. 
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Appendix 2 

Local Authority Found Notification 

 
 
This email has been sent automatically due to a found report being filled in for the 
misper. 

Case Number : MPFDIV/882/12  

Surname :   

Forenames :   

Date of Birth : 24/12/1995  

Circumstances : MISPER WAS WITH HER BOYFRIEND, 
………………….. SHE WAS FOUND BY 
POLICE, AND THEN SHREWSBURY 
OFFICERS TOOK HER TO A NEW 
home. 

 

Case Papers held at : 22 G DIVISION  

Photograph Available : Yes  

Publicity Authorised : No  

Home Address :  DINTHILL, FORD, SHREWSBURY,   

Address Where Found : 12 welsh rd  

Informant Name : PC 457 BLAXALL  

Informant's Contact No. : 03003333000  

Informant's Address : WEST MERCIA CONSTABULARY, 
POLI, VICTORIA ROAD, WELLINGTON, 
TELFORD, SHROPSHIRE, TF1 1LQ 

 

Found Report Date/Time : 25/04/2012 22:00:00  

Distance found from home : 11 - 20 MILES  

  : 20 MILES.  

Found by : POLICE  

  :   

Found how : PRESENTED TO POLICE  

Found where : STREET / PUBLIC PLACE  

  :   

Transport provided : POLICE  

Time missing : 0 - 8 HOURS  

Suffered harm : No  

  : NO TYPE OF HARM SPECIFIED  

Committed crime : No  

  : NO TYPE OF CRIME SPECIFIED  

Reason(s) for missing : OTHER REASON(S) NOT COVERED  

Reason details  : ABSCONDED TO BE WITH HER 
BOYFRIEND. 
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Appendix 3 
 

The Children’s Society has applied the following 
criteria for return interviews: 
 

 The child has been missing for 24hrs  

 The child has been missing on 2 or more occasions  

 The child has engaged or is believed to have engaged in criminal activities  

 The child has been hurt or harmed whilst they have been missing or this is believed  

 The child has mental health issues  

 The child lives in a household where there are mental health, child protection, 
domestic abuse and/or substance misuse issues  

 The child is at risk of or thought to be at risk of sexual exploitation  

 The child has had contact with persons posing a risk to children, including 
boyfriends/girlfriends/partners that are more than two years older than the young 
person. 

 In addition it is recommended that a Return interview should take place if there are 
other factors that a professional judge requires the child or young person to be seen. 
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Appendix 4 

 
1 Or 2 MISSING EPISODES PATHWAY FOR YOUNG PEOPLE OPEN TO SERVICES. 

 
 
 
 
 
. 
 
 
 

If Known 
 
 
 
 
 
 
 
 
 
 
 
 
 

For 1st or 2nd missing episodes.  
 

   
    
 
 
                                                                  
                                                                                                                            

 
 

 
 
 
 
 
 

 
 
 

 
 
 

 

Found notification received in Family 
Connect. 

 

Family Connect Advisor to check IT systems and 
databases  

and if relevant discuss with Attending Triage Manager 

Family Connect to identify if young person is open or not 
to a worker 

Forward notifications and any other relevant information to the 
Allocated Social Worker/Case Manager if open. 
 

SW/CM to check the information and to make Contact with 
parent/carer/young person to arrange a visit within 72hrs to 
complete a return interview. 
 

SW/CM to identify the level of missing  
episodes and follow the Pathway accordingly. 

 

Return interview completed 
within 72 hours 

no yes 

Reason 
Return interview paperwork 
completed 

Unable to contact Continue to contact as agreed 
with manager 

Refused by parent/carer 
Refused by young person 

Outcome 

Record on file and notify 
Family Connect to update 
CRM 

Record fully on EIR if CIC and 
other agency recording system 

Case closed 
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re 

 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

FOR MISSING EPISODES OF MORE THAN 2 FOLLOW 3 OR MORE MISSING 
EPISODES PATHWAY 

 

Any further intervention required? Yes No 

Agree ongoing 
intervention plan 
with parent/carer/yp 

Discuss CAF/TAC 
with manager 

Scan return interview 
document onto child 
file. Inform FC. 
Forward form to 
cohesion admin 

Discuss allocation with 
manager 

Inform parent/carer/yp that 
any future missing episodes 
will result in further contact 
and more intrusive actions 

Consider ongoing work 
required 

Manage case as per usual 
caseload expectations 

Agree closure with manager 

Record fully on EIR if CIC and 
other agency recording 
systems 

Case closed 

Case closed 
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Appendix 5 

 
FOR MISSING EPISODES OF 3 OR MORE  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 

     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If the young person has been missing on 
3 occasions in 90 days the SW/CM is 

Required to call an Inter Agency Meeting. 
As per Missing Protocol. 

 
 

Attendees 
SW/CM 
Key worker 
Police 
Health 
Education 
Residential worker 
Person who completed return 
interview 

Purpose: 
Review placement/home situation 
Identify PUSH factors 
Identify PULL factors 
Community issues to consider 
Individual community targets 
Identify missing episode patterns 
Identify strategies to eliminate problems 

A further Inter Agency Meeting should then be called  
if the young person is missing for between  

4 and 6 occasions in 12 months. 
 

The SW/CM needs to 
ensure that the 

relevant person is 
informed of the need 
to call this meeting 

 
 

This meeting is as 
above but chaired by 

the Police Deputy 
Divisional Missing 
Persons Champion 

(Insp) who will host 
the Inter Agency 

meeting.   
 

This meeting should be 
prioritized by those 

concerned and will include the 
above as well as: 

A Team Manager from 
Children’s services 

Relevant partner agencies 

If required a further Inter Agency Meeting should be called 
once the young person has been missing between  

7 and 9 occasions in 12 months. 
 

The SW/CM needs to 
ensure that the relevant 

person is informed of the 
need to call this meeting 
 

This meeting is as 
above but chaired by 
the Police Divisional 

Missing Persons 
Champion (Chief Insp) 
who will host the Inter 

Agency meeting.   
 

This meeting should be 
prioritized. This meeting should 

cover all areas as previously 
identified but also to quality 
assure the compliance with 

agreed protocols and to consider 
the efficacy of earlier 

interventions and return 
interviews. 
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The outcome of this meeting should also to agree a report  
to be forwarded to the Force missing persons strategic lead. 

If missing episodes continue beyond this level then 
consideration should be made to the 

appropriateness of intervention from the Assistant 
Chief Constable. 

 

This should also be considered where: 
o Any cases where the risks involved in a single 

future episode are Very High. 

o Cases where it has been identified that Immediate 

action is necessary to ensure the well being of the 

person. 
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Appendix 6 
 

1 or 2 MISSING EPISODES PATHWAY FOR YOUNG PEOPLE NOT OPEN TO 

SERVICES. 
 
 
 
 
 
 
 
 
 
 
 
 

If not known 
 
 
 
 
 
 
 
 

exp 
 
 
 
 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Found notification received in Family Connect. 
 

Family Connect Advisor to check IT 
systems and databases and if relevant 

discuss with Attending Triage Manager. 
 

Family Connect to identify if young person is known 
or not. 

 

Is the young person missing for the first time? 
 

Yes No 

Send initial missing episode 
letter, unless there are other 
concerns with the missing 
episode. Cc relevant mgr. 

Is this the second 
missing episode? 

Record on protocol 

NFA 

Email 
notifications 
and other 
information to 
the relevant 
Group Manager 

Yes No 

Refer to 
Pathway 
for missing 
episodes of 
3 or more 

Other concerns:       
Info received from police  
Info gathered from other 
sources  
YP has mental health issues 
YP has previously self 
harmed 
YP previously exploited 

Yes 

Group mgr to 
ensure contact is 
made within 24hrs 
to parent/carer/yp 

Note: Receipt of this 
letter may lead to 
follow up request   
from parent/carer/yp 
 

Record 
appropriately in 
case of follow up 

Return interview 
arranged within 72hrs. 
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FOR MISSING EPISODES OF MORE THAN 2 FOLLOW 3 OR MORE MISSING 
EPISODES PATHWAY 

 
 
 

Return interview arranged within 72hrs. 
 

No Yes 

Record reason on file 

Return interview 
paperwork completed Unable to contact Continue to contact as 

agreed with mgr  
 

Refused by parent/carer 
Refused by young person 

Record appropriately 

Case closed 

Any further intervention required? 
 

Yes No 

Agree ongoing intervention 
plan with parent/carer/yp 

Discuss 
CAF/TAC with 
manager 

Scan return 
interview document 
onto child file 

Discuss allocation with 
manager 

Consider ongoing work 
required 

Inform parent/carer/yp that 
any future missing episodes 
will result in further contact 
and more intrusive actions 

Record fully on EIR if CIC and 
other agency recording 
systems 

Case closed 

Manage caseload as per usual 
caseload expectations 

Agree closure with manager 

Case closed 
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Appendix 7 

 
 
 
 
 
 
 
 
 
 
 
 
 
Dear Sir/Madam 
 
Re: Notification of Child/Young Person residing in Telford & Wrekin 

Name of Young Person:     
DOB:  
Date & Time missing:  @  
Date & Time young person found:  @   
Number of previous missing episodes: 

 
Please accept this letter as notification and confirmation that you have been informed that 
( insert name of YP) went missing on insert date for insert length of time missing. Upon their return a 
Police Safe and Well check is usually undertaken to ascertain the young person’s safe return. 
 
It is policy in Telford and Wrekin as part of our Duty of Care to notify the placing authority of all 
Missing episodes concerning young people placed in Telford & Wrekin. This will allow the 
responsible authority to undertake any appropriate actions to try and prevent a recurrence of the 
Missing episode. 
 
 In cases where the young person has gone missing on a number of occasions a local professionals 
meeting or strategy meeting may be called. The Strategy meeting would be chaired by a West 
Mercia Police Inspector in order to try and assist in the management of and reducing the 
vulnerability of the young person.  
 
You will be asked to attend such a meeting if this young person becomes a significant resource 
issue for the local Policing unit.  
 
If I can be of further assistance in this matter please do not hesitate to contact me on the details 
above. 
 
 
Yours sincerely  
 
 
 
 
Steve Hosking  
Group Manager; Cohesion Services 
 

Clive Jones 

 
 

 

Assistant Director 
Family & Cohesion Services 
Telford & Wrekin Council 
Addenbrooke House 
3rd Floor 
Ironmasters Way 
Telford 
TF3 4NT 
 
 

 
 

Contact: Steve Hosking  Telephone: 01952 385955  Date:   
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steve.hosking@telford.gov.uk 

mailto:steve.hosking@telford.gov.uk
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Appendix 8 

 
 
CHILDREN & YOUNG PERSONS FEEDBACK FORM FOLLOWING DISCUSSION RE 
POST MISSING EPISODE. 
 
Name: 
 
Address: 
                                                                                                                     
 
 
                                                                                                                   Please circle: 
 
Were you happy discussing information with the independent visitor?    YES     NO 
 
Did they treat you sensitively and with respect?                                        YES      NO 
 
Did you find talking to them helpful?                                                         YES      NO 
 
 
 
Is there anything else that you wish to ask or say? 
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Return Home Interview 
 

 
 

Template 
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RETURN HOME INTERVIEW DATE:………………………….. 
 

 This form should be used for all relevant young people missing from home or care 

 The interview should take place within 72 hours of the Found Notification 

 The return interview should be undertaken by the appropriate case worker allocated 

worker or where deemed necessary, an independent person. 

 
First Name: 
 

Surname: 
 

Other Names: 
  

DOB: Ethnicity: Home Authority: 

Address missing from: 
 
 
 

Address found: 

                                                      Please Tick: 
Living with parents:                         Yes        
Child in Care:                                  Yes        
Living with other family member:    Yes  
Living in other setting:                     Yes      State:  
     
 

Date Reported Missing: 
 

Date Found: 

Length of time missing:       
Please Tick 

 0-8 Hours 
 8-16 Hours 
 16-24 Hours 
 24-48 Hours 
 48-72 Hours 
 Other Please State............................................................ 

 

If you feel, after discussing with your line manager, that a Return Home Interview is 
not going to be undertaken on this particular occasion please explain why? 
 
 
 
 

Signature of worker: 
 

Signature of manager: 
 

If you have agreed not to complete the Return Home Interview you 
don’t need to complete anymore. 

Once this form is completed to here please forward to 
 cohesionadmin@telford.gov.uk for recording/monitoring.  

INFORM FAMILY CONNECT OF THIS OUTCOME. 
 

mailto:cohesionadmin@telford.gov.uk
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You need to inform the C&YP that: 
 
“.. if during your discussion they disclose an incident whereby either they or another 
C&YP was harmed or are at risk of harm, or that a criminal offence has been 
committed, that you have a duty to disclose this matter to other social service 
professionals and/or the police.” 
 
 

Is the C&YP happy to continue on 
that basis? 

 Yes 
 No 

 

If No then please get the C&YP to 
sign here indicating that the option 
has been given. 
 
If the C&YP refuses to discuss the 
matter then the interview can go no 
further. 

Signature of C&YP: 
 
 
 

If they have refused please note why. 

If C&YP has refused to continue the 
discussion please get parent/carer to 
sign to confirm this. 
If they are present. Note refusal. 

Signature of parent/carer: 
 
 

 
 
 
If the young person is happy to continue and you consider the C&YP to be fit and healthy, 

both physically and emotionally then proceed. If you have other concerns about the ability of 

the young person to complete the interview now then make these known and address them. 

 
The following areas should be discussed with the parent/carer/young person and recorded 

as fully as possible. 

 
 
Relevant information discussed with parent/carer. 
 
 
 
 
 
 
 
 
 
 
 
 

Can I please discuss with you, why did you leave? 
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Where did you go?  
 
 
Why did you go there? 
 
 

Who were you with?  
 
 
Who else did you see? 
 
 

What did you do whilst missing? 
 
 
 

Did any of the following happen whilst you were missing? 
Please tick all boxes that apply 

 Drink Alcohol 
 Take Drugs 
 Offending 
 Were you exploited 

Did you witness anything that you want to talk about? 
 
 
 

What needs to happen for this not to happen again?  
 
 
 
Is it inevitable? 
 
 
 

What do you do in your spare/free time? 
 
 
 
Would you be interested in joining a club or local youth group? 
 
 
 

Would it help you to talk to me again or someone else to prevent the need to go 
missing any more?   Please tick  Yes       No 
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OUTCOME OF INTERVIEW: 
 
After the meeting with the young person and/or their parents/carers do you have 

any immediate Safeguarding concerns Please tick:  Yes  No  
 
If Yes please contact FAMILY CONNECT at the earliest opportunity on 01952 
385385 Or contact your Team Manager for advice to agree a way forward. 
Further investigation needed. Please tick:  Yes  No  
 
If yes what needs looking at further: 
 
 

Referral to other agency. Please tick:  Yes  No  
 
If Yes Referral to which agency? 
 
If further intervention is needed please outline what this needs to be, who needs to do it 
and how YOU will ensure this gets completed: 
 
 
Is there a CAF in place already?  Yes  No 
If so who is Lead professional? 
 
If not does one need to be completed?  Yes  No 
If so by who? 

 
 
Name of worker completing the interview: 
 
Printed and signed: 
 
Position of worker completing the interview: 
 
 
Team and/or agency of worker completing the interview: 
 
 

Once this form is completed please forward to 
 cohesion.admin@telford.gov.uk for recording/monitoring.  
 

 
ALSO REPLY TO EMAIL FROM FAMILY CONNECT CONFIRMING 
COMPLETION OF THE RETURN INTERVIEW INCLUDING THE DATE AND 
PERSON COMPLETING THE INTERVIEW. 
 
 
 
 
 
 

mailto:cohesion.admin@telford.gov.uk
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Return Home Interview  
 

 

Guidance 
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Children Missing From Home/Care 
Return Discussion Guidance 

This document is to be used as an aide to the return home interview. It is a guide to 

accompany the Return Home Interview paperwork. 

 
The overall purpose of the Return Home interview is to ascertain the views of, and to 

assess the Health and safety of, Children and Young People (C&YP) who go missing. This 

can be from care, those living at home with their parents or those living independently in 

Telford and Wrekin. 

 
It can also be used to identify any imminent/immediate concerns as well as events that are 

likely to happen that need to be addressed. 

 

As the allocated person in this process you will need to complete the relevant factual 

information detailed in the return Interview form. This should be gathered from the parent or 

carer, including a description of their thoughts and concerns about the fact that the C&YP 

has gone missing. 

 
Discussion with the parent/carer is also to identify any issues that could arise through the 

discussion with the C&YP that may be sensitive or concerning previous history that needs 

careful handling. 

The parent/care may be suspicious of you at this point so it is important you put them at 

ease and clearly explain why you are there. 

 
The purpose of the return interview is to: 

 Discover the factors which led to the missing episode. 

 Inform efforts to prevent further episodes. 

 Inform any future missing person investigation should that person go missing again. 

 Learn of the activities, associates, risks and victimization involved in the missing 

episode, and where possible to address those risks. 

 
The guidance then proposes that a Return Interview be conducted to consider in more 

depth the reason why that person has gone missing and to consider what further action is 

required to safeguard that young person in future. 
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General Discussion Suggestions to Aid 
the Return Interview. 

Many young people who run away or go missing need to build up trust with somebody 

before they will respond to an interview and discuss the reasons why they decided to run 

away.  

 
The interview and actions that follow from it should: 

 identify and deal with any harm the child has suffered, including harm that might not 

have already been disclosed as part of the Police Safe and Well Check (his/her 

medical condition should be discussed and any need for medical attention 

assessed); 

 understand and try to address the reasons why the child ran away; and 

 Try to prevent it happening again. 

 
It will be useful to get to speak to the young person alone if they are happy to do so and the 

parents/carers are happy with this. 

Introduce yourself to the young person and explain the purpose of your discussion, the 

following is a guide: 

 
“You have been reported missing by your parent/ carer/ family and it is usual practice once 

you have been missing on more than one occasion, for you to be seen by an independent 

person to understand the reasons why you went missing. This is to ensure that you are safe 

and well and to give you the opportunity to speak to someone independent. Also to help us 

to understand if anything happened to harm you or others in any way whilst you were 

missing. This is about keeping you safe and also to keep other young people safe who may 

be even more vulnerable than you. It may be that you are more able to talk to an 

independent person outside of your family or care setting especially if it is because of 

something that happened in those settings that led to your going missing.” 

 
As with all meetings with young people you need to inform them of the rules concerning 

your discussion with them. The following could be used as a guide: 
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You need to inform the C&YP that: 
 
“.. if during your discussion they disclose an incident whereby either they or another C&YP 

was harmed or are at risk of harm, or that a criminal offence has been committed, that you 

have a duty to disclose this matter to other social service professionals and/or the police.” 

 

Now that the introductions and the basis of your discussion have been outlined you need to 

ask if they are happy to continue with the interview. On the Return Interview form (Appendix 

9) you will see the following consent to continue box below. If the young person is happy 

with what you have explained they should be happy to continue and sign the form as should 

the parent carer. If they are not it would be useful to investigate with them why they do not 

wish to continue.  

There could be an inference made if they refuse to go on with the process and it is 

important that you record what they say and what you feel about their refusal. Do you have 

Safeguarding concerns at this refusal? If so please discuss with your Team Manager at the 

earliest opportunity. If you have immediate concerns for the young person’s safety, contact 

Family Connect immediately. 

You will be asked to complete the following with the young person: 

 

Are you happy to continue on that 
basis? 

YES 

 

 

If No then please get the C&YP to 
sign here indicating that the option 
has been given. 
If the C&YP refuses to discuss the 
matter then the interview can go no 
further. Please note why they have 
refused. 
 

Signature of C&YP: 

If C&YP has refused to continue the 
discussion please get parent/carer to 
sign indicating this also. 
If parent is present. Note of refusal. 

Signature of parent/carer: 
 
 

 

Once you have decided that the young person is happy to continue and you consider them 

to be fit and healthy, both physically and emotionally, then please use the below 

questions/suggested pointers as aids to the discussion.  

This is not to be used as a list to ask the young person as this prevents the young person 

flowing. Please familiarize yourself with the nature of what the interview is attempting to 

elicit from the young person and interview accordingly. 
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It is important to recognize signs of potential abuse and be able to discuss this with 

parent/carer/young persons as part of the interview process as sensitively as possible. In 

order to provide some guidance about the reasons young people go missing and also the 

elements to look out for when considering whether a young person is possibly being 

exploited or not, included in this Guidance, is a useful list of these in order to assist you in 

identifying what may constitute further concerns. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

. 
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Certain groups of vulnerable children are more likely 
than others to go missing.  

 Young people who have committed offences 

 Children living in women’s refuges 

 Children of homeless families, perhaps living in temporary accommodation 

 Young runaways 

 Children with long-term medical or emotional problems 

 Looked After children 

 Children with a gypsy/traveller background 

 Young carers 

 Children with transient families 

 Teenage mothers 

 Children who are permanently excluded from school 

 Migrant children, whether in families seeking asylum or economic migrants 

 Trafficked children  

 

For detailed guidance, see ‘Statutory Guidance for Local Authorities in England to identify 
children not receiving education’, published by the DfE in February 2007. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

http://www.education.gov.uk/publications/standard/publicationDetail/Page1/STATUTORY-LA-GUIDE
http://www.education.gov.uk/publications/standard/publicationDetail/Page1/STATUTORY-LA-GUIDE
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WARNING SIGNS AND VULNERABILITIES CHECKLIST 
 
The following are typical vulnerabilities in children prior to abuse: 
 

 Living in a chaotic or dysfunctional household (including parental substance use, domes-

tic violence, parental mental health issues, parental criminality). 

 History of abuse (including familial child sexual abuse, risk of forced marriage, risk of ‘    

honor’- based violence, physical and emotional abuse and neglect). 

 Recent bereavement or loss. 

 Gang association either through relatives, peers or intimate relationships (in cases of 

gang associated CSE only). 

 Attending school with young people who are sexually exploited. 

 Learning disabilities. 

 Unsure about their sexual orientation or unable to disclose sexual orientation to their 

families. 

 Friends with young people who are sexually exploited. 

 Homeless. 

 Lacking friends from the same age group. 

 Living in a gang neighbourhood. 

 Living in residential care. 

 Living in hostel, bed and breakfast accommodation or a foyer. 

 Low self-esteem or self-confidence. 

 Young carer. 

 
The following signs and behaviour are generally seen in children who are already being 

sexually exploited. 

 

 Missing from home or care. 

 Physical injuries. 

 Drug or alcohol misuse. 

 Involvement in offending. 

 Repeat sexually-transmitted infections, pregnancy and terminations. 

 Absent from school. 

 Change in physical appearance. 
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 Evidence of sexual bullying and/or vulnerability through the internet and/or social net-

working sites. 

 Estranged from their family. 

 Receipt of gifts from unknown sources. 

 Recruiting others into exploitative situations. 

 Poor mental health. 

 Self-harm. 

 Thoughts of or attempts at suicide. 
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Questions to Consider 

 Can you tell me briefly why you have been reported missing on this occasion? 

 Are you aware once you are reported missing the police and other agencies are 

notified? 

 Have you been missing before? 

 Can you share with me why you went missing on previous occasions? 

 If this was the first time….How has things improved by going missing? 

 Does going missing make things go away? 

 When you were missing can you tell me where you went? 

 Can you tell me what you did whilst missing? 

 Can you tell me if you saw anyone? Were they older than you? Can you tell me who 

they were? 

 Was this pre arranged? 

 Were they missing also? Are they now safe? 

 How did you get to where you went? On foot? Picked up? 

 How did you return home? Self? Collected? Returned by someone? 

 Have you a mobile phone? Did anyone try to contact you? 

 Were you in any danger whilst missing? Specify? 

 Were you hurt or harmed in any way? Specify? 

 Were you scared? 

 
If not already clear? 
 

 What led up to you going missing? 

 Were you running to someone/something? Specify? 

 Were you running away from someone/something? 

 Have you ever been hurt or harmed in any way that has led to you going missing? Or 

whilst you have been missing? 

 How are things generally at home/in care for you? 

 Is there anything that I can help you with in terms of activities or signposting you to some 

clubs? Youth clubs/positive activities groups/someone to talk to mentor/peer? 

 Discuss situation at school. 

 Are you aware of local activities that you could get involved in? 
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 Is there any reason that you can see as of today that would lead to you going missing 

again? 

 Is there anything the C&YP can do to reduce the chances of going missing? 

 Is there something any one else can do to reduce this. 

 Is there something I as Independent visitor can do? 

 
Ask the young person: 
 
What is the most important thing to do now? 
 
The young person may now feel comfortable talking to you so suggest if they wanted to talk 

to you again rather than going missing then they can call you on your office number. Inform 

them that if you are in the office you will talk to them and if not you can ring them back. 

Unless on holiday. This will make the young person feel important and cared about.   

 
If you feel that you now have enough information to make an informed decision about what 

to do next, if anything, you can begin to wind up the interview.  

 
Upon completion of the interview please pass the feedback form for the young person to 

complete (Appendix 10). They can either complete this now or forward once they have done 

this. Please provide them with SAE to do this if they so wish. 

 
The feedback form will be returned to Family and Cohesion Services Administration Team 

Leader who will collate record and monitor.  
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Summary 
About this departmental advice 
This is advice from the Department for Education and the Association of Chief Police 
Officers. It is non-statutory and has been produced to help answer some of the most 
common questions raised by school staff in this area, as well as promoting understanding 
of the relevant powers and duties in relation to powers to search for and confiscate drugs, 
liaison with the police and with parents. 

Where the document refers to drugs, this includes alcohol, tobacco, illegal drugs, 
medicines, new psychoactive substances (“legal highs”) and volatile substances, unless 
otherwise specified. 

This guidance does not focus on drug education.  It covers broader behaviour and pastoral 
support, as well as managing drugs and drug-related incidents within schools. 

Who is this advice for? 
The advice is primarily for: 

• Head teachers, school staff and governing bodies in maintained schools, 
academies, free schools, independent schools, sixth form colleges, Pupil 
Referral Units (PRUs) and other forms of alternative education provision. 

It may also be useful for: 

• Local authorities; 

• Parents; 

• School nurses and other health professionals who have an input on drug issues; 

• The police and local agencies working with individual schools to prevent drug 
misuse amongst pupils. 

Key Points 
These are the key points from the document. 

• Pupils affected by their own or other's drug misuse should have early access to 
support through the school and other local services; 

• Schools are strongly advised to have a written drugs policy to act as a central 
reference point for all school staff; 

• It is helpful for a senior member of staff to have responsibility for this policy and 
for liaising with the local police and support services. 
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The Role of Schools 
As part of the statutory duty on schools to promote pupils’ wellbeing, schools have a clear 
role to play in preventing drug misuse as part of their pastoral responsibilities. To support 
this, the Government’s Drug Strategy 2010 ensures that school staff have the information, 
advice and power to: 

• Provide accurate information on drugs and alcohol through education and 
targeted information, including via the FRANK service; 

• Tackle problem behaviour in schools, with wider powers of search and 
confiscation; 

• Work with local voluntary organisations, health partners, the police and others to 
prevent drug or alcohol misuse. 

What Schools Can Do 
• Develop a drugs policy which sets out their role in relation to all drug matters – 

this includes the content and organisation of drug education, and the 
management of drugs and medicines within school boundaries and on school 
trips. It should be consistent with the school’s safeguarding policy. A drug policy 
framework can be found at Annex A. 

• Have a designated, senior member of staff with responsibility for the drug policy 
and all drug issues within the school. 

• Develop drug policies in consultation with the whole school community including 
pupils, parents/carers, staff, governors and partner agencies. 

• Establish relationships with local children and young people’s services, health 
services and voluntary sector organisations to ensure support is available to 
pupils affected by drug misuse (including parental drug or alcohol problems).  
Links to supportive national organisations are included at the end of this 
document. 

Searching and Confiscation 
Advice on searching and confiscations can be found in  Screening, searching 
and confiscation; advice for head teachers, staff and governing bodies. 

Following a search, whether or not anything is found, the school is advised to make a 
record of the person searched, the reason for the search, the time and the place, who was 
present and note the outcomes and any follow-up action. There is no legal requirement to 
do this. 

http://www.legislation.gov.uk/ukpga/2006/40/pdfs/ukpga_20060040_en.pdf
http://www.homeoffice.gov.uk/publications/alcohol-drugs/drugs/drug-strategy/drug-strategy-2010?view=Binary
http://www.talktofrank.com/
http://www.education.gov.uk/f0076897/screening-searching-and-confiscation
http://www.education.gov.uk/f0076897/screening-searching-and-confiscation
http://www.education.gov.uk/f0076897/screening-searching-and-confiscation
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General power to confiscate 
Schools’ general power to discipline, as set out in Section 91 of the Education and 
Inspections Act 2006, enables a member of staff to confiscate, retain or dispose of a pupil’s 
property as a disciplinary penalty, where reasonable to do so. 

Where the person finds other substances which are not believed to be controlled drugs 
these can be confiscated where a teacher believes them to be harmful or detrimental to 
good order and discipline.  This would include new psychoactive substances or ‘legal 
highs’. If school staff are unable to identify the legal status of a drug, it should be treated as 
a controlled drug. 

Involving parents and dealing with complaints 
Schools are not required to inform parents before a search takes place or to seek their 
consent to search their child. There is no legal requirement to make or keep a record of a 
search. 

Schools would normally inform the individual pupil’s parents or guardians where alcohol, 
illegal drugs or potentially harmful substances are found, though there is no legal 
requirement to do so. 

Complaints about searching should be dealt with through the normal school complaints 
procedure. 

Working with the Police 
A senior member of staff who is responsible for the school’s drugs policy should liaise with 
the police and agree a shared approach to dealing with drug-related incidents. This 
approach should be updated as part of a regular review of the policy. 

Legal drugs 
The police will not normally need to be involved in incidents involving legal drugs, but 
schools may wish to inform trading standards or police about the inappropriate sale or 
supply of tobacco, alcohol or volatile substances to pupils in the local area. 

Young people are becoming increasingly aware of, and in some cases using, new 
psychoactive substances (NPS). These are designed to mimic the effect of illegal drugs but 
are structurally different enough to avoid being classified as illegal substances under the 
Misuse of Drugs Act. Despite being labelled as legal these substances are not always safe 
to use and often contain controlled drugs making them illegal to possess. New 
psychoactive substances should be included in the school drug policy as unauthorised 
substances and treated as such. If there is uncertainty about what the substance is, it 
should be treated as a controlled drug. 
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Controlled drugs 
In taking temporary possession and disposing of suspected controlled drugs schools are 
advised to: 

• ensure that a second adult witness is present throughout; 

• seal the sample in a plastic bag and include details of the date and time of the 
seizure/find and witness present; 

• store it in a secure location, such as a safe or other lockable container with 
access limited to senior members of staff; 

• notify the police without delay, who will collect it and then store or dispose of it in 
line with locally agreed protocols. The law does not require a school to divulge to 
the police the name of the pupil from whom the drugs were taken but it is 
advisable to do so; 

• record full details of the incident, including the police incident reference number; 

• inform parents/carers, unless this is not in the best interests of the pupil; 

• identify any safeguarding concerns and develop a support and disciplinary 
response (see below). 

Drug Dogs and Drug Testing 
The Association of Chief Police Officers (ACPO) recommends that drug dogs and drug 
testing should not be used for searches where there is no evidence for the presence of 
drugs on school premises. However schools may choose to make use of drug dogs or drug 
testing strategies if they wish. It is advisable that the school consults with the local police. 

Responding to Drug Related Incidents 
School staff are best placed to decide on the most appropriate response to tackling drugs 
within their school. This is most effective when: 

• it is supported by the whole school community; 

• drug education is part of a well-planned programme of PSHE education 
delivered in a supportive environment, where pupils are aware of the school 
rules, feel able to engage in open discussion and feel confident about asking for 
help if necessary; 

• staff have access to high quality training and support. 
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Schools should ensure that pupils have access to and knowledge of up-to-date information 
on sources of help (Annex B). This includes local and national helplines (including  FRANK 
for drugs, NHS Smoking Services for tobacco and Drinkline for alcohol), youth and 
community services and drug services. These sources can be used as part of, or in 
addition to, the school’s own drug and alcohol education. 

If a pupil is suspected of being under the influence of drugs or alcohol on school premises, 
the school must prioritise the safety of the young person and those around them.If 
necessary it should be dealt with as a medical emergency, administering First Aid and 
summoning appropriate support. Depending on the circumstances, parents or the police 
may need to be contacted. If the child is felt to be at risk the Safeguarding Policy will come 
into effect and social services may need to be contacted. 

When evaluating the behaviour and safety of pupils under the new Ofsted inspection 
framework, inspectors will consider pupils’ ability to assess and manage risk appropriately 
and to keep themselves safe. In supplementary PSHE guidance for subject survey visits, 
pupils awareness of the dangers of substance misuse is included in the criteria for 
inspectors when grading the quality of PSHE delivery. 

Discipline 
Any response to drug-related incidents needs to balance the needs of the individual pupils 
concerned with the wider school community. In deciding what action to take schools should 
follow their own disciplinary procedures. 

Exclusion should not be the automatic response to a drug incident and permanent 
exclusion should only be used in serious cases. More detail on excluding pupils can be 
found in the DfE Exclusion Guidance. 

Drug use can be a symptom of other problems and schools should be ready to involve or 
refer pupils to other services when needed.  It is important that schools are aware of the 
relevant youth and family support services available in their local area. 

Sources of advice and local services should be listed in the school drug policy for 
reference. Some local authorities may also provide lists of sources of support for schools. 
The senior member of staff responsible for drugs should have established relationships 
with local agencies to understand what support is available. 

Early Intervention 
Schools can have a key role in identifying pupils at risk of drug misuse. The process of 
identifying needs should aim to distinguish between pupils who require general information 
and education, those who could benefit from targeted prevention, and those who require a 
detailed needs assessment and more intensive support. 

http://www.talktofrank.com/
http://www.talktofrank.com/
http://smokefree.nhs.uk/?&amp;gclid=COfxnbjHuKoCFYgf4QodIwi45w
http://www.alcoholconcern.org.uk/concerned-about-alcohol
http://www.ofsted.gov.uk/resources/framework-for-school-inspection-january-2012
http://www.ofsted.gov.uk/resources/framework-for-school-inspection-january-2012
http://www.ofsted.gov.uk/resources/framework-for-school-inspection-january-2012
http://media.education.gov.uk/assets/files/doc/e/exclusion%20guidance%20part%202.doc
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Pupils whose parents/carers or family members misuse drugs 
Schools will be alert to behaviour which might indicate that the child is experiencing difficult 
home circumstances. Most are pro-active in the early identification of children’s and young 
people’s needs and in safeguarding the children in their care. Screening is important in 
assessing needs. Where problems are observed or suspected, or if a child chooses to 
disclose that there are difficulties at home and it is not deemed a safeguarding issue, the 
school will follow the procedures set out in its drug policy. This should include protocols for 
assessing the pupil’s welfare and support needs and when and how to involve other 
sources of support for the child such as Children’s Services, services commissioned by the 
Drug and Alcohol Action Teams (DAAT) programmes and, where appropriate, the family. 

Confidentiality 
Schools need to have regard to issues of confidentiality (although staff cannot promise total 
confidentiality to pupils).  More information on confidentiality can be found in Working 
Together to Safeguard Children. 

Tobacco – Smoke Free Schools 
The minimum age for smoking is 18 and schools are subject to the same smoke free 
legislation as other premises. 

In most schools: 

• The school is a smoke-free site (though if there is a caretaker’s house this may 
be excepted); 

• Children, young people, staff, parents/carers and governors have been involved 
in the development and implementation of a smoke-free site; 

• The school provides information and support for smokers to quit e.g. promoting 
access to smoking cessation classes, which may be provided on the school site. 

Children and young people should understand the non-smoking policy. 

The National Institute for Clinical Excellence (NICE) have developed guidance 
on school based interventions to prevent the uptake of smoking amongst young people. 

Managing Medicines 
Some pupils may require medicines that have been prescribed for their medical condition 
during the school day. More detailed information can be found in Managing Medicines in 
Schools and Early Years Settings 

https://www.education.gov.uk/publications/standard/publicationdetail/page1/DCSF-00305-2010
https://www.education.gov.uk/publications/standard/publicationdetail/page1/DCSF-00305-2010
http://www.legislation.gov.uk/uksi/2006/3368/contents/made
http://www.legislation.gov.uk/uksi/2006/3368/contents/made
http://www.legislation.gov.uk/uksi/2006/3368/contents/made
http://guidance.nice.org.uk/PH23
http://guidance.nice.org.uk/PH23
https://www.education.gov.uk/publications/standard/publicationDetail/Page1/DFES-1448-2005
https://www.education.gov.uk/publications/standard/publicationDetail/Page1/DFES-1448-2005
https://www.education.gov.uk/publications/standard/publicationDetail/Page1/DFES-1448-2005
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Annex A – Suggested Drug Policy Framework 

Development process 

• State the date of approval and adoption, and the date for the next major review. 

• Describe the development process and how the whole school community was 
involved. 

• Insert the signatures of the head teacher, a governor, key personnel (and pupil 
representative if appropriate). 

Location and dissemination 

• Outline the dissemination plans and where a reference copy of the policy can 
reliably be found. Parts of the policy may be replicated or referred to in other 
school publications. 

The context of the policy and its relationship to other policies 

• Outline the links with other written policies on, for example, the school 
mission/ethos statement, behaviour, health and safety, medicines, 
confidentiality, pastoral support, healthy schools, school visits and safeguarding. 

Local and national references 

• Specify useful national and local documents, for example, this and other 
government advice, local authority information and local healthy schools or 
similar documentation on which the policy has drawn. 

The purpose of the policy 

• Identify the functions of the policy, showing how it reflects the whole school 
ethos and the whole school approach to health. 

State where and to whom the policy applies 

• For example, all staff, pupils, parents/carers, governors and partner agencies 
working with schools. 

• Specify the school’s boundaries and jurisdiction of the policy’s provisions. 

• Clarify how the policy applies to pupils educated in part within further education 
or other provision. 
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Definitions and terminology 

• Define the term ‘drugs’ and clarify the meanings of other key terms. The 
definition should include reference to medicines, volatile substances, alcohol, 
tobacco, illegal drugs, new psychoactive substances and other unauthorised 
substances. 

The school’s stance towards drugs, health and the needs of pupils 

• Include a clear statement that illegal and other unauthorised drugs are not 
acceptable within the boundaries identified within the policy. 

• Outline school rules with regard to authorised drugs and make links to the 
school policy on medicines. 

• Explain that the first concern in managing drugs is the health and safety of the 
school’s community and meeting the pastoral needs of pupils. 

Staff with key responsibility for drugs 

• Specify the named members of staff who will oversee and coordinate drug 
issues and their key roles and responsibilities. Head teachers may also wish to 
record those members of staff with the authority to search pupils, although there 
is no legal requirement to keep such a record. 

Staff support and training 

• Outline induction and drug awareness training arrangements for all staff working 
at the school and relevant governors. 

• Outline specific continuing professional development opportunities for drug 
education teachers and how this will be cascaded. 

Management of drugs at school and on school trips 

• Describe the policy on dealing with drug paraphernalia and suspected illegal and 
unauthorised drugs. 

• Outline storage, disposal and safety guidance for staff. 

• Make explicit the school’s policy on searches, including personal searches and 
searches of school and pupils’ property. 

• Outline strategies for thorough investigation of events and personal 
circumstances. Outline strategies for responding to any incidents involving 
illegal and other unauthorised drugs, including initiating screening, a common 
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assessment framework and the range of options for responding to the identified 
needs of those involved. 

• Outline procedures for managing parents/carers under the influence of drugs on 
school premises. 

Police involvement 

• Outline the agreed criteria for if and when police should be informed, consulted 
or actively involved in an incident, and what action is expected if police 
involvement is requested. 

• Include name and contact details for the school’s liaison officer. 

The needs of pupils 

• Outline the mechanisms for addressing the wider support needs of pupils and 
how pupils are made aware of the various internal and external support 
structures. 

Working with external agencies 

• Outline the relationship with local partner agencies and the roles negotiated with 
them for supporting pupils and their families and agreed protocols for referral. 

• List local services and national helplines/websites. 

Information sharing 

• Specify the school’s approach to sharing information and how it will secure 
pupils’ 

• and, where necessary, parent/carers’ agreement for this. 

• Specify the school’s approach to ensuring that sensitive information is only 
disclosed internally or externally with careful attention to pupils’ rights and 
needs. 

• Outline local safeguarding to be followed if a pupil’s safety is considered under 
threat, including incidences of parental drug or alcohol misuse (or make links to 
relevant school policy). 
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Involvement of parents/carers 

• Include the policy for informing and involving parents/carers about incidents 
involving illegal and other unauthorised drugs. 

• Outline the school’s approach to encouraging parental involvement in 
developing and reviewing the policy and in their child’s drug education. 

The role of governors 

• State the arrangements for ensuring that governors are well informed on drugs 
issues as they affect the school. 

• Outline the role of governors (or a designated governor if appointed) in policy 
development and overseeing the drug education programme, and contributing to 
any case conferences called, or appeals against exclusions. 

Liaison with other schools 

• Explain where schools are working together, for example: the drug education 
curriculum, the management of incidents, training opportunities and transitions 
between schools. 

Liaison with other agencies 

• State negotiated and agreed procedures for collaborating with local agencies 
that can offer targeted and specialist support to pupils needing either. 

Staff conduct and drugs 

• State the arrangements for ensuring that staff are aware of their responsibilities 
in relation to drinking and other drug use in school hours and on school trips. 



Annex B – Useful Organisations 
Addaction is one of the UK’s largest specialist drug and alcohol treatment charities.  As 
well as adult services, they provide services specifically tailored to the needs of young 
people and their parents. The Skills for Life project supports young people with drug 
misusing parents. 
Website:  www.addaction.org.uk 

ADFAM offers information to families of drug and alcohol users, and the website has a 
database of local family support services. 
Tel: 020 7553 7640  Email: admin@adfam.org.uk 
Website: www.adfam.org.uk 

Alcohol Concern works to reduce the incidence and costs of alcohol-related harm and 
to increase the range and quality of services available to people with alcohol-related 
problems 
Tel: 020 7264 0510. Email: contact@alcoholconcern.org.uk 
Website:  www.alcoholconcern.org.uk 

ASH (Action on Smoking and Health) A campaigning public health charity aiming to 
reduce the health problems caused by tobacco. 
Tel: 020 7739 5902 Email: enquiries@ash.org.uk 
Website: www.ash.org.uk 

Children’s Legal Centre operates a free and confidential legal advice and information 
service covering all aspects of law and policy affecting children and young people. 
Tel: 01206 877910 Email: clc@essex.ac.uk 
Website: www.childrenslegalcentre.com 

Children’s Rights Alliance for England - A charity working to improve the lives and 
status of all children in England through the fullest implementation of the UN Convention 
on the Rights of the Child. 
Email: info@crae.org.uk Website: www.crae.org.uk 

Drinkaware - An independent charity that promotes responsible drinking through 
innovative ways to challenge the national drinking culture, helping reduce alcohol misuse 
and minimise alcohol related harm. 
Tel:  020 7307 7450   Website: www.drinkaware.co.uk/ 

Drinkline - A free and confidential helpline for anyone who is concerned about their own 
or someone else’s drinking. 
Tel: 0800 917 8282 (lines are open 24 hours a day) 

Drug Education Forum – this website contains a number of useful papers and briefing 
sheets for use by practitioners: 
Website:  www.drugeducationforum.com/ 

http://www.addaction.org.uk/
mailto:admin@adfam.org.uk
mailto:admin@adfam.org.uk
mailto:admin@adfam.org.uk
http://www.adfam.org.uk/
mailto:contact@alcoholconcern.org.uk
http://www.alcoholconcern.org.uk/
mailto:enquiries@ash.org.uk
http://www.ash.org.uk/
mailto:clc@essex.ac.uk
http://www.childrenslegalcentre.com/
mailto:info@crae.org.uk
http://www.crae.org.uk/
http://www.drinkaware.co.uk/
http://www.drugeducationforum.com/
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DrugScope is a centre of expertise on illegal drugs, aiming to inform policy development 
and reduce drug-related risk. The website includes detailed drug information and access 
to the Information and Library Service. DrugScope also hosts the Drug Education 
Practitioners Forum. 
Tel: 020 7520 7550  Email: info@drugscope.org.uk 
Website:  www.drugscope.org.uk 

FRANK is the national drugs awareness campaign aiming to raise awareness amongst 
young people of the risks of illegal drugs, and to provide information and advice. It also 
provides support to parents/carers, helping to give them the skills and confidence to 
communicate with their children about drugs. 
24 Hour Helpline: 0800 776600 Email: frank@talktofrank.com 
Website: www.talktofrank.com 

Mentor UK is a non-government organisation with a focus on protecting the health and 
wellbeing of children and young people to reduce the damage that drugs can do to their 
lives. 
Tel: 020 7739 8494. Email admin@mentoruk.org 
Website:  www.mentoruk.org.uk 

National Children’s Bureau promotes the interests and well-being of all children and 
young people across every aspect of their lives. 
Tel: 020 7843 6000  Website: www.ncb.org.uk 

Family Lives - A charity offering support and information to anyone parenting a child or 
teenager. It runs a free-phone helpline and courses for parents, and develops innovative 
projects. 
Tel: 0800 800 2222  Website:  http://familylives.org.uk/ 

Re-Solv (Society for the Prevention of Solvent and Volatile Substance Abuse) 
A national charity providing information for teachers, other professionals, parents and 
young people. 
Tel: 01785 817885 Information line: 01785 810762 
Email: information@re-solv.org Website:  www.re-solv.org 

Smokefree - NHS Smoking Helpline: 0800 169 0 169 
Website:  http://smokefree.nhs.uk 

Stars National Initiative offers support for anyone working with children, young people 
and families affected by parental drug and alcohol misuse. 
Website:  www.starsnationalinitiative.org.uk 

Youth Offending Teams – Local Youth Offending Teams are multi-agency teams and 
are the responsibility of the local authority, who have a statutory duty to [prevent 
offending by young people under the age of 18. 
Website: https://www.gov.uk/youth-offending-team  

mailto:info@drugscope.org.uk
mailto:info@drugscope.org.uk
mailto:info@drugscope.org.uk
http://www.drugscope.org.uk/
mailto:frank@talktofrank.com
http://www.talktofrank.com/
mailto:admin@mentoruk.org
mailto:admin@mentoruk.org
mailto:admin@mentoruk.org
http://www.mentoruk.org.uk/
http://www.ncb.org.uk/
http://familylives.org.uk/
mailto:information@re-solv.org
http://www.re-solv.org/
http://smokefree.nhs.uk/
http://www.starsnationalinitiative.org.uk/
https://www.gov.uk/youth-offending-team
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PREVENT – How the process works when reporting a concern relating to 
radicalisation / Counter Terrorism 

 
 
 

Police ‘PREVENT’ 
Team assess the risk 

If there is sufficient information to 
indicate a level of ‘risk’, police contact 
local Prevent Lead to organise and 
chair a ‘Channel’ Panel meeting. (A 
Senior Officer from FC will form part of 
the Channel Panel) 

Channel panel – ‘Task and 
finish group’ consisting of 
relevant senior officers 
from across services and 
partnerships. An action 
plan is developed and 
refreshed in order to 
develop a package of 
support for both young 
person and family. 
 

Channel panel meets at regular 
intervals until the risk has reduced and 
case is either closed or stepped down 
and managed locally by relevant T&W 
services. 

If risk isn’t evidenced or deemed too 
low for Channel then Police will 
continue to monitor and will refer into 
Telford and Wrekin Family Connect for 
further support. 

Concerns / referral are directly emailed 
to police PREVENT Team 
prevent@warwickshirea
ndwestmercia.pnn.polic

e.uk 



 

 
www.warwickshire.police.uk 
www.westmercia.police.uk 

@warkspolice 
@wmerciapolice  

warwickshire police 
west mercia police 

 

 
 

Warwickshire  Police & West Mercia  Police have  three officers whose primary  safeguarding 
role is to prevent vulnerable people becoming involved or supporting violent extremism of all 
kinds. They also assist with community tensions and community cohesion. 
 
Prevent  officers’  help  to  tackle  all  forms  of  terrorism  through  building  strong  links  with 
communities and partners. They work alongside Safer Neighbourhood  teams  to support  the 
residents  of  Warwickshire  & West Mercia  policing  areas,  community  groups,  educational 
establishments  and partner organisations with understanding  issues  around  extremism  and 
can  help  guide  practitioners  with  supporting  materials  (toolkits,  workshops  and 
presentations).  
 
 
The contact details for officers are: 
 
 
DS Philip COLLEY 
Email: philip.colley@westmercia.pnn.police.uk 
Work landline: 01386 591835 
Work mobile: 07736 084701 
 
 
DC Jemma GREENOW 
Email: jemma.greenow@westmercia.pnn.police.uk 
Work landline: 01386 591825 
Work mobile: 07890 746662 
 
 
DC Gary SHEPHEARD 
Email: gary.shepheard@westmercia.pnn.police.uk 
Work landline: 01386 591816 
Work mobile: 07772 904013 
 
 
 
 
The Prevent team email is: 
 
 

prevent@warwickshireandwestmercia.pnn.police.uk 
 

 



 

 
www.warwickshire.police.uk 
www.westmercia.police.uk 

@warkspolice 
@wmerciapolice  

warwickshire police 
west mercia police 

 

 
 

PREVENT – Referral 
 

Full Name of subject 
 
Mothers full name 
 
Fathers full name  
 
Addresses for all of above 
 
Siblings full names and addresses if they have moved away 
 
Date of birth 
 
Place of birth 
 
Ethnicity 
 
Languages spoken 
 
Religion including sect  
 
Any e mail accounts they have  
Facebook details if possible ( Many people have accounts that have no reference to their name) 
 
 
Reason for referral. 
 
 
 
 
Name of organisation that made referral. 
 
 
 
Details or person referring. (phone number , e mail if possible) 
 
 
 
 



 

 

If possible any intelligence  from partner agencies that would assist the supervisor to make an 
informed decision about the subject and if they are worthy of a Channel case or safeguarding to 
another agency 
 
 
 
 
Could also possibly include: 
 
 Current Family & Home Situation – include parent, carer siblings and any other significant 

person who is/is not living the person/family  

 

 

 Details of Services/Agencies/Professionals involved with the person/family 

 
 

 

 Details of Education/Training/Employment 

 

 

 Any other concerns in respect of the person/family 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



o Do you know your friends? 

o  Who can find what you post on Facebook?

o Be in control of what you share online

o How does your profile appear? 

o Teenage user updates

o Are you ready for Graph Search?

o How do you use your Friends lists?

o Do you know how to de-activate your account?

Facebook-Checklist

,
Do the

Check
.

W

Be in control    Use the Privacy Shortcuts,    embedded in Facebook to manage 
           and modify your privacy, control your profile and what you share with 
           your friends. Use the new Privacy Shortcut (Who can see my stuff? & Who 
           can see my future posts) to control who can see the content you post on 
           Facebook. Better still, consider carefully what you share with people you 
           don’t know well. 

Know your friends Only accept friend requests from people you know. If you do 
  accept friends you don’t know, bear in mind they might not be 
  who they say they are. 

Report If something upsets you on Facebook, don’t reply, save the evidence 
 and block the person who is harassing you. You can also report the 
 person by doing the following:

 1.   Go to the profile you want to report
 
 2.  Click the             icon beneath the cover photo and then select Report.

You can track progress of your reports using the Support Dashboard, which will also 
alert you when a decision has been made about your report. You can find your Support 
Dashboard by clicking the cog (top right           ) and looking in account settings. If content 
isn’t removed, the reporter will be told why. More information on the Support Dashboard 
can be found here: http://on.fb.me/IRcv7q

Do you know your friends? Who can find the content you post?

1.  Click the cog (Top Right           )

2. Who can see my stuff

3. Who can see my future posts

4. Select Friends from the drop down list.

Consider only letting your “Friends” 
see everything.  Remember though when 
tagging is involved, you need to be mindful 
that often ‘friends of friends’ can also see who 
and what you tag. For up-to-date tagging info, 
visit: http://on.fb.me/PQzwdD.

1.  Click the cog (Top Right           )

2. Account Settings

3. Apps

4. Remove apps you don’t need ( x ).

The new App permissions will give you 
more control on what you share.

Control your Applications

1.  Click the cog (Top Right           )

2. Privacy Settings

3. Who can look me up?

4. Do you want other search engines to link 
to your Timeline?

5. Click edit & remove tick from the box.

Ensure you can’t be found in 
a public (Google, etc) search!

1.  Your timeline lists all your activities

2. You can edit or delete the activities on 
your timeline 

3. Scroll over timeline activity until Edit or 
Remove & appears on right hand side of 
activity and click.
 
The Activity Log on your timeline makes
it easier for you to review your posts and
make changes to the audience of past
content.

Keep an eye on your timeline

Be in control of what you share online

Don’t give away too much about yourself!

1.   Facebook have a real name policy so you are not anonymous

2.  Think carefully before you upload an image, who are you sharing it with? 

3.  If you are accessing Facebook via a smartphone, you might be disclosing your location 

     without realising it

4.  The internet never forgets. The content you post online can be copied, saved and 

     manipulated, even though you may have previously deleted it. You can lose control over 

     content once posted online

5.  What first impression does your profile give? Would you be happy for your future 

     college, university or employer to see your embarrassing photos?

1.   The sharing of images and videos which may hurt or harm another person is not allowed. 

     When posting or sharing any image, ensure that you ask the person if they agree to their 

     image being uploaded

2.  If you don’t want your image to be uploaded, ask the person to delete it

3.  Use the Tag Approval feature, to control content about you posted by others

4.  If you feel that you are being bullied on Facebook, you can report it on the site using the 

     Report button. Use the Social Reporting feature to get help from a parent, teacher or 

     trusted friend without reporting the bully directly.

Take notice of how your images are used

How does your profile appear?

When posting and sharing content online it is important to consider what other people can 

see about you. On Facebook you can see exactly what your profile looks like to others by 

using the View As.. tool.

     1.   Use the privacy shortcut

     2.  Select Who can see my stuff

     3.  What do other people see on my Timeline and click on View as...

     4.  You’ll see what your profile looks like to the public. To preview how your 

           profile appears to a specific person, such as a friend, click View as 

          specific person and type their name into the open field and press enter. 

Notes:   

• The View As... tool doesn’t show whether people can interact on your wall 

through posts, likes or comments. Your Wall privacy settings will always apply, and 

anyone who can see a post can like or comment on it.

• The cog icon           will soon be moved to the drop-down menu next to the Home 

link or the Privacy shortcut         .

Teenage user updates 

It is important that teenagers using Facebook use their real date of birth.

• New users aged 13 - 18 will have a default privacy setting for sharing content with 

‘friends’ only.

• You can choose to make your posts Public but this will mean that anyone, including 

people you know, will be able to see them. As such, think carefully before you post 

anything publicly. Would you be happy for the following group to see your posts:

• Your parents

• Your boyfriend or girlfriend

• Your Teachers

• A potential future employer

Remember you can review who you are sharing content with before posting.

• The Graph Search feature lets people search for groups you may belong to. It might 

be wise to review these to avoid potential embarrassment.



This resource was originally created 

by the Safer Internet Centre Austria

(www.saferinternet.at) and adapted 

for the UK with their kind permission.

Are you ready for Graph Search?

Facebook have now rolled out their NEW function, Graph Search, for people in the UK. 
Graph Search helps people explore content on the site that they’re in the audience for. You 
can search for lots of different things, such as “People in London who like Justin Bieber” or 
“Photos commented on by my friends”. Graph Search will also allow searches for content 
you are tagged in where privacy has been set to Public.

What can you do?

Keep your Timeline private and review content that others may see if they search.

• Click on the Privacy Shortcut.

• Select Who can see my stuff? then select Use Activity Log.

• Work through the categories on the left menu checking who you’ve shared this with.

• When checking photos, in the Shared with options select Public. These photos will 

appear in a Graph Search of your name, to someone who isn’t your friend.

• Then, in the All (Hidden or visible) options, select Hidden. These photos will appear in a 

Graph Search of your name to someone who is your friend.

• If you don’t want these to be searchable, detag (click on photo, select Options at 

bottom, select Report/Remove tag).

• Photos will remain on Facebook unless you ask your friends to remove them.

Other things that may show up in Graph Search are things that you have liked, places you 

have been tagged in and your local information.

Find out more from: https://www.facebook.com/about/graphsearch/privacy

How to manage Friends Lists?

1.   From your home page, scroll down to the Friends section and select More

2.  Then select Create List

3.  Write in the list’s name

4.  Enter names of friends you want to add to the list in the Members Section.

5.  Click Create 

The new list will now be an option when you add friends to lists.

1.   Choose a Friends List

2.  Click Manage List button (Top 

     right, under Home button) 

3.  Edit List allows you to remove 

     or add friends to the list

4.  Click on a friend to remove.

5.  Click on top left drop down and 

     select Friends. Click on who to 

     add to the list

6.  Click Finish to add them.

How to Create Friends Lists

Organise Friends ListsConsider the level of information 

that you want to share with people. 

For example would you want to share 

the same information with your best 

friend and your parents? 

Think about creating ‘friends 
lists’ in order to share different 
information with your chosen 
audiences.

How do I deactivate my Facebook profile?

How do I deactivate my Facebook profile?

If you deactivate your Facebook account, your profile will not be erased, but 
temporarily suspended. No one will be able to find your account and it will no longer 
appear in Friends lists.

How do I permanently delete my Facebook account? 

1.   Click the cog (Top Right           )

2.  Account Settings

3.  Security (left hand side of page)

4.  Deactivate your account.

         All data and information in the 

account will be kept and can be 

reactivated at any time.

1.   Click the cog (Top Right           )

2.  Help

3.  Type How do I permanently delete 

my account? and follow the link to 

Submit your request here.

         Warning! Your Facebook account 

will become deactivated for 14 days 

and will be deleted if you do not use it in 

that time. 

c

c

Contacts and Help

Facebook Safety Centre 

www.facebook.com/safety

Latest changes on Facebook blog 

http://bit.ly/U8acSe

Report/Remove tags video 

http://youtu.be/CaJYQXiu3PY

UK Safer Internet Centre 

www.saferinternet.org.uk

Email: enquiries@saferinternet.org.uk    

Phone: 0844 800 2382

Professionals Online Safety Helpline 

Phone: 0844 3814 772
Co-funded by the European Union Version: November 2013

Childnet

www.childnet.com

Internet Watch Foundation (IWF)

www.iwf.org.uk

Report abuse or grooming to CEOP 

http://ceop.police.uk

Childline

www.childline.org.uk

Phone: 0800 1111

Anti-Bullying Alliance

www.anti-bullyingalliance.org.uk

Do the
Check.
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Data Protection Act  

Introduction 

The Data Protection Act 1998 (the DPA) is based around eight 
principles of good information handling. These give people specific 

rights in relation to their personal information and place certain 
obligations on those organisations that are responsible for 

processing it.  

An overview of the main provisions of the DPA can be found in The 

Guide to Data Protection.  

This is part of a series of guidance, which goes into more detail than 

the Guide, to help data controllers to fully understand their 

obligations and promote good practice.  

This guidance is aimed at Local Education Authorities and those 

working within schools, colleges and universities. It gives advice on 
taking photographs in educational institutions and whether doing so 

must comply with the DPA.  

Recommended good practice 

The DPA is unlikely to apply in many cases where photographs are 
taken in schools and other educational institutions. Fear of 

breaching the provisions of the DPA should not be wrongly used to 
stop people taking photographs or videos which provide many with 

much pleasure.  
 

Where the DPA does apply, a common sense approach suggests 
that if the photographer asks for permission to take a photograph, 

this will usually be enough to ensure compliance.  
  

 Photos taken for official school use may be covered by the 

DPA and pupils and students should be advised why they are 
being taken.  

http://www.ico.org.uk/for_organisations/data_protection/the_guide.aspx
http://www.ico.org.uk/for_organisations/data_protection/the_guide.aspx
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 Photos taken purely for personal use are exempt from the 
DPA.  

Examples 

Personal use: 

 
 A parent takes a photograph of their child and some friends 

taking part in the school Sports Day to be put in the family 
photo album. These images are for personal use and the DPA 

does not apply.  
 

 Grandparents are invited to the school nativity play and wish 
to video it. These images are for personal use and the DPA 

does not apply.  
 

 

Official school use: 

 
 Photographs of pupils or students are taken for building 

passes. These images are likely to be stored electronically 

with other personal data and the terms of the DPA will apply.  
 

 A small group of pupils are photographed during a science 
lesson and the photo is to be used in the school prospectus. 

This will be personal data but will not breach the DPA as long 
as the children and/or their guardians are aware this is 

happening and the context in which the photo will be used.  
 

 
Media use: 

 
 A photograph is taken by a local newspaper of a school 

awards ceremony. As long as the school has agreed to this, 
and the children and/or their guardians are aware that 

photographs of those attending the ceremony may appear in 
the newspaper, this will not breach the DPA.  

 

More information   

Additional guidance is available on our guidance pages if you need 

further information on other parts of the DPA. 

http://www.ico.org.uk/for_organisations/guidance_index/data_protection_and_privacy_and_electronic_communications.aspx
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This guidance has been developed drawing on ICO experience.  

Because of this it may provide more detail on issues that are often 
referred to the Information Commissioner than on those we rarely 

see. The guidance will be reviewed and considered from time to 
time in line with new decisions of the Information Commissioner, 

Tribunals and courts.  

It is a guide to our general recommended approach, although 

individual cases will always be decided on the basis of their 
particular circumstances. 

If you need any more information about this or any other aspect of 
data protection, please contact us, or visit our website at 

www.ico.org.uk.  

 

 
 

 

 

https://www.ico.org.uk/Global/contact_us
http://www.ico.org.uk/
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