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Child Protection and Safeguarding Policy 2016 
 

This Policy should be read in association with the DfE September 2016 Keeping Children Safe in 
Education document. 
 
1. Introduction 
  
Our mission statement proclaims that “St John’s school aims to provide a secure, stimulating and happy 
environment where all children are encouraged to take pleasure in their learning”.  
 
All involved at the school instil in the children a developing sense of mutual respect. We believe that all 
members of staff have a pastoral responsibility towards each child and recognise that all children have a 
fundamental right to be protected from harm. The children can be helped to understand what is and isn’t 
acceptable behaviour towards them, and taught about staying safe from harm, and how to speak up if they 
have worries or concerns. The curriculum also plays a part in preparing children for the responsibilities of their 
adult life. 
  
St John’s fully recognises its responsibilities for child protection and safeguarding and that this is the 
responsibility of all staff and governors. 
  
 
 2. Aims & Application of the Policy 

The key aims of this policy are to ensure that all children are/have: 

     Safe from maltreatment, neglect, violence and sexual exploitation & grooming; 
     Safe from accidental injury or death; 
     Safe from bullying and discrimination including cyber bullying; 

     Safe from crime and anti-social behaviour in and out of school and in their interactions  

      with their total environment;  

    Safe from influences of extremism and radicalisation  

     Security, stability and are cared for. 
  

Our policy applies to all staff, governors, visitors and volunteers working in the school. The five main elements 

to our policy are to:  

     ensure we practise safe recruitment in checking the suitability of staff and volunteers to 

      work with children; 
     raise awareness of child protection issues and equipping children with the skills needed to 

      keep them safe; 
     implement procedures for identifying and reporting cases, or suspected cases, of abuse; 
     support any pupil who has been abused in accordance with his/her agreed child 

      protection plan; 
     establish a safe environment in which children can learn and develop. 
  

3. Statutory Duties, Legislation & Guidance 

 
In order to safeguard and promote the welfare of children, the school will act in accordance with the following 
legislation and guidance. 

The following Department of Education and Government publications cover the various legal duties & 

guidance:- 
 

 The Children Act 1989 

 The Children Act 2004 

 Education Act 2002 (Section 175/157)  
             Outlines that Local Authorities and School Governing Bodies have a  responsibility to      ensure that 

their functions relating to the conduct of school  are exercised with a view to safeguarding and 
promoting the welfare of children who are its pupils”.  
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 Kingston and Richmond Safeguarding Children Board Inter-agency Child Protection and Safeguarding 
Children Procedures (Electronic) 

 Keeping Children Safe in Education (DfE, September 2016) 

 Keeping Children Safe in Education: Part One-  information for all school and college staff (DfE, 
September 2016) – APPENDIX 1 

 Working Together to Safeguard Children (DfE 2015) 

 The Education (Pupil Information) (England) Regulations 2005  

 Sexual Offences Act (2003) 

 Section 26, The Counter Terrorism and Security Act 2015 (PREVENT duty)  

 Female Genital Mutilation Act 2003 (Section 74 ,Serious Crime Act 2015)  

 

Any of these documents may have further revisions and any changes affecting this policy will be adopted and 

incorporated in the next update. 

 

4. Child Protection Guidelines 
We will follow the procedures set out by the Local Safeguarding Children Board and take account of guidance 
issued by the Department of Education to: 

 

     ensure we have a Designated Safeguarding Lead (DSL) for child protection who has received 

appropriate training for this role. 

     ensure we have a nominated Governor responsible for Safeguarding and Child 

      Protection . 
     ensure every member of staff (including temporary and supply staff and  

      volunteers) and Governing Body knows the name of the Designated Safeguarding Lead(DSL) 
responsible for Child Protection and their role. 

     ensure all staff and volunteers understand their responsibilities in being alert to the 

      signs of abuse and responsibility for referring any concerns to the Designated Safeguarding 
Lead(DSL) responsible for Child Protection. 

     ensure that parents have an understanding of the responsibility placed on the school 

            and staff for Child Protection by setting out its obligations in the school prospectus; 

  
The full procedural guidelines issued by the Kingston Local Safeguarding Children Board (KLSCB) are 
available for reference in the Headteacher’s office. The guidelines have been written for managers, 
professionals and others with a significant interest in the welfare of children in the area covered by the KLSCB. 
Further guidance can be obtained from www.teachernet.gov.uk or www.education.gov.uk. (see section 3 
above).  
  

5. Responsibilities 

     5.1 All Staff, Governors, Visitors & Volunteers 

 Should be alert to signs of abuse. 
 

 Should report anything seen or heard that gives cause for concern either immediately or as soon as 
practicable afterwards to the Designated Safeguarding Lead (or deputy: see 5.2) 

  
 The concerns should be committed to writing either at the time or as soon as practicable thereafter 

making an accurate, non-judgemental record of the incident using the words that the child used as far 
as possible. Any information obtained should be done using non leading questions (questions that 
don’t suggest an answer).  Confidentiality must not be promised as staff have a duty to report the 
incident to the Designated Safeguarding Lead and it may be necessary to inform Social Services 
(SPA). Any marks or injuries observed must be indicated on a body diagram/map sheet. The 
information should record the date, the time, the place and those persons present. All records will be 
signed and dated. (Pro forma is available from the Headteacher and is available on teacher’s site 
electronically, see Appendix 1). 

  

 Should record and report any subsequent incidents or concerns to the Headteacher or Deputy (or 
member of SLT) in her absence. 

  

 Should be familiar with the Child Protection & Safeguarding Policy and the procedures within it and 
must be aware of the Designated Teacher or Deputy (or members of SLT). 

https://mail.lgflmail.org/owa/redir.aspx?C=9pynb-zqY0ah13Z9T9BizflNj3XmptII8EIQpf8okJVPh2uIA6I9lPKb5dhWlvqnBIBLjy9b_N0.&URL=http%3a%2f%2fwww.teachernet.gov.uk
https://mail.lgflmail.org/owa/redir.aspx?C=9pynb-zqY0ah13Z9T9BizflNj3XmptII8EIQpf8okJVPh2uIA6I9lPKb5dhWlvqnBIBLjy9b_N0.&URL=http%3a%2f%2fwww.education.gov.uk
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 All staff will undertake training within designated time, 3 years for teaching and support staff and every 
two years for trainers. Child protection & Safeguarding procedures will be discussed at staff meetings 
on an annual basis. 

 

 Safeguarding will be on the agenda at staff meetings. 

  

 Help to establish and maintain an environment where children feel secure, are encouraged to talk, and 
are listened to; 

  

 Ensure children know that there are adults in the school whom they can approach if they are worried; 
  

 Include opportunities in the PSHE & Computing curriculum for children to develop the skills they need 
to recognise and stay safe from abuse. 

  
 
5.2 Designated Safeguarding Lead (DSL) (formally known as Designated Senior Person)    

                         

The Designated Safeguarding Lead at St John’s school is the Headteacher - Lulu Esua 
            
The Deputy Designated Safeguarding Lead (DDSL) for Child Protection in this school is the Deputy    
Headteacher - Corinne Singh  

          
 In absence of both of the above, the two trained SLT members are: 
Ann Hutchinson –SEND Leader and John Hastings – KS2 Leader 
 
The DSL and/or a deputy will always be available during school hours for staff in the school to discuss any 
concerns. Either the DSL or DDSL will be available for out of hours activities. 
.  
 
 They will: 

 Follow the most current procedures and guidelines issued by both the Government/   
 Department for Education and the Local Safeguarding Board.  

 
 Keep written records of concerns (even if there is no need to refer the matter immediately) and of all 

follow up action taken. These records will be kept in a confidential file in a locked cabinet, in 
chronological order, in the Headteacher’s office. Only the Headteacher, Deputy Headteacher and the 
two other members of the SLT will have access to the files. If a pupil transfers to another school these 
files will be copied and forwarded to the pupil’s new education setting marked “confidential” and for 
the attention of the receiving school’s  

             Designated Safeguarding Lead.  
  

    Develop effective links with other agencies and co-operate with their enquiries regarding child 

protection. It is the responsibility of the Designated Safeguarding Lead  to ensure that the school is 
represented at, and a report is submitted to, child protection conferences, child in need meetings, 
strategy meetings, core group meetings, and looked after children reviews. Whoever attends should be 
fully briefed on any issues or concerns. The Headteacher will normally attend Safeguarding events and 
the Deputy Headteacher will attend Child Protection events.  
  

      Monitor the progress of any child who has been identified as being ‘at risk’ and continue to monitor that 

progress. 
  

    Attend regular training in respect to their role as designated teacher and ensure that they keep 

themselves and all deputies updated at least annually with changes to procedure guidance and training 
in relation to their role. 

  
    Ensure that the management of the school keep all staff and governors updated in their child protection 

training. 
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    Take all necessary action to ensure that the Child Protection & Safeguarding Policy is carried out in full 

at all times and that the Policy is annually reviewed by the Governing Body. 
  
    Ensure that the child protection procedures are discussed and examined at least annually by teaching 

staff and support staff through including this in staff meeting agendas 
 

 Ensure that necessary and appropriate precautions such as filters & monitoring systems are in place to 
protect children from inappropriate or harmful online material.  

 

 Ensure that pupils are taught about safeguarding including staying safe online. 

 
    Notify Social Services if there is an unexplained absence of a pupil who is on the child protection register 

within the same day. 
  
 
 5.3 Designated Governor for Child Protection & Safeguarding  
 The Governing Body will ensure that there is a designated governor with responsibility for child   protection and 
safeguarding at all times who will:-  

  
     endeavour to ensure that all aspects of this policy are being fully implemented and that  

      the policy is updated regularly.  

 
       support the Headteacher and the school in the implementation of this policy and also 

            in the monitoring of progress in relation to any child for whom there is a protection plan 
            in place or on the ‘at risk’ register. 
 
At the time of writing these Governors are Alan Bennett & Katy Taylor. 
  
The Governing Body will also ensure that at least one Governor has attended a Safer Recruitment Training 
course within the specified period of validity. 

  

5.4 The School Business Manager 
The School Business Manager will maintain records of DBS checks, qualifications of staff etc. as specified in 
section 8 below. Identification will be checked using passports and other appropriate documentation during the 
interview process for prospective staff. In particular maintain The ‘Single Central Register’ 
 

5.5 Stakeholders 
All stakeholders should be aware of the issues regarding children and internet use. Everyone including children 
have access to all mediums of communication, including the internet and mobile phones and are potential 
channels for abuse. Everyone should be aware that this is the case and all stakeholders educated about the 
possible perils of children using them. 

  
  

6. Welfare of Children     
                                                                                                                                         
A member of staff may become concerned about a child whose appearance, behaviour, health, academic 
progress, relationships or demeanour give rise to general worries about his or her care and well-being, but 
have no specific evidence. In such a case the concern should be reported to the Headteacher who will follow 
the KLSCB document. 

 
If a child makes a disclosure to a member of staff (or other adult) that they are suffering or at risk of suffering 
significant harm, or if a member of staff becomes aware of any information suggesting that child abuse may 
have occurred or is likely to occur, then follow the steps in Section 5.1 
  

If, within the context of these guidelines, a child has injuries which require immediate treatment, the 

Headteacher should arrange for the child to be taken to the casualty department at Kingston hospital. They 

should inform the hospital that child abuse is suspected.  
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The Headteacher must also arrange for the parents, or those with parental responsibility, to be informed as 

soon as possible that the child has been taken to hospital. The subsequent reporting of suspected abuse 

should follow steps in the KLSCB document. 

If a child goes missing from education this is a potential indicator of abuse or neglect. Any such absence should 
be reported to the Safeguarding Lead who will notify Social Services. 
 
 
 

7. Allegations Made Against a Member of Staff, Volunteer/Visitor or Governor 

 
Any allegation against a member of staff, a volunteer in or visitor to the school is a matter for the Headteacher 
who will follow the statutory guidance from the Department of Education reproduced in the school policy 
‘Allegations of Abuse  against Teachers and other Staff’  (See also KLSCB document). 
 

        Any allegation against members of the Governing body will initially be dealt with by the   

                 Chair of Governors and the Headteacher.  
 

       If an allegation is made against the Headteacher then the matter should be reported immediately to 

the Chair of Governors and or the designated Governor or Kingston’s Local Authority Designated 
Officer(LADO). The Diocese must be informed. 

 

     A written, signed and dated record of any allegation should be made and of any discussions that have 

taken place. 

 

8. Recruitment and Appointment of Staff and Volunteers and in service checks 

 
8.1 Verification  
The Governing Body and Senior Leadership Team are responsible for ensuring that the school follows 
recruitment procedures that help to deter, reject or identify people who might abuse children through 
volunteering or paid employment. The school in order to fulfil their commitment to safeguard and promote 
the welfare of its children will provide: 

  
   clear priorities for safeguarding and promoting the welfare of children explicitly stated in all relevant 

documents.  In particular the following statement will be used in all adverts for new appointments: 
  

‘This school is committed to safeguarding and promoting the welfare of children and expects all staff and 
volunteers to share this commitment’. 

 
 recruitment and human resources management procedures that take account of the need to 

safeguard and promote the welfare of children and young people including arrangements for 

appropriate checks on new staff and volunteers. All recruitment panels will have at least one 

member who has completed Safer Recruitment training within the relevant period of validity. This 

specific training is available locally from Achieving for Children or the Diocese. 
  

     The school will:  

 
    establish and be secure in the identity of staff, and assure themselves that others who employ or 

supply staff have done so; 
 

     verify the authenticity of the qualifications of staff as part of the recruitment process (see item on 

references below) and that they have the right to work in the UK (Home Office helpline 0845 
010667) 

 
     ensure all staff, governors, and volunteers who work alone with children, have an up to date 

enhanced DBS check at the appropriate level to their duties; other volunteers who are supervised 
may not require these checks. The Governors have agreed that enhanced DBS checks should be 
renewed every 5 years. On appointment Governors must apply for a enhanced check within 21 
days. 
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    maintain an up to date record (The Single Central Register) which displays evidence that the three 

tasks above have been carried out, and when. 
 

     will ensure that all staff, governors and volunteers will complete an annual return in relation to 

disclosable information  / convictions / personal matters regarding close family members or others 
with whom they live. \this is comply with ‘Disqualification by Association’ regulations. If anyone in 
these categories has been convicted of crimes related to child abuse it can automatically disqualify 
the member of staff/volunteer or  governor from their position. 

 

     ensure that any employee of the Local Authority or Diocese visiting the school, and any supply 

teacher, has been checked. 
 

 
8.2 Training 
The school will also take advantage of the online training available from the National College for School 
Leadership for Headteachers or Home Office Virtual College training or of similar Safeguarding training for 
Governors provided through the Local Authority or Diocese. 
 
Employer Access Online has been replaced by the Teacher Services system, which can be used to      
carry out prohibition from teaching and section 128 direction checks. The new guidance also has  more 
detail on checks on people who have lived or worked outside the UK. All new employees require a 
permanent National Insurance number before they can commence work. When this is not available contact 
the National Insurance helpline for further guidance (01708 814440). 

 
8.3 References 
When references are received the person concerned will consider if:- 

 It is on headed notepaper? 

 From the person who they requested it from? 

 From the last two employers? 

 Signed by the author and it is an original signature? 

 Whether anyone has spoken to the referee? 
 

8.4 Medical Clearance 

 All new employees must complete a Health Questionnaire before final appointment 

 If any existing employee takes a different post they may be subject to another medical clearance 
depending on the type of work to be carried out. 

 

9. Children Not Collected at the End of the School Day                                                                                  
This applies to any child who is normally collected from school but has not been collected on a particular day 

and no other arrangement has been made by the parent/carer with the school. Kingston Local Safeguarding 

Children Board provide guidance and support for such cases in their document “Procedure for Children Not 

Collected at the End of the School Day”. An edited copy for St.John’s is attached as Appendix 2 and a copy 

is displayed in the school office.                                                           

 
10. Types of Abuse  & Indicators of Abuse and Neglect                                                                                                                                                         

10.1 The 5 main areas 
Through our day to day contact with pupils, staff have a crucial role to play in noticing indicators of possible 
abuse or neglect and in referring these concerns to the Headteacher or designated teacher. The areas of 
abuse are now commonly recognised by all authorities safeguarding children are as follows:  

 Physical abuse 

 Emotional Abuse 

 Sexual Abuse and Grooming 

 Neglect 

 Bullying 
 
Full descriptions of these types of abuse are shown as Appendix 3. 
Details of the possible signs of abuse and neglect are shown as Appendix 4. 
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10.2 Specific safeguarding issues 
 Expert and professional organisations are best placed to provide up-to-date guidance and practical support 

on specific safeguarding issues. For example NSPCC offers information for schools and colleges on the 

TES website and also on its own website  www.nspcc.org.uk Schools and colleges can also access broad 

government guidance on the issues listed below via the GOV.UK website: 

  
•  child sexual exploitation (CSE) – see also below  
•  bullying including cyberbullying  
•  domestic violence  
•  drugs  
•  fabricated or induced illness  
•  faith abuse  
•  female genital mutilation (FGM) – see also below  
•  forced marriage  
•  gangs and youth violence  
•  gender-based violence/violence against women and girls (VAWG)  
•  mental health  
•  private fostering  
•  radicalisation  
•  sexting  
•  teenage relationship abuse  
•  trafficking  

 
 
 
11. Female Genital Mutilation   
In addition to the abuse categories above staff need to be alert to the possibility of a girl being at risk of FGM, 
or already having suffered FGM. There is a range of potential indicators that a child may be at risk of FGM, 
which individually may not indicate risk but if there are two or more indicators present this could signal a risk to 
that child. Victims of FGM are likely to come from a community that is known to practise FGM. Professionals 
should note that girls at risk of FGM may not yet be aware of the practice or that it may be conducted on them, 
so sensitivity should always be shown when approaching the subject.  
The  Designated Safeguarding Lead will have received FGM training and will disseminate  to all staff. Any 
concerns should be reported to the Safeguarding Lead.  St John’s has a duty to report concerns about girls at 
risk of FGM to the police and Social Services. 

  
 
 
12. Prevention of Radicalisation 
 

12.1 Department for Education Guidance  
In  March 2015 new statutory  duties were  placed on  schools by  the ‘Counter Terrorism and Security  Act,’ 
(2015)        which   means  they   must  work  to  prevent  children     being  drawn     into  extremism. 
At St John’s we endeavour to protect our whole school community from being affected by any forms of 
extremism. St John’s staff and Governors have all received and familiarised themselves with guidance 
document ‘The Prevent Duty: Departmental advice for schools and childcare providers’ dated June 2015 
published by the DfE. This includes the promotion  
 
12.2 Definitions 
Extremism is defined as vocal or active opposition to fundamental ‘British Values’ of democracy, the rule of 
law, individual liberty & mutual respect and tolerance of those with different faiths & beliefs. 
 
Radicalisation refers to the process by which a person becomes support terrorism and extremist ideologies 
associated with terrorist groups.  
  
12.3 Our Religious Education Policy  
St John’s has a Religious Education Policy. This policy addresses the importance of embracing a rich blend 
of faiths, ideology and cultures and how at St John’s we impart this crucial message. 
We encourage all to talk through their beliefs, ideology, fears and questions openly, so that we can retain 
the cohesion of our community and protect what we hold dear.  
 

http://www.nspcc.org.uk/
https://www.gov.uk/government/publications/what-to-do-if-you-suspect-a-child-is-being-sexually-exploited
https://www.gov.uk/government/publications/preventing-and-tackling-bullying
https://www.gov.uk/domestic-violence-and-abuse
https://www.gov.uk/government/publications/drugs-advice-for-schools
https://www.gov.uk/government/publications/safeguarding-children-in-whom-illness-is-fabricated-or-induced
https://www.gov.uk/government/publications/national-action-plan-to-tackle-child-abuse-linked-to-faith-or-belief
https://www.gov.uk/government/publications/female-genital-mutilation-guidelines
https://www.gov.uk/forced-marriage
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/226293/Advice_to_Schools_and_Colleges_on_Gangs.pdf
https://www.gov.uk/government/policies/ending-violence-against-women-and-girls-in-the-uk
https://www.gov.uk/government/publications/the-mental-health-strategy-for-england
https://www.gov.uk/government/publications/children-act-1989-private-fostering
https://www.gov.uk/government/publications/channel-guidance
http://ceop.police.uk/
https://www.gov.uk/government/collections/this-is-abuse-campaign
https://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance
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Children may raise difficult and sensitive questions in school. Staff endeavour to provide a safe space in 
which engagement and fair, balanced and honest dialogue can happen. As a school we are uniquely 
positioned to be a catalyst in our community to encourage links between different faith communities, 
children, their families and adults in order to support conversations, questions and have debates and 
discussions to promote positive understanding of each other.  

 
12.4 Roles of Governing Body and Headteacher 
It is responsibility of the Governing Body to ensure that the school meets its statutory duties with regards to 
preventing radicalisation. The Headteacher, as the designated Safeguarding Lead is responsible for 
ensuring :- 
 

    that staff understand the issues of radicalisation and know how recognise signs, respond to and 
report  any concerns    

    that staff receive safeguarding concerns about any child who may be vulnerable to risks or who are 
showing concerning signs.  

    that, as with all safeguarding concerns, referrals are made to the local safeguarding board and other 
relevant authorities.  

    that new staff receive appropriate training and all staff are kept up to date on these matters. 
 
 
Collectively the school is alert to the potential dangers of institutional complacency and/or suspended 
professional disbelief just because we are in a relatively low risk area. 
 

 

 

 

 

 

 

 

Policy Approved by the Governing Body: 

  

 

Signed ……………………………………………… Chair of Governors  

  

 

Signed ……………………………………………… Headteacher 

  

 

Date ………………………………….  

  

N.B Appendices1-5  follow.  
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Appendix 1   Pupil Protection Log 
 

Child Protection / Welfare concerns 

 

Date file started: 

                        

Pupil name: Date of birth: 

Any other name by which child is known: 

Home address: 

 

Telephone no: 

Current address (if different) 

Family members i.e. parents / carers / siblings:                                         

Name    Relationship to child Relevant information 

   

   

   

Are records held in school relating to other connected children? If yes, who? 

 

Contact details of other professionals involved: 

Name Agency Contact details Start date involved 

    

      

    

Concerns raised: 

Date: By whom Brief description of action 
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Appendix 2  Procedure for Children left late at School at end of School Day  

1.1  The majority of children in the school are collected by their parents, a guardian, a child minder or   other 
carer. 

 
1.2 Parents are responsible for informing the school about any changes to the routine for collecting their 

children from school. 
 
1.3 In the Foundation Stage and in Key Stage 1 children will be collected by a parent or other carer. This 

pattern will continue into Key Stage 2. In Upper Key Stage 2 parents may make the decision to allow their 
children to walk home with a friend. They will need to inform the school about this decision. 

 
1.4 Occasionally parents or carers are unavoidably late collecting their children e.g. stuck in traffic jam. 

Usually parents inform us of this situation. Where we know parents are going to be late picking up their 
children the teacher is responsible for taking them to the main entrance where the children are left in the 
care of the office staff. 

 
1.5 On other occasions children are not collected at 3.20pm and the school receives no message. On these 

occasions the teacher should keep the child with them for the first 10 minutes and thereafter take them to 
the main entrance where the children are left in the care of the office staff. Nursery staff may prefer to 
keep children with them but the office must be informed. 
 

1.6 The office staff or the teacher will contact the parent or carer using the contact information sheet kept in 
class groups in the main office. 
 

1.7 If there is no response from any of the contact numbers the Headteacher, or in her absence the Deputy 
Headteacher, should be informed of the situation. 
  

1.8 If a parent/carer or emergency contact can not be contacted and has not arrived by 4.15pm, the 
Safeguarding Service should be alerted on 020 8547 5008 and asked to make contact with the parents.   
Duty Education Welfare Officer (DEWO) will make further telephone contact or visit the home address. If 
the parent/guardian/carer is not at home a standard letter will be left asking them to contact the school 
before 4.45pm or Single Point of Access team 02085475008 after 4.45p.m. 

 
1.9   The Duty Social Worker will give advice and carry out appropriate checks and make further attempts to 

contact the parent/carer, although they will normally request that the child remains at school for as long as 
possible in case the parent/carer arrives late. 
 

1.10 If attempts to contact a parent or appropriate carer are unsuccessful, a duty worker will visit the home 
address, leave a standard letter asking them to contact the school before 4:45 p.m. or the Children’s 
Emergency Duty Team (EDT) Duty Social Worker after 5pm and then take the child to a designated place 
of safety, Guildhall 2. Plans would then be made by the duty 
worker to arrange a placement for the child. An alert form would be sent to Children’s EDT if the situation 
has not been resolved by 5.00 p.m. providing guidance on what action to take if the parent/carer makes 
contact. 
 

1.11 If an appropriate relative or carer is located from the emergency contact list, he/she will be asked to 
ensure the child is collected from the school. If there are genuine reasons for the relative or carer being 
unable to do this, social care staff will liaise with school about arrangements for the child to be collected 
and taken to the social care offices in Guildhall 2. 
 

1.12  When contact is made with the child’s parents / carers, they should be informed that Social Care has 
been contacted and who to contact if the child has been collected by social care duty team. 

 
1.13 The exception to this arrangement is the St.John’s After School Club which is based on the school site 

and has an extended day up to 6.00 pm. In the event that a child has not been collected by 6.30 p.m. the 
Nursery Manager shall contact the Police and Children’s Emergency Duty Team Social Worker to alert 
them to this fact and that an emergency placement may be needed. The Police and Children’s EDT social 
worker will work together to make emergency care arrangements, ensuring that appropriate messages are 
left for parents/carers advising that they make contact. 
 

1.14 The Headteacher, or in his absence the Deputy Headteacher, is responsible for looking after the child until 
the Duty Education Welfare Officer collects the child from the school. 
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APPENDIX 3 TYPES OF ABUSE (Full description) 

Physical Abuse                                                                                                                                                                                    
Physical Abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating, 

fabricating symptoms of illness, deliberately inducing illness or otherwise causing physical harm to a child.  
Emotional Abuse                                                                                                                                                                     
Emotional abuse is 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 children that they are worthless 
or unloved, inadequate, or valued only insofar as they meet the needs of another person. It may include not giving 
the child 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 the 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. 

Sexual Abuse & Grooming 
Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, not necessarily 
involving a high level of violence, whether or not the child is aware of what is happening. The activities may involve 
physical contact including assault by penetration (for example, rape or oral sex) or non-penetrative acts such as 
masturbation, kissing, rubbing and touching outside of clothing. They may also include non-contact activities, such 
as involving children in looking at, or in the production of, sexual images, watching sexual activities, encouraging 
children to behave in sexually inappropriate ways,). Sexual abuse is not solely perpetrated by adult males. Women 
can also commit acts of sexual abuse, as can other children. Sexual activity involving a child under the age of 13 is 
always a criminal offence. It can be difficult to identify children who are the risk of sexual exploitation. 
Grooming is the process of ‘preparing’ a child for a sexual purpose. It is often slow and subtle lulling the child into 
a false sense of security and always involves manipulation and deceit. This may occur within the community or 
online using the internet or mobile phones. 
  

Neglect 

 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 parent or carer failing to: 
 
     provide adequate food, clothing and shelter (including exclusion from home and abandonment);      
     protect a child from physical and emotional harm or danger; 

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

     ensure access to appropriate medical care or treatment. 

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

 

10.5 Bullying 

 Bullying may be defined as deliberately hurtful behaviour, usually repeated over a period of time, where it is 

difficult for those bullied to defend themselves. It can take many forms, but the three main types are physical (e.g. 
hitting, kicking, theft), verbal (e.g. racist or homophobic remarks, threats, name calling), and emotional (e.g. 
isolating an individual from the activities and social acceptance of their peer group). The damage inflicted by 
bullying can frequently be underestimated. It can cause considerable distress to children to the extent that it 
affects their health and development or, at the extreme, cause them significant harm (including self-harm). All 
settings in which children are provided with services and are away from home should have in place rigorously 
enforced anti-bullying strategies. 
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APPENDIX 4 :  INDICATORS OF ABUSE AND NEGLECT 

The framework for understanding children’s needs: 

 
Working Together to Safeguard Children (DFE, 2016) 

 

Physical abuse  

Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, 

drowning, suffocating or otherwise causing physical harm to a child. 

Child 

Bruises – shape, grouping, site, repeat or 

multiple 

Withdrawal from physical contact 

Bite-marks – site and size 

Burns and Scalds – shape, definition, size, 

depth, scars 

Aggression towards others, emotional and 

behaviour problems 

Improbable, conflicting explanations for injuries 

or unexplained injuries 

Frequently absent from school 

Untreated injuries Admission of punishment which appears 

excessive 

Injuries on parts of body where accidental injury 

is unlikely 

Fractures  

Repeated or multiple injuries Fabricated or induced illness -  

Parent Family/environment 

Parent with injuries History of mental health, alcohol or drug misuse 

or domestic violence. 
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Evasive or aggressive towards child or others Past history in the family of childhood abuse, 

self-harm, somatising disorder or false 

allegations of physical or sexual assault 

Explanation inconsistent with injury Marginalised or isolated by the community. 

Fear of medical help / parents not seeking 

medical help 
Physical or sexual assault or a culture of physical 

chastisement. 

Over chastisement of child  

 

Emotional abuse  

Emotional abuse is 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 children that they are worthless or unloved, not giving the child opportunities 

to express their views,  ‘making fun’ of what they say or how they communicate - hearing the 

ill-treatment of another and serious bullying (including cyber bullying).   

Child 

Self-harm Over-reaction to mistakes / Inappropriate 

emotional responses  

Chronic running away Abnormal or indiscriminate attachment 

Drug/solvent abuse Low self-esteem  

Compulsive stealing Extremes of passivity or aggression 

Makes a disclosure Social isolation – withdrawn, a ‘loner’ Frozen 

watchfulness particularly pre school   

Developmental delay Depression 

Neurotic behaviour (e.g. rocking, hair twisting, 

thumb sucking) 

Desperate attention-seeking behaviour 

Parent Family/environment 

Observed to be aggressive towards child or 

others 

Marginalised or isolated by the community. 

Intensely involved with their children, never 

allowing anyone else to undertake their child's 

care. 

History of mental health, alcohol or drug misuse 

or domestic violence. 

Previous domestic violence History of unexplained death, illness or multiple 

surgery in parents and/or siblings of the family 

History of abuse or mental health problems Past history in the care of childhood abuse, self 

harm, somatising disorder or false allegations of 

physical or sexual assault 

Mental health, drug or alcohol difficulties Wider parenting difficulties 
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Cold and unresponsive to the child’s emotional 

needs 

Physical or sexual assault or a culture of 

physical chastisement. 

Overly critical of the child Lack of support from family or social network. 

 

Neglect  

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.  

Child 

Failure to thrive - underweight, small stature  Low self-esteem 

Dirty and unkempt condition Inadequate social skills and poor socialisation 

Inadequately clothed Frequent lateness or non-attendance at school 

Dry sparse hair Abnormal voracious appetite at school or 

nursery 

Untreated medical problems Self-harming behaviour 

Red/purple mottled skin, particularly on the 

hands and feet, seen in the winter due to cold 

Constant tiredness 

Swollen limbs with sores that are slow to heal, 

usually associated with cold injury 

Disturbed peer relationships 

Parent Family/environment 

Failure to meet the child’s basic essential needs 

including health needs 

Marginalised or isolated by the community. 

Leaving a child alone History of mental health, alcohol or drug misuse 

or domestic violence. 

Failure to provide adequate caretakers History of unexplained death, illness or multiple 

surgery in parents and/or siblings of the family 

Keeping an unhygienic dangerous or hazardous 

home environment 

Past history in the family of childhood abuse, 

self harm, somatising disorder or false 

allegations of physical or sexual assault 

Unkempt presentation Lack of opportunities for child to play and learn 

Unable to meet child’s emotional needs  Dangerous or hazardous home environment 

including failure to use home safety equipment; 

risk from animals 

Mental health, alcohol or drug difficulties  
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Sexual abuse  

Sexual abuse involves forcing or enticing a child or young person to take part in sexual 

activities, not necessarily involving a high level of violence, whether or not the child is 

aware of what is happening. The activities may involve physical contact or non-contact 

activities, such as involving children in looking at sexual images or being groomed on line / 

child exploitation.   

Child 

Self-harm -  eating disorders, self-mutilation and 

suicide attempts 

Poor self-image, self-harm, self-hatred 

Running away from home Inappropriate sexualised conduct 

Reluctant to undress for PE  Withdrawal, isolation or excessive worrying 

Pregnancy Sexual knowledge or behaviour inappropriate to 

age/stage of development, or that is unusually 

explicit  

Inexplicable changes in behaviour, such as 

becoming aggressive or withdrawn 

Poor attention / concentration (world of their 

own) 

Pain, bleeding, bruising  or itching in genital and 

/or anal area 

Sudden changes in school work habits, become 

truant 

Sexually exploited or indiscriminate choice of 

sexual partners 

 

Parent Family/environment 

History of sexual abuse Marginalised or isolated by the community. 

Excessively interested in the child. History of mental health, alcohol or drug misuse 

or domestic violence.  

Parent displays inappropriate behaviour towards 

the child or other children 

History of unexplained death, illness or multiple 

surgery in parents and/or siblings of the family 

Conviction for sexual offences Past history in the care of childhood abuse, self 

harm, somatising disorder or false allegations of 

physical or sexual assault 

Comments made by the parent/carer about the 

child. 

Grooming behaviour 

Lack of sexual boundaries Physical or sexual assault or a culture of 

physical chastisement. 
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APPENDIX 5  Reporting/Referral Flow charts 

 
Flowchart One: When there are serious concerns about a child’s welfare but no specific 
evidence of abuse: 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 

 
                                           

 
 
 
 

 
 
 
 
 
 

 

1. Member of staff discusses concerns with 
Designated Safeguarding Lead (DSL) 

 

2. DSL to inform Headteacher 

(if separate from HT) 

3. DSL/Headteacher consult with 

parents/carers and discuss concern 

4.  Decision made whether or not to refer to 

local SPA 020 8547 5008 

6. No Referral 
6. Referral under s.17 Child in 

Need. Within 24 hours, SPA 

outlines response to referrer.  

5. Record outcome of 

meeting and decisions 

made 
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Flowchart Two:  
Action to be taken when child/young person discloses, or a member of school staff 
suspects, that abuse has occurred outside of school:  

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
                        Decision not to refer                                             Decision to refer 

 
 
 
 
 
 

 
                                          Decision not to proceed                     Decision to proceed 

 
 
 
 
 
 

          
 

 
 
 

 
 
 
 

 
 

1. Disclosure made to    

member of school staff 

2.  Report disclosure to 

Designated Safeguarding Lead 

3. Where the DSL is not the Headteacher, 
Headteacher should be informed of the 

disclosure 

4.  Decision made whether or not to refer to 

local SPA 020 8547 5008 

 

5.  Incident logged 6.  School contact relevant SPA or allocated 

social worker 

7. SPA offers advice to 

school 

8. School complete and 

email / fax through 

referral form 

9.  Investigation undertaken within 

24 hours. SPA outlines response to 

referrer  
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Flowchart Three: Allegation of abuse by a member of school staff or volunteer 
(teaching or non-teaching) 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
      
               Decision not to proceed                            Decision to proceed  

 
 
 
 
 
 
 
 
 
 
 
 
                        
        
       
                No further action                               Decision to proceed  

                    
 
 
 
 

 
 

 

 

 

 

 

1.  Disclosure made to a 

member of school staff 

2.  Disclosure reported to 

Headteacher 

3.  Headteacher reports the disclosure to the LADO 

4. Headteacher records 

decision and takes the 

action agreed 

5. The LADO advises as to next steps in liaison 

with the Police 

6.  Strategy Meeting convened within 

72 hours 

7.  Reason for decision recorded 

and feedback to relevant parties 
8.  Further action agreed 

by Strategy Meeting 
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Flowchart Four: Referral procedure for when a child/young person discloses to 
a member of school staff an allegation of abuse by a Headteacher. 
 

 
 
 

 
 
   Headteacher is the               Headteacher is not the 
   Designated Safeguarding Lead               Designated Safeguarding Lead  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
         Decision not to proceed                          Decision to proceed 

 
 
 
 
 
 
 
 
 
 
 
                
                  
                                      Decision not to proceed                                       Decision to proceed 

 
           
 
 
 
 

 
 

1.  Disclosure made to 

member of staff. 

 

2.  Member of staff informs 

Chair of Governors 

(Katy Taylor) 

3.  Member of staff informs 

Designated Safeguarding Lead and 

Chair of Governors (Katy Taylor) 

 

4.  Designated Safeguarding Lead

 and/or Governor inform the LADO 

5.  Reason for decision and 
agreed action recorded and 
reported to relevant parties 

6.  LADO directs investigation in 
liaison with Police 

7.  Strategy meeting convened within 

72 hours 

8.  Reason for decision and agreed 

action recorded and reported to relevant 

parties 

9.  Further action agreed 

by Strategy Meeting 


