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Introduction 

Atam School is committed to safeguarding and promoting the welfare of children as 
defined by Keeping Children Safe In Education, July 2015 (KCSIE): 
consistent with the provision of safe and effective care; and taking action to enable all 
children to have the best outcomes. ‘ 
 
All governors have responsibility for welfare and safeguarding. Mankamal Singh is the 
nominated governor for Child Protection. 
 
All staff and volunteers are required to, ‘Maintain an attitude of ‘it could happen here,’ 
where safeguarding is concerned,’ and to always act in the interests of the child.  
 
Where a child is suffering significant harm, or is likely to do so, immediate action is taken 
to protect that child.  Action is also taken to promote the welfare of a child in need of 
additional support, even if they are not suffering harm or are at immediate risk.  This 
includes working with other services as needed. 
 
Raminder Vig is the designated person/s for safeguarding (DSP) responsible for welfare 
and safeguarding. Their duties are detailed in their job descriptions. 
 
Performance review of the DSP is managed by Mr Nick Kandola, who ensures that he is 
given sufficient time, funding and supervision to carry out his duties.   
 
The school designated person for safeguarding (DSP) is required to liaise with the 
designated governor with regard to any welfare and safeguarding issues including the 
completion of an annual audit of this policy and the efficiency with which the related 
duties have been discharged.  
 
This policy is in accordance with Redbridge Local Safeguarding Children Board 
procedures and is available to parents on the school website and on request.   Any 
weaknesses or deficiencies in this policy must be remedied without delay.  
 
In accordance with Ofsted inspection requirements this policy is posted on the school 
website www.atamacademy.com and the current version is made available for 
inspection purposes.  
 
Linked Documents: 
 
Keeping Children Safe in Education (2015) (KCSIE) [This guidance replaced 
Safeguarding Children and Safer Recruitment in Education (SCSRE) from April 2014.]; 
Working Together to Safeguard Children (2013) (WTSC) 
 
The Children Act 1989 and 2004; Education Act 2002; The Education (Health 
Standards) (England) Regulations 2003 ; The Further Education (Providers of 
Education) (England) (Regulations) 2006 ; The Education (Student Referral Units) 
(Application of Enactment) (England) Regulations 2007 as amended by SI 2010/1919, SI 
2012/ 1201, SI 2012/1825, SI 2012/3158; The School Staffing (England) Regulations 
2009 as amended by SI 2012/1740 and SI 2013/1940;The Education (Independent 
School Standards) (England) Regulations 2010 as amended by SI 2012/2962 ; The 
Education (Non-Maintained Special Schools) (England) Regulations 2011; Police Act 
1997; Protection of Freedoms Act 2012;  Equality Act 2010; The Common Law Duty of 
Care; The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975, as amended  
 

NSPCC website: www.nspcc.org.uk  

http://www.nspcc.org.uk/
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Schools can also access broad government guidance via the GOV.UK website 
regarding: child sexual exploitation (CSE);  bullying including cyberbullying; domestic 
violence; drugs; fabricated or induced illness; faith abuse; female genital mutilation; 
forced marriage; gangs and youth violence; gender-based violence/violence against 
women and girls (VAWG); mental health;  private fostering; sexting; teenage relationship 
abuse; trafficking. 
 

Aims  

We aim: 
 

 for the welfare and safeguarding of  children to be the highest priority for 
governors, staff and all  members of the school community; 

 to take immediate action as per this policy if there are any concerns with regard 
to the welfare and safety of any child; 

 to implement this policy and procedures, effectively complying with the law at all 
times; 

 to review this policy including updates and implementation at least annually, 
immediately rectifying any shortcomings. 

 
Objectives: 
 
At Atam School we will: 
 

 Ensure that our school is a safe and happy place for our students, staff, parents 
and carers 

 Ensure records of concern about children are maintained, securely stored and 
confidentiality maintained 

 Ensure that appropriate procedures are followed when an allegation is made 
against a member of staff, the head teacher or volunteer 

 Ensure that safe recruitment practices are always followed 
 
We recognise that children who are abused or witness violence may find it difficult to 
develop a sense of self-worth. They may feel helplessness, humiliation and some sense 
of blame. The school may be the only stable and secure element in the lives of children 
at risk. When in school their behaviour may be challenging and defiant or they may be 
withdrawn. The school will endeavour to support the pupil through: 
 

 The content of the curriculum 

 A positive ethos and secure environment which promotes feelings of being 
valued 

 A behaviour policy which is aimed at supporting vulnerable pupils. 

 Liaison with other agencies that support students such as Social Services, Child 
and Adult Mental Health Service, Education Welfare Service and Educational 
Psychology Service 

 Ensuring that when a pupil on the Child Protection Register leaves, their 
information is transferred immediately and appropriately and the child’s social 
worker is informed.  
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Role of the Designated Person for Safeguarding (DPS) 

 To liaise with the head teacher and designated governor to annually review and 
update this policy and its implementation; in addition, to review and update this 
policy and procedures if there are any major changes remedying any shortcomings 
without delay.  

 To encourage a culture of listening to children and taking account of their wishes 
and feelings amongst all employees. 

 To inform the head teacher and designated governor of any welfare and 
safeguarding issues and referrals.  Any allegations against the Head teacher are 
also reported to the Chair who immediately contacts the LADO. 

 To keep detailed, accurate and secure written records of concerns and referrals. 

 To ensure each member of staff has access to and understands the school’s 
welfare and safeguarding/child protection policy and procedures, including new and 
part time staff; act as a source of support, advice and expertise to staff on matters of 
safety and safeguarding and when deciding to make a referral by liaising with 
relevant agencies.   

 To link with the Redbridge LSCB to ensure the school is operating in accordance 
with locally agreed inter-agency procedures and is aware of training opportunities 
and the latest local policies on safeguarding; ensuring s/he has a working 
knowledge of how the LA conducts a child protection case conference and child 
protection review conference and is able to attend these;  understanding the 
assessment process for providing early help and intervention through the locally 
agreed and shared assessment processes. 

 To obtain access to resources and attend appropriate training for the DSP as 
required by Redbridge (minimum every two years).  

 To be able to recognise how to identify signs of abuse and when to make an 
appropriate referral; being alert to the specific needs of children in need, those with 
special educational needs and young carers. 

 To refer all cases of suspected abuse to the local authority children’s social care 
and all cases which concern a member of staff to the local authority designated 
officer (LADO).);  

 In liaison with the Head teacher and designated governor, refer to the Disclosure 
and Barring Service cases where a person is dismissed or leaves due to risk/harm 
to a child; and/or to the Police cases where a crime may have been committed.  

 To ensure the senior leadership team and all employees of the school are trained as 
required by the LSCB and that all carers, volunteers and parents are made aware of 
this policy and procedures including publication of the policy on the school’s 
website. 

 To ensure that any new employee to the school receives induction training with 
regard to this policy and procedures and all staff have read Part 1 of Keeping 
Children Safe in Education.  

 To ensure that where students leave the school that their child protection file is 
copied as soon as possible ( usually within 5 working days) and transferred 
separately from the main student file and that there is liaison with the DSP/Head 
teacher at the receiving school. 

 To ensure that confidentiality and records in relation to Child Protection and 
Safeguarding are stored securely in a locked cabinet.  
 

The Head teacher and Chair of School Governors, monitor the single central register 
ensuring that it is accurate and up to date. 
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Student Disclosures  

A child will usually select a person he or she feels can be trusted in order to disclose.  
Adolescents are more likely to make a disclosure to a friend.  Both students and parents 
are involved in Safer Internet Day on an annual basis and informed of updated excellent 
resources and guidance from CEOP and Child.net. Students are made aware of 
Safeguarding policies, procedures, who the Designated Person is and subject specific 
material through PSHCE lessons which is monitored and assessed to ensure it has been 
understood. 
 
It is important that when a child gives information that the adult: 
 

 does not promise confidentiality; 

 does not jump to conclusions; 

 listens to the child without directly questioning/leading  him or her; ask TED 
questions – Tell me what happened………Explain……..Describe…….. 

 does not stop a child freely recalling significant events; 

 does not ask the child to repeat a disclosure to another adult; 

 makes a note of the discussion, recording time, setting and persons present as well 
as what is said; 

 completes a Child Protection Form (Annex 4) and refers to the school’s DSP. 
 
Additional consideration needs to be given to children with communication difficulties 
and for those whose preferred language is not English. It is important to communicate in 
a way that takes into consideration age, understanding and preference for spoken 
language. 

Making a Referral  

 
Any concerns with regard to a child’s safety or well-being are shared immediately with 
the DSP who is responsible for completing a referral form (Annex 7), and telephoning 
Redbridge Children’s Services within 24 hours of the disclosure: 
 
Tel: 020 8708 3885 from 9.00am to 5.00pm 
Tel: 020 8708 5897 after 5.00 pm 

 
All staff understand that any adult may make a referral to external agencies if he or she 
has concerns.   
 
Unless there are concerns that speaking to the parents may place a child in danger, the 
DSP will see the parent(s) regarding any concerns e.g. a comment made by a child, an 
unusual mark or bruise in order to ascertain if there is a reasonable explanation.  The 
discussion will be recorded using a Parental Consultation Form (Annex 5).   Advice will 
be sought from children’s services if there are any doubts with regard to the explanation. 
 
Where a child and family would benefit from co-ordinated support from more than one 
agency (for example education, health, housing, police) the school will support an inter-
agency assessment and help given to the Student and family in order to prevent needs 
escalating.  
 
The school will refer to Children’s Services without informing parents if it is thought that 
this is in the interest of the child. 
 
The police will be informed from the outset with regard to cases of serious harm. 
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It is important that concerns are followed up. The member of staff reporting to the DSP 
will be informed by the DSP what has happened following the report being made.  

If the reporting person has concerns that the disclosure has not been acted upon 
appropriately they must inform the DSP and the Head teacher.  The child protection 
team will be contacted in liaison with the Chair of School Governance in order to pursue 
the matter.  

Receiving a disclosure can be upsetting for the member of staff concerned, and the 
school will ensure that appropriate support is made available.  

The school will evaluate the effectiveness of its policy and procedures following an 
incident/disclosure/referral: 

 Was the member of staff clear about the procedures to follow? 

 Did the member of staff follow procedures appropriately? 

 Has the governor responsible for welfare and safeguarding been informed  (no 

individual details to be provided) 

 Do any adjustments need to be made to policy and procedures? 

 
Abuse by One or More Students Against Another including Bullying 
 
The school will refer to children’s services where there is ‘reasonable cause to suspect 
that a child is suffering, or likely to suffer, significant harm’. 
 
A bullying incident will be treated as a child protection concern when there is reasonable 
cause to suspect that a child is suffering or is likely to suffer serious harm. 
 
Details of any such incident will be recorded using the form in Annex 4.  
 
The DSP/Head teacher will consider the immediate safety of all students concerned and 
the seriousness and circumstances of the allegation, including the age of the students 
concerned. Usually concerns will be discussed with the family unless such discussion 
may place the child at increased risk of significant harm. Advice will be sought from 
children’s services and a referral made if advised. 
 
Tel: 020 8708 3885 from 9.00am to 5.00pm 
Tel: 020 8708 5897 after 5.00 pm 
 
It may be necessary to exclude the students concerned (without prejudice) when: 
 

 a serious allegation has been made against a student by another student or 
member of staff which is the subject of a police investigation which may result in 
criminal proceedings being brought; 

 the student’s continued presence in the school may have an adverse effect on 
the complainant and other potential witnesses, and on the promotion of good 
order and discipline at the school generally.  
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Internet Safety 

 ‘Grooming’ or stalking by sexual predators and cyberbullying are the main risks of 
internet use particularly through the use of social networks.  
 
Social networking sites such as Facebook and Bebo set a minimum age limit of 13 for 
users to register online; Myspace sets the limit at 14.  However, a recent poll found a 
quarter of children between the ages of eight and 12 are evading the age restrictions; 
about a quarter of eight- to 15-year-olds admitted having strangers as friends on their 
social networking page; a fifth claimed to have met strangers they had encountered 
online; two-thirds said they posted personal information on their pages, including their 
school and their mobile phone number. 
 
"Cyberbullying" (refer to Bullying Policy) is when a child, pre-teen or teen is tormented, 
threatened, harassed, humiliated, embarrassed or otherwise targeted by another child, 
preteen or teen using the Internet, interactive and digital technologies or mobile phones. 
It has to have a minor on both sides, or at least have been instigated by a minor against 
another minor. Once adults become involved, it is cyber-harassment or cyberstalking.  

 
Adults may ‘groom’ children on the internet particularly by communicating with them as a 
friend.  An adult trying to lure children into offline meetings is sexual exploitation or luring 
by a sexual predator. Sometimes when a minor starts a cyberbullying campaign it 
attracts sexual predators. Cyberbullying may include such actions as offering up the 
victim for sex. The cyberbully one moment may become the victim the next. Children 
often change roles, going from victim to bully and back again. 
 
Staff must ensure that the school firewalls are in place in order that inappropriate 
material cannot be inadvertently accessed by staff or children. 
 
Teaching children (and their parents) safe use of digital technology is an important part 
of the school’s curriculum.  We do this by signposting essential, updated resources to 
parents, including use of Exploitation and Online Protection (CEOP) (go to 
www.ceop.gov.uk) which provides a range of resources with regard to internet safety. 
 
Staff are alert to disclosure by Students of cyberbullying and ‘internet grooming’.  Such 
disclosures are recorded and referred in the same way as other forms of bullying or 
abuse.   

Transfer to another School of Confidential Information  

Relevant child protection records are personally passed to the new school or sent by 
recorded delivery followed up with a telephone conversation with the Head 
teacher/Designated Person concerned.  Children’s Services in the previous and new 
location are informed in writing of the new address and school if the Student has a child 
protection plan. 
 
The school retains original child protection records indefinitely.  

Collection of Students, Uncollected Students and Missing Students 

The identity of parents and guardians must be verified and full details entered on to the 
admissions register using the school’s management information systems.  Any court 
orders with regard to parental responsibility must be noted on the management 
information system and in the Student File.  A list of  verified adults who may collect 
specific children must be maintained.  No one under the age of 16 is allowed to 

http://www.ceop.gov.uk/
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accompany a child from school to home (including siblings).  Older siblings may be 
allowed to take younger siblings to parents/guardians if they are in the vicinity.  

If a parent has not notified the school that s/he will be late collecting and the alternative 
verified contacts are not available, the following procedure will be instigated: 

 The pupil’s file/diary is checked for any information about changes to the normal 
collection routines. 

 If no information is available, parent/carers are contacted at home or work. 

 If this is unsuccessful the authorised adults named on the Registration Form will 
be contacted. (Available through SIMS). 

 The student must not leave the premises with anyone other than the named 
adults on the Registration From. 

 After the period of one hour, staff will seek the advice of the Designated Person 
for Child Protection, who will then contact the local Children’s Social Services 
care team. 

 The student will remain at the setting in the care of two fully-vetted employees 
until safely collected either by the parents or a social care worker. 

 Under no circumstances will members of staff go to look for the parent, nor may 
they take the pupil home with them or attempt to drive the student to his or her 
home address. 

A full written report of the incident will be recorded in the pupil’s file. 

Depending on the circumstances, the school reserves the right to charge parents for the 
additional hours worked by staff within the procedures described above. 

Registers must be taken at the start of each session, for lunchtimes and after school 
clubs. Any absentees must immediately be reported to the School Office: 

 The School Office will check the registers to establish if the student has been 
registered that day and whether s/he has been reported sick. Follow up contact 
with parents is made via the school office. 

 If the student appears to be missing, the receptionist will inform the DSP and the 
Head teacher; 

The DSP will: 

 set up an “incident room”, so that everyone knows where to go and whom to 
communicate with;  

 start a log recording date, time, circumstances and actions taken; 

 inform all staff of the details of the missing student and where the incident room 
is located; 

 organise a systematic search of the building and grounds – staff to report back 
immediately if the student is found and in any case within 20 minutes; 

 The DSP should inform the police and follow police instructions. 
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(The Head teacher should inform the parents, the Chairman of Governors and Local 
Authority.) 

 If the child is found within 20 minutes, the DSP will ensure that s/he is unhurt, is 
reassured and taken to a key person/familiar place and inform the parents of the 
circumstances. 

 There must then be a review of registration, safety and supervision policy, 
procedures, supervision and any necessary changes made and training provided 

 
As per our legal duty, the school will report 10 days of unauthorised absence other than 
for reasons of sickness or leave of absence, failure to attend regularly, and deletion from 
the school register when the next school is unknown to the Local Authority. 

Staff Code of Conduct/Behaviour Policy 

Employees are required to have a professional relationship with students: seeking to be 
friendly and caring but not ‘over familiar’. 
 
Staff must be alert to and immediately report to the DSP any apparent inappropriate 
behaviour displayed by other members of staff, or any other person working with the 
children. Examples include inappropriate sexual comments, excessive one-to-one 
attention beyond the requirements of their usual role and responsibilities; or 
inappropriate sharing of images. 
 
Employees are not permitted to have personal relationships with students of ANY age 
including those between the age of 16 and 19.  An employee must seek the advice of 
the Head teacher and DSP if a student or ex-student appears to want to develop an 
inappropriate relationship.  A record of this discussion will be placed on the employee’s 
file. 
 
Staff should not be present at work if they are not medically fit, including taking 
medication or substances which impair their ability to care for children. Staff who drive 
mini-buses must ensure that any medication, or substance taken, does not interfere with 
their ability to drive. 
 
Employees must not be under the influence of alcohol or any other substance which may 
affect their ability to care for children.  Employees must seek medical advice if they are 
taking medication which may affect their ability to care for children.  This advice must be 
shared with the employee’s line manager and appropriate action taken. 
 
Staff medication on the premises must be securely stored, and out of reach of children, 
at all times.  Prescription and non-prescription drugs must not be kept in handbags that 
are kept in classrooms. 
 
 
Meetings with Students  
 
The purpose of ‘on site’ meetings should be made clear to the student and any staff 
directly involved with the Student.  
 
If a member of staff is with a student on his or her own, a room with visual access must 
be used or the door kept open. 
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Personal meetings with students away from the school premises are not permitted. 
 
 
Transporting Students in a car 
  
The member of staff must have relevant insurance for their vehicle to include the 
transportation of children during the course of their work. 
 
If the transport is a private arrangement made by parents with a third party, then it is the 
parents’ responsibility to ensure that they are satisfied with the arrangements.   
 
The Head teacher must give written permission for a member of staff to use his/her car 
to transport Students. Staff transporting students must have an enhanced DBS check. 
The car must be roadworthy with a current MOT and appropriate insurance. A copy of 
the MOT, the driver’s license and insurance must be kept on the member of staff’s 
personnel file.   
 
Written parental permission must be given for a child to be transported by a member of 
staff in a car.  If lone staff members should have to transport children in their cars, the 
student(s) should, if possible, sit in the back of the car with seat belts on. 

 
A risk assessment must be completed prior to the journey to include the names of the 
students being transported, details of the journey, destination and actions to take in case 
of an accident. The appropriate forms must be completed if a staff member’s car is used 
for an educational visit. Student(s) and staff must sign out and the member of staff must 
carry a mobile phone so that s/he can make contact with the school at all times. 

 
Written communications with student websites; CCTV, cameras and the use of 
mobile phones and cameras 
 
Electronic communication and feedback with regard to the student’s work and progress 
must be professional and supportive indicating in what way students may improve the 
quality of their work.  
 
Employees are not permitted to be ‘friends’ of students of the school on social 
networking sites.  It is strictly prohibited to name or refer to students, parents or 
employees or to the school/company on such sites. Employees must not write 
comments or upload photographs of students in school. Any communication with parents 
through social networking media must be professional at all times. 
 
Employees are not permitted to write inappropriate personal notes, emails or letters to 
students. 
 
Parental permission is required to take photographs of students. Photographs must be 
used for school professional use only.  Permission must be granted by the Head teacher 
for use of school photographs for course work. 
 
If CCTV is used on the school premises, the following arrangements must be in place: 
 

 clear signage warning of the use of CCTV; details of the equipment used; 

 limitations on the period for which the images can be stored (up to 13 days); 

 the purpose for which the images are used; clarity that images will not be posted 
on the world wide web or be used for third parties other than for a police 
investigation; 
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 access to the images by authorised personnel (parents invited to access in real 
time; parents to have given written permission; staff to be aware; 

 explanation to the people who will be affected (employees, parents); 

 the right of individuals to know the type of personal data being held on them and 
a right to receive copies of it; 

 no hidden cameras; care to ensure that the privacy and dignity of Students and 
staff is preserved. 

 
Personal mobile phones may only be used by staff, parents or visitors in designated 
areas.  They must not be used for taking images of children or for private communication 
with children.  Designated mobile phones for emergency communication use are 
permitted.  
 
Parents are not covered by the Data Protection Act 1998 if they are taking photographs 
or making a video recording for their own private use. The Act does not, therefore, stop 
parents from taking photographs or making video recordings at school events, such as 
nativity plays, trips and displays. 

 
Parents are not permitted, however, to take photographs, film or to make a video 
recording for anything other than their own personal use. Examples of anything other 
than personal use include: with a view to selling videos/photographs/DVDs of a school 
event; publishing images publicly; uploading images on Facebook and other social 
media. 

Physical Intervention 

It is strictly forbidden for an adult to use corporal punishment or any degree of 
physical contact that is deliberately intended to punish a student, or which is 
primarily intended to cause pain or injury or humiliation.  

Where necessary physical intervention can be used to control or restrain students. For 
example:  
 

 Student attacks on staff or another student 

 Students engaged in deliberate damage or vandalism; 

 Students running down a corridor or stairway in a way likely to cause injury; 

 Student absconds from class or tries to run away from school; 

 Student behaves in a way that seriously disrupts the lesson. 
 
Before intervening physically a member of staff, wherever practicable, must tell the 
student to stop and what will happen if he or she does not.  Physical intervention may 
involve: 
 

 physically interposing between students 

 blocking a student’s path; 

 holding; 

 pushing; 

 pulling; 

 leading a student by the hand or arm; 

 shepherding a student away by placing a hand in the centre of the back. 
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Staff must not: 
 

 hold a student around the neck, by the collar or in any way that might restrict the 
student’s ability to breathe; 

 slap, punch, or kick a student 

 twist or force limbs against a joint; 

 trip up a student 

 hold or pull a student by the hair or ear; 

 hold a student face down on the ground; 

 hold a student in a way that might be considered indecent. 
 
Staff must never give the impression that they have lost their temper or are acting out of 
anger or frustration or to punish the student.  The degree of force must be in proportion 
to the circumstances of the incident and the seriousness of the behaviour.  Any force 
should be the absolute minimum needed to achieve the desired result. 
 
The member of staff should try and get help from another member(s) of staff and 
continue to try and communicate with the student throughout the incident making it clear 
that physical intervention will stop as soon as it ceases to be necessary.   
 
Sometimes it may be dangerous to try and restrain a student.  In this instance other 
students should be removed, help sent for and the area made as safe as possible while 
the staff member continues to try to communicate with the student. 
 
Any instances where physical intervention has been used must be reported to the Head 
teacher and a form completed (Annex 6).  A copy of the completed form is kept in the 
central file, (recorded on SIMS), and in the students’ record. Parents are immediately 
informed and a meeting arranged to address the issues 

Physical Contact with Students and Intimate Care 

There are occasions when physical contact with a student is proper and necessary. 
Examples include: 

 
 holding the hand of the younger child at the front/back of the line when going to 

assembly or moving around the school; 

 comforting a distressed student 

 congratulating or praising a student 

 demonstrating how to use a musical instrument  

 demonstrating exercises or techniques during PE lessons or sports coaching;  

 administering first aid. 

 
 
Intimate care is defined as any care which involves washing, touching or carrying out a 
procedure to intimate personal areas which most people usually carry out themselves 
but are unable to do because of young age, physical difficulties or other special needs. 
Examples include care associated with continence and menstrual management as well 
as more ordinary tasks such as help with washing, toileting or dressing. 
 
It also includes supervision of children involved in intimate self-care. 
 
All children must be supported and encouraged to achieve the highest level of autonomy 
that is possible given their age and abilities. 
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We are committed to ensuring that all staff responsible for the intimate care of children 
undertake their duties in a professional manner at all times. It is acknowledged that 
these adults are in a position of great trust. 
 
The child’s welfare and dignity is of paramount importance. Children must be treated 
with respect, whatever their age, gender, disability, religion or ethnicity. No child must be 
attended to in a way that causes distress or pain.  
 
Staff will work in close partnership with parents/carers to share information and provide 
continuity of care. The religious views and cultural values of families will be taken into 
account, particularly as they might affect certain practices or determine the gender of the 
carer. 

 
Careful communication is required with each child in line with his or her preferred means 
of communication (verbal, symbolic, etc). Where the child is of an appropriate age and 
level of understanding permission should be sought before starting an intimate 
procedure. 
 
School staff, as part of PSED should (in liaison with parents), teach children about their 
‘private parts’ and check that children have names for these parts.  This enables the 
children to express themselves clearly. 
 
Children who require regular assistance with intimate care must have written 
Individual Care Plans agreed by staff, parents/carers and any other professionals 
actively involved, such as school nurses or physiotherapists. These plans include 
a full risk assessment to address issues such as moving and handling and the  personal 
safety of the child and the carer.  
 
Where a care plan is not in place, parents/carers will be informed the same day 
If their child has needed help with meeting intimate care needs (e.g has had an 
‘accident’ and soiled him/herself). Information on intimate care must be treated 
 as confidential and communicated in person, by telephone or by sealed letter. 
 
Every child's right to privacy will be respected.  Careful consideration will be given to 
each child's situation to determine how many carers might need to be present when a 
child needs help with intimate care. Adults who assist children one-to-one must be 
employees of the school and be criminal record-checked at the appropriate level.   
 
It is not always practical for two members of staff to assist with an intimate procedure 
and also this does not take account of the child’s privacy. In this instance the  member of 
staff must inform another adult when they are going to assist a child with intimate care. 

Wherever possible staff should care for a child of the same gender. However, in some 
circumstances this principle may need to be waived; for example, female staff supporting 
boys in a primary school where no male staff are available. Male members of staff 
should not normally provide routine intimate care (such as toileting, changing or bathing) 
for adolescent girls. This is safe working practice to protect children and to protect staff 
from allegations of abuse. 

All staff should be aware of confidentiality. Sensitive information must only be shared 
with those who need to know. 

Disposal of waste products must be in accordance with health and safety regulations 
and procedures. 
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Working with children in practical lessons 

Where possible the teacher should give verbal instructions and refrain from touching a 
child. If it is necessary to physically guide or support a child, such as in a PE lesson, 
then great care should be taken that all touch is appropriate and where possible in a 
group situation. 

Staff should not touch students, particularly when reprimanding them.  However, there 
may be occasions when a distressed student needs comfort and reassurance, which 
may include comforting such as a caring parent would give.  Employees should use their 
discretion in such cases, to ensure that what is, and what is seen to be by others, is 
normal and natural and does not become unnecessary, unjustified contact, particularly 
with the same student over a period of time.  
 
PE including times when children change and shower 

The teacher should only use physical contact if the aim is to: 

 develop sports skills or techniques; 
 to treat an injury; 
 to prevent an injury; 
 to meet the requirements of the sport. 

The teacher will let students know why there is a need for physical contact and will: 

 explain what the touching will be and ask for volunteers, or ask students if they 
mind a teacher demonstrating with them using a hands-on approach; 

 at the beginning of a sport programme such as gymnastics, explain that the 
teaching of it will involve spotting by the teacher and peers; 

 be explicit about where s/he will be touching, for example, around the waist or 
hips; 

 be explicit about the fact that students may need "catching" for safety reasons to 
ensure their safety; 

 give the students verbal instructions at first; if they have difficulty, ask them if 
they need a demonstration.  

 minimise the need for touching and ask themselves if touching is necessary. 

 
Teachers have a duty of care and are required to manage the supervision of changing 
rooms.   

 
Adults will always change or shower privately; never in the same space as children. 

 
The school has made adequate and sensitive arrangements for changing which take into 
account the needs of students from different religions, beliefs and cultural backgrounds. 
 
Single sex changing rooms or areas are used from Year 2. 

 
Students who express disquiet or concern about the behaviour of a member of staff will 
be listened to and appropriate enquiries conducted by the Head teacher/DPS. 

 
Allegations about a member of staff, from any source, must be reported promptly to the 
Head teacher, who will act in accordance with the school’s procedures. 
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Should the member of staff remain in the changing room? 
 

This judgement will be based on the age and developmental needs of the students but 
there should not be an assumption that adults need to remain in the room in order to 
maintain good behaviour.  This can also be achieved by being in close proximity and 
students being aware of this.  They should also know that adults will enter the room if 
necessary - in response to a disturbance, for example. 

 
It is often possible to leave the door of designated changing rooms slightly ajar; their 
layout makes it unlikely that the occupants can be seen in this way. 
 
If there is a need for adults to enter the room they will alert students to this by 
announcing it to give them the opportunity to cover up if they want to. 
 
All adults, but particularly those of the opposite sex, will not stand in the changing room 
watching students, or repeatedly going in and out without good reason. 
 
A code of conduct regarding behaviour when unsupervised is established with all 
students.  
 
What if students need assistance with getting changed? 

 
Refer to the Intimate Care Policy for assisting Students who are disabled or require 
additional support. 

 
Students of all ages are encouraged to be as independent as possible; adults should 
consider prompting and giving verbal help/encouragement before they offer assistance. 

 
Adults must be especially vigilant when helping children with underclothes, tights and 
swimming costumes. 
 
Assistance should take place openly, not out of sight of others. 
 
What about when off-site changing rooms are used, such as at a public swimming 
pool? 

 
The principles detailed above still apply. 

 
It is not appropriate for school swimmers to share changing  facilities with 
members of the public (unless this is part of a  special school programme of 
community integration which has been carefully risk assessed).  If school sessions 
preceded or are  followed by public sessions, enough time should be booked 
 either side of the swimming session to allow students to get showered and 
changed. 
 
Members of staff will supervise or assist Students of the same sex up to Year 2. 
 
If changing areas are shared with Students from another school, particularly those who 
are older/younger, adults from both/all schools will take this into consideration and 
properly risk assess together. 

The DSP and those covering for the DSP when not on site must have completed Inter 
Agency Child Protection and Advanced Inter Agency Child protection training every two 
years with their Local Safeguarding Children Board or an appropriate local provider 
approved by the LSCB.  
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Staff are reminded about the school’s welfare and safeguarding policy and procedures at 
the start of each school year.  Child Protection training for the Head teacher and all staff 
who work with children is fully updated every three years. Temporary and voluntary staff 
who work with children are made aware of the Welfare and Safeguarding policy and 
procedures. A record must be kept of all safeguarding training including that given to 
temporary and voluntary staff. 
 
Raminder Vig has undertaken ‘safer recruitment’ training.   

Safe Recruitment 

Atam School are committed to safe recruitment procedures that help to deter, 
reject or identify people who might abuse children.   

The school follows appropriate procedures for appointing staff.  Publicity materials for 
job vacancies including websites, advertisements, candidate information packs, job 
profiles and person specifications must contain reference to child welfare and 
safeguarding and the need to provide original documents for identity and qualifications. 
The selection procedure includes investigation into any gaps or unexplained aspects e.g. 
career changes, frequent moves, re-location from abroad.  Two references (one from the 
most recent employer) must be taken up as part of the selection process and checked 
for accuracy. A medical fitness form and a check on staff from abroad must be 
completed. 
 
All employees and regular contractors/work people such as peripatetic staff, volunteers 
who help in school, club organisers, bus drivers, cleaners and cooks are required to 
complete a Disclosure Application form. The qualifications and criminal records 
disclosure of supply staff and those running onsite and offsite activities must also be 
checked. 
 
It is not necessary to check visitors who will only have contact with students on an ad 
hoc or irregular basis for short periods of time, or secondary students undertaking 
voluntary work or work experience in other schools.  However, such visitors must be 
accompanied by a member of staff at all times. 
 
Staff recruited from overseas are required to have an enhanced DBS check and, where 
necessary, an overseas check.  
 
Staff are required to disclose to the Head teacher and DSP 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 school). 

Disclosure and Barring Service (DBS) – previously CRB 

 
A disclosure is a document containing details of a person’s criminal record.  It may also 
contain detail of information held on police records.  The Police Act 1997 makes 
unauthorised disclosure of any information in a ‘dislosure’ a criminal offence.   
 
The minimum age for a DBS check is 16. Students of any age on the school roll are not 
required to register.   
 
There is no requirement to renew/refresh criminal records checks unless there is 
a concern with regard to a member of staff.  
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Checks are not required for visitors to the Head teacher/other staff; those carrying out 
repairs who are not in unsupervised contact with students, secondary students on work 
experience or similar; those on the school site when students are not present; individuals 
returning from maternity leave, sabbaticals or similar, where continuity of employment is 
maintained. 
 
If the person has a DBS from a previous employer at the enhanced level (including a 
barred list check) and has subscribed to the DBS Update service, the applicant will be 
asked for written permission for the school to check that there have not been any 
changes since the issue of the disclosure certificate.  The outcome will be recorded on 
the single central register. 
  
The school will apply for a disclosure including a barred list check if a person has a 
disclosure from a previous employer and has not subscribed to the DBS Update service.   
 
The DBS administers the following checks: 
 

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

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

 Enhanced with barred list information: for people working in regulated activity 
with children.  This adds checks of the DBS Children’s barred list to the 
enhanced check.  (Replaces lists maintained by the former Independent 
Safeguarding Authority (DBS ). 

 
 
An enhanced DBS check is carried out if a person is in ‘regulated activity’ (Refer to 
Annex D of KCSE April 2014): 

 s/he will be responsible, on a regular basis, in any setting for the care or 
supervision of children; or  

 will regularly work in school at times when children are on the premises (where 
the person’s work requires interaction with children, whether or not the work is 
paid (unless they are a supervised volunteer), or whether the person is directly 
employed or employed by a contractor); or will regularly come into contact with 
children under 18 years of age.  

When the DBS has completed its checks a certificate is issued to the applicant.  The 
applicant must show his or her certificate to the school administrator, prior to 
appointment or as soon as practical (up to 1 month) after appointment,  details of which 
are recorded on the school’s single central register 
 
Enhanced DBS must be carried out before or as soon as practicable after appointment. 
Where there is a delay in obtaining the DBS, a short period of work (approximately one 
month) is allowed under controlled conditions, at the Head teacher’s discretion, 
provided: 
 

 the appointment is not confirmed until all checks are complete; 

 the DBS application has been made in advance;  
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 appropriate safeguards taken (for example, loose supervision);  

 safeguards are reviewed at least every two weeks;  

 the person in question is informed what these safeguards are;  

 checks are made regarding the suitability of the member of staff against the 
barred list;  

 a note is added to the single central register and evidence kept of the measures 
put in place.  

 
If an applicant has a criminal conviction, the Head teacher and DSP will discuss 
appropriate action with the Chair of School Governors.  It is an offence to allow an 
individual to carry out any form of regulated activity if s/he is barred.  There are penalties 
of up to five years in prison if a barred individual is convicted of attempting to engage or 
engaging in such work. 
 
It may be possible to submit a disclosure application form whilst an applicant is still 
overseas, depending on the identity documents being provided. The registered body 
needs assurances of the applicant’s identity from a reputable source overseas, for 
example the overseas school where the individual is currently employed or studying.  
 
Copies of identity documents, right to work, and qualifications must be retained on 
personnel files. Copies of DBS certificates should not be retained for longer than six 
months.  
 
The Chartered Institute of Personnel and Development provides guidance on more 
general document retention issues. A reasonable approach is to keep personnel files for 
six years after the person has left (in case any legal process requires them). The 
Immigration (Restrictions on Employment) Order 2007 requires employers in England 
and Wales to check and retain copies of passports, or alternatively birth/adoption 
certificates, belonging to people appointed on or after 29 February 2008.  
 
Barred list/List 99 
 
The school will undertake a separate barred list check in the event that an enhanced 
disclosure is not received in advance of a member of staff starting work or where the 
employee subscribes to the DBS Update Service and a previous DBS check is being 
used.  The only way to obtain a barred list check is through the Teachers Pensions on 
line service:www.teacherspensions.co.uk 
 
 
Prohibition Orders  
 
Child protection prohibition orders provide a preventative mechanism that permits a 
court to order that a registered offender not engage in certain types of behaviour or 
employment, go to certain places, or contact certain people.  
 
A check of any prohibition will be carried out using the Employer Access Online Service. 
 
 
 
 
 

http://www.teacherspensions.co.uk/
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Identity Check 
 
Identity checks must be made against an official document such as a passport, a driving 
licence, or a birth certificate. Photographic identity should be included, together with 
evidence of address (for example, a utility bill, bank statement or similar). The disclosure 
application process will always include an identity check.  
 
Medical Fitness Check 
 
A declaration of medical fitness is required from each member of staff duly signed, that 
they know of no reasons, on grounds of mental or physical health, why they should not 
be able to discharge the responsibilities required by the post in question. Under section 
60 of the Equality Act, employers may only ask health-related questions of applicants 
before the appointment is offered if the questions are specifically related to an intrinsic 
function of the work. Schools may decide to ask necessary health questions after the 
appointment has been offered, ensuring that health-related questions are necessary and 
relevant to the post applied for.  
 
Employment History/References Check 
 
Checks of previous employment history must ascertain satisfactory reasons for any gaps 
in employment. The information provided by the candidate must be checked against 
references, and any discrepancies taken up with the candidate.  
 
Two references must be taken up before interview, including a request for any reason 
why the applicant should not be employed for work with children. If a reference is taken 
over the telephone, detailed notes must be taken, dated and signed. References must 
be checked on receipt to check that all specific questions have been answered 
satisfactorily, with appropriate follow-up where required. References not received in 
good time before appointment mut be chased by telephone and alternative referees 
approached if needed.  
 
Qualification Check 
 
Where an individual claims qualifications as part of an application for a position, these 
should be checked in advance of appointment  
 
 
 
Overseas checks 
 
If the disclosure is not considered sufficient (because it would not cover offences 
committed abroad, but only those on the Police National Computer), the school must 
obtain whatever evidence of checking is available from the person’s country of origin (or 
any other countries in which he or she has lived – usually a period of 3 months or more) 
and do this before the appointment is made.  
 
Right to work in the UK  
 
The rules for employing migrant workers changed from February 2008, so that any 
employer who employs someone who is subject to immigration control, aged over 15, 
who is not entitled to undertake the work, could face a fine of up to £10,000 per illegal 
worker 
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Transfer of Employees under TUPE  
 
If there is continuous employment under TUPE arrangements, there is a requirement for 
information to be passed to the new owner. If the details are fully in order, the new 
employer enters them on its own central register, including the number and date of the 
DBS checks, and adds a note to the register that the details have been accepted under 
TUPE arrangements. There must have been no three-month break in employment. 
However, if the information is incomplete, it is necessary to undertake a new DBS check 
and to include all the other necessary checks.  
 
 
Agency and Third-party Staff 
 
The school will obtain written notification from any agency, or third-party organisation 
working with the school’s Students on or off-site, that the organisation has carried out 
the following checks: 
 

 identity; 

 qualifications; 

 DBS; 

 barred list check; 

 right to work in the UK 

 references; 

 prohibition order; 

 medical fitness to carry out the position. 
 
Trainees/Students 
 
The school will carry out all checks for students who are salaried by the school.  Where 
trainees are the responsibility of a training institution the school will check and record 
that the provider has carried out the necessary checks. 
 
Volunteers (refer to Annex 13) 
 
Volunteers in regulated activity must obtain an enhanced DBS certificate with barred list 
check. 

An enhanced DBS certificate without the barred list check is required for unsupervised 
volunteers not engaged in regulated activity or where the volunteer is supervised by a 
person who is in regulated activity.  Such supervision must be ‘regular and day to day’’ 
ensuring the protection of children. 

Governors 
 
An enhanced DBS check with barred list check is requested if a governor is involved in 
regulated activity otherwise a DBS without the barred list check is required. 

Contractors 
 
The school administrator will check contractors to ensure that the appropriate level of 
DBS check is in place. 

All contractors without an appropriate DBS will be supervised at all times.  Where 
necessary the school will apply for the DBS check. 

The identity of contractors is checked on arrival.  Contractors are required to sign in and 
out of the school and to wear identification badges. 
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Visitors (Refer to Annex 12) 
 
Visitors are not required to be DBS checked.  Visitors not known to the school are 
escorted at all times.  Otherwise the Head teacher uses his or her discretion with regard 
to the need to escort or supervise visitors. 

 

Adults who supervise Students on work experience (Refer to Annex 16) 

 
DBS checks are not required for staff supervising Students aged 16 to 17 on work 
experience.   

Where the person working with a student (under the age of 16) is unsupervised and the 
same person is in frequent contact, the work is likely to be regulated activity and a DBS 
and barred list check required. 

Students staying with host families during short educational visits abroad. 
 
A DBS certificate with barred list check is required where the school makes 
arrangements for Students to stay with host families for a short period during a visit or 
exchange and the person who provides the care and accommodation is paid. 

Where the school does not make the arrangements a check must still be made, ensuring 
that the person caring for the Student has a DBS certificate with barred list check.  If the 
school has concerns the DSP will notify the local authority in order to check that suitable 
arrangements have been made. 

The school does not arrange individual stays with host families.  Where a group trip is 
arranged, students are accompanied by members of school staff who meet all hosts and 
visit the accommodation to check that it is suitable.  

When DBS checks are not available, the school will work closely with partner schools 
and the relevant embassy or High Commission of the country concerned to find out if 
similar checks can be made.  Where possible a reputable company will be used to 
provide host families.  Prior to the visit the school will ensure that host families have 
agreed their role and responsibilities including: 

 liaison with the school prior to the visit; 

 provision of insurance arrangements; 

 provision of with regard to keeping students safe, including students and host 
being able to contact school staff at all times; 

 being aware of professional behaviour required including physical contact, 
responsible use of alcohol, no-smoking, no drugs, appropriate dress and 
language; 

 provision of  safe and comfortable accommodation; agreed meals, drinks and 
snacks; organisation of laundry; suitable hours and routines in order to be able to 
make the most of the visit; 

 not receive gifts other than a small token approve by the school; 

 any administration of first aid or contact for intimate care must be recorded and 
reported to the school; 

 not allowing students access to inappropriate material including on the internet; 

 not taking inappropriate photos;  
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The Single Central Register  (SCR) 

Access to the SCR in school is restricted to the: 

 Head teacher;  
 Compiler of the Register 
 Designated governor  

The Head teacher and school administrator are responsible for ensuring that the 
centralised register is completed in accordance with statutory and regulatory 
requirements.  
 
All columns of the SCR (Appendix 2 of the ISI Statutory and Regulatory requirements) 
must be entered and checked for:  
 

 all staff who work at the school; 

 all others who work in regular contact (regulated activity) with students including 
supply staff (DBS required every 3 years or sooner if concerns), volunteers, and 
third parties including caterers and cleaners; contractors and such builders who 
have access to areas where unsupervised contact with students is possible; 

 all members of the governance board. 
 

Volunteers and others not in regulated activity but who are supervised are entered on 
the register with entries for name; post and start date; identity; overseas check if 
applicable; references. Arrangements for their supervision are entered in the notes 
column.  
 
Anyone taking professional photographs is required to sign a declaration that images will 
not be used without the permission of the school. Images of individual students will only 
be used if parents have given their permission.   
 
Individuals such as CCF instructors, sports referees, psychologists, nurses, dentists and 
other public sector staff should have been checked by their employing organisation.  The 
school requires a letter of confirmation that the appropriate checks have been made and 
will check identity upon arrival at the school.  A record is kept as evidence that the 
appropriate checks have been made. 
 
Photographic evidence must be provided for an identity check e.g. passport; driving 
license. 

 
Staff personnel files include evidence of (Refer to Annex 8 for checklist to go at the front 
of personnel files): 

(i) identity, including name, address and date of birth;  
(ii) application form with check on any gaps in employment and a record that the 
reasons for any gaps are satisfactory;  
(iii) number and date of DBS:  List 99 check (the ‘disclosure’ itself should 
normally be destroyed within six months, except in the case of supply staff);  
(iv) two references including one from previous employer (following a letter 
requesting referees to give any reason why the applicant should not be employed 
for work with children); if a reference is taken over the telephone, detailed notes 
should be taken, dated and signed;  
(v) evidence of qualifications (if relevant);  
(vi) fitness for employment;  



 23 

(vii) permission to work in the UK (for any member of staff who is not a national 
of a European Economic Area (EEA) country);  
(viii) checks provided by another country for an applicant who has worked abroad 
(if applicable);  
(ix) evidence from agency supplying the member of staff (if applicable);  
(x) evidence from third party (if applicable) 
(xi) interview, with written record of outcome.  

 
 
Archiving of the Centralised Register.    
 
The centralised register is archived (with back-up) and not deleted. Personnel files are 
kept for six years.  

Allegations against staff including the Head teacher and volunteers 

If an allegation is made against a member of staff the quick resolution of that allegation 
must be a clear priority to the benefit of all concerned. The following definitions are used 
when determining the outcome of allegation investigations: 
 

 substantiated:  there is sufficient evidence to prove the allegation; 

 malicious: there is sufficient evidence to disprove the allegation and there has 
been a deliberate act to deceive; 

 false: there is sufficient evidence to disprove the allegation; 

 unsubstantiated:  there is insufficient evidence to either prove or disprove the 
allegation.  The term does not imply guilt or innocence. 
 

Following an allegation the school will consult with the LADO to determine whether there 
are any improvements to be made to the school’s procedures or practice. 

 
Tel: 020 8708 3885 from 9.00am to 5.00pm 
Tel: 020 8708 5897 after 5.00 pm 
 
 
All allegations must be reported straight away to the Head teacher and the DSP kept 
informed.   The Head teacher must straight away report the allegation to the Chair of 
School Governors CEO in order to ensure that appropriate support and guidance is 
given. 
 
Reports must be made to the Chair of School Governors in the absence of the Head 
teacher, or in cases where the Head teacher is the subject of the allegation or concern.  
 
The LADO must be informed within one working day of all allegations that come to an 
employer’s attention or that are made directly to the police.  
 
The school will follow the advice of the LADO in liaison with the Chair of School 
Governors.  This includes informing the member of staff of the allegation as soon as 
possible after consulting the LADO.  All discussions will be recorded in writing.  
 
Where a strategy discussion is needed, or police or children’s social care services need 
to be involved, the Head teacher will wait until these agencies have been consulted.  If 
the allegation is about physical contact, the school will ensure that the strategy 
discussion takes into account this policy with regard to the use of physical intervention. 
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Suspension is not an automatic response when an allegation is reported.  
Circumstances in which suspension properly occurs include: 
 

 where a child attending the school is suffering or is likely to suffer significant 
harm; the person has behaved in such a ways that indicates that s/he is 
unsuitable to work with children; 

 where the allegations are so serious that dismissal for gross misconduct is 
possible; 

 where a suspension is necessary to allow the conduct of the investigation to 
proceed unimpeded. 

 
Alternatives to suspension may be: 
 

 providing an assistant to be present when the individual is in contact with the 
student 

 re-deployment to alternative work so that the individual does not have 
unsupervised access to student 

 in consultation with the parents, moving the child or children to classes where 
they will not come into contact with the individual.  

 
Where suspension has been deemed appropriate, written confirmation will be given 
within one working day, giving as much detail as possible with regard to the reasons for 
the suspension.  As part of the employers duty of care to employees, the Head teacher 
will arrange for a named representative to be allocated to keep the person who is the 
subject of the allegation informed of the progress of the case, and to consider what other 
support may be appropriate including contacting their trade union or a colleague for 
support. Social contact with colleagues will not be prevented unless there is evidence to 
suggest that such contact is likely to be prejudicial to the gathering and presentation of 
evidence 
 
The Head teacher/DSP will take advice from the LADO, police and children’s social care 
services to agree: 
 

 who needs to know and what information can be shared; 

 how to manage speculation, leaks and gossip; 

 what information (if any) can be given to the wider community; 

 how to manage any press interest. 
 
Cases will be resolved as quickly as possible.  All allegations will be investigated as a 
priority to avoid delay.  It is expected that 80% of cases will be resolved within one 
month; 90% of cases within three months and all but exceptional cases in 12 months.   
Cases that are clearly malicious or unsubstantiated should be resolved within one week.  
If a disciplinary hearing is required and can be held without further investigation, the 
hearing will be within 15 working days. 
 
If the accused person resigns or ceases to provide services, a compromise agreement 
will not be entered into.  In liaison with the LADO, the allegation will still be pursued and 
a referral will be made to the Disclosure and Barring Service (DBS) and in the case of a 
member of the teaching staff, the National College for Teaching and Leadership (NCTL) 
to consider prohibiting the individual from teaching. 
 
Where it is decided that a suspended person can return to work, the Head teacher and 
Chair of Governors will consider how best to facilitate his or her return. 
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If an allegation is unsubstantiated or malicious, the Head teacher/DSP will liaise with the 
LADO to determine whether the student concerned is in need of services. 
If an allegation is shown to be deliberately invented or malicious, the Head teacher will 
liaise with the Chair of Governors to consider disciplinary action.  If the person 
concerned is not a student police action may be appropriate against the person 
responsible for the malicious accusation. 

Referral to the Disclosure and Barring Service (DBS) and the National College for 
Teaching and Leadership (NCTL)  

The Head teacher in liaison with the Chair of School Governors, will promptly report to 
the DBS any person (whether employed, contracted, a volunteer or student) whose 
services are no longer used and the DBS referral criteria are met.  The DBS address for 
referrals is PO Box 181, Darlington DL1 9FA (tel 01325 953 795).  
 
Ceasing to use a person’s services includes: dismissal; non-renewal of a fixed-term 
contract; no longer engaging/refusing to engage a supply teacher provided by an 
employment agency; terminating the placement of a student teacher or other trainee; no 
longer using staff employed by contractors; no longer using volunteers; resignation; and 
voluntary withdrawal from supply teaching, contract working, a course of initial teacher 
training, or volunteering.  
 
Reports will include as much evidence about the circumstances of the case as possible. 
Failure to make a report constitutes an offence. ‘Compromise agreements’ cannot apply 
in this connection, or where the individual refuses to cooperate with an investigation. 
There is a legal duty to respond to requests from the DBS for information they hold 
already, but they do not have to find it from other sources.  
 
The school must securely retain a copy of the referral form and all associated papers for 
future reference. 

 
If the DBS is minded to bar an individual it will write to that individual seeking 
representations as to why s/he should not be barred providing all the evidence that the 
DBS  has relied on in making its decision.  

 
Following representations, if an individual is subsequently barred s/he will be notified in 
writing. All parties who have ‘registered an interest’ in the individual with the DBS will be 
notified of this decision.  If the individual is not barred, s/he and legitimately interested 
parties will be advised in writing. 

 
If a person referred is barred and put on the barred list, vulnerable adults list or both s/he 
will not be permitted to work in regulated activity with these groups. The need to avoid 
contravening a duty or restriction (i.e. it is illegal to employ a person in regulated activity 
if s/he is barred) is an acceptable reason for dismissal. Compromise agreements cannot 
apply in this connection. 

 
A file note indicating that a “Referral” was made to the DBS will be placed on the 
individual’s personnel file (if still held) and this note will also advise that details are filed 
at GEMS UK Head Office. 
 
Cases in which an allegation was proven to be false, unsubstantiated or malicious will 
not be included in employer references. 
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Right of appeal 
 
Where a Tribunal finds the DBS has made a mistake on a point of law or finding of fact it 
will direct the DBS to either remove the individual from the list or review the case. If the 
case is reviewed, the Tribunal may direct the DBS to remove the individual from the list 
until the DBS has made a new decision. 

 
The school will also consider making a referral to the National College for Teaching 
and Leadership (NCTL) where a teacher has been dismissed (or would have been 
dismissed had he/she not resigned) and a prohibition order may be appropriate. 

 
The reasons such an order would be considered are: “unacceptable professional 
conduct” “conduct that may bring the profession into disrepute” or a “conviction, at any 
time, for are relevant offence”. Further guidance is published on the NCTL website. 
Where a referral has been made to the DBS, it is not necessary for a referral also to be 
made to NCTL, as information is shared between the two bodies. Where a dismissal 
does not reach the threshold for DBS referral, separate consideration should be given to 
an NCTL referral.
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Welfare and Safeguarding/Child Protection Policy – September 2015 
 

Welfare and Safeguarding: Annual Audit by Governors in Liaison with the DSP.
    

 
 
School/Setting name……………………………………………………………………… 
 
This annual audit is undertaken by the school’s designated person for safeguarding in 
conjunction with the nominated governor(s).   
 
All governors share collective responsibility for ensuring compliance and implementation of the 
GEMS Welfare and Safeguarding Policy. The outcome of this audit is shared with the full 
governing body and recorded in the minutes of the Governors’ Meeting.   

 

 

Policy Check Add notes or mark as met 

Concerns about a child 
Does the policy state that it is in accordance with locally 
agreed inter-agency procedures?   
 
The policy should name the local safeguarding children 
board whose procedures it follows. 
 

 

Does the policy guide staff as to what to do if they have 
concerns, and set out the actions that will be taken once 
the DSP is informed? 
 
Are the actions included that the school will take to assist 
children in need of additional support from one or more 
agencies? 
 
Does the policy include the contact details for agency 
involvement? 
 
Does the policy include definitions of safeguarding, and 
the types and signs of possible abuse?  Do these 
definitions reflect those in KCSIE? 
 
Where relevant to the Student body of the school, is 
specific reference made to concerns such as children 
who run away or go missing, FGM and Child Sexual 
Exploitation? 

 

 

Does the policy confirm that the school communicates 
readily and immediately with a local safeguarding agency 
whenever an allegation or disclosure of abuse has been 
made? 

 

 

Does the policy provide guidance for staff how to deal 
with a disclosure, including avoiding asking leading 
questions and not promising confidentiality? 
 
Does the policy suggest an open environment where 
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staff feel free to raise concerns? 
 

Does the policy include procedures for dealing with 
abuse by one or more Students against another 
Student? 
 

 

Arrangements for dealing with allegations of abuse against teachers and other staff 

Does the policy include arrangements to deal with 
allegations of abuse against: 

 members of staff; 

 the DSP; 

 volunteers; 

 the head?  
 
The policy should specify to whom allegations against 
staff and volunteers should be reported (either the 
designated person or the head).   
 
If the DSP is specified to receive allegations about staff, 
any allegations about him/her should be reported to the 
head.  The head should be kept informed of any 
allegations about staff. 
 
The policy should also specify to whom allegations about 
the head should be reported, usually the proprietor/chair 
of governors but possibly another member of the 
governing body.  This contact should be made without 
the head being informed. 
 
All allegations should be referred to the Local Authority 
Designated Officer (LADO) for advice before any 
investigation take place and within one working day.  In 
borderline cases, these discussions can be held 
informally and without naming the individual. 
 
In case of serious harm, the police should be informed 
from the outset. 
 
Does the policy include contact details for the LADO? 
 
 

 

Does the policy clearly state the requirement to report 
promptly to the Disclosure and Barring Service (DBS), 
any person (whether employed, contracted, a volunteer 
or student) whose services are no longer used because 
he or she is considered unsuitable to work with children; 
the DBS address for referrals is PO Box 181, Darlington 
DL1 9FA (tel 01325 953 795).  

 

Does the policy state that a referral will be made to the 
National College for Teaching and Leadership where a 
teacher has been dismissed (or would have been 
dismissed had he/she not resigned) and a prohibition 
order may be appropriate?  The reasons for such an 
order are: “unacceptable professional conduct”, “conduct 

 



 29 

that may bring the profession into disrepute” or a 
“conviction, at any time, for a relevant offence”.   
 

Staff code of conduct/behaviour policy 

Does the school have a staff code of conduct/behaviour 
policy either within the safeguarding policy or referred to? 
 
Does this give clear guidance to staff about their 
behaviour and actions so as to not place Students and 
staff at risk of harm or of allegations of harm to a 
Student?   
 
Is the guidance tailored to the age range and nature of 
the school? 
 

 

School’s recruitment procedures 

Does the policy include the school’s recruitment policy, 
or make reference to a separate policy?   
 

 

Management of safeguarding 
Does the policy name one or more ‘designated persons’ 
from the school’s leadership team to take responsibility 
for child protection matters?   
 
Is this responsibility included in their job description? 
 
An alternative person should be identified in case of the 
absence of the designated person. 
 

 

Is the governing body designated to take responsibility 
for safeguarding arrangements? 
 

 

Training  
Does the policy require training (updated every two 
years) for the designated person(s)? 
 
If dates are given, is the timeline appropriate? 
Does any description of training match the required 
content in Annex B of KCSIE? 

 

Does the policy require training for all staff who work with 
children on a regular basis and in accordance with the 
requirements of the local safeguarding children board? 
 
If dates are given, are the timelines appropriate? 
Has the school confirmed that the training is in line with 
LSCB requirements in terms of content and frequency? 

 

 

Does the policy require induction training for all staff, 
temporary staff and volunteers newly appointed? 
 
Does the induction training include: 

 The school’s child protection policy; 

 The staff code of conduct/behaviour policy; 

 The identity of the DSP; 
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 A copy of Part 1 of KCSIE? 
 

Annual review 
Does the policy provide that the governing body or 
proprietor undertakes an annual review of the school’s 
child protection policies and procedures? 
 
Have the proprietors ensured that the school contributes 
to interagency working in line with Working Together 
through effective implementation of the child protection 
policy and procedures, and good cooperation with local 
agencies? 
 
Is there a review date on the policy?  If so, are the 
timelines appropriate? 
 
Does the recorded evidence demonstrate appropriate 
depth in the process? 
 

 

Arrangements to fulfil other safeguarding responsibilities 
Does the policy provide evidence that the school has 
considered how to teach Students about safeguarding, 
including e-safety? 
 

 

Does the policy make appropriate provision for fulfilment 
of other safeguarding responsibilities relevant to the 
school?   
 
For example, has sufficient account been taken of the 
nature, age range and other significant features of the 
school, for example, historical issues, in the provisions 
made for safeguarding? 
 
 
 

 

Policy implementation 
If the school has a website, is the latest version of the 
policy available to parents on the school website?   
 
Are associated documents (staff code of 
conduct/recruitment policy) also available online if not 
incorporated into the main policy? 
 
Have all staff been given a copy of Part 1 of KCSIE? 
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Implementation Check 

1 Strategic leadership Incorporates 
Welfare & Safeguarding 

Evidence of compliance 

1.1 The school/setting provides strategic 
leadership re welfare and 
safeguarding.  W&S is included within 
self-evaluation, the SIP and 
performance management. 

 

1.2 The Governance Board provides 
leadership for the safeguarding 
children agenda. 

 

1.3 There is a policy and process for 
responding to complaints, incidents 
and concerns. The policy is published 
on the school/setting website. 

 

 

2 Designated senior person for child 
protection/safeguarding 

Evidence of compliance 

2.1 There is a named Designated Person for 
Safeguarding (DSP) with ‘status and 
authority’. Staff and the school 
community know who this person is.  

 

2.2 Has s/he been trained at an advanced 
level to ensure understanding of 
multi-agency work within the last 2 
years? 

 

2.3 Has the Safeguarding Advisor for the 
Local Authority been notified if the 
Designated Person has changed? 

 

2.4 Who deputises when the DSP is not 
available, and do all staff know this? 

 

2.5 Has s/he been trained at an advanced 
level to ensure understanding of 
multi-agency work within the last 2 
years 

 

2.6 Does the DSP understand s/he must 
pass immediately to the Head teacher 
any allegations against staff? 
 

 

2.7 Does s/he understand s/he must pass 
immediately to the Chair of Governors 
any allegation against the Head? 

 

3s Information for staff Evidence of compliance 

3.1 Does the school have a child welfare 
and safeguarding/child protection policy?  

 

3.2 Does the school liaise regularly with 
local safeguarding agency and 
immediately whenever a disclosure or 
allegation is made?   

 

3.3 Are safe recruitment procedures 
implemented as per the policy? 

 

3.4 Is there a system for staff and other 
adults in the school to learn about child 
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safeguarding and the school’s child 
safeguarding procedures? 

3.5 Have all teaching and support staff been 
trained in Basic Awareness of Child 
Protection within the last three years? 
 

 

3.6. Is there a record of all W&S training 
undertaken?  Is this reported to 
Governors?  

 

3.7 Is there a handout for supply staff and 
volunteers which outlines the discipline 
and child safeguarding procedures? 

 

3.8 Does the induction programme for all 
staff (teaching and support staff) include 
a suitable focus on child safeguarding? 

 

3.9 Does the safeguarding policy and 
induction/training also reference the 
Behaviour Policy, Anti-bullying Policy, 
Physical Intervention Policy, First Aid 
and H&S policies? 

 

 
 

4 Student Support Evidence of compliance  

4.1 Is the ethos of the school/setting one 
in which children and young people 
are always valued, respected, listened 
to and taken seriously? 

 

4.2 Do staff create and use opportunities 
to encourage children and young 
people to communicate about issues 
that concern them? 

 

4.3 Is appropriate support available to 
children and young people, including 
any who are at particular risk or who 
have disclosed abuse? 

 

4.4 Do Students who may be concerned 
about abuse know how to access 
support for themselves or for their 
friends? 
 

 

4.5 Where relevant, are appropriate 
measures in place to safeguard 
children and young people during 
work experience, work based learning 
or educational visits? 

 

4.6 Is there an e-safety policy?  Is there 
appropriate support for and 
awareness of children and young 
people, who may be at risk in their use 
of the internet? Do all children know 
how to report concerns via CEOP? 
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5 Record keeping Evidence of compliance 

5.1 Is there an established system for 
recording confidential child 
safeguarding information? 

 

5.2 Are these child safeguarding records 
kept securely and separately from the 
Students’ personal files? 

 

5.3 Are all staff fully aware that they may 
from time to time be required to 
monitor particular Students with 
regard to child safeguarding 
concerns? 

 

5.4 Are all staff fully aware that all records 
should be kept bearing in the mind 
that they may become evidence if they 
are safeguarding concerns? 

 

5.5 Does the school’s system ensure that 
confidential safeguarding information 
on a Student is transferred when the 
Student moves to or from another 
school? 

 

 
 

6 Information to Parents Evidence of compliance 

6.1 Does the school include in the 
prospectus, information for parents 
about the school’s role in child 
safeguarding? 
Is the W&S/Child Protection policy on 
the school website? 

 

6.2 Does the school have a system to 
inform parents of support available 
within the community? 

 

 

7 Curriculum Evidence of compliance 

7.1 Does the school promote child 
protection and the safeguarding of 
children through the curriculum: (i.e. 
personal safety, keep safe, self-
esteem, anti-bullying, sex and 
relationships, access to the internet)? 

 

 
 
 

8 Common Assessment 
Framework 

Evidence of compliance 

8.1 Do you know who within the school 
co-ordinates Common Assessments 
(use of the CAF)? 

 

8.2 Is that person aware of the 
procedures and protocols for use of 
the CAF? 

 

8.3 Has that person undertaken training in  
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the use of the CAF? 

 
 

9 Recruitment & Selection of Staff Evidence of compliance 

9.1 Are senior staff and governors aware 
of the procedures the school must 
follow for safer recruitment and 
selection of staff and volunteers? 
Staff contracts and job descriptions 
include a clause regarding 
safeguarding children. 

 

9.2 Have the Head teacher, Chair of 
Governors & sufficient senior staff 
been trained in Safer Recruitment 
within the last five years? 

 

9.3 Do senior staff/governors understand 
the processes of DBS  checking & 
how to interpret the response? 

 

9.4 Do senior staff and governors 
understand the processes of  
DBS and barred list check & how to 
interpret the response? 

 

9.5 Is the single central register accurate 

and reflective of safer recruitment? 
 

 
10 Allegations against staff & a Code 

of Conduct 
Evidence of compliance 

10.1 Are senior staff/governors aware of 
the procedures the school must 
follow when an allegation of abuse 
has been made against the head, a 
member of school staff or a 
volunteer? 

 

10.2 Have senior staff and governors 
undertaken any training regarding 
allegations against staff? 

 

10.3 Do senior staff and governors have 
an understanding of the statutory 
guidance on 1) Behaviour & 
Discipline in Schools, 2) Preventing 
and tackling Bullying, 3) Use of 
Reasonable Force, 4) Screening, 
Searching and Confiscation? 

 

10.4 Is the Head aware of the importance 
of contacting the Local Authority 
Designated Officer (LADO) in the 
event of any allegation being made? 

 

10.5 Is the Chair of Governors aware of 
the importance of contacting the 
LADO in the event of any allegation 
against the Head? 

 



 35 

10.6 Are you satisfied with the school’s 
arrangement to reduce the likelihood 
of allegations, e.g. a policy and 
training on physical intervention, and 
a Code of Conduct that explains 
boundaries of professional 
behaviour? 

 

10.7 Are all staff aware of their duty of 
care and their responsibility to 
prevent and tackle bullying in line 
with statutory guidance? 

 

10.9 Have all teaching and support staff 
been provided with appropriate 
training to prevent and tackle 
bullying? 

 

 
 

11 Governors’ Responsibilities  Evidence of compliance 

11.1 Does the designated person make 
an annual report to the Governing 
Body covering changes to policy & 
procedures, training undertaken by 
the designated senior person, other 
staff & governors, the number of 
cases (without names or details) and 
the place of child safeguarding 
issues in the curriculum?  

 

11.2 Have all members of the governing 
body been provided with appropriate 
child safeguarding training, focussed 
on their statutory responsibilities? 

 

11.3 Has the Chair of Governors been 
trained in Safer Recruitment 
techniques? 

 

11.4 Has a governor been nominated for 
liaison, to monitor and support the 
work of the DSP? 

 

11.5 Is the Chair of Governors aware of 
his/her responsibility to manage any 
allegation against the Head teacher 
and received appropriate training? 

 

11.6 Are governors aware of their 
responsibilities relating to extended 
provision or other activities taking 
place on school premises, outside 
normal school hours? 

 

11.7 Do all governors understand that 
they have no right of access to 
information involving any child 
protection cases within school? 
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11.8 Do all Governors (except the Chair 
for HT allegations) understand that 
they have no right of access to 
information involving any allegation 
against a member of staff until it 
becomes an internal disciplinary 
issue? 

 

11.9 Do Governors check that child 
safeguarding arrangements are 
adequate and the deficiencies or 
weaknesses are remedied without 
delay? 

 

 
 

12 Links with other agencies Evidence of compliance 

12.1 Is the school pro-active in 
establishing positive links with other 
relevant agencies, particularly 
Education Welfare, Educational 
Psychology, Social Care, Police and 
Health? 

 

12.2 Any other significant points to review 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
 
Reviewed by: …………………………….. 
 
                        (Designated Senior Person – Safeguarding)  
 

Reviewed 
by:………………………………………… 
                        (Nominated Governor – Safeguarding)  

 
Review date:…………………………………… 
                     
 

 
 
Date report presented to Governors’ 
Meeting:…………………………… 
 
               (see Governors’ Minutes) 

 
 
Next Review 
due:………………………………… 
               (within twelve months) 
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Annex 3: Types of abuse and neglect (KCSIE) 

 

Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by 
inflicting harm, or by failing to act to prevent harm. They may be abused by an adult 
or adults or another child or children.  

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

Emotional abuse: the persistent emotional maltreatment of a child such as to cause 
severe and adverse effects on the child’s emotional development. It may involve 
conveying to a child that they are worthless or unloved, inadequate, or valued only 
insofar as they meet the needs of another person. It may include not giving the child 
opportunities to express their views, deliberately silencing them or ‘making fun’ of 
what they say or how they communicate. It may feature age or developmentally 
inappropriate expectations being imposed on children. These may include 
interactions that are beyond a child’s developmental capability as well as 
overprotection and limitation of exploration and Learning, or preventing the child 
participating in normal social interaction. It may involve seeing or hearing the ill-
treatment of another. It may involve serious bullying (including cyberbullying), 
causing children frequently to feel frightened or in danger, or the exploitation or 
corruption of children. Some level of emotional abuse is involved in all types of 
maltreatment of a child, although it may occur alone.  

Sexual abuse: involves forcing or enticing a child or young person to take part in 
sexual activities, not necessarily involving a high level of violence, whether or not the 
child is aware of what is happening. The activities may involve physical contact, 
including assault by penetration (for example rape or oral sex) or non-penetrative 
acts such as masturbation, kissing, rubbing and touching outside of clothing. They 
may also include non-contact activities, such as involving children in looking at, or in 
the production of, sexual images, watching sexual activities, encouraging children to 
behave in sexually inappropriate ways, or grooming a child in preparation for abuse 
(including via the internet). Sexual abuse is not solely perpetrated by adult males. 
Women can also commit acts of sexual abuse, as can other children.  

Neglect: the persistent failure to meet a child’s basic physical and/or psychological 
needs, likely to result in the serious impairment of the child’s health or development. 
Neglect may occur during pregnancy as a result of maternal substance abuse. Once 
a child is born, neglect may involve a parent or carer failing to: provide adequate 
food, clothing and shelter (including exclusion from home or abandonment); protect a 
child from physical and emotional harm or danger; ensure adequate supervision 
(including the use of inadequate care-givers); or ensure access to appropriate 
medical care or treatment. It may also include neglect of, or unresponsiveness to, a 
child’s basic emotional needs.  
 
It is not always obvious that a child is being abused.  Frequently it is the culmination 
of information that is important.  Always share any concerns with the Head teacher.  
The signs and types of behaviour listed below are not in themselves evidence of 
abuse, but may suggest abuse, particularly if a child exhibits several of them, or if a 
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pattern emerges of when or how the child exhibits such signs or behaviour. DDBS 
bled children may be less likely to disclose abuse if they have communication 
difficulties and/or are isolated. 
 

 Repeated minor physical injuries e.g. bruising, cuts. 
 

 Physical injuries e.g. broken bones, bruising particularly above the knees, two 
black eyes, cigarette burns to the body, belt marks, burn or scald marks.   

 

 Children who are dirty, smelly, poorly clothes or who appear underfed. 
 

 Children who have lingering illnesses which are not attended to. 
 

 Deterioration in school work or significant changes in behaviour. 
 

 Aggressive behaviour, severe tantrums. 
 

 An air of “detachment”. 
 

 Overly compliant, “watchful attitude”. 
 

 Sexually explicit behaviour, e.g., playing games and showing awareness which is 
inappropriate for the child’s age. 

 

 The child is reluctant to go home or is kept away from school by a parent for no 
apparent reason. 

 

 Does not join in school social activities, has few school friends. 
 

 “Tummy pains “, “headaches” etc for no apparent reason. 
 

 Eating problems, including over-eating, not eating. 
 

 Disturbed Sleep, nightmares, bedwetting. 
 

 Running away from home. 
 

 Self-inflicted wounds. 
 

 Reverting to younger behaviour, depression, withdrawal 
 

 Relationships between the child and adults which are secretive and exclude 
others. 

 

Children Missing in Education: 
 
The British Sikh School (BSS) recognises that all children have a right to a 
full-time education and that any child who goes missing from education, 
particularly on repeated occasions, may be subject to such risks as, abuse, 
neglect, including sexploitation or radicalisation.  
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The staff of BSS will remain vigilant in relation to any safeguarding concerns 
and report all matters in relation to attendance and removal from the school 
register to the Local Authority in accordance with relevant regualtions. 
 
Child Sexual Exploitation (CSE): 
 
Staff at BSS are trained in all forms of abuse, including CSE. Information to 
help avoid CSE will be provided sensitively through the PSHCE curriculum 
and information for parents. 
 
Safeguarding Girls and Young Women at Risk of Abuse through Female 
Genital Mutilation: 
 

 The British Sikh School (BSS) recognises that whilst there is no intent to 
harm a girl / young woman through FGM, the practice directly causes 
serious short and long term medical and psychological complications. 
Consequently it is a physically abusive act.  

 It is the aim of BSS to prevent the practice of FGM in a way that is 
culturally sensitive and with the fullest consultations with community 
representatives and professional agencies.  

 The designated Officer will alert the Local Authority to the possibility of any 
FGM. Wolverhampton policy includes a preventative strategy that focuses 
upon education, as well as the protection of girls / young women at risk of 
significant harm.  At BSS we adhere to the following principles: 
 The safety and welfare of the girl / young woman is paramount;  
 All agencies and staff, including volunteers, will act in the interest of the 

rights of the girl / young woman, as stated in the UN Convention on the 
Rights of the Child (1989);  

 All decisions or plans for the girl / young woman should be based on 
thorough assessments which are sensitive to the issues of age, race, 
culture, gender, religion. Stigmatisation of the girl / young woman or 
their specific community should be avoided; 

 
Forced Marriages: 
   
If this is suspected the designated officer will contact the local authority 
children's social care who will in turn contact the Foreign and Commonwealth 
Office’s Forced Marriage Unit where experienced caseworkers are able to 
offer support and guidance. They can be contacted on 020 7008 0151, further 
information can be found at www.fco.gov.uk/forcedmarriage  
 
We fully cooperate in working in partnership with members of affected local 
communities, to develop support networks and education appropriate 
programmes 

 

Preventing Radicalisation: 

 The Counter-Terrorism and Security Act, which received Royal Assent on 
12 February 2015, places a duty on specified authorities, including local 
authorities and childcare, education and other children’s services 
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providers, in the exercise of their functions, to have due regard to the need 
to prevent people from being drawn into terrorism (“the Prevent duty”), 
which is expected to come into force later in 2015.  

 The Counter-Terrorism and Security Act 2015 will also place a duty on 
local authorities to ensure Channel panels are in place. The school will 
work in partnership with the panel in preventing radicalisation.  

                   

Annex 4:  Child Protection Incident/Disclosure Form (Original Notes) 

 
This form should be used to record any incident including bullying and when a 
student discloses to any member of staff or volunteer that they or another Student is 
suffering or is at risk of abuse.  
 
Dos and Don’ts 
 
Do: 
 

 allow the pace of the conversation to be dictated by the Student 

 ask neutral questions which encourage the Student to talk such as, ‘Can you 
tell me what happened?’ 

 accept what the Student says and do not ask for further detail; 

 acknowledge how hard it was for he or she to tell you; 

 reassure the student that he or she has done the right thing; 

 explain whom you will have to tell and why. 
 
Don’t: 
 

 burden the student with guilt by asking such questions as, ‘Why didn’t you tell 
me before?’ 

 interrogate or pressurise the student to provide information; 

 ask any questions that start with the word ‘why’; 

 undress the child or examine clothed parts of the child’s body; 

 criticise the perpetrator; 

 promise confidentiality or make promises that you cannot keep such as ‘it will 
be all right now.’ 

 
Use this form to record the disclosure/incident.  Record what was said by the student 
and you. 
 

 Use the exact words and phrases used by the student. 

 Clearly distinguish between fact, observation, allegation and opinion. 

 Note the non-verbal behaviour and the key words in the language used by the 
student. 
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Student’s Name  

Class/Form  

Teacher/Form Tutor  

Address:   

 

  

 

 

Parent/Carers Name:  

  

Date of Disclosure/Incident:   

 

Time:   

 

 

Place and Context: 

Siblings: 

 

Reason for concern/Account of incident or 
disclosure.  Continue on the back of this 
form. 

 

 

 

 

 

 

 

 

 

 

 

Other relevant information.  If there are 
bruises or marks record on a diagram. 

Action:  

 

 

 

 

 

 

 

 

 
Signed…………………………………………………………. 
 
 
Position…………………………………………………………. 
 
 
Date and time form completed……………………………..
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Annex 5:  Parent/Carer Consultation Form 

Date:   

Student’s name:  

Class:  

 

Present at Meeting: 
 
 
 
 

 

Reason for Meeting: 
 
 
 
 
 
 
 

 

Action: 
 
 
 
 
 
 
 
 

 

Date of Next Meeting if Required: 
 

 
Signature……………………………………………………………………(Parent) 
 
Signature……………………………………………………………………(School) 
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Annex 6:  Reporting The Use Of Physical Intervention Form 

 

Name of Student:  

Year group:  

Name(s) of staff directly involved: 

 

 

 

Witnesses:  

Date of incident:  

Place of incident:  

 

 

Details of the incident, restraint used, student’s response, outcome: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Follow up action to include meeting with parents: 
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Annex 7:  Referral to Children’s Services 

 
 

Child’s Name:  

Date of Birth:  

Gender  

Ethnic Origin/First Language:  

Additional Needs  

Telephone:  

Child’s Home Address: 

 

 

 

 

Mother’s/Guardian’s Name: 

Address if different from the child. 

 

 

 

Father’s/Guardian’s Name 

 

Address if different from the child. 

 

 

 

Sibling name(s) / DOB: 

 

 

 

Date of Referral to Social Services:  

Person making the referral: 

 

Name and position. 

If you are responding to concerns raised 
by someone else, state his or her name 
and position. 

 

 

Duty Officer:  

 

Reasons for the Referral: 

Refer to original notes of incident/disclosure. 
 
 
 

 

Action/Advice from the Duty Officer: 

 
 
 
 

 



 45 

Annex 8: Recruitment Checklist  

 
Job Title   
……………………………………………………………………………………………… 
 
Line Manager  
……………………………………………………………………………………………… 
 
Date the process starts   
…………………………………………….………………………………………………  
 
Interview panel    
…………………………………………….……………………………………………… 
 
 

 

New post or replacement post proposed by Head teacher and approved by Governors. ☐ 

Selection process and timescale documented and circulated as appropriate. 
 

☐ 

Job specification completed and approved to include: 
 

• job title; 
• who the post reports to; 
• job purpose; 
• resource management: staff; finance; physical and clients; 
• duties & responsibilities; 
• external & internal contacts; 
• essential and desirable qualifications; experience; skills and knowledge; 
• salary range; 
• work arrangements: eg working patterns; physical requirements; driving 

requirements; 
• tenancy / accommodation rights (if boarding staff). 

 

☐ 

Job Vacancy advertised with closing date details, contact name and referring applicants 
to the school web site for details: 
 

☐ 

• internally via Staff Bulletin and Staff Notice Boards; 
 

☐ 

• externally via print media and / or recruitment agency; 
 

☐ 

•        on school Web Site - Job Vacancies section:  (job advert, job specification, 
job letter & application form). Job letter to state that if applicant has not 
heard back from us by a certain time, then they have not been called to 
interview. 

 

☐ 

Create listing of individual applications received as they arrive. 
 

☐ 

Head teacher  to decide or approve who is on Selection Panel and who will Chair the 
Panel (at Least one person to have had safer recruitment training) 
 

☐ 



 46 

Decision taken on shortlisted candidates being called to interview. The Head teacher 
may undertake initial telephone interviews (asking the same questions and 
documenting answers) but only if permission is granted by the applicant 
 

☐ 

Interview date set (give the candidates a week’s notice) 
 

☐ 

Invite candidates for interview in writing using standard letter, which includes 
confirmation of: 
 

• job vacancy title; 
• date and time of interview; 
• where, and to whom to report to; 
• whether or not there will be a test / lesson as part of the interview process; 
• how long the interview process is likely to take; 
• ID documents to bring to the interview; 
• any qualifications certificates to bring to interview (if relevant to post); 
• that a DBS check application form will need to be completed;  
• details / form regarding remuneration for travel expenses or overnight        

accommodation (if applicable). 
 

☐ 

Enclose DBS check application form for candidates to complete and bring to interview 
 

☐ 

Interview panel agree on questions that relate to the job specification. Ensure candidate 
accounts for any gaps in the application and document the reply.  
      

☐ 

Interview Room booked / arrangements for refreshments/meals. 
 

☐ 

Reference Form sent to referees (but only if permission is granted before interview). 
   

☐ 

ID documents evidenced and photocopied (give originals back to candidate) and collect 
completed DBS check applications - on the day of interview. 
     

☐ 

Candidates informed how and when they will hear the result of the interview. 
 

☐ 

Interview panel make decision (or make a recommendation to the Head for approval if 
not part of the interview panel) 
 

☐ 

Candidates informed of decision within one week of interview. Ensure first choice 
candidates accepts offer before contacting unsuccessful candidates. 
 

☐ 

Request at least two references for the successful candidate using the GEMS 
Reference Form or written on letter headed stationery with an original signature.   

☐ 

DBS check applications of unsuccessful candidates must be securely destroyed by 
shredding. 
 

☐ 

Offer Letter of Employment and Contract signed by Head teacher along with other 
documentation such as the Health Declaration Form and Payroll Form sent to 
successful candidate. Ensure there is a reference to a probationary period. The start 
date is usually one month or one term after the offer / interview so that there is sufficient 
time for DBS to arrive before the candidate starts work. 

☐ 

Single Central Register entry completed 
 

☐ 
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Staff informed of decision via the Staff Bulletin & Briefing Sessions  
 

☐ 

Line Manager to plan an Induction Programme ready for start date 
 

☐ 

 

Annex 9: Staff Appointment Checklist  

 

This checklist should be attached to the cover of the employee’s HR file. 

NAME ……………………………………………………………. 

JOB TITLE: …………………………………………….………… 

Documents Provided / issued Dates / Notes 

Application Form -mandatory 

CV 

  

ID checks 

 

  

Proof of Right to Work in the 
UK 

  

Overseas check   

Prohibition Order   

Home address  

 

  

Telephone and email contacts   

Date of Birth 

 

  

Qualifications 

 

  

Interview Notes 

 

  

References x 2  

Phone checked 

  

DBS check  

 

  

Barred list check   

CONTRACT / PAYROLL 

Approved Authorisation To 
Recruit  Form 

  

Job Description 
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Letter of Offer 

 

  

Medical Form 

 

  

New Employee Starter Form 

 

  

P45 / Form 

 

  

TPS Form 

 

  

Contract issued 

 

  

 
Employee Handbook and 
policies read and signed 
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Annex 10: Risk assessment and loose supervision arrangements if DBS 
Delayed 

 

Employee name  

Start date  

Position in school  

Identity checked Yes/no [date] 

List 99 checked Yes/no 

Date application made 
for DBS 

 

Name of line 
manager/supervisor 

 

Review cycle Fortnightly meeting with supervisor 

Supervision 
arrangements 

e.g. Accompanied in 
classroom/supervisor in close 
proximity/supervisor visits classroom 
regularly 

Any other arrangements 
made 

 

 

Staff signature  

 

Supervisor signature  

 

Date DBS received  

 

This record to be placed on employee’s HR file 
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Annex 11: Permission to Contact the Update Service 

Name of Employee: 

Position appointed to: 

Start date: 

Previous Employer: 

Date left previous employment? 

Date DBS issued: 

Type of DBS: Standard; Enhanced; Enhanced with barred list information 

DBS number: 

Is there a gap of three months or more 
between leaving the last employment 
and starting at the school?   

If yes, a DBS check at the appropriate 
level and barred list check is required. 

 

If the employee is in regulated activity, is 
the DBS enhanced with a barred list 
check? 

If just enhanced DBS a barred list check 
is required. 

 

If not enhanced then an enhanced check 
and barred list check is required. 

Is the DBS enhanced with a barred list 
check and there is a three month gap or 
less?  

Apply to the Update Service. 

Employee complete section below. 

 

I [Name] give permission for the school to contact the Update Service to  check 
whether there have been any changes since the issue of my DBS check. 

 

 

Signed…………………………………………………………………………….. 

 

Date……………………………………… 

 

If a barred list check has not been conducted and the employee is in regulated 
activity a barred list check is required. 
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Annex 12:  Positive DBS Disclosure Risk Assessment 

 
In liaison with the Chair of governors, the Head teacher must use this form to carry 
out a full risk assessment where a positive disclosure has been received. The 
assessment is designed to support the Head teacher/managers in making an 
informed and balanced decision about whether to employ/continue to employ an 
individual.  Before any decision is reached the individual must be offered the 
opportunity to discuss the contents of the disclosure. 

 

Name of individual:  

Date of birth:  

Address: 

 

 

 

Post applied for:  

 
 

Does the DBS bar the candidate?  If the 
answer is yes then the appointment is 
automatically unlawful and the person 
must not be appointed to the post. 

Yes 

 

No 

Are you satisfied with the candidate’s 
explanation of the the circumstances of 
the offence? 

 

Yes 

 

No 

 

Unsure 

How serious do you consider the 
offence to be? 

 

Major 

 

Moderate 

 

Minor 

Did the offence occur recently?  

1 year 

 

3 years 

 

10 years 

 

Older 

At what age was the offence 
committed? 

 

Child 
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Was the offence committed as an adult, 
or as a child or adolescent?  Offences 
that took place years ago may have less 
relevance now with the exception of 
serious violent or sexual offences. 

 

Adolescent 

 

Adult 

 

State age now 

 

 

Does the disclosure show a pattern of 
behaviour, or was the offence a one-
off? 

 

Repeated offences may indicate that 
the individual has not been able to 
change his/her behaviour, and may be 
more likely to re-offend. 

 

One-off 

 

Repeat – frequent 

 

Repeat - infrequent 

 

Have the circumstances that led the 
applicant to commit the offence or 
behave in such a manner changed for 
the better?  Look at all the 
circumstances, including the 
employment pattern and the individual’s 
own explanation. 

 

Yes 

 

No 

 

 

Maybe 

Did the applicant disclose the 
conviction(s)/cautions, warnings or 
reprimands as part of the application 
process/at interview? 

 

A failure to disclose an offence without 
a satisfactory reason, is a breach of 
contract and renders the employment 
offer void. 

 

Yes 

 

No – no valid reason 

 

No – valid reason given 

Are there any concerns in regard to the 
employee’s motivations for working with 
children? 

 

Yes 

 

No 

Is there any evidence with regard to any 
inability to manage conflict, cope with 
challenging behaviour? 

 

Yes 

 

No 

 Were any gaps in employment 

Identified and were these cause for 
concern? 

 

Yes 

 

No 
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Were both employer references 
satisfactory and at least one reference 
verified by telephone? 

 

Yes 

No 

Does the post involve responsibility for 
finance, items of value or other high risk 
areas? 

 

This is particularly relevant where the 
disclosed offences are related to 
robbery, burglary or fraud. 

 

High 

 

Moderate 

 

Low 

Does the role allow the opportunity to 
re-offend? 

Consider the nature of the post in 
relation to the disclosed offences(s) 

 

Yes 

 

No 

What level of management supervision 
will the person receive? 

 

What opportunity would there be to re-
offend?  Will supervision reduce the 
risk?  How much responsibility does the 
post carry? 

 

 

High 

 

Moderate 

 

Low 

Further Comments/Overall Summary  

 

 

 

 

Final Decision 

 

 

 

  
This risk assessment will be retained confidentially in a sealed envelope on the 
employee’s HR file. 

Annex 13:  Procedure for Managing Visitors 

 
These procedures apply to all visitors who enter the school or setting. 
 

 Visitors arriving by car must park in designated spaces and ensure that their 
registration number is recorded when signing in. 

 Visitors must report to Reception and clearly identify who they are and the 
purpose of their visit. 

 Visitors must sign in and be issued with a visitor’s badge (to be worn at all 
times).  They must be informed of emergency procedures (usually on the 
reverse of the visitor’s badge) 

 Visitors must wait in Reception until the appropriate member of staff meets 
them. They must be accompanied at all times including if there is an 
emergency evacuation. 
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 Proof of identity will be requested if the person is not known. 

 The visitor’s badge must be returned at the end of the visit. 

 When more than one visitor arrives the above applies to each individual – no 
group signing in. 

 If the visitor is a contractor then the same steps must be followed. 

 Maintenance contractors undertaking any work on the premises must be 
cleared/approved by the Site Manager. 

 Members of staff responsible for organising a speaker, presenter, artist-in-
residence, interviewer, mentors etc. must complete a risk assessment and 
ensure that the person is accompanied at all times. 

 Any visitor delivering a lesson or assembly must agree the content and tone 
with the member of staff responsible for organising the visit so that it is in line 
with our Equal Opportunities Policy, ethos and values 

 Any visitor not wearing a badge must be challenged politely by a member of 
staff to enquire who they are and their business on the site.  S/he must then 
be escorted to Reception to have the visit processed according to this 
procedure, 

 In the event a visitor refuses to comply do not enter into a confrontation. This 
person may be an intruder and you and the children may be at risk. 
Immediately seek assistance from a senior member of staff and call the 
police. Ensure that the emergency procedure is activated so that children are 
safe until the person is apprehended. 
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Annex 14: Volunteer Policy  

What is volunteering? 

Volunteering England defines volunteering as 'an activity that involves spending time, 
unpaid, doing something that aims to benefit the environment or individuals or groups 
other than (or in addition to) close relatives'. Central to this definition is the fact that 
volunteering must be a choice freely made by each individual.  

Introduction 
 
Volunteers bring with them a range of skills and experience that can enhance the 
Learning opportunities, achievement and enjoyment of our students. Volunteers are a 
welcome resource for helping to raise children’s achievement, complementing the 
work of teachers. There is no doubt that the school will benefit greatly from 
developing well-planned, active parental and community links through participation 
by adults in the activities of the school on a voluntary basis. It should be emphasised 
that the role of volunteers in schools provides for the enrichment of the students’ 
learning experiences, but must not encroach on or restrict professional teaching 
duties. 
 
The deployment of any volunteer, whether for one day or for a number of sessions 
over a longer period, must be managed with care; in particular taking account of the 
needs of the students and the staff to whom they are assigned. 
 
Volunteers must be deployed appropriately. Volunteers should not be asked to 
replace paid staff or be given responsibility within the school that would normally be 
associated with paid employees. 
 
It is important and helpful that the volunteer indicates how often they would be 
available to make a commitment to the school. For example: 

 one half day per week; 

 one day per week. 
 
Deployment 
 
Volunteers should not be asked to carry out duties which: 
 

 normally fall within a teacher’s responsibility under loco parentis; 

 cover the absence of staff from school; 

 normally would be performed by a contactor engaged by the school. 
 
Types of activities include: 
 

 listening to children read; 

 working with small groups of children; 

 working alongside individual children; 

 undertaking art and craft activities;  

 assisting the After School Club; 

 accompanying school trips. 
 
The class teacher remains responsible for the organisation of the class and methods 
of work at all times. 
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All volunteers need to be made to feel welcome. It is important that the parameters of 
their role within the school are clearly defined from the outset in order to avoid the 
possibility of misunderstanding. 
 
It is important to match the talents and skills of volunteers to the needs of the school 
because those that do not feel valued will not stay. Where a volunteer’s particular 
skills or knowledge do not match the current needs of the school, the offer of help 
should be declined. 
 
Support and induction programme 
 
Each volunteer should be designated to a specific member of staff to whom he or she 
will be directly responsible.  
 
Whilst there should be no significant addition to the workload of the staff member 
taking responsibility for the volunteer, it would be expected that time is taken to 
ensure the volunteer is adequately inducted into the role and that there is mutual 
agreement and understanding. This additional responsibility is not compulsory for 
staff and should only be delegated with the agreement of the employee concerned.  
 
The Induction programme must include: 

 fire safety; 

 welfare & safeguarding; 

 rules governing acceptable behavior at school; 

 plan of the campus or the building that they would be based; 

 facilities such as toilets, staff room, refreshments, lunch-times etc. 

 expectations with regard to confidentiality; 

 dress code; 

 appropriate language to use (discrimination legislation). 
 
Safeguarding 
 
Atam School is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff and volunteers to share this commitment.  A 
volunteer working closely with Students on a regular basis undertaking regulated 
activity* will be required to complete a DBS (Disclosure & Barring Service) 
application form and a satisfactory disclosure received before starting. 
 
This does not apply to parents who, for example, help to organise or run fetes or may 
assist the school with activities on an irregular basis or ad hoc basis. 
 
Children see volunteers as safe and trustworthy adults, and if a school is actively 
seeking volunteers and is considering candidates about whom it has little or no 
recent knowledge, it should adopt the same recruitment measures as it would for 
paid staff. 
 
The Benefits of Volunteering 
 
For the children: increases in understanding, achievement, self-confidence and self-
esteem. 
 
For teaching staff: greater opportunity to work with other children, so enabling the 
class as a whole to learn more effectively and achieve more. 
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For the volunteer: a great sense of achievement and personal satisfaction, new 
knowledge and new skills, improved career prospects. 
 
Declaration 
 
I have received, read, and will observe the requirements of this policy. 
 
I have received appropriate information/training in fire safety, welfare and 
safeguarding, acceptable behaviour, house-keeping, dress code and key contacts. 
 
I agree to complete a DBS application disclosure form and understand that my role 
as a school volunteer is conditional upon background-checks being successful. 
 
I agree to provide contact details of two referees who may be contacted to confirm 
my suitability for work with children.   
 
 
Name of volunteer (in capitals) ................................................................. 
 
Nature of volunteering activity……………………………………………………… 
 
Signed……………………………………………………………………………………. 
 
Date .............................................................................................................. 
 
 
I will supervise and be a point of contact for this volunteer.  I confirm that induction is 
complete. 
 
Name of member of staff .…………………………………………………… 
 
Signed……………………………………………………………………………………… 
 
Job Title……………………………………………………………………………………. 
 
Date………………………………………………………………………………………… 
 
 
* Regulated Activity needs to be carried out frequently or intensively which is defined 
as once per week or more, or on 4 or more days in a 30-day period or overnight or 
relates to physical help in connection with dressing e.g. backstage helping with 
school shows. 

Annex 17:  Work Related Experience (WRE) 

 
Rationale:  This policy sets out the school’s commitment to safeguarding students 
when they are engaged in work related experience.   
 
Organisation 
 
Students under 16 years of age must not undertake WRE.  No work experience 
placement (of any duration) should proceed unless written parental permission has 
been given and proper consideration of Child Welfare and Safeguarding been made.  
The teacher responsible for WRE must: 
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 establish the suitability of employers by conducting a risk assessment which 
includes Health & Safety and risks of a child protection nature e.g. the child 
will be working alone with the employer; journeys in a vehicle alone with the 
employer; 

 in liaison with the DSP, determine if the employer is in regulated activity and 
requires a DBS check; 

 ensure employer liability insurance is current (copy to be retained by school); 

 ensure a job description is in place and the communication of any risk; 

 ensure the student has, where possible, visited the placement in advance and 
been prepared sufficiently to avoid potential situations where they may be 
vulnerable; be able to respond appropriately should they have concerns or if 
an incident occurs; know who to contact in the workplace and at school; 

 ensure students complete a daily WRE log. 

A DBS check may be necessary for whoever is responsible for the student’s 
supervision when: 

 a placement lasts more than fifteen days as a block placement; 

 a placement lasts for more than fifteen days over fifteen weeks as an 
extended placement; 

 there is substantial individual isolated supervision; 

 the student is judged to be vulnerable (physically disabled; mentally disabled; 
provocative; powerless; defenceless; suffering from an acute illness) 

It is also necessary to: 
 

 establish the suitability of employers by conducting a risk assessment which 
includes Health & Safety and risks of a child protection nature e.g. the child 
will be working alone with the employer; journeys in a vehicle alone with the 
employer; 

 ensure employer liability insurance is current (copy to be retained by school); 

 ensure a job description is in place and the communication of any risk; 

 ensure the student has been prepared sufficiently to avoid potential situations 
where they may be vulnerable; be able to respond appropriately should they 
have concerns or if an incident occurs; know who to contact in the workplace 
and at school; 

 ensure students complete a daily WRE log. 
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Alleged Incident Procedures 
 
1. Immediately after an incident has been alleged a log of all communications and 
actions must be kept. The Head teacher (or DSP must be informed). 

2. The student must be withdrawn from the placement, by the school, as soon as is 
safe. 

3. The placement must not be used until such time as a full investigation has been 
carried out and the placement reassessed and judged to be suitable taking into 
account any relevant advice/information from Social Services or Police. 

 
Confidentiality 
 
Although mindful of the Data Protection Act 1998, information that potentially impacts 
the welfare of the student (e.g. a special need; health issues) must be shared with 
the employer in consultation with the parents and the student. 

 
Employers Agreement for Work Related Experience (WRE) 
 
All children and young people, regardless of age, disability, gender, racial or ethnic 
origin, religious belief and sexual identity have a right to be treated with care, respect 
and dignity and be protected from harm.   

This agreement is to protect and safeguard students whilst they are on work related 
experience.  

The teacher responsible for WRE must be immediately informed of any accidents or 
near misses or the disclosure of any information relating to child protection 

Please complete and sign the form below and return to the teacher in charge of WRE 
at Atam School. 

 
Name of Student: …………………………………………… 
 
Age of Student at time of placement   …………….years………….. months 
 
 

Company Name and full address: 

 

 

 

 

 

 

Name of person in the company 
responsible for supervising the student. 
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Contact details of person responsible for 
our student: 

Telephone  

Mobile 

Email 

 

Exact Dates of Work Experience:   

Employer Liability Insurance:  A copy of the current Employer Liability 
Insurance MUST be sent to the school prior 
to the start of the placement. 

Risk Assessment – completed by the 
EMPLOYER 

A copy of the risk assessment MUST be sent 
to the school prior to the start of the 
placement. 

 

 
 
 

Describe the exact nature of the work related experience being provided. 
 
Describe the location and work setting. 
 
 
What will the student be expected to do?  Planned programme? 
 
 
What is the dress code? 
 
 
Will the student be travelling during the course of the working day? 
 
 
What hours are expected?  How are meals and drinks provided? 
 
 
What induction procedures are in place including H&S/Fire? 
 
 
 
General 

1 Are any employees banned from working with children? Yes/No/Don’t 
Know 

2 Does your insurance cover extend to cover the Student for 
Public Liability Insurance? 

Yes/No 

3 Do you have current and adequate Motor vehicle Insurance 
which extends to cover the student? 

Yes/No 

4 Do you have a written policy on Health and Safety at work? Yes/No 
5 Will you provide each participant with Health and Safety 

information including the names of designated personnel? 
Yes/No 
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Risk Assessment 

6 Have you carried out a risk assessment for the placement? 
 

 

Yes/No 

7 Have you made any necessary changes following the risk-
assessment. 
 
Please specify: 
 
 

Yes/No 

 
 
Supervision 
 

8 Will you ensure that employees avoid being on their own in an 
isolated or closed environment with students and that they avoid 
physical contact except for reasons of health and safety? 

Yes/No 

9 Will you ensure that staff travelling with students ensure that there 
is a known destination and check-in times communicated with the 
named mentor? 
 

Yes/No 

10 Will you ensure that employees speak/communicate positively to 
participants avoiding any forms of inappropriate language and 
verbal bullying? 

Yes/No 

11 Will you ensure that employees do not communicate personally 
with participants including use of email, social networking sites, 
mobile phones including texts? 
 

Yes/No 

 
 
Training 

12 Will you make arrangements to give participants appropriate 
information and instruction taking into account the experience of 
the participant and the hazards associated with the tasks 
undertaken? 

Yes/No 

13 Will you ensure that the student is made aware of his or her 
personal responsibilities with regard to Health and Safety? 

Yes/No 

14 Will you ensure that the daily work experience log provided by the 
school is completed by the student? 

Yes/No 

 
 
Accidents and Emergencies 

15 Do you have procedures and personnel in place to deal with first 
aid, accidents and emergencies? 

Yes/No 

16 Do you have adequate and appropriate equipment and facilities for 
first aid? 

Yes/No 

17 Do you record accidents in an accident book? Yes/No 
18 Are you familiar with the requirements for Reporting Injuries, 

Diseases and Dangerous Occurrences to RIDDOR? 
Yes/No 

19 Do you have a current fire certificate for the premises? Yes/No 
20 Will you contact the school immediately if the Student is ill, 

involved in an accident or near miss? 
Yes/No 
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Personal Protective Equipment and Welfare 

21 Will you ensure that the Student is provided with appropriate 
personal protective equipment and clothing of the correct size? 

Yes/No 

21 Will you ensure that the student effectively uses all necessary 
personal protective equipment and clothing? 

Yes/No 

22 Do you have toilets and washing facilities including soap and 
drying facilities? 

Yes/No 

 
 
 
 
Declaration 
 
I hereby confirm the information supplied in this form is correct and I undertake to 
inform you immediately of any changes. 
 
Name:        
 
Signature:        Date: 
 
Company:   
 
Position in Company: 
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Letters to Employer 

 
 
Dear  
 
The Name of School  Work Experience Placement [date] 

 
Thank you for allowing [Student Name] to join you for work experience during 
[dates]. This is a valuable time during which our students have the opportunity to 
develop their personal and professional skills in preparation for life after school. I am 
sure that [Name] will make the most of [his/her] time with you and that you will also 
gain from the experience. 

Please complete the enclosed ‘Employers Agreement’ and “Work Experience 
Placement form and return by [date] to The Webber Independent School, FAO 
[Teacher Name] together with a copy of your Employer’s Liability Insurance 
certificate and risk assessment in relation to the placement. 

[Teacher Name] will liaise with you prior to the placement so that [Student Name] is 
in a position to achieve maximum benefit from the experience. 

Yours sincerely, 

 
 
Dear  
 
The Name of School  Work Experience Placement [date] 

Thank you for returning the ‘Employers Agreement’ and “Work Experience 
Placement form) together with a copy of your Employer’s Liability Insurance 
certificate and risk assessment in relation to the placement. 

[Teacher Name] will be in contact with you to arrange a pre- placement visit by the 
student. 

Yours sincerely, 
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Annex 18:  Managing Death and Bereavement 

For many people, death is a difficult subject to deal with and often referred to with 
statements such as ‘passing away’, ‘going to sleep’ and ‘going on a journey’.  

Everyone is different but grief usually follows a pattern of shock and numbness, 
disbelief, anger, great sadness and coming to terms with the loss and moving 
forwards. Sometimes people become ‘locked’ in one stage and are unable to move 
forwards without help and support. 

In living in a multi-ethnic and multi-faith society it is important to be aware of the 
differing cultural and religious traditions of grieving and mourning which we may 
encounter in school.  We should ensure that we respect and understand these so 
that we enable children and young people to grieve and mourn within the traditions of 
their own cultural and religious beliefs. 

No matter how prepared we think we are, death is often traumatic and unexpected.  
Its unpredictability can severely affect the individual, groups of people or the whole 
school.  It is therefore important to have considered how to respond to people and 
how to provide support so that both the individual and the school community can 
move forward positively. 

It is also important to have considered death and bereavement before it impacts 
upon the individual or the school.  Opportunities for such reflection particularly occur 
in assemblies and as part of pastoral care and emotional development.  

 
The Psychological Development in Children’s Understanding of Death 
 

Age Characteristics of the Stage of 
Development 

Pre-School Unaware of the long term implications 

Unaware of the inevitability of death 

Early Years Begin to understand death but not 
related to themselves 

8+ Begin to show empathy with others and 
to understand that death is inevitable, 
although not for them as children. 

 

Grief, Mourning & Cultural Differences 
 
There is an important difference between grief and mourning although the two tend to 
be used interchangeably.  Grief describes the emotional and psychological response 
to loss and is experienced by people of all cultures, whereas mourning denotes the 
actions and manner of portraying such grief and its expression is found to vary 
between cultures and religions. 

Differing cultures will determine to a large extent the involvement or otherwise of 
children in the traditions and rituals which surround death.  It is clear that children 
involved in such ceremonies tend to deal with later life events with much less stress 
than those who are excluded.  It has been observed that even children who have 
experienced a death of a pet are more prepared and have a better understanding of 
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the physical characteristics of death, its permanency and the behaviours of grief and 
mourning than those who have not experienced such events. 

Difficulties can arise if a student is unable, or prevented from, expressing their grief in 
the way that is acceptable to their culture.  Those who have adopted their host 
culture may similarly feel uncomfortable if they are asked to fulfil both their family’s 
mourning practices and wishes, whilst continuing to behave in a way expected of 
them by other adults and peers.  This can be especially stressful if through ignorance 
their behaviour is met with intolerance and prejudice. 

  
Obtaining Accurate Information 
 
People contacting the school to inform the school of a death may be upset, 
traumatised and/or confused.  It is important to speak caringly ensuring that accurate 
information is obtained about: 

 

 names; 

 addresses; 

 contacts; 

 details/circumstances. 

 
When the school is informed that a student or member of staff has experienced the 
death of a family member or very close friend, the Head teacher is informed and 
he/she arranges for an appropriate team to be put in place e.g. 

 

Position Role Actions 

Head teacher Overall responsibility Responsible for dealing with all 
parties, having the overview of the 
situation. It is vital that all members 
of staff are informed, bearing in mind 
the needs of part-timers or absent 
staff and students. 

Acts as media spokesperson.  

Writes to parents, as appropriate. 

Decides who will attend the funeral. 

Personal mentor Acts as a listener to the 
bereaved 

Allocated by the Head teacher 
following consultation with the 
bereaved person. 

Deputy   Day to day running of the school.  
Liaison with parents etc as required. 

Heads of Year/ 
Key Stage 
coordinators 

Providing support for staff 
and Students 

The relevant KS Coordinator should 
clarify particular needs of the 
bereaved person and inform all staff 
of any changes in circumstance – 
e.g. change in guardianship etc. 

Allocated 
member of admin 
staff 

Carries out routine tasks, 
responds to telephone 
calls, e-mails etc.  

Notes should be placed on file giving 
a brief outline of the events 
surrounding the bereavement. 
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 All records to be updated – and re-
checked - to ensure no mistakes are 
made in any communication to 
families. 

 
It is likely that the membership of the team will change depending on the 
circumstances of the bereavement.  For instance the death of a Student may warrant 
the whole team response, while the death of a parent may not require the whole 
team involvement. 

Whatever the circumstances, staff should be aware that some Students/adults have 
a need to return to normal as quickly as possible. In the interests of the bereaved, 
staff should endeavour to foster an environment that is compassionate, yet 
disciplined. School is often seen as an important safe haven. 

Staff must be aware of the responsibilities of the team and not speak with the media 
under any circumstances. 

Death of a Student or member of staff: 
 

The Chair of Governors must be immediately informed In the case of the death of a 
child. 

The Head teacher, after first consulting with the deceased’s family or relatives, will 
inform close friends and acquaintances.  A full Staff Meeting will then be called to 
allow for private grief before announcing the news to the rest of the school in an 
appropriate way e.g. at a special assembly. 

It is important to be open, clear and to the point.  Assumptions must not be made 
about the cause of death unless: 

 

 the deceased’s next-of-kin has given consent; 

 there has been an official determination. 
 
Such devastating news is often greeted with disbelief, panic and fear.  Anger is not 
an unusual reaction amongst staff and older students.  

 

After assembly, in the confines of class/ tutor groups, teachers should allow students 
to express their emotions, allowing them to show their feelings and thoughts in a safe 
environment.  It is essential to allow students to articulate their thoughts and feelings, 
to support them and to not let them feel in any way inhibited.  Sharing their grief in a 
supportive environment can help facilitate the grieving process.  It should also be 
remembered that as students react to such news in very different ways, some 
students might not want to share their feelings straight away.  Sensitivity must always 
be shown, respecting the students’ choice as to when they are ready to explore their 
feelings about what has happened. 

For students or staff particularly affected, the Head teacher may decide to enlist 
professional bereavement counsellors or other appropriate outside agencies.   

The Head teacher will send home a letter to all parents to allow them to explain to 
their children the meaning and implications of the event.  Students are not allowed to 
use their mobiles to communicate details of the death. 
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It will be necessary to sensitively retrieve the personal belongings of the deceased 
for their return to the next-of-kin.  Information on the school’s database will need to 
be amended and updated.  This will also apply to class lists, notice boards etc. 

Any discussion of death needs to take into account the developmental stage of the 
children bearing in mind that verbally proficient students may have more developed 
concepts. 

Informing Staff or Students of a Death 
 
If the school is contacted to inform a member of staff or a student that a parent, 
relative or close friend of a child or member of staff has died, the Head teacher 
should be immediately informed.  The information should be verified and 
arrangements made for a parent, relative or person nominated by the next-of-kin to 
come into school to break the news, possibly with support from the police and/or a 
member of staff. 

If no parents, relatives or nominated persons are able to attend, then the Head 
teacher has to decide who is the best suited/qualified to deal with the situation. 

A quiet pleasant room should be made available ensuring that there are no 
interruptions.  A drink, tissues and a telephone should be available.   

Usually the student or person would go home or to a relative or friend after receiving 
the sad news.  If the student or person has to remain in school for any length of time, 
they should receive support and not go straight back to class or work.  If the person 
chooses to go back to work then everyone should be made aware of the sensitivity of 
the situation. 

 
When a child returns to school after the death of a parent or sibling: 
 

 The class teacher/KS coordinator/ Head of Year/key person (whichever is 
deemed most appropriate) should meet with the child to reassure him or her 
that it is acceptable for them to be upset and that others will understand their 
need to deal with their loss in whatever way is necessary for them. 

 The bereaved child needs to be assured that while school may help to focus 
their attention, they have permission to seek comfort as necessary. This may 
entail leaving a lesson to find a mentor or counsellor. 

 Other teachers or adults in school should discreetly acknowledge to the child 
that they are aware of the bereavement, otherwise the bereaved child may 
assume that some adults do not know the circumstances.  

 Peer support should be encouraged, but placing the sole responsibility on one 
close friend should be avoided. 

 
Staff working with very young children may be able to support them through play. 
Older Students may need opportunities to talk and to discuss their feelings.  When 
explaining the pastoral care system to parents and older Students it is important to 
remind them that there are staff to support them if they experience bereavement.  

 
Funerals & Memorial Services 
 
Before the bereaved student or member of staff returns to school there is likely to be 
a funeral.  It is probable that students and staff will express a wish to attend, or take 
part in the service, but they should only do so with the prior agreement of the 
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deceased’s family or relatives, as well as the agreement of their own parents.  The 
Head teacher (or nominated person) should be the only person representing the 
school and in contact with the family/relatives to discuss funeral arrangements. 

This is a period when the bereaved, both family and close friends, try to come to 
terms with the situation. They may feel helpless yet wish in some way to express 
their sorrow.  Planning a memorial service, reading lessons, poems, or choosing 
hymns can all assist in the grieving process. 

After a memorial service, staff and students should be encouraged to meet and 
express their thoughts and feelings.  Refreshments should normally be provided.   

The class most affected might like to write down their thoughts and feelings; these 
could then be given to the bereaved family.  It should be the role of the Head teacher 
or nominated person to ensure that no inappropriate remarks or comments are 
made.  

 
Returning to Normal 
 
For the bereaved student or member of staff, returning to school may be traumatic.  It 
is essential to pave the way for their return.  In most cases it is advisable (providing 
the parents/guardians of the bereaved student agree) that everyone (teaching, 
ancillary staff and students) is aware of the situation before the student returns. 

Some of the student’s fears are likely to be: “How will my friends react?  How do I tell 
them?”  If everyone knows, and the bereaved person is aware of this, then it should 
make the situation more bearable. 

Whilst it is only natural to show compassion and allow expression to those suffering 
grief, it is important not to forget that for the bereaved, school, with its routines and 
rituals, can provide a respite.  In the interests of the bereaved, therefore, teachers 
should endeavour to foster an environment that is compassionate and familiar.  
Getting the balance right can be difficult, but school may be the only safe haven 
available. 

If a school has experienced the death of a student or member of staff there needs to 
be consideration about how to return to a “normal” routine.  The memorial service 
can be used to indicate that moving forwards does not mean forgetting the person 
who has died. 

It is important to remember that anniversaries often spark a revival of feelings 
associated with the initial bereavement.  The family and close friends will remember 
the deceased student’s birthday, as they will the anniversary of the death.  Siblings in 
school will be particularly vulnerable at these difficult times.  Staff should be made 
aware of such dates in order that they may react with the necessary sensitivity and 
respect. 

Training 
 
It is important to bear in mind that for staff handling such sensitive situations, this 
may bring to mind some painful memories for them.  All members of the school 
community need to be mindful of the range of reactions and responses at this time. 

All staff should have an opportunity to undertake relevant training in the management 
of bereavement. This will involve general awareness-raising for all staff and more 
specialized training for those with specific responsibility. 
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Monitoring and Evaluation 
 
This policy will be reviewed following any bereavement issue affecting a member of 
the school community. Where no issue has been presented there will be an annual 
review. 

Useful contacts 
 
  
NSPCC    Freephone helpline  0808 800 5000 
Cruse Bereavement Care Student freephone helpline 0808 808 1677  
Cruse Bereavement Care Daily helpline  0844 477 9400  

bucks@cruse.org.uk  
        www.rd4u.org.uk 
 
Further information 
 
Supporting Bereaved Students in Primary and Secondary Schools - practical advice 
for staff published by NCPC (National Council for Palliative Care): ISBN 1898915 34 
2 offers advice and support to school staff and includes tips from teachers who have 
had experience with bereaved children. An extensive resource list is included for 
those who wish to look further into the issues explored or enlist further support. 

There are several story books available for young children that enable young children 
to deal with the death of a loved one or pet e.g. 

 My Old Teddy, Dom Mansell 

 Scrumpy, Elizabeth Dale, Frederic Loos 

 The Tiny Seed, Eric Carle 

 Billy’s Sunflower, Nicola Moon 

 Come Back Grandma, Sue Limb 

 Badger’s Parting Gift, Susan Varley 

 Fred, Posy Simmonds 

 The Goodbye Boat, Mary Joslin 

 The Magpie Song, Laurence Anholt 

 Grandad’s Prayers of the Earth, Douglas Wood 

 Michael Rosen’s Sad Book, Michael Rosen 

mailto:bucks@cruse.org.uk
http://www.rd4u.org.uk/
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Annex 19:  Self Harm   

Recent research indicates that up to one in ten young people in the UK engage in 
self-harming behaviours, and that this figure is higher amongst specific populations, 
including young people with special educational needs. School staff can play an 
important role in preventing self-harm and also in supporting students, peers and 
parents of students currently engaging in self-harm. 
 
Definition of Self-Harm 
 
Self-harm is any behaviour where the intent is to deliberately cause harm to one’s 
own body for example: 
 

• cutting, scratching, scraping or picking skin; 
• swallowing inedible objects; 
• taking an overdose of prescription or non-prescription drugs; 
• swallowing hazardous materials or substances; 
• burning or scalding; 
• hair-pulling; 
• banging or hitting the head or other parts of the body; 
• scouring or scrubbing the body excessively. 

 
Risk Factors 
 
The following risk factors, particularly in combination, may make a young 
person particularly vulnerable to self-harm: 
 

• depression / anxiety; 
• poor communication skills; 
• low self-esteem; 
• poor problem-solving skills; 
• hopelessness; 
• impulsivity; 
• drug or alcohol abuse. 

 
Family Factors 
 

• unreasonable expectations; 
• neglect or physical, sexual or emotional abuse; 
• poor parental relationships and arguments; 
• depression, self-harm or suicide in the family. 

 
Social Factors 
 

• Difficulty in making relationships / loneliness; 
• Being bullied or rejected by peers. 

 
Warning Signs 
 
School staff may become aware of warning signs which indicate a student is 
experiencing difficulties that may lead to thoughts of self-harm or suicide. These 
warning signs should always be taken seriously and staff observing any of these 
warning signs should seek further advice from the DSP. 
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Possible warning signs include: 
 

• changes in eating / sleeping habits (e.g. student may appear overly 
     tired if not sleeping well); 
• increased isolation from friends or family, becoming socially 
      withdrawn; 
• changes in activity and mood e.g. more aggressive or introverted 

                      than usual; 
• lowering of academic achievement; 
• talking or joking about self-harm or suicide; 
• abusing drugs or alcohol 
• expressing feelings of failure, uselessness or loss of hope; 
• changes in dress and cleanliness. 

 
Staff Roles in working with students who self-harm 
 
Students may choose to confide in a member of school staff if they are concerned 
about their own welfare, or that of a peer. School staff may experience a range of 
feelings in response to self-harm in a student such as anger, sadness, shock, 
disbelief, guilt, helplessness, disgust and rejection.  However, in order to offer the 
best possible help to students it is important to try and maintain a supportive and 
open attitude – a student who has chosen to discuss his or her concerns with a 
member of school staff is showing a considerable amount of courage and trust. 
Students need to be made aware that it may not be possible for staff to offer 
complete confidentiality. If you consider a Student is at serious risk of harming 
themselves then confidentiality cannot be kept even if a student puts pressure on you 
to do so. 
 
Any member of staff who is aware of a student engaging in or suspected to be at risk 
of engaging in self-harm must consult the DSP. 
 
Following the report, the DSP will decide on the appropriate course of action. This 
may include: 
 

 contacting parents / carers; 

 arranging professional assistance e.g. doctor, nurse, social services; 

 arranging an appointment with a counsellor; 

 Immediately removing the student from lessons if their remaining in 
class is likely to cause further distress to themselves or their peers; 

 in the case of an acutely distressed student, the immediate safety of 
the student is paramount and an adult should remain with the student 
at all times; 

 if a student has self-harmed in school a first aider must be called for 
immediate help. 

 
 
 
Further Considerations 
 
Any meetings with a student, their parents or their peers regarding self-harm 
must be recorded in writing using the form in Annex 5.  
 
This information must be stored in the Student File and the DSP’s welfare and 
safeguarding records. 
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It is important to encourage students to let you know if one of their group is in trouble, 
upset or showing signs of self-harming. Friends can worry about betraying 
confidences so they need to know that self-harm can be very dangerous and that by 
seeking help and advice for a friend they are taking responsible action and being a 
good friend. They should also be aware that their friend will be treated in a caring and 
supportive manner. 
 
The peer group of a young person who self-harms may value the opportunity to talk 
to a member of staff either individually or in a small group.  
 
When a young person is self-harming it is important to be vigilant in case close 
contacts with the individual are also self-harming. Occasionally schools discover that 
a number of students in the same peer group are harming themselves 
 
 
 
 
 
Signed: 
 
Dated: 


