
1 
 

 

 

 

Safeguarding Policy  
Including 

Child Protection  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reviewed By: St Paul’s Academy Safeguarding Team – June 2019  
Approved by The Governing Body of St Paul’s Academy  
Date of next review: June 2020      



2 
 

Contents 
1. Key Safeguarding Personnel & Responsibilities ............................................................................................................ 3 

2. St. Paul’s Academy Safeguarding Statement ................................................................................................................ 4 

3. Purpose and Aims ......................................................................................................................................................... 5 

4. Statutory Framework .................................................................................................................................................... 5 

5. Safeguarding Training ................................................................................................................................................... 6 

6. Role of the Designated Safeguarding Lead: These responsibilities also apply to the Deputies ................................... 7 

7. The role of the Police (as per procedures under The Pan London Child Protection Procedures 2007) ....................... 7 

8. The Roles & Responsibilities of all Staff within School.................................................................................................. 8 

9. The Role of all staff in the Prevention of Extremism – The Prevent Duty .................................................................... 9 

10. Gangs: Keeping students and Staff Safe – 24 hour Behaviour Policy ....................................................................... 10 

11. Safer Recruitment of Staff and Volunteers ............................................................................................................... 11 

12. Royal Greenwich Early Help Guidance ...................................................................................................................... 12 

13. When to be concerned .............................................................................................................................................. 12 

14. Dealing with a Disclosure .......................................................................................................................................... 14 

15. Confidentiality and Information Sharing ................................................................................................................... 16 

16. Communication with Parents and Carers.................................................................................................................. 16 

17. Record Keeping ......................................................................................................................................................... 17 

18. Dealing with Allegations against School Staff ........................................................................................................... 17 

19. E-Safety – Keeping Students safe online ................................................................................................................... 18 

20. Visitors / Volunteers: Staying safe ............................................................................................................................ 19 

21. Safeguarding Staff in St Paul’s Academy ................................................................................................................... 19 

22. Off-Site arrangements:.............................................................................................................................................. 19 

23. Monitoring & Evaluation ........................................................................................................................................... 20 

APPENDIX 1: Types and Indicators of Abuse & Neglect .............................................................................................. 21 

Appendix 2: My Concern: School Safeguarding reporting tool................................................................................... 29 

APPENDIX 3: Keeping Children Safe in Education (Summary Document) .................................................................. 32 

APPENDIX 4: Greenwich Referral Form ...................................................................................................................... 32 

Appendix 5:   Advice for Parents and Carers on Keeping Children Safe whilst online ................................................ 33 

APPENDIX 6: Safeguarding Staff advice and recommendations: Please see Staff booklet ........................................ 34 

Appendix 7 - LOOK / LISTEN / LINK ............................................................................................................................. 35 

APPENDIX 8: LADO Flow Chart .................................................................................................................................... 36 

Appendix 9 .................................................................................................................................................................. 37 

APPENDIX 10: Home Visit Protocols and Risk Assessment ......................................................................................... 38 

 
 

 

file://///spa-fs01/StaffShared/%23All%20Departments/Academy%20Policies/Safeguarding%20(Child%20Protection)/Safeguarding%202018%20-%2019/Safeguarding%20Policy%20June%202019.docx%23_Toc12606442


3 
 

1. Key Safeguarding Personnel & Responsibilities 
The Designated Safeguarding Leads  

Name: Siobhan Malone, Principal  

Tel: 020 8311 3868 ext 108  siobhan.malone@stpauls.greenwich.sch.uk  

Name: Kim Nicholas, Lead Learning Mentor  

Tel: 020 8311 3868 ext 143   kim.nicholas@stpauls.greenwich.sch.uk  

 

The Safeguarding Team also includes  

Áine Allen, (Co.Assistant Principal: Inclusion), Balvinder Assi (Inclusion Coordinator) Huw Francis (Learning mentor), 

Alan Grogan (Behaviour Lead), Michelle Hepburn (Behaviour Lead), Jo Bloomfield (Learning Mentor), Graham Sidwell 

(Co Assistant Principal: Inclusion) 

Any allegation or disclosure involving someone who works with children in a paid or voluntary capacity must be 
reported directly to the Principal, or a member of the SLT, unless it involves one of them. In that case, it must be 

reported to the Chair of Governors.  See Section 14 
 

Safeguarding Responsibilities  

The Principal is responsible for implementing  Ms Siobhan Malone    

policies and procedures, allocating resources  

to the Safeguarding team and addressing staff   Tel: 020 8311 3868 ext 108 

safeguarding concerns.  

  

Designated Safeguarding Lead is a member   Kim Nicholas 

of the School Leadership Team with    Tel: 020 8311 3868 ext 141 

appropriate authority, responsible for dealing  

with safeguarding issues, providing advice and  

support to other staff, liaising with the local  

authority, and working with other agencies.  

   
Designated Safeguarding Team is made up of     

members of the teaching, support or pastoral   Ms Aine Allen – 020 8311 3868 ext 135 

staff in a post which requires assessment of  Mr Balvinder Assi – 020 8311 3868 ext 111 

children with sufficient status and authority to   Ms Jo Bloomfield  – 020 8311 3868 ext 142   

effectively deputise for the Designated   Mr Huw Francis – 020 8311 3868 ext 141 

Safeguarding Lead above.    Mr Alan Grogan – 020 8311 3868 ext 144 

       Ms Michelle Hepburn – 020 8311 3868 ext 148 

       Mr Graham Sidwell – 020 8311 3868 ext 118 

 

mailto:siobhan.malone@stpauls.greenwich.sch.uk
mailto:kim.nicholas@stpauls.greenwich.sch.uk
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Safeguarding Administration Support  works   Michelle Nelson 

with the Safeguarding team to ensure that 

records are updated and secure.   

 
The Safeguarding Team at St. Paul’s Academy also link with and report to 

The Safeguarding / Child Protection    Ms M Fontinelle 

Governor ensures that there are appropriate   Tel: 020 8311 3868 

safeguarding policies and procedures in place,  

monitors whether they are being followed  

and, together with the rest of the governing  

body, remedies deficiencies and weakness  

that are identified. The role of the  

safeguarding governor is strategic rather than  

operational. The safeguarding governor does  

not become involved in concerns about  

individual students.  

      
The Chair of Governors takes the lead in   Mr B J Borland  

dealing with allegations of abuse against the   Tel: 020 8311 3868 

Principal and other members of staff when  

the Principal is not available, working in  

liaison with the Greenwich Safeguarding  

Children Board and on Safer Recruitment practices  

with the Principal and Senior Leadership Team.   

 

2. St. Paul’s Academy Safeguarding Statement 
 

All children have the right to learn and grow, free from the burden of abuse and neglect. Governors and staff at St. 
Paul’s Academy recognise our moral and statutory responsibility to safeguard and promote the welfare of all students. 
We endeavour to provide a safe and welcoming environment where our students are respected and valued.  We are 
alert to the signs of different types of abuse and follow agreed procedures to ensure that children receive effective 
support, protection and justice. 
 
We believe all students should have access to a learning environment which encourages and promotes positive 
personal, social and emotional development as well as academic success.  We are committed to working together 
with local services to build resilience, and prevent and protect students from harm.  
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Introduction  

The procedures contained in this policy apply to all staff and governors of St. Paul’s Academy and are consistent with 
those of the Greenwich Safeguarding Children’s Board (GSCB) and locally agreed procedures.  It applies wherever staff 
or volunteers are working with students, even when this is away from the Academy, for example at an activity centre 
or an educational visit.  
 
St. Paul’s Academy takes seriously its responsibility to protect and safeguard the children in its care and follows the 
guidance of “Working Together to Safeguard Children, 2016” and “Keeping Children Safe in Education, Section 175 of 
the Education Act” 2018/2002 which,  

“…..requires governing bodies of maintained schools and FE colleges to make arrangements to ensure that their 
functions are carried out with a view to safeguarding and promoting the welfare of children.” 

 

3. Purpose and Aims 
 
There are five main elements to our policy: 

 

 Ensuring we practice safer recruitment in line with national legislation by including at least one suitably 
trained recruiter on all interview panels and to ensure any unsuitable behaviour is reported and managed 
using the appropriate procedures; 

 

 Raising awareness of safeguarding issues and equipping students with the skills needed to keep them 
safe and vigilant;  

 

 Developing and then implementing procedures for identifying and reporting cases, or suspected cases, 
of abuse; 

 

 Supporting students who have been abused in accordance with his/her agreed child protection plan; 

 

 Establishing a safe environment in which students can learn and develop and establishing robust 
guidelines to support staff in their professional roles with students. 

 
We recognise that because of the day to day contact with students, school staff are well placed to observe the outward 
signs of abuse. The school will therefore: 

 

 Establish and maintain an environment where students feel secure, are encouraged to talk, and are 
listened to; 

 

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

 

 Include opportunities across the curriculum e.g. wellbeing initiatives and workshops for children to 
develop the resilience skills they need to recognise and stay safe from abuse. 

 
 

4. Statutory Framework 
 
In order to safeguard and promote the welfare of students, the school will act in accordance with the following 
legislation and guidance: 
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 T h e  Children Act 1989 & 2004 

 T h e  Education Act 2002 (section 175) 
 The Education (Pupil Information) (England) Regulations 2005 
 Keeping Children Safe in Education (DfE September 2019) 

 Dealing with Allegations of Abuse Against Teachers and Other Staff 
 Working Together to Safeguard Children (DfE, March 2015) 
 The Prevent duty – Advice for schools and Childcare providers (DfE 2015/6)  
 Sexual Violence and Sexual Harassment Between Children (May 2018) 
 The Children’s Society, Safeguarding disabled children, practice guidance, 2009  

 Information sharing: Advice for practitioners providing safeguarding services to children, young people, 
parents and carers (DfE, 2018) 

 Procedures set out by the Greenwich Safeguarding Children Board and the London Safeguarding  
Children Board 

 Greenwich Early Help Guidance 2018 

 Guidance for Safer Working Practice for those working with children and young people in education 
settings’  (May 2019)  

 What to do if you’re worried that a child is being abused  (Guidance  March 2015)  

 Mental Health and Behaviour in Schools: Departmental advice (DfE 2018) 
 
All staff are advised to be familiar with the above legislation, guidance and advice as part of their Continued 
Professional Development/training (CPD). St Paul’s Academy will monitor and recorded all staff training in order to 
identify gaps in learning and safeguarding.   
 
All policies mentioned are to be adhered to in addition to and in support of the safeguarding legislation and 
guidance. Failure to do so may result in possible consultation with the Local Authority Designated Officer (LADO) 
and disciplinary action following school protocols.  
 
School policies mentioned below must be read by all staff that work directly with children.   

 Behaviour Management Guide for Staff,  

 Exclusion Policy,  

 Student Behaviour and Discipline Policy , 

 Keeping Children Safe in Education (2018) (Part One) (Annex A) and 

 Safeguarding and Child Protection Policy 
 

5. Safeguarding Training 
 

 Designated Safeguarding Leads should receive updated training every 2 years and, in addition, keep up to 
date with safeguarding developments regularly.  

 

 All Staff at St. Paul’s Academy undergo Safeguarding Training annually and those with particular 
safeguarding responsibilities will be updated on a regular basis.  

 

 All new members of staff will receive safeguarding / child protection training as part of their induction 
programme.  

 

 At least one member of every appointments panel will have undertaken Safer Recruitment training 
(statutory requirement).  

 

 Safeguarding training records are maintained and updated by the Safeguarding Lead and Safeguarding 
Administration Support (Team).  
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6. Role of the Designated Safeguarding Lead: These responsibilities also apply to 

the Deputies 
 

 Recognise how to identify signs of abuse and neglect and when it is appropriate to make a referral to other 
agencies.  

 Refer cases of suspected abuse or allegations to the relevant statutory agencies (Children’s Services or the 
Police). 

 Act as a source of support, advice and expertise to staff within the educational establishment when deciding 
whether and when to make a referral to relevant statutory agencies.   

 Seek advice from and share information with relevant statutory agencies before seeking consent or informing 
parents of a referral. Where practicable, concerns should be discussed with the family and agreement sought 
for a referral to Children’s Services unless this may, either by delay or the behavioural response it prompts, 
places the child at risk of significant harm. Liaise with the Principal to inform him or her of any issues and 
ongoing enquiries under Section 47 of the Children Act 1989 and police investigations and ensure there is 
always cover for this role. 

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

 Ensure each member of staff has access to and understands the school’s safeguarding / child protection policy 
and procedures, especially new or part-time staff who may work with different educational establishments. 

 Ensure all staff have induction training covering child protection and are able to recognise and report any 
concerns about children’s safety and welfare immediately when they arise. 

 Keep detailed, accurate, secure written records of referrals and/or concerns. Work closely with Safeguarding 
administration/team support on maintaining these records.  

 Obtain access to resources and attend any relevant or refresher training courses. 

 Ensure the school’s child protection / safeguarding policy and procedures are updated and reviewed annually 
and work with the Governing Body and Management regarding this. 

 Ensure parents / carers can see copies of the Safeguarding Policy and procedures, which alerts them to the 
fact that referrals about suspected abuse or neglect may be made the role/responsibility of the school.  

 Where students leave, the Safeguarding Team/Administrator/Lead will ensure their safeguarding file is 
provided for any new establishment as soon as possible but transferred separately from the main pupil file. 
This is implemented securely following School procedures.  

 

7. The role of the Police (as per procedures under The Pan London Child 

Protection Procedures 2007)  
 

 The Police are lawfully able to supply information of a safeguarding nature (under Child Protection or Child In 
Need enquiries and assessments) to school. 

 The Police may provide information on incidents that have taken place outside of school grounds (information 
requested as part of an inter-agency risk management meeting: under the Criminal Justice Act 2000 of the 
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Sex Offenders Act 1997) – this is in order to share information and safely make the appropriate 
recommendations.  It is the expectation following Serious Case Reviews that information is to be shared, 
recorded, and to take appropriate action in relation to known or suspected abuse or neglect. Only when 
information has been shared that it becomes clear that a child is at risk of, or is suffering, harm.   

 Education professionals have a responsibility to share information with other professionals in order to protect 
children, particularly with investigative agencies such as the Police. The Education Act 2002 means there is a 
duty to share information that may be relevant to child protection.   

 The school can request the intervention, advice and support of the Police when it deems that a child’s (or 
adult’s) safety, health or place within the school is at risk.   

8. The Roles & Responsibilities of all Staff within School 
 

 All school staff members should be aware of their responsibilities towards Safeguarding.  They should also be 
aware of the role of the Safeguarding Lead/Team.  

 

 All school staff members should be able to identify students who would benefit from ‘Early Help.’   Staff must 
be alert to the signs of abuse and neglect, and when a child is in danger including those students who may be 
in danger of radicalisation (Appendix 1), so that they are able to identify cases of students who may be in 
need of help or protection and act accordingly Look / Listen / Link – Appendix 7).  

 

 All staff working with students are advised to maintain an attitude of ‘it could happen here’ where 
safeguarding is concerned. When concerned about the welfare of a child, staff members should always act 
in the interests of the child (in addition to safeguarding themselves: Please see Appendix 6).   
 

 All staff have a responsibility to report and record any concerns regarding individual students.  
 

 It is the duty of all staff to follow the specific advice in Section 14 (Dealing with a Disclosure) of this policy if a 
student makes a disclosure to them.  
 

 The above advice should also be followed if a member of staff believes that a student is self-harming or their 
mental health is at risk. 

 

 To ensure that within a 3 week period of a mid-term entry starting, the school (Learning Zone Safeguarding 
Representative role/ responsibility) validate a students SIM information, e.g. formost their photo identify is 
uploaded to SIMS. 

 

 Avoid a ‘hot-potato’ way of working/ passing the buck or its Somebody Else’s Problem (SEP). Try to avoid 
the bystander effect, in which individuals are less likely to offer help to a victim when other people are 
present. The greater the number of bystanders, the less likely it is that any one of them will help. Several 
factors contribute to the bystander effect, including ambiguity, cohesiveness and diffusion of responsibility: 
understanding your role in the school and your safeguarding responsibility will help avoid this. 

 

 All staff must undertake a Risk Assessment under consultation if necessary with the Inclusion/Safeguarding 
team if there is a working knowledge of the pupil who may be deemed at risk, vulnerable or of concern. Please 
refer to the St Paul’s Academy Educational Visits document for further guidance.    

 

 All staff must familiarise themselves with the Critical Incident Plan. A critical incident is recognised to be “an 
incident or sequence of events that overwhelms the normal coping mechanisms of the school, and disrupts 
the normal running of the school”.  
 

 All staff who are to undertake home visits must adhere to and complete the revised home visit protocols, 
checklist and risk assessment prior to attending a home visit, this is in order to minimise safeguarding risks 
towards staff. Please see Appendix 10 for further guidance and templates.    

https://en.wikipedia.org/wiki/Ambiguity
https://en.wikipedia.org/wiki/Cohesiveness
https://en.wikipedia.org/wiki/Diffusion_of_responsibility
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Safeguarding and SEND:  
All staff must be aware that children with Special Educational Needs and Disabilities (SEND) can face additional 
safeguarding challenges.  
 

“Society still seems to be in denial about the fact that disabled children are more likely to be abused than 

non-disabled children. This may be because generally speaking less attention is paid to their human rights and 

to providing advocacy services for them. They are still commonly seen in terms of their impairment and the 

characteristics that make each child unique – age, gender, ethnicity, religion and culture – are subsumed in 

the one label. This has to change so that the systems set up to safeguard all children cover disabled children 

on equal terms.” (Safeguarding disabled children, practice guidance, 2009 The Children’s Society)  
 
“Attitudes and assumptions within society and amongst those working with children can lead to a view that abuse 
does not happen to disabled children and in turn this undermines the safeguarding of disabled children at all levels. 
Research by Kennedy (1992) identified beliefs that disabled children were less likely to be damaged by abuse than 
other children. A failure to acknowledge and promote disabled children’s human rights can lead to abusive practices 
being seen as acceptable. For example tying up or locking a child in a room would be recognised as abusive for a non-
disabled child but may be seen as acceptable for a disabled child.” (Safeguarding disabled children, practice guidance, 
2009 The Children’s Society) 
 

Staff must follow the schools safeguarding procedures whether a pupil has a diagnosis of SEND or not.  
 

9. The Role of all staff in the Prevention of Extremism – The Prevent Duty 
 
The Prevent Duty  
All schools and colleges are subject to a duty under section 26 of the Counter-Terrorism and Security Act 2015 (the 
CTSA 2015), in the exercise of their functions, to have “due regard to the need to prevent people from being drawn 
into terrorism”. This duty is known as the Prevent Duty.  
 
It is essential that staff at St. Paul’s Academy are able to identify students who are vulnerable to radicalisation, and 
know what to do when they are identified.  The school curriculum, assemblies and discussions with students and 
their families as well as robust systems for managing and reporting discriminatory incidents aims to address the need 
to prevent pupils being open to the dangers of extremism. Preventative activities at St. Paul’s Academy include:  

 

 Work on community cohesion, tolerance and anti-violence addressed throughout the school curriculum, 
assemblies, mentoring, visiting groups and work with outside agencies. 

 Strong pastoral systems supported by the Inclusion Panel and Mentoring Team. 

 Mental Health Awareness – Healthy Minds Workshops for all KS3 students / Resilience Programmes for all 
KS4.  

 Open discussion and debate of issues and the law in a supportive environment.  

 Critical appraisal of sources / internet resilience (E-Safety) / identifying propaganda – relevant for all 
subjects but especially when using the internet for research.  

 Ongoing anti-bullying work through workshops via mentors  e.g. non-violent responses 

 Rewarding positive behaviour (and modelling positive behaviour/actions/thoughts)  

 Strong links with the police (and Religious Community Networks/ Establishments)  

 Work on safety, risk and crime prevention, including E-Safety  

 Positive in and out of school hours extra-curricular programmes e.g. Police Cadets / XLP  

 Sign posting to youth clubs, enrichment activities  and holiday programmes  

 Engagement with parents and carers to ensure consistent messages between home and school.  

 

Concerns in this area of safeguarding are reported to the Designated Safeguarding Lead. If it is assessed that a 
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student is at imminent risk of harm, St Paul’s Academy will contact the child protection duty line (MASH) and where 
possible consult with the schools Police Officer, otherwise, will follow the schools safeguarding procedures for 
reporting concerns. 
 

10. Gangs: Keeping students and Staff Safe – 24 hour Behaviour Policy 
 
Child criminal exploitation: county lines  
Criminal exploitation of children is a geographically widespread form of harm that is a typical feature of county lines 
criminal activity: drug networks or gangs groom and exploit children and young people to carry drugs and money 
from urban areas to suburban and rural areas, market and seaside towns. Key to identifying potential involvement in 
county lines are missing periods of time from school, when the victim may have been trafficked for the purpose of 
transporting drugs and a referral to the Designated Safeguarding Lead should be considered.  
 
Like other forms of abuse and exploitation, county lines exploitation:  
• can affect any child or young person (male or female) under the age of 18 years;  
• can affect any vulnerable adult over the age of 18 years;  
• can still be exploitation even if the activity appears consensual;  
• can involve force and/or enticement-based methods of compliance and is often accompanied by violence or 
threats of violence;  
• can be perpetrated by individuals or groups, males or females, and young people or adults; and  
• is typified by some form of power imbalance in favour of those perpetrating the exploitation. Whilst age may be 
the most obvious, this power imbalance can also be due to a range of other factors including gender, cognitive 
ability, physical strength, status, and access to economic or other resources.  
• can affect any child or young person (male or female) under the age of 18 years, including 16 and 17 year olds who 
can legally consent to have sex;  
• can still be abuse even if the sexual activity appears consensual;  
• can include both contact (penetrative and non-penetrative acts) and non-contact sexual activity;  
• can take place in person or via technology, or a combination of both;  
• can involve force and/or enticement-based methods of compliance and may or may not, be accompanied by 
violence or threats of violence;  
• may occur without the child or young person’s immediate knowledge (e.g. through others copying videos or 
images they have created and posted on social media);  
• can be perpetrated by individuals or groups, males or females, and children or adults. The abuse can be a one-off 
occurrence or a series of incidents over time, and range from opportunistic to complex organised abuse; and  
• is typified by some form of power imbalance in favour of those perpetrating the abuse. Whilst age may be the 
most obvious, this power imbalance can also be due to a range of other factors including gender, sexual identity, 
cognitive ability, physical strength, status, and access to economic or other resources.  
 
Staff with concerns regarding county lines, gangs and child criminal exploitation must refer this to the Designated 
Safeguarding Lead who will consult with Behaviour Leads, Safeguarding Team and Senior Management in order to 
determine recommended outcomes and actions. Reference to the school Exclusion Policy and advice from external 
professionals will also be considered to resolve the minimisation of further risk to the pupil and school community.  
 
Some of the following signs may be indicators of child sexual exploitation:  
• Children who appear with unexplained gifts or new possessions;  
• Children who associate with other young people involved in exploitation;  
• Children who have older boyfriends or girlfriends;  
• Children who suffer from sexually transmitted infections or become pregnant;  
• Children who suffer from changes in emotional well-being;  
• Children who misuse drugs and alcohol;  
• Children who go missing for periods of time or regularly come home late; and  
• Children who regularly miss school or education or do not take part in education.  
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Staff who have concerns or have observed a number of the above signs of possible indicators of exploitation must 
refer to their Designated Safeguarding Lead for further advice / follow the schools safeguarding procedures.   

 

For further information and guidance on violence please see  

Gangs and youth violence: for schools and colleges – Home Office 
https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence  

 

11. Safer Recruitment of Staff and Volunteers  
 

The Chair of Governors, Mr B J Borland, is the confirmed Lead on Safer Recruitment practices with the Principal and 
Senior Leadership Team. 
 
As a school we ensure that we practice safer recruitment in line with national legislation by including at least one 
suitably trained recruiter with a current certificate in Safer Recruitment on all interview panels and to ensure any 
unsuitable behaviour is reported and managed using the appropriate procedures. We will check on the identity of 
candidates, follow up references with referees and scrutinise applications for gaps in employment. We will ensure 
that safeguarding considerations are at the centre of each stage of the recruitment process.  
 
We will ensure that agencies and third parties supplying staff provide us evidence that they have made the 
appropriate level of safeguarding checks on individuals working in our Academy.  
 
Every job description and person specification will have a clear statement about the safeguarding responsibilities of 
the post holder.  
 
The Disclosure and Barring Service (DBS) helps employers make safer recruitment decisions and prevent unsuitable 
people from working with vulnerable groups, including children. The Academy will ensure the correct level of DBS 
certificate is sought and ensure a prohibition check is undertaken.  
 
Any offer of appointment made to a successful candidate (including one who has lived or worked abroad) will be 
conditional on satisfactory completion of the necessary pre-employment checks as required in the guidance given in 
the Keeping Children Safe in Education (September 2018) document.  
 
The Academy will keep a single central record in accordance with the regulations given in the Keeping Children Safe 
in Education (September 2018) document.  
For the following:  

 Individuals who have lived or worked outside the UK; 

 Agency or third party staff; 

 Trainee/student teachers; 

 Volunteers; 

 Contractors. 
 
Recruitment and/or deployment checks will be undertaken as stated in the Keeping Children safe in Education 
(September 2018) document.  
 
The Academy will carry out all relevant checks if it is concerned about an existing member of staff and refer to the 
DBS anyone who has harmed, or poses a risk of harm to a child or vulnerable adult. 
 
Where an enhanced DBS Certificate is required, it will be obtained from the candidate before or as soon as is 
practicable after the person is appointed.  
 
The Academy will always ask for written information about previous employment history and check that information 
is not contradictory or incomplete. References will be sought on all shortlisted candidates, including internal ones, 

https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
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before interview, so that any issues or concerns they raise can be explored further with the referee and taken up with 
the candidate at interview.  

 

12. Royal Greenwich Early Help Guidance   
 
The Royal Greenwich Early Help Guidance and the Prevention Strategy sets out arrangements for working together to 
build resilience, prevention and protection from harm. Early help is key to success of the strategy in improving outcomes 
for our children and young people and working together is the key to the success of early help. The Inclusion Co-
Ordinator along with all other relevant professionals within school working under the Inclusion Panel Process will 
consider the needs, risk and safety of a young person prior to referring to statutory social care for support may deem 
that an Early Help Assessment is sufficient to meet the additional needs of the pupil/parent/family in order to reduce 
any further risk or harm. 
 
“If early help is appropriate, the Designated Safeguarding Lead (or deputy) will generally lead on liaising with other 
agencies and setting up an inter-agency assessment as appropriate. Staff may be required to support other agencies 
and professionals in an early help assessment, in some cases acting as the lead professional. Any such cases should 
be kept under constant review and consideration given to a referral to children’s social care for assessment for 
statutory services, if the child’s situation does not appear to be improving or is getting worse.” (S28. Keeping 
Children Safe in Education – Part 1) 
  

www.greenwichsafeguardingchildren.org.uk 

 

13. When to be concerned 
 
All staff and volunteers must be aware that the main categories of abuse are: 
 

 Neglect 

 Physical abuse 
 Sexual abuse 
 Emotional abuse 

 
As above, all staff and volunteers must act in accordance with this policy if a student presents with indicators of abuse 
please see Appendix 1- Indicators of Abuse &Neglect and Appendix 7 – Look / Listen / Link, which also makes reference 
to Female Genital Mutilation (Physical and Emotional), Child Sexual Exploitation, Peer on Peer Abuse, Private 
Fostering, Extremist Ideology, Radicalisation and terrorism, Children with family members in prison, So-called 
‘honour-based’ violence, Forced marriage and Sexting.  

 

Physical Chastisement: Please see Appendix 9: Home – School Agreement regarding Physical Chastisement.  

 

Children Missing Education (CME): Under the DfE Children missing education statutory guidance for local 
authorities September 2016 St Paul’s Academy will:  

• Notify the local authority when they are about to remove a pupil’s name from the school admission register. 
• Make reasonable enquiries to establish the whereabouts of the child jointly with the local authority, before 
deleting the pupil’s name from the register 
• Will notify the local authority within five days of adding a pupil’s name to the admission register at a non-standard 
transition point (mid-term entry). 
 
Schools’ responsibilities  
Student Identified with persistent absence or punctuality concerns below 90% will be presented at the school 

Inclusion Panel for discussion and recommendations via the schools Attendance Advisory Officer or Schools 

Attendance Officer in order to consult with the respective Learning Zone, Inclusion Officers and Safeguarding 

http://www.greenwichsafeguardingchildren.org.uk/
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representatives to ascertain any concerns, needs and service intervention/ support prior to any further action. If 

safeguarding concerns have been highlighted, direction will be provided via the Designated Safeguarding Lead/Team 

as to further action(s) and or support. St Paul’s Academy will continue to monitor attendance and punctuality and a 

4 week review would identify whether attendance and punctuality remains below 90%. If it does remain below 90% 

the schools Attendance (Advisory) Officer may request a meeting with the parent/carer to discuss reasons for non-

attendance/ punctuality and invite a schools Safeguarding Officer if necessary. Further unauthorised absence may 

result in a possible CME referral, court warning letter, fixed term penalty or Safeguarding referral.  

As part of St Paul’s Academy’s commitment to safeguard its pupils, parents are requested to sign the schools 
Attendance Agreement Form. This is in order to inform parent/carers of the actions that we as a school may take in 
order to assist in their child’s success in attendance and engagement in school life. It also encourages partnership 
working between parent/carers and school, and provides the consent required of parent/carers to refer to 
interventions/ support services/agencies to improve their child’s attendance/punctuality, and alleviate any 
safeguarding concerns. This may entail, for example a referral to outside agencies for support, such as the Attendance 
Advisory Service or Social Care if it is deemed that there have been no improvements with regards to attendance (over 
a set period of time), and concerns that may relate to issues around safeguarding. Other examples of support or 
intervention may include an Early Help Assessment, Fixed Term Penalty/Notice or Court warning, referral to Families 
First, Family Action/Time to Talk, School Counsellor/ Learning Mentor/ Chaplain Service.  
 
Parents/carers can refer to the schools Attendance Officer/ Schools Attendance Advisory Officer to explain our 
procedures for their child who has poor attendance or who is regularly missing. Staff will be able to access the 
Attendance, Safeguarding and Early Help Protocol Flow Chart in order to assist with identifying school procedures 
when identifying a student with persistent absence, punctuality or safeguarding concerns.  
 
Where a pupil has not returned to school for ten days after an authorised absence or is absent from school without 
authorisation for twenty consecutive school days, the pupil can be removed from the admission register when the 
school and the local authority have failed, after jointly making reasonable enquiries, to establish the whereabouts of 
the child. This only applies if the school does not have reasonable grounds to believe that the pupil is unable to 
attend because of sickness or unavoidable cause. 
 

Please refer to the DfE Children missing education statutory guidance for further direction and support. 
 
Children at particular risk of missing education  
There are many circumstances where a child may become missing from education so it is vital that St Paul’s Academy 
share informing in order to reduce pupil risk of harm or neglect. Children may be missing from education because 
they are suffering from abuse or neglect. If this is suspected, staff will follow their safeguarding procedures.  
 
The list below (is not exhaustive) presents some of the circumstances that St Paul’s Academy should consider when 
concerned that a child is missing from education.  
 
• Children of Gypsy, Roma and Traveller (GRT) families – Research has shown that many children from these 
families can become disengaged from education, particularly during the secondary school phase. It is therefore 
important that schools inform the local authority when a GRT pupil leaves the school without identifying a new 
destination school, particularly in the transition from primary to secondary so that they can attempt to facilitate 
continuity of the child’s education. Although many are settled, some GRT families move regularly and their children 
can be at increased risk of missing education. St Paul’s Academy, under guidance from the designated Safeguarding 
Lead/Team may refer to the Local authority Traveller Education Support Services (TESS), where these exist, or the 
named CME officer in order to obtain the best strategies for ensuring the minimum disruption to GRT pupils’ 
education.  
• Children of Service Personnel – Families of members of the Armed Forces are likely to move frequently – both in 
the UK and overseas and often at short notice. Schools and local authorities should contact the MoD Children’s 
Education Advisory Service (CEAS) on 01980 618244 for advice on making arrangements to ensure continuity of 
education for those children when the family moves. 
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• Missing children and runaways – Children who go missing or run away from home or care may be in serious 
danger and are vulnerable to crime, sexual exploitation or abduction as well as missing education. Staff should 
follow their Safeguarding procedures.  
 
• Children and young people supervised by the Youth Justice System – Children who have offended or are at risk of 
doing so are also at risk of disengaging from education. St Paul’s Academy will endeavour to work with the 
respective Local Authority Youth Offending Team (YOT) who are responsible for supervising those young people 
(aged 8 to 18).  
 
• Children who cease to attend a school – there are many reasons why a child stops attending a school. It could be 
because the parent chooses to home educate their child. However, where the reason for a child who has stopped 
attending a school is not known, under DfE Children missing education statutory guidance the local authority should 
investigate the case and satisfy itself that the child is receiving suitable education.  

• Children of new migrant families – children of new migrant families may not have yet settled into a fixed address 
or may have arrived into a local authority area without the authority becoming aware, therefore increasing the risk 
of the child missing education.  

Parental responsibility under Children missing education guidance:  
Parents have a duty to ensure that their children of compulsory school age are receiving suitable full-time education. 
Some parents may elect to educate their children at home and may withdraw them from school at any time to do so, 
unless they are subject to a School Attendance Order.  

Where a parent notifies the school in writing that they are home educating, the school must delete the child’s name 
from the admission register and inform the local authority. However, where parents orally indicate that they intend 
to withdraw their child to be home educated, the school should consider notifying the local authority at the earliest 
opportunity.  
 
Children with Education, Health and Care (EHC) Plans can be home educated. Where the EHC plan or statement sets 
out SEN provision that the child should receive at home, the local authority is under a duty to arrange that provision. 
Where the EHC plan or statement names a school or type of school as the place where the child should receive his or 
her education but the parent chooses to home educate their child, the local authority must assure itself that the 
provision being made by the parent is suitable. In such cases, the local authority must review the plan or statement 
annually to assure itself that the provision set out in it continues to be appropriate and that the child’s SEND 
continue to be met.  

14. Dealing with a Disclosure 
 

It is not a member of staff’s role to seek disclosure. All staff should recognise that a disclosure may come directly 
from the student, or from a third party, e.g. friend, neighbour, other family member. Alternatively, it may be 
through the suspicion of staff based on a variety of symptoms and knowledge of possible indicators of abuse.  All 
staff must take seriously any disclosures made to them and provide reassurance to the discloser through their 
responses and behaviour. It is recognised that a student may disclose sensitive information at any time of the day, 
and in particular this may occur outside of normal lesson time, e.g. break periods or during before/after school 
sessions. It is therefore important that all staff members are aware of the signs and behaviour which may indicate 
abuse (see section 9 and Appendix 1 – Indicators of Abuse and Neglect).  

In the event of a disclosure, the following procedures MUST be followed.  
 
If a student discloses that he or she has been abused in some way the member of staff should; 
 

 Find time and a suitable place (a room with no other students, with a window) to listen to the student, when 
information about possible abuse comes to light; 

 

 Listen to what is being said without displaying shock or disbelief; 
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 Do not make promises, which may not be able to be fulfilled and do not promise confidentiality; 
 

 Allow the student to talk freely. Do not cross examine, interview, probe or ask to see any injury that is not visible. 
Listen, only asking questions when necessary to clarify. Ask open questions such as “Tell me, and how did that 
happen”; 

 

 Do not criticise the alleged perpetrator (a Safeguarding/Senior Management decision to remove the perpetrator 
will need to ascertain a risk assessment and determine whether the perpetrators place in school is at risk due to 
health and safety); 

 

 Reassure the student that what has happened is not his or her fault; 
 

 Stress that it was the right thing to tell someone; 
 

 Explain what has to be done next and who has to be told; 
 

 Find out just enough to be sure of the need to refer, and keep any questions open rather than closed; 
 

 Make records that are factual, accurate and relevant and avoid subjective judgements. It is not the school's 
responsibility to 'check out' what any child tells nor should any abuser be questioned. This is the responsibility of 
external statutory agencies;  

 

 Speak with the Designated Safeguarding Lead (Kim Nicholas) or one of the safeguarding team  and provide them 
with the signed, dated written record, using the agreed school proforma (see Appendix 2) , without delay. It is 
advisable to complete this document with the DSL or a member of the safeguarding team.  Sign and date the 
record of disclosure.  

 
The same approach to receiving a disclosure must be taken if the discloser is not the allegedly abused child but another 
child or an adult. Any discussion with the Designated Safeguarding Lead/Team must be promptly recorded in writing, 
as advised above.   
 
Referrals  
 
The Safeguarding Team may decide to consult with or make a referral to the respective Children’s Service borough 
following a disclosure.  
It is worth noting that we are the referrer, not an investigative agency for child protection matters.  An incident may 
eventually end up as a court case and children's evidence can all too easily be compromised by leading questions 
or repeated recital. 

 
When the Safeguarding Team has been informed, they will make the decision whether or not to refer the concern to 
Social Care. The respective Multi Agency Safeguarding Hub (MASH) will be consulted when there is uncertainty about 
whether to refer.  

 
Consultation Line Tel- 0208 921 2267 or 

The Greenwich Safeguarding Coordinator for Schools on  
0208 921 4438. 

 
Referrals will be made as soon as possible by telephone and the appropriate forms completed and sent at the same 
time.   
Referrals to Children's Social Care must be made to the Multi Agency Safeguarding Hub (MASH) Tel 0208 921 3172 (see 
contact details below) 

Multi Agency Safeguarding Hub 
Children’s Services 
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Safeguarding and Social Care, 1st Floor 
The Woolwich Centre, 

Wellington Street, 
Woolwich SE18 6HQ 

15. Confidentiality and Information Sharing 
 
Safeguarding children raises issues of confidentiality that must be clearly understood by all staff / volunteers in school. 
All staff / volunteers in school have a responsibility to share relevant information about the protection of children with 
other professionals e.g. health and social care colleagues or the police. 

 
If a child discloses to a member of staff/volunteer and asks that the information is kept secret, it is important that the 
member of staff / volunteer tells the child in a manner appropriate to the child’s age / stage of development that they 
cannot promise complete confidentiality – instead he/she must explain that they may need to pass information to 
other professionals to help keep the child or others safe. 

 
Staff / volunteers who receive information about children and their families in the course of their work shall share 
that information only within appropriate contexts i.e. Safeguarding Lead / Team decide who the information should 
be shared with.  
 
The following guidance has been updated to reflect the General Data Protection Regulation (GDPR) and Data 
Protection Act 2018, and it supersedes the HM Government Information sharing: guidance for practitioners and 
managers published in March 2015.  
 
Information sharing: Advice for practitioners providing safeguarding services to children, young people, parents 
and carers (DfE, 2018) states:  
“Information sharing is essential for effective safeguarding and promoting the welfare of children and young people. 
It is a key factor identified in many serious case reviews (SCRs), where poor information sharing has resulted in 
missed opportunities to take action that keeps children and young people safe.” 
 
“Wherever possible, you should seek consent and be open and honest with the individual from the outset as to why, 
what, how and with whom, their information will be shared. You should seek consent where an individual may not 
expect their information to be passed on. When you gain consent to share information, it must be explicit, and freely 
given. There may be some circumstances where it is not appropriate to seek consent, either because the individual 
cannot give consent, it is not reasonable to obtain consent, or because to gain consent would put a child or young 
person’s safety or well-being at risk. Where a decision to share information without consent is made, a record of 
what has been shared should be kept.” 
 

The most important consideration is whether sharing information is likely to support the safeguarding and 
protection of a child. 

 
For further advice and guidance for practitioners working with children, young people, parents and carers sharing 
information between organisations please refer to the Information sharing DfE, 2018 paper. 
 

16. Communication with Parents and Carers 
 
This policy is available on request and is stored on the school website.  Parents and carers of new students will be 
introduced to this policy at induction meetings.  Staff will ensure that parents have an understanding of the 
responsibilities placed on the school and staff for safeguarding children. Parents and Carers will be informed that in 
certain circumstances there may be a need to contact other agencies without first notifying them. This decision will 
be made in partnership between Education Services and Social Care. It will be made clear that this is a legal obligation 
and not a personal decision. Staff will have appropriate discussions with parents prior to involvement of another 
agency unless to do so would place the student at further risk of harm. Decisions will be made by the Safeguarding 
Lead in consultation with the representatives from the safeguarding team.  
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The recent amendment to Keeping Children Safe in Education (Revised Guidance 2018), Paragraph 57 states that 
“where reasonably possible schools and colleges should hold more than one emergency contact number for their 
pupils and parents. St Paul’s Academy has necessitated the requirement of all parent/carers to provide St Paul’s 
Academy with continued updated contact details with at least 2 telephone numbers. It has been expressed that 
Parents are responsible for providing school with new contact details when there are changes and if school are unable 
to obtain any form of reciprocal communication with parent/carers, this may lead to concerns following school  
Safeguarding procedures.  
 
Nil Recourse to Public Funds (NRTPF)  

 It is deemed the responsibility of the parent/ carer to inform the school if they are Nil Recourse to Public 
Funds and under the jurisdiction of the relevant Local Authority.  

 It is also the responsibility of the parent/carer to inform the school if they no longer have status under the 
NRTPF’s Team in order for the school to assess any intervention to support them.  

 If at any point the school have identified that the above information has not been shared, it will be deemed 
that the parent/carer has placed the student and school at risk.   

 

17. Record Keeping 
 
Safeguarding Files, completed forms and records will be kept for the duration of the student’s school career and 
where a student changes school the forms/records will be forwarded to the Safeguarding Lead at the receiving school, 
following the secure Greenwich procedures. The school will retain a receipt for the records signed by the receiving 
school. 

 
The information contained will be regarded as confidential. Any request for access to the information by non-
Greenwich Safeguarding Children Board Agencies (e.g. Solicitor, investigating agent) will be referred to the Principal 
/ Designated Safeguarding Lead who is advised to seek advice from the Greenwich Safeguarding Board before acting. 
 
 Record keeping at School 

 

I. Member of staff sees/hears/ concern 
II. Concern sheet completed, signed and dated 

III. Concern sheet taken to Designated Safeguarding Lead  
IV. Concern sheet read and action decided: monitor, speak to parents or inform MASH (If it is a concern for MASH 

a phone call will be made that day) 
V. Safeguarding team and LZ representatives meet weekly to discuss children whom concerns have come in plus 

children on concerns list. Notes taken and concerns sent electronically to relevant staff. Concerns are fed back 
to Inclusion Panel 

VI. All areas of concern covered, eating, health, attendance and cuts and bruises etc 
VII. Written feedback of action taken given to staff member who raised the concern 

VIII. Safeguarding records are stored electronically and securely and paper records are kept in locked cabinets. 
  

18. Dealing with Allegations against School Staff 
An allegation is any information which indicates that a member of staff /volunteer may have: 

 

 Behaved in a way that has, or may have, harmed a student 

 Possibly committed a criminal offence against or in relation to a student 
 Behaved towards a student or students in a way which indicates s/he would pose a risk of harm if they work 

regularly or closely with children. 

 
This applies to any child the member of staff / volunteer has contact with in their personal, professional or 
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community life. 

To reduce the risk of allegations, all staff and volunteers must be aware of safer working practice and must be familiar 
with the Government document,   

 

‘Guidance for Safer Working Practice for those working with children and young people in education settings’ 
October 2015  

 
The person to whom an allegation is first reported should take the matter seriously and keep an open mind. S/he 
should not investigate or ask leading questions if seeking clarification; it is important not to make assumptions. 
Confidentiality must not be promised and the person must be advised that the concern will be shared on a “need to 
know‟ basis only. 

 
Actions to be taken include making an immediate accurate, written record of the allegation using the discloser’s words 
– including time, date and place where the alleged incident took place, brief details of what happened, what was said 
and who was present. This record must be signed, dated and immediately passed to the Principal. 

 
The recipient of an allegation must not unilaterally determine its validity, and failure to report it in accordance with 
procedures is a potential disciplinary matter. 
 
The Principal  will not investigate the allegation itself, but in partnership with the Chair of Governors, will assess 
whether it is necessary to refer the concern to the Local Authority Designated Officer (LADO) for Education, who is 
Catrin Gruffydel-Jones or Henrietta Quartano; contact details are: 0208 921 4438 

 
Email: Catrin.GruffydelJones@royalgreenwich.gov.uk 

Tel: 0208 921 4438 

 
If the allegation meets any of the three criteria set out in section 14.1 then the Principal should contact the LADO 
(Education) without delay, and provide the LADO with written confirmation of the allegation. 

 
The Principal shall, as soon as possible, following briefing from the LADO inform the subject of the allegation. 

 
If there is an allegation or concerns raised against the Principal, then the Chair of Governors will be contacted.  
 
In the event of allegations or concerns against the Principal or the Chair of Governors, any member of the safeguarding 
team will contact the LADO, whose contact details are outlined above.  
 

NSPCC Whistleblowing helpline 0800 028 0285  

Staff with concerns about how Safeguarding issues are being managed at the Academy are encouraged to call the 
NSPCC Whistleblowing Advice Line. You should call the Whistleblowing Advice Line if: 

 your organisation doesn't have clear safeguarding procedures to follow 

 you think your concern won't be dealt with properly or may be covered-up 

 you've raised a concern but it hasn't been acted upon 

 you're worried about being treated unfairly. 

You can call about an incident that happened in the past, is happening now or you believe may happen in the 
future. 

19. E-Safety – Keeping Students safe online  
 
Students are taught about E-safety and about protecting themselves on-line as part of the curriculum.  
The school uses LGFL (London Grid for Learning) as its service provider which has robust levels of filtering. For 
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additional protection, the school have invested in specific E-Safe software which monitors the school network 
including students’ browsing history for anything which might cause concern. Daily reports are shared with 
appropriate personnel.  Incidents are dealt with promptly by the safeguarding, pastoral and mentoring teams.  
 
Parents are also advised about E-Safety as part of the Y7 induction programme and reminded at curriculum and parent 
consultation evenings. Parents are contacted when there are any concerns about vulnerability of their child online or 
about a child’s lack of awareness in appropriate use of the internet or social media. If it is considered that a child is at 
risk of harm as a result of their on-line presence or use then this should be reported to the Designated Safeguarding 
Lead who will follow the procedures described in this policy. This includes any suspicion of use of sites by pupils which 
promote extremist views or other harmful practices. See Appendix  5 – Keeping Your Child Safe Online. A guide for 
Parents  
 

20. Visitors / Volunteers: Staying safe 
 
St. Paul’s Academy takes all practicable steps to ensure that the school premises are as secure as circumstances 
permit. Visitors to the school are asked to sign into the Visitors’ book. Badges are produced and visitors to the school 
must wear the badge at all times. Any visitor who does not have an enhanced DBS check (including contractors for 
premises work) is accompanied by a member of school staff at all times. Visitors have the opportunity to read through 
our safeguarding leaflet, which outlines the school Safeguarding Procedures.  
 
Ex-students may not be permitted to access the school grounds whether this is in relation to a meeting that concerns 
their sibling or to meet with an ex-member of staff without the informed consent of the Safeguarding Team. Ex-
students may not be permitted to attend meetings for their sibling due to potential conflict of interest and the sharing 
of confidential information which is only permissible with those who hold parental responsibility.   
 
Visitors who have previously presented with aggressive behaviour may not be permitted to return or access the 
school grounds for the respective safety of school staff and or students and if they are it is within reasonable grounds 
for the school to request the presence of their schools police officer to safeguard and minimise further risk to others.  
 
Volunteers will need to be DBS checked with the possibility of additional background checks. They may be denied due 
to the sensitive nature of the work being undertaking and the risk of sharing confidential information in their role as 
a Volunteer.  
 

21. Safeguarding Staff in St Paul’s Academy  
Please see appendix 6 for advice and recommendations booklet on ways to keep a member of staff safe.  
 
If a member of staff is identified as being at risk due to the thoughts (threats)/ (pre/Post) actions of a student, the 
staff member or school as a whole has the right to seek legal advice and maybe pursue, through civil court, an 
injunction to safeguard it’s staff.  Please also refer to the Critical Incident Plan in reference to reducing risk to staff.  
 

22. Off-Site arrangements:  
Staff should not be supervising more than 1 student off site at one given time as this places other students at risk.  
 
The National Union of Teachers (NUT), which has merged into the National Education Union (NEU) “believes that 
school visits can be of substantial benefit to pupils in the development of their characters and social skills. For many 
they offer opportunities to broaden their horizons and enrich their experience; opportunities which would otherwise 
be unavailable in their lives. School journeys and visits are generally considered to be of educational value in 
developing the potential and qualities of children and young people. Tragic incidents, however, have shown that 
proper and full concern for health and safety must be an imperative at every stage. 
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The DfE has published its own guidance recommending the following staffing ratios as a general guide for visits:  
• 1 adult for every 6 pupils in school years 1 to 3 (under 5s reception classes should have a higher ratio);  
• 1 adult for every 10-15 pupils in school years 4 to 6;  
• 1 adult for every 15-20 pupils in school year 7 onwards.  
 
The NEU guidance recognises that higher ratios may be appropriate for higher risk activities or for trips abroad. Higher 
ratios are also recommended for swimming activities.  
• These ratios should be regarded as the minimum appropriate staffing ratios for school journeys.  
• These ratios should preferably be interpreted as referring to the number of staff needed to supervise the party.  
• Voluntary helpers may be involved in assisting teachers with the organisation and supervision of visits but teachers 
will retain primary responsibility for supervising the party at all times.  
• A minimum of two teachers should be involved in every school journey, regardless of how many other adults are 
helping. Given the possibility of members of the group needing to be taken home or back to school or to hospital, at 
least two teachers are needed in order that one teacher may remain in charge where another is called away.  
• With a mixed party it is desirable that there should be teachers or other responsible adults of each sex accompanying 
the group.  
• Supervision arrangements for swimming activities should include provision for supervision by qualified lifesavers.  
• At least one member of staff should be a qualified first aider and aware of the special medical needs of any member 
of the party.  
• Newly qualified teachers should not normally lead school parties in their first year of teaching. 
 

23. Monitoring & Evaluation  
  
The responsibility for ensuring that the Safeguarding Policy and procedures are in place, available to parents and 
reviewed annually lies with the Governing Body.   
 
This policy will be reviewed in line with the timescale and details set out on the front cover. 
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APPENDIX 1: Types and Indicators of Abuse & Neglect  
 
NB. This guidance is provided as a useful reminder of the types and indicators of abuse but should always be 
considered within the context of a comprehensive training programme and not as a substitute for more in depth 
consideration 

 
There are four categories of abuse, which may result in a child being placed on the Child Protection Register. They 
are: 

 

 Physical Abuse  

 Emotional Abuse  

 Sexual Abuse 

 Neglect  
 
 
Definitions of child abuse 
'Child Abuse and neglect' is a generic term encompassing all ill treatment of children including serious physical and 
sexual assaults as well as cases where the standard of care does not adequately support the child's health or 
development. Children may be abused or neglected through the infliction of harm or through the failure to act to 
prevent harm. Abuse can occur in a family, an institutional or community setting.   The perpetrator may be known or 
not known to the child. There are 4 broad categories of abuse which are used for the purposes of registration. These 
categories overlap and an abused child may suffer more than one type of abuse.  Child Abuse can also happen 
between children: peer on peer abuse features physical, emotional, sexual and financial abuse of young people by 
their peers  
 
1. Physical Abuse 
Physical abuse may take many forms e.g. hitting, shaking, throwing, poisoning, burning or scalding, drowning or 
suffocating a child. It may also be caused when a parent or carer feigns the symptoms or deliberately causes ill 
health to a child (now described as ‘fabricated or induced illness’). If a child has been placed in ‘forced’ stressed 
positions, including any of the above indicators school safeguarding procedures must be followed.  
 
2. Emotional Abuse 
Emotional abuse is the persistent emotional ill treatment of a child such as to cause severe and persistent effects on 
the child's emotional development, and may involve: 
 

• Conveying to the child that they are worthless or unloved, inadequate or valued only insofar as they 
meet the needs of another person 

• Imposing developmentally inappropriate expectations 
• Causing children to feel frightened or in danger e.g. witnessing domestic violence 
• Exploitation or corruption of children. Some level of emotional abuse is involved in most types of ill 

treatment of children, though emotional abuse may occur alone. 
 
3. Sexual Abuse 
Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, whether or not the 
child is aware of what is happening and includes penetrative (i.e. vaginal or anal rape or buggery) and non-
penetrative acts. It may also include non-contact activities, such as involving children in looking at, or in the 
production of pornographic materials, watching sexual activities or encouraging children to behave in sexually 
inappropriate ways. Sexual abuse can also happen between children and is known as peer-on-peer abuse. Please 
refer to the Sexual Violence and Sexual Harassment between Children (May 2018) guidance for further information.   
 
4. Neglect 
Neglect involves 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 and development. This may involve failure to provide adequate food, 
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shelter or clothing; failure to protect from physical harm or danger or failure to ensure access to appropriate medical 
care or treatment. It may also include neglect of, or unresponsiveness to, a child's basic emotional needs. 
 
 
DIFFERENT FORMS of ABUSE   
 
Female genital mutilation (FGM) Physical and Emotional 
Female genital mutilation (FGM) is the partial or total removal of a girl’s external genitals. Her body is physically 
damaged when the healthy tissue of her genitals are cut away. There are no health benefits to FGM. Complex 
cultural and social reasons are often given about why it is practiced. FGM has harmful effects on the health and 
wellbeing of a woman throughout her life and contravenes human, women’s and child rights. 
There is a mandatory duty  upon teachers, along with social workers and health care professionals to report to the 
police where they discover (either through the victim or visual evidence) that FGM has been carried out on a girl 
under 18. It is the duty of all members of staff to report suspicions that FGM may have taken place to the Designated 
Safeguarding Lead, following school procedures and to the Police.  
 
Child Sexual Exploitation (CSE) 

The DfE 2017 Child sexual exploitation guidance states that “Child sexual exploitation is a form of child sexual 
abuse. It occurs where an individual or group takes advantage of an imbalance of power to coerce, manipulate 
or deceive a child or young person under the age of 18 into sexual activity (a) in exchange for something the 
victim needs or wants, and/or (b) for the financial advantage or increased status of the perpetrator or 
facilitator. The victim may have been sexually exploited even if the sexual activity appears consensual. Child 
sexual exploitation does not always involve physical contact; it can also occur through the use of technology”. 
 
As a school, child sexual exploitation (CSE) is a form of sexual abuse that involves the manipulation and/or coercion 
of young people under the age of 18 into sexual activity in exchange for things such as money, gifts, accommodation, 
affection or status. The manipulation or ‘grooming’ process involves befriending children, gaining their trust, 
sometimes over a long period of time, before the abuse begins. The abusive relationship between victim and 
perpetrator involves an imbalance of power which limits the victim’s options. It is a form of abuse which is often 
misunderstood by victims and outsiders as consensual. Although it is true that the victim can be tricked into 
believing they are in a loving relationship, no child under the age of 18 can ever consent to being abused or 
exploited. 
 
Peer on Peer Abuse  
All staff need to be alert to peer on peer abuse. It is important to recognise that children do engage in sexual play 
and experimenting, which is usually age appropriate. Child sexual abuse is a subject many people find very difficult to 
talk about. It is important not to criminalise behaviour that is a perfectly normal and a healthy part of growing up. 
However, the idea that children can sexually abuse others is still very hard for us to accept.   It is important to 
understand that abuse is abuse and should never be tolerated or passed off as ‘banter’ or ‘part of growing up’. The 
presence of one or more of the following points in situations where there has been sexual activity between children 
should always trigger some concern: 
 

 There is an age difference of two years or more between the children  

 One of the children is significantly more dominant than the other 

 One of the children is significantly more vulnerable than the other e.g. in terms of disability, confidence, 
physical strength 

 There has been some use of threats, bribes or coercion to secure compliance or to maintain secrecy. 
 
Any peer on peer allegation must be referred to the Designated Safeguarding lead immediately, following school 
safeguarding procedures. Advice and guidance will be sought from Greenwich MASH team and where it is clear a 
crime has been committed or there is a risk of crime being committed the Police will be contacted. Peer on Peer 
abuse can include sexting, physical, emotional or financial abuse. The Designated Safeguarding Lead/Team in 
consultation with Senior Management will consider how the victim and perpetrators are supported while respecting 
the need to take into account the health and safety of those involved and the schools Exclusion Policy, e.g. while the 
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school is investigating peer on peer abuse, it may be necessary that respective pupils are placed in alternative 
education until further notice.  
 
Further guidance is available from CEOP (The Child Exploitation and Online Protection Centre). 
 
Private fostering 
Private fostering is when a child under the age of 16 (under 18 if disabled) is cared for by someone who is not their 
parent or a 'close relative'. This is a private arrangement made between a parent and a carer, for 28 days or more. 
Close relatives are defined as stepparents, grandparents, brothers, sisters, uncles or aunts (whether of full blood, 
half blood or marriage/affinity). To help keep children safe and support families, all parents and private foster carers 
must notify the Local Authority of care arrangements for children so they can ensure a child is well cared for. If a 
member of staff suspects a pupil may be being privately fostered without formal arrangement it is important you 
share this information in case a child is at risk of harm with the Designated Safeguarding Lead who will inform the 
respective Local Authority.  
 
 
Extremist ideology, radicalisation and terrorism 
Children and young people can suffer harm when exposed to an extremist ideology which may be social, political or 
religious in presentation.  This harm can range from a child adopting or complying with extreme views which limits 
their social interaction and full engagement with their education, to children being groomed for involvement in 
violent actions.  
 
Children can by exposed to harmful, extremist ideology through the impact of extreme beliefs held by 
relatives/family friends who live with the child, or relatives/family friends who live outside the family home but have 
influence over the child's life. Older children or young people might self-radicalise over the internet or through the 
influence of their peer network - in this instance their parents might not know about this or feel powerless to stop 
their child's radicalisation. 
 
Children with family members in prison:  

“Approximately 200,000 children have a parent sent to prison each year. These children are at risk of poor 
outcomes including poverty, stigma, isolation and poor mental health. NICCO provides information designed to 
support professionals working with offenders and their children, to help mitigate negative consequences for those 
children.” (Keeping Children Safe in Education 2018)  

 
So-called ‘honour-based’ violence: 

“So-called ‘honour-based’ violence (HBV) encompasses incidents or crimes which have been committed to protect 
or defend the honour of the family and/or the community, including female genital mutilation (FGM), forced 
marriage, and practices such as breast ironing. Abuse committed in the context of preserving “honour” often 
involves a wider network of family or community pressure and can include multiple perpetrators. It is important to 
be aware of this dynamic and additional risk factors when deciding what form of safeguarding action to take. All 
forms of HBV are abuse (regardless of the motivation) and should be handled and escalated as such. Professionals in 
all agencies, and individuals and groups in relevant communities, need to be alert to the possibility of a child being 
at risk of HBV, or already having suffered HBV.” (Keeping Children Safe in Education 2018) 

 
Forced marriage:  
Forcing a person into a marriage is a crime in England and Wales. A forced marriage is one entered into without the 
full and free consent of one or both parties and where violence, threats or any other form of coercion is used to 
cause a person to enter into a marriage. Threats can be physical or emotional and psychological. A lack of full and 
free consent can be where a person does not consent or where they cannot consent (if they have learning 
disabilities, for example). Nevertheless, some communities use religion and culture as a way to coerce a person into 
marriage. Schools and colleges can play an important role in safeguarding children from forced marriage.  

The Forced Marriage Unit has published statutory guidance and Multi-agency guidelines, with pages 35-36 of which 
focus on the role of schools and colleges. School and college staff can contact the Forced Marriage Unit if they need 
advice or information: Contact: 020 7008 0151 or email fmu@fco.gov.uk. (Keeping Children Safe in Education 2018) 

 

mailto:fmu@fco.gov.uk
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Sexting: 

What is ‘sexting’? In the latest advice for schools and colleges (UKCCIS, 2016), sexting is defined as the production 
and/or sharing of sexual photos and videos of and by young people who are under the age of 18. It includes nude or 
nearly nude images and/or sexual acts. It is also referred to as ‘youth produced sexual imagery’. ‘Sexting’ does not 
include the sharing of sexual photos and videos of under-18 year olds with or by adults. This is a form of child sexual 
abuse and must be referred to the police. What to do if an incident involving ‘sexting’ comes to your attention. 

 

If a ‘sexting’ incident comes to your attention, report it to your Designated Safeguarding Lead (DSL) immediately and 
manage in line with your school’s safeguarding policy.   

 Never view, download or share the imagery yourself, or ask a child to share or download – this is illegal.  

 If you have already viewed the imagery by accident (e.g. if a young person has showed it to you before you could 
ask them not to), report this to the DSL.  

 Do not delete the imagery or ask the young person to delete it.  

 Do not ask the young person(s) who are involved in the incident to disclose information regarding the imagery. 
This is the responsibility of the DSL.  

 Do not share information about the incident to other members of staff, the young person(s) it involves or their, or 
other, parents and/or carers.  

 Do not say or do anything to blame or shame any young people involved.  

 Do explain to them that you need to report it and reassure them that they will receive support and help from the 
DSL.  

 

For further information download the full guidance Sexting in Schools and Colleges: Responding to Incidents and 
Safeguarding Young People (UKCCIS, 2016) at www.gov.uk/government/groups/uk-council-for-child-internet-safety-
ukccis. 

 
INDICATORS of ABUSE & NEGLECT  

                                                                                                     
Indicators of Neglect  
Some of these indicators would clearly suggest child abuse, whilst others, when combined, may suggest that a child is 
being abused 
 

 Constant hunger 

 Poor personal hygiene 

 Constant tiredness 

 Poor state of clothing 

 Emaciation 

 Frequent lateness or non-attendance at school 

 Untreated medical problems 

 Destructive tendencies 

 Low self esteem 

 Neurotic behaviour 

 No social relationships 

 Running away 

 Compulsive stealing or scavenging 

 
Indicators of Sexual Abuse including peer on peer abuse 
Some of these indicators would clearly suggest child abuse, whilst others, when combined, may suggest that a child is 
being abused: 
 

 Sudden changes in behaviour or in school performance 

 Displays of affection in a sexual way, inappropriate to age 

 Tendency to cling or need reassurance 

 Regression to younger behaviour e.g. thumb sucking, acting like a baby, playing with discarded toys 

http://www.gov.uk/government/groups/uk-council-for-child-internet-safety-ukccis
http://www.gov.uk/government/groups/uk-council-for-child-internet-safety-ukccis
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 Complaints of genital itching or pain, or anal pain 

 Distrust of a familiar adult, or anxiety about being left with a relative, babysitter or lodger 

 Unexplained gifts or money 

 Depression and withdrawal 

 Apparent secrecy 

 Bedwetting, daytime wetting and/or soiling 

 Sleep disturbances, nightmares 

 Chronic illness, e.g. throat infection, venereal disease or other STD *    Anorexia, bulimia 

 Unexplained pregnancy 

 Fear of undressing, e.g. for sport 

 Phobias or panic attacks 

 
Indicators of Emotional Abuse 
Some of these indicators would clearly suggest child abuse, whilst others, when combined, may suggest that a child is 
being abused: 
 

 Physical and/or mental and/or emotional development lags 

 Admission of punishment that appears excessive 

 Over-reaction to mistakes 

 Continual self-deprecation 

 Sudden speech disorders 

 Fear of new situations 

 Inappropriate emotional responses to painful situations 

 Neurotic behaviour e.g. thumb sucking, hair twisting, rocking 

 Self-mutilation 

 Fear of parents being contacted 

 Extremes of passivity or aggression 

 Drug/solvent abuse 

 Running away 

 Compulsive stealing or scavenging 

 
 
Indicators of Physical Abuse  
Some of these indicators would clearly suggest child abuse, whilst others, when combined, may suggest that a child is 
being abused: 

 

 Unexplained injuries including burns, particularly if they are recurrent 

 Improbably excuses given to explain injuries 

 Refusal to discuss injuries 

 Untreated injuries 

 Admission of punishment which seems excessive 

 Bald patches 

 Withdrawal from physical contact 

 Arms and legs covered, even in hot weather 

 Fear of returning home 

 Fear of medical help 

 Self-destructive tendencies 

 Aggression towards others 

 Running away 

 
Indicators of Female genital mutilation (FGM)  
•   Holiday requests made to school for significant lengths of time to practising country (Pre warning) 
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•   Long periods of time away from the classroom during the day with bladder or menstrual problems 
•   Difficulty walking, sitting or standing 
•   Prolonged absences from school 
•   Child talks about ‘becoming a woman’ or is going to have a ‘special celebration’  
•   Noticeable behaviour changes 
•   Withdrawal 
•   Depression 
•   Recurrent Urinary Tract Infections (UTI) or complaints of abdominal pain 
•   Avoidance of PE  
 
Indicators of Child Sexual Exploitation (CSE) 
• Inappropriate sexual or sexualised behaviour 
• Repeat sexually transmitted infections 
• Having unaffordable new things (clothes, mobile) or expensive habits (alcohol, drugs) 
• Going to hotels or other unusual locations to meet friends 
• Getting in/out of different cars driven by unknown adults 
• Going missing from home or care 
• Having older friends, boyfriends or girlfriends 
• Associating with other young people involved in sexual exploitation 
• Truancy, exclusion, disengagement with school, opting out of education altogether 
• Unexplained changes in behaviour or personality (chaotic, aggressive, sexual) 
• Drug or alcohol misuse 
• Getting involved in crime (or as part of a gang) 
• Injuries from physical assault, physical restraint, sexual assault 
 
Indicators of Radicalisation   
There is no such thing as a ‘typical extremist’ and those involved in extremism come from a range of backgrounds 
and experiences. The following indicators have been provided to support professionals to understand and identify 
factors that may suggest a young person may be vulnerable to or be involved with extremism. 
 
Indicators of Vulnerability to Radicalisation   
 

 Identity Crisis - Distance from cultural/religious heritage and uncomfortable with their place in the society 
around them 

 Personal Crisis – Family tensions; sense of isolation; adolescence; low self-esteem; disassociating from 
existing friendship group and becoming involved with a new and different group of friends; searching for 
answers to questions about identity, faith and belonging 

 Personal Circumstances – Migration; local community tensions; events affecting country or region of origin; 
alienation from UK values; having a sense of grievance that is triggered by personal experience of racism or 
discrimination or aspects of Government policy 

 Unmet Aspirations – Perceptions of injustice; feeling of failure; rejection of civic life 

 Criminality – Experiences of imprisonment; poor resettlement/reintegration, previous involvement with 
criminal groups  

 

Critical risk indicators 

  Students may  

 Use extremist narratives and global ideology to explain personal disadvantage. 

 Access violent extremist websites, especially those with a social network element.  

 Experience a high level of social isolation resulting in issues of identity crisis and/or personal crisis.  

 Justify use of violence to solve societal issues  

 Have some SEN – poor social interaction, lack of empathy or understanding of consequences 

 Possess or access violent or extremist literature  

 Present with significant changes in appearance or behaviour  

 Join or seek to join an extremist organisation  
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PLEASE GIVE CAREFUL CONSIDERATION TO THE FOLLOWING -  

 

REASONS WHY SOME YOUNG PEOPLE MAY NOT REPORT ABUSE  

 

 The child asks you to keep silent – keep a secret 

 Fear of breaking up the family 

 Fear of exposing the child to further abuse 

 Fear of breaking a trusting relationship with child/family 

 Painful memories of your own abusive experiences 

 Fear of reprisals to yourself/your children/family 

 Fear of presenting evidence in court 

 Afraid of misinterpreting or overreacting to the situation 

 Assuming another agency is dealing with the problem 

 The 'rule of optimism' – everything will work out OK 

 Assuming one parent/carer will protect 

 Believing the child is fantasising/lying 

 Being persuaded by the child's retraction 

 Allowing a temporary improvement in the child's situation to distract you from the reality of continuing 
abuse 

 Being unable to comprehend the unbelievable nature of the disclosure 

 Not understanding procedures 

 
WHY CHILDREN CAN'T TELL ABOUT ABUSE 

 Threats from abuse – withdrawal of 'favours' or physical threats – may be implicit derived from abuse of 
power (threats to harm the child/young persons loved ones) 

 Threats from peers also involved in abuse 

 May think s/he is to blame and fear arrest 

 Fear the loss of the child's world – family, school etc. 

 May be emotionally dependent on abuser 

 May have compartmentalised abuse 

 Thinks won't be believed 

 Low sense of self-esteem makes disclosure difficult 

 May not realise sexual abuse is a crime – thinks its normal 

 May not wish to betray abuser 

 May fear exposure and particularly public exposure 

 May be ambivalent about sexual identity or feel guilty about taking part in abuse 

 Lack of faith in justice system particularly for children with disabilities and from ethnic minorities 

 Hasn't got adult permission to tell 

 Lack of appropriate language skills 

 
WHY REFER? 

 Children have the right to be safe 

 Adults have a responsibility to protect children 

 Abuse is damaging 

 Child abuse exists in a world of secrecy and silence – the cycle of abuse has to be broken 

 You only have one small piece of a jigsaw 

 Children rarely lie about abuse 

 An abuser may well abuse many other children who also have a right to protection 

 
MAKING A DECISION about a Child – Decisions MUST be made with the Safeguarding Lead  

 What are the risks to the child? 

 Has there been a check on these risks with others working with the child? 
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 Are the risks worth taking now? 

 What will be the gain to the child of doing nothing? 

 What will be the loss to the child of doing nothing? 

 Has there been careful consideration regarding how the losses and gains might alter the time it takes for the 
interventions to work? 

 Will other children be affected? 

 
Personal Context 

 Do the safeguarding team have the necessary information? 

 Might something be missing in the current hypothesis of the case? 

 Do any observations/assessments not fit into the hypotheses? 

 What is the agreed feeling for or against the parent or carer or the child? 

 Is there someone who is suitably qualified to advise on making the final decision to refer? 

 
The Action 

 What action should be taken? 

 Who will take the action? 

 Are there any other resources to be used? 

 How will the actions and risks be reviewed? 

 How will success or failure be recognised?  

 Are relevant professionals aware of and in agreement with the actions? 

 Is the parent or carer aware of and in agreement with the action?   
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Appendix 2: My Concern: School Safeguarding Reporting Tool 
 

 

                
 

 

 

 

 

 

 

 

 

 



30 
 

 

 

 

 
  
 
 
 
 
 
 
 
 
 
 
 



31 
 

 
 
 
 

 
 

 
 
 
 
 
 
 
 
 



32 
 

 
 

 
 

APPENDIX 3: Keeping Children Safe in Education (Summary Document)  
 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/354151/Keeping_children_safe_i
n_education_Information_for_staff.pdf 
 

APPENDIX 4: Greenwich Referral Form 
 
https://ex2007.lgflmail.org/owa/attachment.ashx?attach=1&id=RgAAAAC5a7FkUJcEQ633cA9DCWuCBwB5gkjig6CA
S7BO%2fzT2ieZ1ARIUJX2iAAA7A7bIVY4bToRI%2f5Zid90xANhM%2fMCfAAAJ&attid0=EABtHS0kvk62RKQsiqePYuMq
&attcnt=1  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/354151/Keeping_children_safe_in_education_Information_for_staff.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/354151/Keeping_children_safe_in_education_Information_for_staff.pdf
https://ex2007.lgflmail.org/owa/attachment.ashx?attach=1&id=RgAAAAC5a7FkUJcEQ633cA9DCWuCBwB5gkjig6CAS7BO%2fzT2ieZ1ARIUJX2iAAA7A7bIVY4bToRI%2f5Zid90xANhM%2fMCfAAAJ&attid0=EABtHS0kvk62RKQsiqePYuMq&attcnt=1
https://ex2007.lgflmail.org/owa/attachment.ashx?attach=1&id=RgAAAAC5a7FkUJcEQ633cA9DCWuCBwB5gkjig6CAS7BO%2fzT2ieZ1ARIUJX2iAAA7A7bIVY4bToRI%2f5Zid90xANhM%2fMCfAAAJ&attid0=EABtHS0kvk62RKQsiqePYuMq&attcnt=1
https://ex2007.lgflmail.org/owa/attachment.ashx?attach=1&id=RgAAAAC5a7FkUJcEQ633cA9DCWuCBwB5gkjig6CAS7BO%2fzT2ieZ1ARIUJX2iAAA7A7bIVY4bToRI%2f5Zid90xANhM%2fMCfAAAJ&attid0=EABtHS0kvk62RKQsiqePYuMq&attcnt=1
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Associated Policies  
 
Medical  
E-safety – to be updated  
Exclusion Policy 
Behaviour Management  
Whistleblowing  

Staff Code of Conduct - see Safer Working Practice Document 

Inclusion/ SEND Policy  
Intimate Care Policy  
Moving & Handling Policy  
Health & Safety Policy  
 

Appendix 5:   Advice for Parents and Carers on Keeping Children Safe whilst online  
 
Using the internet, mobile phones, games consoles and other smart devices are now an everyday part of our 
children’s lives. Whilst the internet can be of great benefit to you and your family, you do need to be aware of the 
risks and follow guidance on keeping your child safe online.  
 
Understanding the Internet 
 
You may feel that your child knows more about the internet than you do. To keep your child safe, it is important to 
understand the internet, how your child uses it and the terminology used on the internet. Your child may be able to 
show you how things work. You can access help at your local library or attend classes at your local college or 
community centre.  
 
What are the Risks?  
 
Accessing the internet and/or using mobile phones/smart devices can put your child at risk of  
 

 Seeing disturbing information or images 

 Being the victim of online bullying (cyber bullying)  

 Being contacted and manipulated by an adult for sexual purposes (grooming) 

 Sharing personal and identifying information with strangers  

 Sending or receiving sexually explicit films, images or messages of themselves or others (sexting) 

 Financial loss to parents   
 
Keeping your Child Safe  
 
To help keep your child safe online 
 

 Talk to your child about the dangers of using the internet 
 Tell them what they should do if they become worried or concerned.  
 Explain that anything shared online or by mobile phone could end up being seen by anyone. 
 Understand how your child uses the internet and know which websites they visit. 
 Ensure that your child uses a computer or device where the whole family can see, not out of sight in a 

bedroom.  
 Use filtering software on PCs and mobile devices to block inappropriate sites.  
 Encourage your child to use websites such as - Childline, CEOP and ThinkUKnow for advice and guidance on 

safe use of the internet.  
 Ensure that you are aware of and talk to your child about the terms and conditions of using Social Media 

websites such as Facebook and Twitter e.g. the minimum ages to use these sites is 13.  
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APPENDIX 6: Safeguarding Staff advice and recommendations: Please see Staff booklet  
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Appendix 7 - LOOK / LISTEN / LINK  
 

CONCERNED ABOUT A STUDENT?  
 

 

LOOK  Be aware of signs that a student 

may be at risk 

Observe the student for change in 

behaviour 

 

LISTEN Do not seek a disclosure from the 

student 

 

Allow the student to talk if they 

identify you as a confidante  

 

Ask open questions/ reassure/ do 

not give advice 

 

LINK Link the student with Inclusion 

team/ Mentors 
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APPENDIX 8: LADO Flow Chart 
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Appendix 9: Home school Agreement (Physical Chastisement)  

 

Home – School Agreement (Physical Chastisement) 

 

NAME of Student ___________________________________  

Schools have a statutory responsibility under section 175 of the Education Act 2002 to safeguard and promote the 

welfare of children both in and out of school.  

 

The law  

UK law protects every child up to the age of 18 years from cruel and abusive treatment by their parents and carers. 

• It is against the law for a parent to use physical punishment on their child that causes marks. 

• It is illegal to use an implement to hit a child. 

• Parents who cause deliberate harm to their child could face criminal prosecution. 

• It is against the law for anyone who is not the child's parent to use ANY form of physical punishment. 

 

As a parent/guardian I understand that I am responsible for disciplining my children or those under my care when they 

are not in school. I am aware and fully understand that the use of physical force in disciplining them may be illegal in 

certain circumstances including, but not limited to: 

- where an implement (e.g. belt, stick, slipper) has been used or 

- where the use of that force has resulted in visible injury; 

- the use of prolonged physical stress positions (This is where children are placed in a position of discomfort for 

a long period of time).  

I understand in these circumstances the school has a statutory duty to report such incidents to Children’s Social Care 

and that the police may be asked to investigate.  

 

Should you want further advice and information on statutory guidance, legislation and parenting support please see: 

 

- the school’s child protection policy on the school’s website 

- Greenwich Safeguarding Children Board website provides advice for parents and carers, including information on 

positive and effective disciplining methods  

www.greenwichsafeguardingchildren.org.uk  

 

 

Please print name of parent/carer: ______________________________  

 

 

Please sign: __________________________________         Date: _________ 

 

 

 

 

 

 

 

http://www.greenwichsafeguardingchildren.org.uk/
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APPENDIX 10: Home Visit Protocols and Risk Assessment 

 
 

Home Visiting Policy 
 

PURPOSE 

In all circumstances where home visits occur, St Paul’s Academy endeavours to safeguard those who 

undertake such visits with regards to the welfare and safety of its students. 

 

The purpose of this policy is to establish protocols and procedures that provide those undertaking home 

visits with a level of safety and the means to avoid or manage potentially difficult situations. 

 

This policy applies to all staff and project workers/ volunteers employed by St Paul’s Academy who intend 

to make a home visit. 

 

POLICY 

All those employed and undertaking home visits on behalf of St Paul’s Academy must complete a Home 

Visit Request Form, detailing reasons for the proposed home visits and obtain approval of the relevant 

supervisor and Safeguarding Officer.  

 

Following approval, details of the home visit must be recorded on Behaviour Watch under Support and a 

risk assessment completed by the person undertaking the home visit.  

 

St Paul’s Academy will maintain and regularly review policy and procedures for the conducting of home 

visits. 

 

No home visit will be undertaken unless the details of each visit have been notified in the above prescribed 

manner prior to leaving St Paul’s Academy.  

 

St Paul’s Academy will establish confidential organisation code words for use when notifying threats or 

dangers that arise when making home visits. 

 

To avoid unwarranted allegations of misconduct a member of Safeguarding and the Executive Head, Head 

of School or School vice Principal, of the person requesting the home visit may recommend that they are (a) 

accompanied by another member of staff or (b) invalidate the home visit request and have this logged.  

 

All members of staff, including internal and externally commissioned tutors, project workers and volunteers 

will be required to familiarise themselves with the procedures detailed with this policy, this will include the 

school’s Police Officer.  

 

This policy will be included in induction procedures for new members of staff, tutors, project workers and 

volunteers etc. 

 

Pre-visit Risk Assessment 

• Consult the students file and familiarise yourself with the most up to date information on any risk 

assessment/ consult with a member of safeguarding.  

• Comply with any risk assessment recommendations or procedures on the person’s file. 

• Take into account all other known information about the person and their circumstances, including mental 

health, drug or alcohol use, relationship circumstances, and family and associates who may be present at the 

time of a visit. 
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• If the risk is considered high, or is difficult to determine with any certainty, do not undertake the home 

visit. Contact the person by telephone to clarify the situation and/or arrange to meet in a safe public place 

such as the school or The Woolwich Centre.  

 

If there is some risk, but at an acceptable level, consider undertaking the home visit accompanied by another 

member of staff. Always discuss a home visit at this level of risk with Safeguarding and the Executive Head, 

Head of School or School vice Principal for authorisation.  

• If the level of risk is considered minimal, proceed with the home visit and also undertake an on-site risk 

assessment (for future visits) before entering the home (see below). 

• Do not visit any home where the risk of aggression or violence is high. 

• Do not visit any home where violence has occurred in the recent past and the perpetrator is at the home or 

is likely to return. 

• Do not visit any home where there is risk of injury occurring or you feel you may be at risk during the 

visit. If you are in doubt, consult Safeguarding and the Executive Head, Head of School or School vice 

Principal. 

 

The Home Visit 

• Park the car so that it cannot be blocked in, and in a position that facilitates quick exit e.g. park in the 

street. Always lock the car. 

• Do not leave handbags or wallets visible in the car. 

• Keep car keys and mobile phone on your person (i.e. not loose or in a bag or hand bag that might be 

grabbed) 

• Prior to entering the home, establish your credentials as a representative of St Paul’s Academy and the 

reason for being there. 

• Establish the identity of the person to whom you are speaking. 

• Check if the person you are visiting is at home. 

• Check if other people are also present: if there is no adult present do not enter the property alone.  

• Take note of the layout of the home and exit routes. 

• Before entering a home, under take a quick on-site risk assessment for any potential threat to personal 

safety. Consider whether people are: 

 Arguing  

 Using or under the influence of drugs or alcohol. 

 Coherent  

 Showing physical or verbal signs of agitation, aggression or other unusual and atypical behaviour  

 Armed or with weapons in view 

• If you do not feel safe to enter the home, politely make your excuses and leave promptly 

• If the home visit proceeds, maintain alertness to any change in atmosphere that signals a possible risk to 

personal safety. Be prepared to leave quickly if the need arises. 

• If your Home Visit is delayed, contact your manager, supervisor and advise them of the revised 

agreement/arrangements.  

• If a medical emergency occurs on a home visit, call the appropriate emergency service and there after 

contact your manager, supervisor: do not use the family home phone and wait for help to arrive if deemed 

safe. 

 

Dealing With Threatening or Dangerous Situations 

If you become suspicious of danger or are threatened before leaving your vehicle: 

• Ensure windows are closed and doors locked, and keep the engine idling 

• If available and safe to do so, use the mobile phone to report the situation 

• If you are unable to drive away, sound the car horn to attract attention 

• If you can drive away proceed to the nearest police station or to St Paul’s Academy 

• Do not leave the car until it is safe to do so 
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If a threatening or dangerous situation arises during your visit: 

• Attempt to defuse the situation, speaking calmly and in a conciliatory manner 

• Discontinue the visit, and as soon as practicable, make polite excuses and leave 

• If you are unable to leave, suggest that you call St Paul’s Academy to say you will be late. If at all 

possible, use the agreed organisational code words (“I just need to double check something, can you tell me 

what it says in Section 13 of our policy”) to alert the member of staff (Safeguarding and the Executive Head, 

Head of School or School vice Principal) that there is potential risk to self or others, or a threatening or 

dangerous situation is occurring – who will then contact the police to your location.  

• Once you can leave, drive a safe distance then contact St Paul’s Academy and speak with your manager, 

supervisor to report the incident and ascertain the appropriate assistance. 

• Seek medical treatment immediately if you need it. 

• If St Paul’s Academy is called, the staff member receiving the call should check the address of the home 

visit, the nature of the situation, if any assistance is required and if necessary instigate action to render 

assistance. 

• St Paul’s Academy staff must use initiative if it is apparent that the person on the home visit is unable to 

speak frankly or answer questions due to the nature of the situation. 

• If the member of staff/person visiting a home does not return at the appointed time or notify a later return 

to their manager, supervisor, the manager/supervisor must first ring their mobile, then the home they were 

last meant to be at, then drive by the location to assess. If unresolved, ring the police. 

 

Pets 

As part of the pre-assessment check list, please be aware of any family pets that you may not be accustomed 

to, i.e. dogs, cats, snakes, spiders.  

Take a common sense approach when entering a home and record details about the pet(s) on the students 

risk assessment for as an alert for future home visits. 

 

Home Visit Itinerary Form 
• Record your expected time of arrival at your destination prior to leaving St Paul’s Academy.  

• On arrival at your destination, contact your manager, supervisor to advise that you have arrived 

• Prior to returning to St Paul’s Academy, contact your manager, supervisor to advise that you are leaving 

and provide an estimated time of return 

 

On Returning to St Paul’s Academy  

• Record the time of your return (signing in and out form) and record home visit accordingly into Behaviour 

Watch and report to manager, supervisor.  

 

PROCEDURES 

Before Leaving St Paul’s Academy  

• Undertake a pre-visit risk assessment and checklist (see attached) if this is your first home visit or the last 

home visit undertaken has been over 3 months apart or there has been a change in family/home 

circumstance.  

• All home visits to be approved and logged on Behaviour Watch via the requested.  

• Do not take confidential files out of St Paul’s Academy without appropriate authorisation.  

• Record your time “out and in, including purpose” at reception before leaving St Paul’s Academy. 

• Should (emergency) circumstances require a home visit that is not covered by the safeguarding policy 

discuss the details of the visit with Safeguarding and the Executive Head, Head of School or School vice 

Principal before leaving and complete the home visit risk assessment.  

• Have a mobile phone with good reception prior to any home visits; have it turned on, and on person at all 

times. Program the appropriate emergency numbers into the phone where they are most readily accessible 

• Do not take large sums of money or other valuables with you 

• Confirm and memorise any organisational code words for notifying St Paul’s Academy of any threat or 

dangers that arise during a home visit. 
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Home Visit Risk Assessment Checklist 

Staff member completing Risk Assessment Checklist:                                                                Date: 
 
Before undertaking a home visit, I have:  
 

Reviewed and understood St Paul’s Academy’s Home Visit Policy.         ☐ 
 

Reviewed the file/s of the person/s being visited.        ☐ 
 
Adequate information about the behavioural, health and other personal circumstances of the person/s to be visited. 

              ☐ 
 

Spoken to SLT/Safeguarding.           ☐ 
 
Adequate information about the family and associates of the person/s being visited whom I may encounter. 

              ☐ 

Adequate information about previously reported risks.         ☐ 
 
Adequate information about the physical features of the home/s and property/s I am visiting, e.g. family pets, ex-

offenders, history of violence, known gang members.         ☐ 
 
And on that basis, I have:  
 
Satisfied myself, my manager, supervisor, authorised safeguarding representative that the risk of undertaking the 

planned home visit/s is sufficient for the visit/s to go ahead.        ☐ 
 
OR 
 
Satisfied myself, my manager, supervisor, authorised safeguarding representative that the risk of undertaking the 

planned home visit/s is sufficiently high that the visit/s should not go ahead at this time.     ☐ 
 
If I am satisfied that the planned home visit/s can go ahead, I have/will:  
 

The full address and other contact details of, and directions to the home/s I am visiting.     ☐ 
 

A clear and legible form of personal identification with me.        ☐ 
 

My mobile phone is fully charged and on my person.        ☐ 
 

My mobile phone is pre-programmed with readily accessible emergency contact numbers.    ☐ 
 
Familiarised and memorised the organisational code word/s for notifying my manager, supervisor of any threat or 

dangers that arise during a home visit. E.g. “Can you tell me what Section 62 says about…”   ☐ 
 

Completed the St Paul’s Academy Home visit Request form prior to my departure to undertake home visits. ☐ 
 

Recorded my time “out and in” at reception before leaving St Paul’s Academy.     ☐ 
 

Reviewed and familiarised myself with what to do in the event of a threatening or dangerous situation.  ☐  
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Home Visit Request Form 

 

Student-Person/s to visit:  

 

Reason(s) for visit/ Comments:  

 

 

 

 
 

 

 

 

 

 

Address of student/person home:  

 

 

Student/Person Home Phone:  
 

 

 

Home Visit Details 

 

Name/s of staff undertaking visit: 

 

 

Mobile number/s: 

 

Estimated arrival to home visit:  Estimated departure from home visit and return to 

St Paul’s Academy:  

 

 

Date of Visit:  

 

Your Vehicle details 

Registration:  

Vehicle make:  

Vehicle Colour:  

 

Authorised by (please tick) 

Mr Winston 

 

 Ms Allen  

Ms Malone 

 

 Ms Nicholas  

Mr Sidwell 

 

 Mr Assi  

The person who has authorised this home visit will inform one other in the above list 

 


