
 

 

 

 

 

 

 
 

Safeguarding Policy 

and  

Child Protection Procedures 

 

 

 

 
Updated August 2019 

Review June 2020 
 

 

 

 

 

 

 

 



1  

 

 

Safeguarding Policy and Child Protection Procedures Contents Page 

 

 Contents Page 1 

 Key Contact Details 3 

1 Introduction 5 

2 Policy Statement, Principles and Aims, Monitoring and Review 6 

2.1 Policy Statement 6 

2.2 Policy Principles 6 

2.3 Policy Aims 8 

2.4 Policy Monitoring and Review 8 

3 Roles and Responsibilities in Managing Safeguarding and Child Protection 8 

3.1 Role of the Designated Safeguarding Lead and Designated Safeguarding Deputy 8 

3.2 Role of the Governing Body 9 

3.3 Role of all Staff 9 

3.4 Role of Single Point of Access (SPA) and the Local Authority Designated Officer (DO)  10 

4 Early Help 10 

5 Safeguarding Training 11 

5.1 Staff Training 12 

5.2 DSL Training 12 

6 Defining Harm, Significant Harm and Abuse 12 

7 Notifying Parents 13 

8 Teaching Pupils about Safeguarding 13 

9 Safeguarding Record Keeping at The Mall School 14 

10 Online Safety 14 

11 Photography and Images 15 

12 Missing Child Procedures 15 

13 School Trips and Off-site Arrangements 16 

14 Secure School Premises 16 

15 Visiting Speakers 16 

16 Safer Recruitment 16 

17 Specific Safeguarding Issues 17 

17.1 Children Missing From Education 18 

17.2 Child Sexual Exploitation 19 

17.3 Honour - Based Violence 19 

17.4 Female Genital Mutilation 20 

17.5 Preventing Radicalism  20 

17.6 Children with SEND  21 



2  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

17.7 Serious Violence  22 

 Child Protection Procedures 23 

1 What to do if you suspect a child is at risk of significant harm 24 

2 What to do if a child discloses information to you 24 

3 Taking action: advice for staff 26 

4 Reporting directly to child protection agencies 26 

5 Notifying parents 26 

6 Action by the Designated Safeguarding Lead once a concern has been raised 26 

7 Children with harmful behaviour 27 

8 Peer on peer abuse including bullying, sexual violence and sexual harassment 28 

9 Peer on peer allegation 28 

10 Sharing information and confidentiality  29 

11 Safeguarding complaints and allegations 29 

12 Whistleblowing 30 

 Appendix 1 Types and Signs of Abuse 31 

 Appendix 2  Roles and Responsibilities of the DSL and Deputy 35 

 Appendix 3  Roles and Responsibilities of the Governing Body  40 

 Appendix 4  Prevent Duty: Preventing Radicalisation and Extremism 42 

 Appendix 5  Procedures to follow in the event of an allegation of abuse against a member of 
staff or volunteer 

45 

 Appendix 6  Child Protection Induction Form 53 

 Appendix 7  Child Protection Record of Concern form  54 



3  

Key personnel and contact details at The Mall School 

 

 

Role Name Contact Details 

Designated Safeguarding Lead (DSL) 
Assistant Head (Pastoral) 

Mr Martyn Miller  pastoral@themallschool.org.uk 
020 8614 1097  (x1222) 

Deputy Designated Safeguarding Lead  
Head of Juniors 

Mrs Juliet Tovey headofjuniors@themallschool.org.uk 
020 8614 1095   (x1215) 

Child Protection Governor 
Deputy Head,   Hampton School 

Mr Owen Morris O.Morris@hamptonschool.org.uk 

Headmaster of the Mall School Mr David Price admin@themallschool.org.uk 
 

Key External Agencies, Services and Professionals’ Contact Details 

Single Point of Access (SPA) Richmond’s 
Initial Response Team 
 
 
Initial Response Teams’ contact details 
covering catchment areas 

Civic Centre 
42 York Street 
Twickenham TW1 3BW 
 
Chiswick/Hounslow area 
Kingston 

020 8547 5008 (8am – 6pm)  
020 8770 5000  out of hours/weekends 
spa@richmond.gov.uk 
 
020 8583 3400 
020 8547 5888 

 
Kingston & Richmond Safeguarding 
Children Partnership  coordinator Lucy 
MacArthur 
Associate Director for Safeguarding in 
Richmond: Sara Doyle  

1st Floor 
Civic Centre 
42 York Street 
Twickenham TW1 3BW 
 
 

lucy.macarthur@kingrichlscb.org.uk 
07717436546 
support@achievingforchildren.org.uk 
sara.doyle@achievingforchildren.org.uk 
020 8891 7961 

Local Authority Designated Officer (DO) 
Alice Stott 

Guildhall 2 
High Street 
Kingston upon Thames 
KT1 1EU 

020 8831 6008 
020 85674609 
DO@richmond.gov.uk  

Police Child Abuse Investigation Team Feltham Station 
34 Hanworth Road, 
Feltham TW13 5BZ 

020 8891 7969 

Kingston & Richmond Safeguarding 
Children Partnership  Independent Chair 
Deborah Lightfoot 

 deborah.lightfoot@richmond.gov.uk 

Kingston & Richmond Safeguarding 
Children Partnership  Professional Advisor 
Elisabeth Major Kingston Kingston & 
Richmond Safeguarding Children 
Partnership   
Richmond Kingston & Richmond 
Safeguarding Children Partnership   

1st Floor 
Civic Centre 
42 York Street 
Twickenham TW1 3BW 

020    8547 6537  
Mobile: 07833481774 
elisabeth.major@achievingforchildren.org.uk 

mailto:headofjuniors@themallschool.org.uk
mailto:spa@richmond.gov.uk
mailto:sara.doyle@achievingforchildren.org.uk
mailto:elisabeth.major@achieving
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Kingston & Richmond Safeguarding 
Children Partnership    Business Support 
Officer 
Sam Chidenga 

1st Floor 
Civic Centre 
42 York Street 
Twickenham TW1 3BW 

020 8891 7849  

Mobile: 07469 100 486 
email:  
sam.chidenga@achievingforchildren.org.uk 
  

Child and Family Consultation Service  Richmond Royal Hospital 
Kew Foot Road, 
Richmond TW9 2TE 

020 8772 5661 

Principal Manager Safeguarding and 
Family Support  

Civic Centre 
42 York Street 
Twickenham TW1 3BW 

020 8891 7961 

NSPCC  0808 800 5000 or TEXT 88858 

NSPCC Whistleblowing Helpline   0800 028 0285 

‘Prevent’ contacts  DFE 020 7340 7264 
counter.extremism@education.gsi.gov.uk 

The Disclosure and Barring Service (DBS) PO BOX 181 
Darlington DL1 9FA 

0132 5953 795 

mailto:sam.chidenga@achieving
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Headmaster: D C Price BSc MA 
 
                   

Safeguarding Policy and Child Protection Procedures 
 

1. Introduction 
 
The Mall School is committed to safeguarding and expects all staff and volunteers to share this commitment. 
The Mall School recognises it has responsibilities under Section 87 of the Children Act 1989, Section 157 of 
the Education Act 2002 and the Education (Independent Schools Standards) (England) Regulations 2014 (as 
amended) and any guidance by the Secretary of State to have arrangements in place to safeguard and 
promote the welfare of children.  
 
This policy has been developed in accordance with the principles established by the Children Act 1989 and 
2004; the Education Act 2002; Education (Independent Schools Standards, ISS) (England) Regulations 2014 
(as amended) and Government publications: Working Together to Safeguard Children (July 2018), Keeping 
Children Safe in Education (KCSIE) (September 2019) Children Missing Education (September 2018) and the 
Kingston and Richmond Safeguarding Children Partnerships Procedures. It is also informed by What to do if 
you are worried a child is being abused – advice for practitioners (March 2015), Prevent Duty Guidance for 
England and Wales (March 2015) and the Disqualification by Association guidance August 2018. This is a 
whole school policy and applies to EYFS as well as out of school provision. 
 
Safeguarding is defined for statutory purposes as protecting children - a child is anyone who has not reached 
their 18th birthday - from maltreatment; preventing impairment of children’s health or development; 
ensuring that children grow up in circumstances consistent with the provision of safe and effective care; and 
taking action to enable all children to have the best outcome. The School works with social care, the police, 
health services and other services, as and where appropriate, in accordance with our statutory responsibility, 
to promote the welfare of children and to protect them from harm.  
 
Although the words ‘Safeguarding’ and ‘Child Protection’ are often used interchangeably, they have different 
meanings.  
 
Safeguarding is not just about protecting children from deliberate harm. It also relates to aspects of school 
life including pupils’ health and safety, meeting the needs of children with medical conditions, providing first 
aid, educational visits, internet or online safety and school security.  
 
Child Protection is part of safeguarding and promoting welfare. It refers to the procedures and activity 
undertaken to protect specific children who are suffering, or are at risk of suffering, significant harm.  
 
In this policy Staff refers to all those working for or on behalf of the school: full and part-time teaching and 
non-teaching staff, support staff, contractors and members of the Board of Governors in either a paid or 
voluntary capacity. 
 
The School has a ‘Designated Safeguarding Lead’ referred to in this policy as DSL and a Deputy whose names 
and contact details are included in the table on Page 3 of this document. Their responsibilities are outlined in 
full in Appendix 2. 
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2. Policy Statement, Principles and Aims, Monitoring and Review 

 
2.1   Policy Statement 

 
The Mall School recognises its moral and statutory responsibility to safeguard and promote the welfare of 
all children and young people. We endeavour to provide a safe and welcoming environment where children 
are respected and valued. We are alert to the signs of abuse and neglect and follow our procedures to 
ensure that children receive effective support and protection. We operate within a culture of openness and 
recognise and accept that abuse can happen in any organisation.  

 
There are two main elements to the Mall School’s Safeguarding Policy: 

 

 Procedures to ensure we are alert to the signs of abuse and neglect and that we deal with the cases of 
abuse appropriately 

 

 Guidance for Staff in recognising abuse 
 

In addition there are the following appendices: 
 

 Appendix 1: Types and signs of abuse  

 Appendix 2: The Responsibilities of the Designated Safeguarding Lead and Deputy 

 Appendix 3: Role and responsibilities of the Governing Body 

 Appendix 4: The Prevent Duty: preventing radicalisation and extremism 

 Appendix 5:  Procedure to be followed in the event of an allegation of abuse against a member of staff 
or volunteer  

 Appendix 6: Child Protection training  (Induction Form) 

 Appendix 7: Child Protection Record of concern about a child’s safety and welfare 
 
  

2.2    Policy Principles 
 

 The School will ensure that the welfare of the child is given paramount consideration when developing and 
delivering all school activities. 

 

 All children regardless of age, gender, ability, culture, race, language, religion or sexual identity have equal 
rights to protection. 

 

 All Staff are given and must read KCSIE Part 1 & Annex A as they have an equal responsibility to act, in 
accordance with this policy and procedures and KCSIE, on any suspicion, concern or disclosure that may 
suggest a child is at risk of harm. The Governing Body will ensure that mechanisms are in place to assist 
staff in their understanding of KCSIE, so they can ‘discharge their role and responsibilities’ and appropriate 
support is given. A full version of KCSIE is available to Staff on the School’s shared drive.  

 

 Pupils and staff involved in child protection issues will receive appropriate support 
 

The Mall School will take all reasonable measures to: 
 

i. ensure that we practise safer recruitment in checking the suitability of staff, Governors and volunteers 
(including staff employed by another organisation) to work with children and young people in accordance 
with the guidance given in:  KCSIE and the Education (ISI) Regulations 2014 (as amended) and in the 
Childcare (Disqualification) Regulations 2009.  See also the School’s Safer Recruitment policy.  

 
ii. ensure that where staff from another organisation are working on their own with our pupils on another 

site, we require written confirmation that appropriate safer recruitment checks and procedures have been 
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completed on those staff; 
 
iii. follow the inter-agency procedures of the Kingston and Richmond Safeguarding Children Partnership; 
 
iv. be alert to signs of abuse both in the School and from outside and to protect each pupil from any form of 

abuse, whether from an adult or another pupil; 
 
v. deal appropriately with every suspicion or complaint of abuse and to support children who have been 

abused in accordance with his agreed child protection plan; 
 
vi. design and operate procedures which, so far as possible, ensure that teachers and others who are innocent 

are not prejudiced by false allegations; 
 
vii. be alert to the medical needs of children with medical conditions; 
 
viii. operate robust and sensible health and safety procedures; 
 
ix. teach pupils about safeguarding, including online safety, through teaching and learning opportunities, as 

part of a broad and balanced curriculum;  
 
x. take all practicable steps to ensure that School premises are as secure as circumstances permit; 
 
xi. have procedures in place for dealing with children that go missing in education; 
 
xii. as early as possible, identify and take action when pupils need help; 
 

xiii. ensure that a child’s wishes or feelings will be taken into account when determining what action to take 
and what services to provide to protect them; children will be given the opportunity to express their views 
and give feedback wherever possible; 

 
xiv. be alert to the threats of specific safeguarding issues as outlined by KCSIE 2019, such as Child Sexual 

Exploitation (CSE), Female Genital Mutilation (FGM) (teachers have a statutory duty to report to the police 
as well as the DSL where they discover that FGM appears to have been carried out on a girl under 18), 
online grooming, gender-based violence and honour-based violence.  

 
xv. have procedures in place to fulfil the School’s Prevent duty, to identify children at risk of radicalisation and 

extremism, protect them and make referrals as appropriate; 
 
xvi. consider and develop procedures to deal with any other safeguarding issues which may be specific to 

individual children, such as, recognising the vulnerabilities of children with SEND and keeping them safe;  
 
xvii. have regard to the guidance issued by the Secretary of State for Education in accordance with section 157 

of the Education Act 2002 and associated regulations; 
 

xviii. where requested to do so, the School will allow access for Richmond Children’s Social Care Services (CSC), 
and where appropriate, from a placing local authority, for that authority to conduct, or to consider whether 
to conduct, a section 17 or a section 47 assessment. In addition, the School will comply with any request 
from the Local Safeguarding Children’s Board to supply information that it requires to perform its 
functions;  

 
xix. work with other agencies wherever such work is needed to ensure adequate arrangements to identify, 

assess and support children who are suffering significant harm or who may suffer significant harm without 
appropriate intervention. The School will work with the police, CSC, the DO, health and other services to 
promote the welfare of children and to protect them from harm; and, 
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xx. provide appropriate support to all pupils and staff involved in child protection issues by following the 
guidance in this policy and statutory guidance.  
 
 

2.3    Policy Aims 
 

 To provide all staff with the necessary information to enable them to meet their statutory responsibilities 
to promote and safeguard the wellbeing of children.  

 

 To raise the awareness and responsibilities of all staff for the need to safeguard children by identifying and 
reporting possible cases of abuse including radicalisation, child sexual exploitation and online-grooming.  

 

 To ensure consistent good practice across the School. 
 

 To demonstrate the School’s commitment with regard to safeguarding to pupils, parents and other 
partners. 

 

 To prevent harm by: (a) providing excellent pastoral care; (b) ensuring that appropriate staff are properly 
recruited and trained; (c) teaching pupils via PSHE and a varied curriculum to identify, reduce and manage 
risks. (This includes safer use of electronic equipment and internet use); and (d) promoting an ethos where 
pupils feel secure and able to talk.  

 

 To emphasise the need for good levels of communication between all members of staff.  
 
 

2.4   Policy Monitoring and Review 
 
The full Governing Body (GB) will ensure that the procedures set out in this policy and the implementation 
of these procedures are updated and reviewed annually, unless an incident or new legislation or guidance 
requires the need for an earlier date or review.  
 
Any child protection incidents at the School will be followed by a review of the safeguarding procedures 
within the School by the DSL and a prompt report made to the GB. Any deficiencies or weaknesses with 
regard to child protection arrangements at any time will be remedied without delay.  
 
The outcome of the annual review by the DSL will be reported to the Governors who will review this policy 
and the implementation of its procedures, including good co-operation with local agencies. The Governors 
will consider the proposed amendments to the Policy, before giving the revised Policy its final approval.  
 
Staff will be regularly reviewed on their own safeguarding practices and given opportunities to discuss 
concerns they may have about safeguarding matters.  
 
 

3. Roles and Responsibilities in Managing Safeguarding & Child Protection 

 
3.1 Designated Safeguarding Lead and Deputy 
 

 The School's Governing Body has appointed two members of the Senior Leadership Team with the 
necessary status and authority to be Designated Safeguarding Lead (DSL) and Deputy.  

 The Assistant Head (Pastoral) is DSL. The Head of Juniors is responsible for safeguarding children from 
Reception to Year 3 and the DSL is responsible for safeguarding children in Years 4-8. They have primary 
responsibility for matters relating to child protection and safeguarding (including online safety). The lead role 
of the DSL should not be delegated.  
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 The responsibilities of the DSL include:  acting as a source of support and expertise for staff on matters of 
safety and safeguarding; ensuring that the School’s relevant policies are known and used appropriately; 
raising awareness and discussion of safeguarding issues and concerns amongst staff and pupils; and, 
coordinating training of staff and liaising with other agencies.  

 The DSL and deputy shall be given the time, appropriate cover arrangements, support, funding, training and 
resources to enable them to support staff on safeguarding matters, to contribute to strategy discussions 
and/or inter-agency meetings and to contribute to the assessment of children. 

 Parents are welcome to approach the DSL and deputy if they have any concerns about the welfare of any 
child in the School. If preferred, parents may discuss concerns in private with the child's form tutor or the 
Headmaster who will notify the DSL in accordance with these procedures. 

 The DSL and deputy should undergo training every two years. They should also keep up-to-date with 
safeguarding developments via e-bulletins, Kingston and Richmond Safeguarding Children Partnership 
bulletins and resources, as well as, attending a refresher course at least annually to keep up with any 
developments relevant to their role.  

 The main responsibilities of the DSL and deputy are set out in Appendix 2    

 

3.2 The Governing Body  
 

It is the governing body’s overall responsibility to ensure the School is compliant in accordance with 
statutory requirements. The governing body takes its responsibility seriously to promote the welfare of 
children, ensuring their security and protecting them from harm. The reporting of safeguarding practice at 
the School enables the governing body to ensure compliance with current legislation and to identify areas 
for improvement. The governing body recognises that close liaison with the local authorities is vital in order 
that appropriate support, advice and training can be given. 

The role and responsibilities of the governing body in managing safeguarding are summarised in Appendix 
3 in this document. 

 

3.3 All Staff 

 
All staff have a statutory duty to: 

 

 Protect children from abuse and provide a safe environment in which children can learn. 
 

 Be aware of the systems in place to support safeguarding. These include:  the guidance outlined in the Staff 
Handbook, KCSIE and related policies; wearing the blue identity lanyard with safeguarding contact details; 
and, to receive regular safeguarding refresher training, as and when required (at least annually), to keep up 
with any relevant safeguarding and child protection developments. The training will be in accordance with 
Kingston and Richmond Safeguarding Children Partnership  and will include local inter-agency working 
principles. (Training may take the form of emails, e-bulletins, quizzes, briefings at staff meetings etc.) 

 

 Read and understand at least Part 1 and Annex A of KCSIE and Government advice: What to do if you are 
worried a child is being abused and be familiar with the terms and procedures in this policy. 
 

 Be aware of the signs of abuse and neglect, so that they are able to identify children who may be in need of 
extra help or who are suffering or are likely to suffer significant harm and in such circumstances to take 
appropriate action, working with other services as needed. Particular attention should be given to those 
engaged in close one-to-one teaching of pupils (for instance in music, learning support and sports 
coaching). 

 

 Understand the role of the DSL and report any matters of concern to the DSL or deputy and, if required, 
support social workers to take decisions about individual children. 
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 Be aware of the ‘Early Help’ process and understand their role in it. 
 

 Be aware of the process for making referrals to Children’s Social Care (CSC). The School’s child protection 
procedures do not prevent any person from making an immediate referral to Children’s Social Care if at any 
point there is a risk of serious harm. 
 

3.4 Single Point of Access (SPA) and Local Designated Officer (DO) 
 

 Achieving for Children’s Single Point of Access (SPA) has been developed as a single gateway for all 
incoming contacts into children’s services in Kingston upon Thames and Richmond upon Thames.  
 SPA acts as a central information hub that coordinates information from a range of sources. It works 
closely with the Initial Response Team and the Targeted Family and Youth Service. SPA also supports the 
work of Team Around the Child /Family, the Education Welfare Service, Primary Mental Health, early years 
and children’s centres, health visitors and the Police.  
 
Anyone working with children and who has a concern about a child’s developmental needs or they suspect 
a child is being neglected or subjected to physical, sexual or emotional abuse, should contact SPA.  
It is important to contact SPA before making an online referral so they can respond to the child’s needs 
quickly if you are concerned that a child is at immediate risk. The outcome of contacting SPA will depend on 
the circumstances. 

 

 The Local Authority Designated Officer (DO) works within children’s services to help safeguard children in 
accordance with the statutory guidance, Working Together to Safeguard Children. The DO should be 
informed, through SPA, of all cases where it is alleged that a person who works with children has: 
 

 behaved in a way that has harmed, or may have harmed a child; 

 possibly committed a criminal offence against children, or related to a child; or 

 behaved towards a child or children in a way that indicates they are unsuitable to work with children, 
for example if their conduct falls within any of the categories of abuse. 

 
Once an allegation has been made, the DO’s role is to capture and coordinate the sharing of information 
relating to the case with the officers and agencies that need to be informed. The DO will be involved from 
the initial phase, providing advice and guidance and monitoring the progress of the case through to its 
conclusion.  
 
DO meetings are held where allegations are such that they may require a multi-agency response and 
involve both Children’s Services and the Police alongside the employer. If an allegation does not require 
Police or Children’s Social Care involvement, the DO will support the organisation to investigate following 
their internal procedures and can advise regarding disciplinary, training and policy matters.  

 
4. Early Help 

 
Early help means providing support as soon as a problem emerges at any point in a child’s life, from the 
foundation years to the teenage years. It is a multi-disciplinary, holistic approach that helps the family in a 
wider context and builds a relationship with the lead professional. It involves a streamlined assessment 
process that gives access to appropriate support. The assessment is child centred. Where there is a conflict 
of interests decisions should be made in the child’s best interests.  
 

 All staff should be aware of the early help process and understand their role in it. This includes:  identifying 
emerging problems; liaising with the DSL; sharing information with other professionals to support early 
identification; and, in some cases, acting as the lead professional in undertaking an early help assessment.  
 

 Pupils should know how to ask for help anonymously (via the Headmaster’s blue confidential box located in 
Reception) or through a trusted adult such as their Form Tutor. The PSHE programme offers opportunities 
to explore emotions and share personal concerns.  
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 Chapter One of Working Together to Safeguard Children provides detailed guidance on the early help 
process.  
 

 Effective early help relies upon local agencies working together to: 
 

 Identify children and families who would benefit from early help 

 Undertake an assessment of the need for early help  

 Provide targeted early help services to address the needs of a child and their family  

 

 Where a child and family would benefit from coordinated support from more than one agency there should 
be an inter-agency Early Help Assessment. This is an early assessment and planning tool to facilitate the 
coordinated multi-agency support. It aims to recognise and provide assistance for families as soon as 
possible to prevent needs escalating to a point where intervention would be needed via a statutory 
assessment under the Children Act 1989.  
 

 If early help or other support is appropriate, the case should be undertaken with the agreement of the child 
and their parents or carers and should involve the child and their family, as well as, all the professionals 
who are working with them. With consent, practitioners may undertake a common assessment to assess 
needs and to decide how best to support the child and the family. If there is a range of needs there may be 
‘Team around the Family’ (TAF) or ‘Team Around the Child’ (TAC) meetings to ensure a coordinated 
approach with one person acting as the lead professional.  
 

 The Early Help assessment will be undertaken by a lead professional who will provide support to the child 
of the family and coordinate the delivery of the support services. The lead professional role may be 
undertaken by the DSL, a GP, family support worker, health visitor or special educational needs 
coordinator. This intervention depends on parental consent. If Early Help is appropriate and where they are 
not taking the lead, the DSL will support the member of staff liaising with other agencies and setting up 
inter-agency early help as appropriate. 
 
See Kingston and Richmond Safeguarding Children Partnership Multi-agency Threshold Document 2018 
for further information on how to assess and identify a child’s level of need.  
 

 If parents and/or the child do not consent to an early help assessment then the lead professional should 
make a judgement as to whether – without help – the needs of the child will escalate. A referral may be 
given to children’s social care via SPA if the child’s situation does not seem to be improving and the matter 
dealt with under child protection procedures.  
 

5. Safeguarding Training 

 
It is important that all staff (as defined in the introduction) have training to enable them to recognise the 
possible signs of abuse and neglect and to know what to do if they have a concern. 
 
New staff will receive training on appointment as part of their induction which is overseen by the DSL and 
the deputy which includes:  

 

 this policy – including information on children who go missing from education; online safety; and 
the role and identity of the designated safeguarding lead and deputy; 

 the Behaviour, Rewards and Sanctions policy; 

 the Staff Handbook  - including information on staff behaviour and whistleblowing; 

 a copy of Part 1 KCSIE 2019 and Annex A   
 
All staff will be required to sign to confirm they have read, understood and agreed to comply with the 
requirements outlined in these documents.  
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5.1 Staff training 

 

All staff, including the Headmaster, will receive a copy of this policy and Part 1 of KSCIE 2019 & Annex A and 
will be required to confirm that they have read these. 
 
Mechanisms to assist staff in understanding KCSIE will include: regular updates at staff meetings, quizzes, 
INSETs, e-bulletins, online ‘Educare’ modules and spot checks by the DSL and safeguarding governor.  
 
Annex A in KCSIE is designed to inform staff working directly with children and who need more detailed 
safeguarding guidance in addition to that provided in Part 1. Annex A will be provided to those staff 
members who directly engage with pupils.  
 
All staff members will undertake child protection training at appropriate levels, as and when required (at 
least annually) to keep up with any relevant safeguarding and child protection developments in accordance 
with the Kingston and Richmond Safeguarding Children Partnership Guidance. This training will include 
advice on protecting children from radicalization as well as online safety.  
 
Staff are to be trained at Level 1 annually. All staff members will receive safeguarding and child protection 
updates to provide them with the relevant skills and knowledge to safeguard children effectively.  
 

5.2 DSL training  

 
The DSL and deputy will undertake Child Protection Level 3 training at two-yearly intervals.  
 
In addition the DSL and deputy must keep up-to-date with any developments by attending refresher 
courses and regularly meeting with other DSLs at the Independent Schools’ Safeguarding Meeting to 
provide them with the knowledge and skills to carry out their role. This includes: training in inter-agency 
working; providing advice and support to staff on protecting children from radicalisation; participation in 
child protection case conferences; supporting children in need; record keeping and safer recruitment.  
 
The Deputy Head keeps a record of all attendees at training seminars and training dates (and dates for 
refresher training) are logged in the annual safeguarding audit.  
 
All training is to be carried out in accordance with Kingston & Richmond Safeguarding Children Board’s 
procedures and requirements.  

 

6. Defining Harm, Significant Harm and Abuse 
 

 To ensure that children are protected from harm, it is necessary to understand what types of behaviour 
constitute abuse and neglect. Abuse and neglect are forms of maltreatment. Somebody may abuse or 
neglect a child by inflicting harm, for example by hitting them, or by failing to act to prevent harm, for 
example by leaving a young or immature child at home alone. Children may be abused in a family or 
community setting known to them or, more rarely, by others unknown to them (via the internet). They may 
be abused by an adult or adults, or another child or children.  

 

 There are four categories of abuse: physical, emotional, sexual and neglect, as defined in Part 1 of KCSIE 
and reproduced in Appendix 1.  
Staff should be aware that these are rarely standalone events that can be covered by one definition or 
label. In most cases, multiple issues will overlap with one another.  
 

 Harm - The Children Act 1989 defines harm as “ill-treatment or the impairment of health or development”. 

Ill-treatment includes sexual abuse and forms of ill-treatment which are not physical. Impairment can also 

include being suffered by hearing or seeing the ill-treatment of another. Health means either physical or 

http://www.legislation.gov.uk/ukpga/1989/41/contents
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mental health and development means physical, intellectual, emotional, social or behavioural 

development.  

 

 Significant Harm - According to Working Together to Safeguard Children significant harm refers to “the 

threshold that justifies compulsory intervention in family life in the best interests of children, and gives 

Local Authorities a duty to make enquiries to decide whether they should take action to safeguard or 

promote the welfare of a child who is suffering or likely to suffer significant harm”. 

 

 The legislation, however, does not define the line between harm and significant harm. Significant should be 

given its ordinary meaning (i.e. considerable, noteworthy or important). The child’s particular 

characteristics also need to be taken into consideration. Whether the harm is significant is determined by 

comparing the child’s health and development with what could reasonably be expected from a similar 

child.  

 

 There are no clearly defined criteria to judge whether harm meets the threshold of significant – it can be 

the result of a traumatic event or a compilation of acute and long-standing events. As highlighted in 

Working Together, some children live in family and social circumstances where their health and 

development are neglected. For them, it’s the corrosiveness of long term emotional, physical or sexual 

abuse that causes impairment to the extent of constituting significant harm. 

 
6.1 Working Together to Safeguard Children lists the following as factors to consider in understanding and 

identifying significant harm: 

 The nature of harm, in terms of maltreatment or failure to provide adequate care; 
 The impact on the child’s health and development; 
 The child’s development within the context of their family and wider environment; 
 Any special needs, such as a medical condition, communication impairment or disability, that may affect 

the child’s development and care within the family; 
 The capacity of parents to meet adequately the child’s needs; and, 
 The wider and environmental family context.     

7. Notifying Parents 
 

Where appropriate, parents will be kept informed of any action to be taken under these procedures. 
However, there may be circumstances when, in support of a child about whom there are concerns (including 
relating to terrorism), the DSL will need to consult the Headmaster, the DO,CSC and / or the Police before 
discussing details with parents.  

 

8. Teaching Pupils about Safeguarding 
 

The School promotes the welfare of children through the assemblies programme and through weekly PSHE 
sessions. Pupils in Year 6 attend LBRUT’s Junior Citizen Day where they learn how to keep safe in everyday 
life. Opportunities are given for discussion in Form Tutor periods and at the Pupil Council where 
representatives from each class in the Senior School meet to discuss points raised on an agenda.  

Mall School homework diaries contain useful information about safeguarding for pupils in Years 4-8. 

The PSHE programme covers issues that play a part in safeguarding children, such as, anti-bullying, internet 
safety, personal safety, recognising feelings, dealing with issues and drug awareness. The programme will 
be taughtfollowing the principles of keeping children safe and prepare children for the world they are 
growing up in. The content should always be age appropriate. The NSPCC’s ‘Speak out, stay safe’ module is 
covered in a structured programme in the autumn term. Anti-Bullying week and Safer Internet Day are 

http://www.education.gov.uk/publications/standard/publicationdetail/page1/DCSF-00305-2010
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acknowledged through guest speakers and assemblies and follow-up form time and PSHE lessons. From 
September 2020, the School will be teaching Relationships and Sex Education based on the DfE advice.  
” 

Online safety sessions are arranged for parents and pupils by visiting speakers every year.  

Pupils are taught through a broad and balanced curriculum how to keep themselves safe and are given the 
information to avoid situations and persons, including over the internet and mobile technology, which/who 
could lead them into harm. 

 

9. Safeguarding Record Keeping at the Mall School 
 

Safeguarding records should be kept securely locked. Safeguarding files contain all reports, notes and 
correspondence referring to a child. 

Safeguarding information is confidential and should not be kept on the child’s school file. Parents do not have 
automatic access to the safeguarding file. 

Schools should be notified by CSC when a child on the safeguarding register starts at the school, or if a pupil’s 
name has been placed on the register, or has been removed from the register. If a safeguarding file has been 
started for a child who then moves school, the entire contents of the file should be sent to the receiving 
school/college. The information should be sent under separate cover to the School file, in a sealed envelope to 
the Headteacher, marked ‘Strictly Confidential’. 

Not all safeguarding information results in a referral. A record is made of any information, including hearsay and 
‘nagging doubts’. This information should be passed to the designated person, so that it can all be kept together. 

Access to the information on file should be on a need-to-know basis among the staff. This can only be decided 
on a case-by-case basis. The confidentiality of the child and family should be respected as far as possible, but the 
welfare of the child is paramount. 

All information must be shared with CSC and/or police and health services, as appropriate, where there is 
concern that a child is at risk of significant harm. Safeguarding information should not ordinarily be shared with 
agencies other than these statutory agencies e.g. information should not be released to solicitors etc. 

 

10. Online Safety 
 

Mobile devices and computers are a source of education, communication and entertainment. However, we 
know that some adults and young people may use these technologies to harm children. The harm might range 
from sending hurtful or abusive texts, messages and emails, webcam filming and photography, to enticing 
children to engage in sexually harmful conversations online, to be at risk of radicalisation or face-to-face 
meetings. It is essential that children are safeguarded from potentially harmful and inappropriate online 
material.  

Pupils receive guidance on cyber safety through our PSHE programme, assemblies and visiting speakers. Cyber-
bullying by pupils, via texts and emails, will be treated as seriously as any other type of bullying and will be 
managed through our anti-bullying procedures.  

The School has filters in place and monitoring systems in place which protect children from online abuse without 
overblocking or imposing unreasonable restrictions as to what they can be taught through working online. 

Chat rooms and social networking sites are sources of risk of inappropriate and harmful behaviour, and some 
children will undoubtedly be ‘chatting’ on mobile or social networking sites at home. Staff recognise that 
children are capable of abusing their peers via mobile technology and chat rooms, and that this will not be 
tolerated or passed off as ‘banter’.   

The School holds an evening talk on online safety (alternate years) for parents, with a speaker recommended by 
the Kingston and Richmond Safeguarding Children Partnership , to help them understand and be aware of the 

possible risks of mobile and computer technology and to be able to respond appropriately in cases of online 
harm.  

Please refer to The Mall School ICT Policy and Anti-Bullying Policy for further information. 

 

11. Photography and Images 
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Although most people who take photographs and videos of children do so for entirely innocent, 
understandable and acceptable reasons, we have to ensure that appropriate safeguards are in place for 
those who choose to abuse children through taking or using images.  

To protect children we will:  
 

 seek consent for photographs to be taken or published for example in the School’s promotional 
material; 

 remind parents at the start of events, plays and concerts, about the School’s policy on taking 
photographs i.e. the images should not be made publicly available on social networking sites or on 
other public areas of the internet; 

 remind parents and Staff not to use flash photography as this can cause distress or can trigger seizures 
in those with medical conditions; 

 only use the child’s first name with an image unless parents have consented for the pupil’s full name to 
appear next to the image;  

 ensure that children are appropriately dressed; 
 encourage children to tell us if they are worried about any photographs that are taken of them. 

 

EYFS: For any staff working with Reception boys, while they are on duty, mobile phones must be stored in 
the office either at Mall Infants or on the main school site. Any photographs that need to be taken for 
reporting purposes must be taken with a school camera that remains on site.  

Staff must not take pictures of the children attending the School using their mobile phones. Only the 
School’s equipment may be used to take photographs or videos of children.  

Parents who do not want their child’s name or photograph or image to appear in any of the School’s 
promotional material must make sure that their child knows this and must write immediately to the 
Headmaster stating this and request an acknowledgement of their letter. 

Staff will intervene if a pupil appears to be worried by someone taking photographs of them or the 
behaviour of the adult taking images seems unusual. Staff must report the matter to the DSL as soon as 
possible to allow the concern to be followed up. The police will be informed in cases of serious concern. 

 

12. Missing Child Procedures 
 

If a child goes missing from school this is a potential indicator of abuse or neglect. All staff should be aware 
of the school’s procedures which are used for searching for and reporting any pupil missing from school. The 
procedure includes the requirement to record any incident, the action taken and the reasons given by the 
pupil for being missing; and to help prevent the risks of their going missing in future. 

Registers are carefully monitored to identify any trends. Action should be taken if any absence of a pupil 
gives rise to concerns about their welfare.  The school holds more than one emergency contact number for 
each pupil (in accordance with KCSiE) in order to facilitate contacting parents or guardians if a pupil is not at 
school when they are expected to be. 

Please see the Pupils’ Health, First Aid and Security Policy and the Attendance Policy for more detailed 
information. 

 

13. School trips and off-site arrangements 
 

During School trips and off-site activities, the School’s normal Safeguarding Policy and Procedures apply.   

When our children attend off-site activities, including those abroad on School trips, we will check that effective 
child protection arrangements are in place.  

All Staff are bound by the School’s Health and Safety – Tours, Visits and Events Policy when arranging and 
organising off-site trips.  
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14. Secure School Premises 
 

The School will take all practicable steps to ensure that the School premises are as secure as circumstances 
permit. 

Staff enter and exit the School using a magnetic ID card tapped on a receiver. This information will be used in 
the event of a fire. All members of staff will receive and wear at all times (while on the School premises) a 
magnetic photo ID badge attached to a blue lanyard labelled ‘STAFF’.  

Access outside school hours is via ID cards (depending on access level). Parents can access after school club 
buildings via an intercom. Doors are also locked with a key and alarmed overnight. 

The School keeps a visitors book at Reception. All visitors must sign in on arrival and sign out on departure 
and be escorted when on School premises by a member of staff or an appropriately vetted volunteer.  

Visitors on arrival will be handed a name badge attached to a red lanyard labelled ‘VISITOR’ which must be 
worn at all times while on the School premises. They are also requested to read the safeguarding procedures 
and fire safety card at Reception.  

All badges contain contact information for the DSL, deputy and children’s social care services.  

See: Pupils’ Health, First Aid and Security Policy for more detailed information. 

 

15. Visiting Speakers 
 

The School must ensure all visiting speakers (i.e. visitors to the School who give talks, seminars, and practical 
workshops) are suitable and appropriately supervised.  

Staff responsible for a visiting speaker are reminded that all visitors to the School must be: 

 

 signed in and handed a visitor’s red lanyard at Reception on arrival and have their ID checked; 

 asked to read the safeguarding procedures and fire safety procedures on a laminated card situated on the 
desk at Reception; 

 collected from Reception by an appointed member of staff; and 

 supervised at all times while on the School site by the member of staff responsible for the visit. Visiting 
speakers must never be placed in a position of being alone with pupils. 

 

16. Safer Recruitment 
 

The School is committed to safer recruitment, for which the ultimate responsibility lies with the Governing 
Body. The School makes appropriate checks on all staff including through the Disclosure and Barring 
Services (DBS) and obtaining and following up on references.  
 
EYFS: The School ensures that Staff are compliant with the requirements of the Childcare Act 2006 (the Act) 
and the Childcare (Disqualification) Regulations 2009 (the Regulations) and the related DfE Statutory 
Guidance as the school provides an education to children under 8 years of age.  

Any member of staff who comes into contact with those children has to complete a self-declaration form 
before commencing work. This is then recorded on the Single Central Register.  

The requirement also guards against an individual working with young people who may be under the 
influence of a person who lives with them and where that person may pose a risk to children by association 
and will therefore be disqualified by association.  

All those engaged in teaching work (whether or not they are a qualified teacher) have a prohibition from 
teaching check completed and all checks are recorded on the Single Central Register.  

Agency staff and supply staff are checked on arrival at school to confirm that they are the same person that 
the agency has provided the vetting checks for.  
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See Recruitment of Staff Policy for further details. 
               

17. Specific Safeguarding Issues                    

 
All staff should have an awareness of safeguarding issues – some of which are listed below. Staff should be 
aware of the behaviours linked to drug taking, alcohol abuse, truanting and sexting. 
 
Expert and professional organisations are best placed to provide up-to-date guidance and practical support 
on specific safeguarding issues. For example the NSPCC offers information for schools at 
http://www.nspcc.org.uk.  
 
Examples of safeguarding issues could include: 
 
 Physical Abuse 
 • Violence, particularly pre-planned 
 • Forcing others to use drugs or alcohol 
 
 Emotional Abuse 
 • Blackmail or extortion 
 • Threats and intimidation 
 
 Sexual Abuse 
 • Indecent exposure, indecent touching or serious sexual assaults 
 • Forcing others to watch pornography or take part in sexting 
  
Staff can also find government guidance on the issues below via the GOV.UK website. GOV.UK 
 
Bullying, including cyber bullying, domestic violence, drugs, fabricated or induced illness, faith abuse, gangs 
and youth violence, gender-based violence against women and girls, mental health, sexting, teenage 
relationship abuse and trafficking. 
 
Non- governmental advice is also available regarding other safeguarding issues as follows: eating disorders 
and self-harm.  

 

KCSIE 2019 acknowledges the following as specific safeguarding issues in Annex A 

 

17.1  Children Missing From Education 

All children, regardless of their circumstances, are entitled to an education suitable to their age, ability, 
aptitude and any special educational needs they may have. Children missing from, or at risk of missing, 
education are at risk of underachieving and becoming not in education, employment or training in later life. 
They may also be at risk of abuse or sexual exploitation. 

Staff are informed of the separate procedures to be used for reporting any pupil missing from school. These 
procedures have regard to relevant statutory and local authority guidance. The procedure includes the 
requirement to record any incident, the action taken and the reasons given by the pupil for being missing; 
and to help prevent the risks of their going missing in future.  

 

Schools should put in place appropriate safeguarding policies, procedures and responses for children who go 
missing from education, particularly on repeat occasions. It is essential that all staff are alert to signs to look 
out for and the individual triggers to be aware of when considering the risks of potential safeguarding 
concerns such as travelling to conflict zones, FGM and forced marriage.   
 

http://www.nspcc.org.uk/
https://www.gov.uk/
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There are numerous reasons why children are missing from education or are at risk of becoming missing 
from education. Including: 
 

 behavioural difficulties meaning they cannot attend mainstream schools; 

 delays in returning from a holiday so they are considerably late returning to school; 

 they are educated at home; 

 they have been permanently excluded; 

 they have medical needs that cannot be met in mainstream schools; or 

 they have special educational needs that cannot be met in their current provision 

 
The School has an admission register and an attendance register. All pupils must be placed on both registers. 

Please see the School’s separate Attendance Policy and Missing Pupils Policy for further details.  

These procedures include: 

a. safeguarding responses to children who go missing from education, particularly on repeat occasions, which 
help identify the risk of abuse and neglect and which help to prevent the risks of the child going missing in 
the future; 

b. the requirement to record the incident, the action taken and the reasons given for the pupil being missing; 
c. to notify the local authority when the school is about to remove or add a pupil from or to the school 

admission register at a non-standard transmission point; 
d. to make reasonable enquiries to establish the whereabouts of a child, jointly with the local authority, before 

deleting the pupil’s name from the register. 

 
All schools must inform their local authority of any pupil who is going to be deleted from the admission 
register where they: 

 have been taken out of school by their parents and are being educated outside the school system e.g. home 
education;  

 have ceased to attend school and no longer live within reasonable distance of the school at which they are 
registered;  

 have been certified by the school medical officer as unlikely to be in a fit state of health to attend school 
before ceasing to be of compulsory school age, and neither he nor his parent has indicated the intention to 
continue to attend the school after ceasing to be of compulsory school age;  

 are in custody for a period of more than four months due to a final court order and the proprietor does not 
reasonably believe they will be returning to the school at the end of that period;  

 or, have been permanently excluded. 

 

The local authority must be notified when a school is to delete a pupil from its register under the above 
circumstances. This should be done as soon as the grounds for deletion are met, but no later than deleting 
the pupil’s name from the register. All schools must inform the local authority of any pupil who fails to 
attend school regularly, or has been absent without the school’s permission for a continuous period of 10 
school days or more, at such intervals as are agreed between the school and the local authority. 

 
17.2 Child Sexual Exploitation  

 

Child sexual exploitation (CSE) is a form of sexual abuse where children are sexually exploited for money, 
power or status. Sexual abuse may involve physical contact, including assault by penetration, or non-
penetrative acts such as masturbation, kissing, rubbing and touching outside clothing. It may include non-
contact activities, such as involving children in the production of sexual images, forcing children to look at 
sexual images or watch sexual activities, encouraging children to behave in sexually inappropriate ways or 
grooming a child in preparation for abuse (including via the internet). It can involve violent, humiliating and 
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degrading sexual assaults. In some cases, young people are persuaded or forced into exchanging sexual 
activity for money, drugs, gifts, affection or status.  

Consent cannot be given, even where a child may believe they are voluntarily engaging in sexual activity with 
the person exploiting them. Child sexual exploitation can occur in all communities and amongst all social 
groups and can affect girls and boys. A significant number of children who are victims of sexual exploitation 
may have been victims of other forms of abuse and may go missing from home, care and education at some 
point.  

CSE is never the victim’s fault. All children and young people have a right to be safe and should be protected 
from harm.  

Early sharing of information is key to providing effective help where there are emerging problems, but CSE is 
complex and children are often reluctant to disclose experiences of exploitation due to misplaced feelings of 
loyalty and shame.  

Local multi-agency safeguarding arrangements will set out the process for referring concerns. Anyone can 
make a referral and ask for advice. If a child is considered to be in immediate danger the police should be 
contacted.  

See Annex A in KCSIE Page 77-78 for some of the signs that may be indicators of sexual exploitation. 

See Working Together to Safeguard Children update February 2017: Child Sexual Exploitation for further 
information 

 

17.3   Honour Based Violence  

 

So-called ‘honour-based’ violence (HBV) encompasses crimes which have been committed to protect or 
defend the honour of the family and/or community, including Female Genital Mutilation (FGM) forced 
marriage, and practices such as breast ironing. Whilst growing up, a child may be taught that a set of 
behaviours are deemed to be honourable. If they display any dishonourable behaviours they may be 
abused by their family or members of their community as punishment. 

 

All forms of so-called HBV are abuse (regardless of the motivation) and should be handled and escalated as 
such. Professionals in all agencies need to be alert to the possibility of a child being at risk of HBV, or already 
having suffered from HBV.  

If Staff have a concern regarding HBV where a child might be at risk they should inform the DSL.  

 

17.4 Female Genital Mutilation  

 

While the School is a boys’ school, Staff may become aware of a family member of a pupil or a sibling being 
at risk of Female Genital Mutilation (FGM). 
 
Professionals in all agencies, and individuals and groups in relevant communities, need to be alert to the 
possibility of a girl being at risk of FGM, or already having suffered FGM. There is a range of potential 
indicators that a child or young person may be at risk of FGM, which individually may not indicate risk but if 
there are two or more indicators present this could signal a risk to the child or young person. Victims of FGM 
are likely to come from a community that is known to practise FGM. Professionals should note that girls at 
risk of FGM may not yet be aware of the practice or that it may be conducted on them, so sensitivity should 
always be shown when approaching the subject. FGM is illegal in the UK and is a form of child abuse with 
long-lasting harmful consequences.  
 
Section 5B of the Female Genital Mutilation Act ( section 74 of the Serious Crime Act 2015) places a 
statutory duty upon teachers to report to the police where they discover (either through disclosure or visual 
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evidence) that FGM appears to have been carried out on a girl under 18.  
 
Teachers should follow normal safeguarding procedures and discuss their concerns with the DSL 
immediately. Teachers must personally report to the police where they discover that an act of FGM has 
been carried out.  Those failing to report such cases will face disciplinary actions. If staff have a concern they 
should activate local safeguarding procedures, using existing national and local protocols for multi-agency 
liaison with police and children’s social care. 

 
17.5  Preventing Radicalisation 

 

The referral procedures set out in this policy also apply where there are concerns about children who have 
been drawn into terrorism. In accordance with the Department of Education statutory guidance The 
Counter-Terrorism and Security Act 2015: Prevent Duty, places a duty on specified authorities, including 
schools, to have due regard to the need to prevent people from being drawn into terrorism (‘the Prevent 
Duty’). 

The School recognises its duty to have due regard to the need to prevent pupils from being drawn into 
terrorism and adopts appropriate protocols to minimise the risk. The DSL is the Prevent Duty person 
responsible for coordinating action within the School and liaising with other agencies. 
 

 Although the School assesses the risk to be low at present, the School will implement prevention measures 
such as restricting access to internet sites likely to promote terrorist and extremist materials, discussing 
these dangers with pupils when appropriate, and undertaking Prevent awareness staff training periodically 
to ensure that staff are able to identify pupils at risk and know how to intervene.  

 

 The School will also assess and manage appropriately any risks posed by visiting speakers who will always 
be checked as suitable before being permitted to visit the School. The School will work in partnership with 
Kingston and Richmond Safeguarding Children Partnership over such matters.  

 

 Protecting children from the risk of radicalisation should be seen as part of the schools’ wider safeguarding 
duties, and is similar in nature to protecting children from other forms of harm and abuse. During the 
process of radicalisation it is possible to intervene to prevent vulnerable people being radicalised. 

 

 The DSL is the School’s point of contact to oversee and coordinate the implementation of the School’s 
Prevent duty. The DSL undertakes Prevent awareness training and is able to provide advice and support to 
other members of staff. The School will work with the Kingston and Richmond Safeguarding Children 
Partnership and make referrals, where appropriate, through the Channel programme contacts (see contacts 
page for DFE contact details). 

 

 The School helps to protect children from extremist views in many of the same ways that they help to 
safeguard children from other dangers. This will be through staff training and helping children become 
aware through PSHE lessons.  

 

 Staff should be alert to changes in children’s behaviour which could indicate that they may be in need of 
help or protection. School staff should use their professional judgement in identifying children who might be 
at risk of radicalisation and act proportionately which may include making a referral to the Channel 
programme. 

 

 Radicalisation refers to the process by which a person comes to support terrorism and forms of extremism. 
There is no single way of identifying an individual who is likely to be susceptible to an extremist ideology.  

 

Further information on preventing radicalisation and extremism, including examples of indicators of pupils 
who can be vulnerable to radicalisation, can be found in Appendix 4 of this policy. 
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17.6 Children with Special Educational Needs and Disabilities (SEND) 
 

Children with special educational needs and disabilities can face additional safeguarding challenges.  
Staff are aware of the children who have been identified as having a special educational need, as defined 

by the SEN code of practice 2014. They are supported in their teaching by the Special Educational Needs 

Coordinator (SENCO) who provides training for teaching staff and Individual Education Plans (IEPs) for 

those with a diagnosed condition. Children with SEND may display characteristics in their behaviour, moods 

or injuries that may also be indicators of abuse and neglect.  Any indicators of possible abuse are to be 

identified early to the DSL and deputy and not assumed to be related to a child’s SEND.  

Children with SEND can be disproportionally impacted by things like bullying and if a child has difficulties 

communicating with adults this can also prevent a child disclosing a concern.  

Staff receive regular training from the SENCO. See SEN and Learning Support policy.      
17.7 Serious Violence 

 
All staff should be aware of indicators, which may signal that children are at risk from, or are involved with 
serious violent crime. These may include increased absence from school, a change in friendships or 
relationships with older individuals or groups, a significant decline in performance, signs of self-harm or a 
significant change in wellbeing, or signs of assault or unexplained injuries. Unexplained gifts or new 
possessions could also indicate that children have been approached by, or are involved with, individuals 
associated with criminal networks or gangs. All staff should be aware of the associated risks and 
understand the measures in place to manage these. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Child Protection Procedures 
 

Safeguarding and promoting the welfare of children is everyone’s responsibility.  

Everyone who comes into contact with children and their families has a role to play in safeguarding 

children.  
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In order to fulfil this responsibility effectively, all professionals should make sure their approach is child –

centred. This means that they should consider, at all times, the best interests of the child.   

Children are clear what they want from an effective safeguarding system as described in Working Together 
to Safeguard Children March  
 

 Vigilance: to have adults notice when things are troubling them 

 Understanding and action: to understand what is happening; to be heard and understood; and to 
have that understanding acted upon 

 Stability: to be able to develop an on-going stable relationship of trust with those helping them 

 Respect: to be treated with the expectation that they are competent rather than not 

 Information and engagement: to be informed about and involved in procedures, decisions, concerns 
and plans 

 Explanation: to be informed of the outcome of assessments and decisions and reasons when their 
views have not met with a positive response 

 Support: to be provided with support in their own right as well as a member of their family 

 Advocacy: to be provided with advocacy to assist them in putting forward their views 

 

It is important that a child at risk receives the right help at the right time, in order to address the risks and 

prevent matters escalating.   

Effective safeguarding systems are those where:  

 the pupil’s needs are paramount; 

 all Staff understand that the needs and wishes of each child should be put first so that every child 

receives the support they need before a problem escalates; 

 all Staff are alert to a child’s needs and the risks abusers may pose to children; 

 all Staff share appropriate information in a timely way and discuss any concerns about an individual with 

colleagues and Kingston and Richmond Safeguarding Children Partnership; 

 qualified and experienced professionals contribute to whatever outcomes are needed to safeguard and 

promote a child’s welfare and take part in reviewing the outcomes for the child against specific plans.  

 

Teachers and non-teaching staff working at The Mall School have a vital role to play in both the 
prevention and detection of abuse. Detection of abuse often depends in the first instance, on suspicion.  
 
Staff are in a unique position to observe children’s behaviour over time, and often develop close and 
trusting relationships with pupils. Staff may well be the first to suspect that something is amiss when an 
individual behaves atypically, withdraws from social contacts with others, exhibits anxiety or stress 
symptoms in School, appears unusually distressed, confused or disturbed. It is important that all staff 
understand their responsibility to: identify, act on and refer the early signs of abuse and neglect, keep 
clear written records, listen to the view of the child, reassess concerns when situations do not improve, 
share information quickly and challenge inaction. 
 
 
All staff at The Mall are expected to comply with statutory guidance Working Together to Safeguard 
Children unless exceptional circumstances arise.  
 

1. What to do if you suspect a child is at risk of significant harm 
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If a member of Staff is concerned that a pupil may be suffering significant harm or is at risk of significant 

harm, the matter should be referred to the DSL, or deputy (if the boy is in Reception to Year 3) as soon as 

possible.  

If there is a risk of immediate  serious harm to a child a referral should be made to Children’s Social Care 

immediately: 020 8547 5008. In an emergency dial 999 and request the appropriate emergency service. 

 

Anyone can make such a referral. 

 

If anyone other than the DSL makes the referral they should inform the DSL as soon as possible. 

The Local Authority should make a decision within one working day of a referral being made about what 

course of action they are taking and should let the referrer know the outcome. Staff should follow up the 

referral should that information not be forthcoming. All concerns, discussions and decisions made and the 

reasons for those decisions should be recorded in writing.   

Use the record of concern form in Appendix 7 

 

2. What to do if a child discloses information to you  

 
It takes a lot of courage for a child to disclose that they are being neglected or abused. They may feel 
ashamed, particularly if the abuse is sexual, they may feel worried or frightened about telling an adult, they 
may have lost all trust in adults or they may believe that it is their own fault.  
 
If a child talks to you about any risks to their safety or wellbeing you will need to let them know that you 
must pass the information on – you are not allowed to keep secrets or promise confidentiality. 
 
 
Basic guidelines for dealing with disclosures  

 
When a child discloses abuse:  

 Stay calm and listen  

 Go slowly 

 Reassure them that they have not done anything wrong  

 Be supportive  

 Gather essential facts  

 Tell them what will happen next  

 Report  

 Make notes  

 
Stay calm  

 An abused or neglected child or young person needs to know that you are available to help them 

 Reactions of shock, outrage, or fear might make them feel more anxious or ashamed 

 A calm response reassures that what has happened is not so bad and can be worked through  
 

Go slowly  
It is normal to feel inadequate or unsure about what to do or say when a child or young person tells you   
about their abuse.  

 Gentle and open-ended questions such as: "Can you tell me more about what happened?”, “ You seem 
to be upset, is anything troubling you?”, “ Can you tell me more about that?”  

 Avoid questions that begin with "why" 

 
Be reassuring  

 Reassure the child or young person that they have not done anything wrong  
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 Maintain eye contact, offer a glass of water or have tissues available 

 Avoid questions that are usually associated with getting into trouble  
 

Be supportive  
Let the child or young person know:  

 They are not in trouble  

 They are safe with you 

 You are glad that they have chosen to tell you about this  

 They have done the right thing telling you about this  

 You are sorry that they have been hurt or that this has happened to them  

 You will do everything you can to make sure they are not hurt again  

 You know others who can be trusted to help solve this problem  
 

Get only the essential facts  

 Be brief 

 Limit your discussion to finding out generally what took place  

 When you have sufficient information and reason to believe that abuse and/or neglect has occurred, 
gently stop gathering facts and be supportive  

 Don’t probe or investigate or ask leading questions 

 Don’t talk about yourself 

 If the report includes an online element, be aware of searching screening and confiscation advice 
(schools) and UKCCIS sexting advice (for schools and colleges).  The key consideration is for staff not to 
view or forward illegal images of a child but to confiscate any device which they believe (with good 
reason) to have any such images stored on it, and pass the device immediately to the DSL. 

 
Tell them what will happen next  

 Don't make promises to the child about what may or may not happen next  

 Provide only reassurance that is realistic and achievable  

 Discuss with the child what you think will happen next and who will be involved  
 
Report to the DSL or deputy 

 Report disclosures of abuse or neglect immediately to the DSL for follow-up and referral  

 Express your willingness to help the child through the steps which will follow, if appropriate  
 
Make notes  

 Make notes of all comments. Use the child's or young person’s exact words where possible  

 Save all drawings and artwork as this information may need to be shared with Children’s Social 
Services and the police  

 Include clear details and date it if there has been a disclosure about bruising 

 Don’t add your opinion or make a judgement in your report 
 
 

NOTE: Disclosures relating to allegations against volunteers, colleagues and members of staff should be 
treated in the same way. This information must be passed immediately to the Headmaster who will 
ensure the appropriate procedures are followed, or in his absence, the Chair of Governors (unless that 
person is the subject of the concern). See Appendix 5 for procedures to follow in the event of an 
allegation against a member of staff or volunteer. 

 
 
 
 

3. Taking action: advice for staff 
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Key points to remember for taking action: 
 

 In an emergency take the action necessary to help the child and ring 999 

 Report your concern to the DSL as soon as possible (unless there is an allegation against a member of 
staff) 

 If the DSL is not available speak to the deputy or in their absence the most senior person in the school 
that day. If there is a risk of serious harm a referral should be made to CSC immediately 

 Do not start your own investigation 

 Do not discuss any issue with colleagues, friends or family 

 Complete and submit the record of concern  Appendix 7 and include additional notes 

 Seek support for yourself if you are feeling distressed 
 

 

4. Reporting directly to child protection agencies 

If a referral to CSC is appropriate, in most instances, it will be done by the DSL or the deputy. 

However, anyone can make a referral, and if for any reason a staff member thinks a referral is appropriate 

and one hasn’t been made they can and should make a referral themselves.  

 

 Contact the Single Point of Access (SPA) team at Richmond in the first instance for advice on how to 

refer. You may be referred to another Local Authority SPA team.  

         Ring:     020 8547 5008                        Out of hours/weekends:     020 8770 5000 

 The SPA team will require basic information from you such as your name, address and details of the 

child you have concerns about. 

 This information is taken to help the specialist safeguarding team make enquiries and contact you 

again if necessary. Information you supply is done in the strictest of confidence and not disclosed to 

any party; including those connected to the child you have concerns about.  

 Refer to the key contact sheet (on Page 3) for other useful numbers. 

 

5. Notifying parents 

The School will normally seek to discuss any concerns about a child with their parents. This must be 

handled sensitively and the DSL will normally make contact with the parent in the event of a concern, 

suspicion or disclosure. However, if the School believes that notifying parents could increase the risk to the 

child or exacerbate the problem, then advice will be sought from CSC. If the allegation involves a member 

of Staff the parents should only be informed with the DO’s consent. For the avoidance of doubt, referrals to 

CSC or DO do not require parental consent. Staff must act in the best interests of the child, even if this 

means making a referral against the parents’ wishes.  

 
6. Action by the Designated Safeguarding Lead once a concern has been raised 

 

Referrals will be carried out by the DSL or in their absence by the deputy. The School will keep all child 

protection records confidential, allowing disclosure only to those who need the information in order to 

safeguard and promote the welfare of children. The School will cooperate with the police and social services 

to ensure all relevant information is shared for the purposes of child protection investigations under section 

47 of the Children Act (1989) in accordance with the requirements of Working Together to Safeguard 

Children. 
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On being notified of a complaint or suspicion of abuse, the action to be taken by the DSL will take into 
account: 

 the local inter-agency procedures of the Kingston and Richmond Safeguarding Children 
Partnership; 

 the nature and seriousness of the suspicion or complaint. A complaint involving a 
serious criminal offence will always be referred to children's social care and the police; 

 the child's wishes or feelings; and 

 duties of confidentiality, so far as applicable. 
 

If there is room for doubt as to whether a referral should be made, the DSL will consult with children's 
social care on a no names basis without identifying the family. However, as soon as sufficient concern 
exists that a child may be at risk of significant harm, a referral to children's social care will be made 
without delay (and in any event within 24 hours). 

If no response or acknowledgment is received within three working days, the DSL will contact the children's 
social care again. 

The DSL will ensure a safeguarding file is opened and kept up-to-date. 

In circumstances where a pupil has not suffered, and is not likely to suffer, significant harm but is in need of 
additional support from one or more agencies, the DSL will liaise with children's social care and where 
appropriate an inter-agency assessment will take place, including use of the Team around the Child/Family 
approach, as necessary. 

Conversations between safeguarding designated persons at different schools (e.g. sharing concerns or 
asking for information about sibling groups) are perfectly acceptable. Any relevant safeguarding 
information coming to light should be carefully logged. 

 
 

7. Children with harmful behaviour 

There will be occasions when a child’s behaviour requires a response under child protection procedures 
rather than anti-bullying procedures.  All such instances must be reported to the DSL and will be dealt with 
in accordance with the procedures above. Where there is reasonable cause to suspect that a child is 
suffering, or is likely to suffer, significant harm from another child the DSL will refer to external agencies 
including, as necessary, the police and CSC services in accordance with this policy.  
 
The management of children and young people with harmful behaviour can be complex and the School will 
work with relevant agencies to maintain the safety of the School community. Children who display such 
behaviour may be victims of abuse themselves and child protection procedures will be followed for both 
victim and perpetrator.  All children involved will be treated as being at risk. 
 
The School may put in place a risk assessment and a School care plan so Staff are aware of the potential 
dangers if an individual displays difficult behaviour and a strategy is in place to protect the welfare of the 
child and surrounding children and Staff.  
 
A pupil (or pupils) against whom an allegation of abuse has been made may be suspended from the School 
during the investigation. The School will take advice on the investigation and will take appropriate action to 
ensure the safety and welfare of all pupils involved.  
 
If it is necessary for a pupil to be interviewed by the police in relation to allegations of abuse, the School 
will ensure that (subject to the advice of CSC) the pupils’ parents are informed as soon as possible and that 
the pupil is supported during the interview by an appropriate adult. In the case of pupils whose parents are 
abroad, subject to satisfactory risk assessments, a guardian will be requested to provide support to the 
pupil.  
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8. Peer on Peer Abuse, including Bullying and Sexual Violence and Sexual Harassment 
 
KCSIE states that all Staff should be aware that safeguarding issues can often manifest themselves via peer 
on peer abuse. Research consistently finds that peer on peer abuse is experienced by young people aged 10 
upwards, with those being abused generally being slightly younger than those who are abusing them. Peer 
on peer abuse is most likely to include, but is not limited to: physical abuse; emotional abuse; sexually 
harmful behaviours; sexual violence; sexual harassment; sexting (also known as youth produced sexual 
imagery); bullying (including cyber bullying); initiation or hazing-type violence and rituals; gender based 
violence; sexual assaults, upskirting and sexting; prejudiced behaviour; and teenage relationship abuse.  

While bullying between children is not a separate category of abuse and neglect, it is a very serious issue 
that can cause considerable distress and/or anxiety. Bullying behaviour can raise safeguarding concerns and, 
when it does so, procedures in this policy will be followed. The School is determined that no kind of bullying 
or peer on peer abuse will be tolerated by pupils, parents or staff at the School. Staff should always be clear 
that abuse is abuse and should never be passed off as ‘banter’, ‘just having a laugh’ or ‘part of growing up’. 
While the school recognizes the gendered nature of peer on peer abuse (i.e. that it is more likely that girls 
will be victims and boys perpetrators), but that all peer on peer abuse is unacceptable and will be taken 
seriously. 

Please refer to The Mall School’s Anti-Bullying Policy for further information which can be found on the 
School shared drive and website.  

Staff will be made aware of the harm caused by bullying through anti-bullying training and of the harm 
caused by other types of peer on peer abuse through safeguarding training and will use the School’s anti-
bullying and safeguarding procedures where necessary. Pupils will be made of the harm causes by bullying 
and other forms of peer on peer abuse, and the procedures the school has in place to minimize the risk of 
peer on peer abuse, through PSHE, form tutors and the assembly programme. 

The School is committed to preventing peer on abuse and bullying by:  

 
 providing a developmentally appropriate PSHE syllabus which develops boys’ understanding of  

 acceptable behaviour and keeping themselves safe; 

 having systems in place for any pupil to raise concerns with staff, knowing that they will be listened 

 to, believed and valued; and, 

 providing targeted support through our mentoring system for pupils identified as being a potential 

 risk to other pupils.   

 

 

9.  Peer on Peer Allegation 
 

If there is a concern, the school will follow the guidance in KCSiE (2019) Part 5: Child on child sexual 
violence and sexual harassment. 

 
10.  Sharing Information and Confidentiality  

 

Effective sharing of information between professionals and local agencies is essential for effective 
identification, assessment and service provision. Early sharing of information is the key to providing 
effective early help where there are emerging problems. It is also essential for putting in place effective 
child protection services. Fears about sharing information cannot be allowed to stand in the way of the 
need to promote the welfare and protect the safety of children.  



28  

All staff will understand that child protection issues necessitate a high level of confidentiality, not only out 
of respect for the child and staff involved, but also to ensure that information being released into the public 
domain does not compromise evidence.  

Staff must not promise confidentiality to a pupil and will always act in the best interests of the child.  

Staff should only discuss concerns with the DSL, deputy, Headmaster or Chair of Governors, depending on 
the subject of the concern. That person will then decide who else needs to have the information on a ‘need 
to know’ basis.  

The School will cooperate with the police and the CSC to ensure that all relevant information is shared for 
the purposes of child protection investigations under Section 47 of the Children Act 1989 in accordance 
with the requirements of Working Together to Safeguard Children. 

Record of concern forms and other information will be stored in a locked facility and any electronic 
information will be password protected and only made available to relevant individuals.  

 
11. Safeguarding Complaints and Allegations 

 
All complaints and concerns about staff and poor or unsafe practice will be considered carefully by the School 
and appropriate action will be taken.  
 
The School’s complaints procedure will normally be followed where a parent raises a concern about poor 
practice or wrongdoing by staff in the workplace. The complaints procedure is available to all parents and 
staff via the Grievance policy. 
 
Every pupil should feel able to raise safeguarding concerns with a member of staff whom he feels he can 

trust. Staff who hear about concerns, suspicions or allegations from a pupil must relay the concerns 

immediately and appropriately to the relevant person - usually this will be the Assistant Head (Pastoral) (the 

DSL) or the Head of Juniors (the deputy), in accordance with the procedures outlined in Appendix 5. 

 

The School has procedures for dealing with allegations against staff, Governors and volunteers who work 

with children that aim to strike a balance between the need to protect children from abuse and the need 

to protect staff and volunteers from false or unfounded allegations. Guidance is given to staff and 

volunteers to ensure that their behaviour and actions do not place pupils or themselves at risk of harm or 

of allegations of harm to a pupil. This guidance is contained in the Staff Handbook and includes detail of 

additional safeguarding arrangements where staff engage in one-to-one teaching and meetings.  

 

The School policy ‘Allegations of abuse made against teachers and other staff’ outlines how to manage 

cases of allegations that might indicate a person would pose a risk of harm if they continue to work in 

regular or close contact with children in their present position, or in any capacity. 

The policy relates to members of staff and volunteers who are currently working at The Mall regardless of 

whether the School is where the alleged abuse took place. Allegations against someone who is no longer 

volunteering or working at the school must be referred to the police. 

 

(See Appendix 5 for the policy on ‘Allegations of abuse made against teachers and other staff’)    

 
12. Whistleblowing 
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The School's separate Whistleblowing Policy sets out the procedures for reporting wrongdoing by staff in the 
workplace or failures to properly safeguard the welfare of pupils. It is important that all staff are aware of 
the procedures and that there is a culture in the School that enables safeguarding concerns to be raised. The 
Whistleblowing code is also set out in the Staff Handbook.  

Where a member of staff feels unable to raise an issue or feels that their genuine concerns are 
not being addressed, other whistleblowing channels may be open to them.   

The NSPCC whistleblowing helpline is available for this purpose. 0800 028 0285 

        The line is available from 8.00am to 8.00pm Monday to Friday   Email help@nspcc.org.uk 
  

mailto:help@nspcc.org.uk
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Appendix  1   Types and Signs of Abuse 
 

Abuse is a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm, or 
by failing to act to prevent harm. They may be abused by an adult or adults or another child or children. 
Children may be abused in a family or in an institutional or community setting by those known to them, 
or, more rarely, by those unknown to them – ie on the internet.  
 
Factors which may make a child particularly vulnerable to abuse include: 

 

 disabled or have special educational needs 

 is a young carer 

 living in an identified  domestic abuse situation 

 asylum seekers 

 affected by a parent/s with mental health problems or living in a chaotic, 
unsupportive home situation 

 affected by known parental substance misuse 

 living in temporary accommodation 

 vulnerable to being bullied or engaging in bullying 

 living away from home 

 vulnerable to discrimination and maltreatment on the grounds of race, 
ethnicity, disability, religion or sexuality 

 do not have English as a first language 

 live transient lifestyles 

 vulnerable to extremism or radicalization 

 involved directly or indirectly with child trafficking or prostitution 

 children in care or who have returned home to their family from care 

 at risk of female genital mutilation or forced marriage 
 

Staff members working with children are advised to maintain an attitude of ‘it could happen 
here’ where safeguarding is concerned.  
 
Part one of KCSIE 2019 describes the following types of abuse and neglect: 

 

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

 

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

 

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

 

Neglect: the persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in 
the serious impairment of the child’s health or development. Neglect may occur during pregnancy as a result 
of maternal substance abuse. Once a child is born, neglect may involve a parent or carer failing to: provide 
adequate food, clothing and shelter (including exclusion from home or abandonment); protect a child from 
physical and emotional harm or danger; ensure adequate supervision (including the use of inadequate care-
givers); or ensure access to appropriate medical care or treatment. It may also include neglect of, or 
unresponsiveness to, a child’s basic emotional needs. 

 
Recognising Abuse 

 
   PHYSICAL  Abuse  

Physical signs to look out for: 

 Injuries which the child cannot explain, or explains unconvincingly. 

 Injuries which have not been treated or treated inadequately. 

 Injuries on parts of the body where accidental injury is unlikely, such as the cheeks,
 chest or thighs. 

 Bruising which reflects hand or finger marks. 

 Cigarette burns, human bite marks. 

 Broken bones (particularly in children under the age of two). 

 Scalds, especially those with upward splash marks where hot water has been 
 deliberately thrown over the child, or ‘tide marks’ – rings on the child’s arms,   
 legs or body where the child has been made to sit or stand in very hot water. 

 

 

Behavioural signs to look out for: 

 A child who is reluctant to have his parents contacted. 

 Aggressive behaviour or severe temper outbursts. 

 A child who runs away or shows fear of going home. 

 A child who flinches when approached or touched. 

 Reluctance to get undressed for sporting or other activities where changing 
into other clothes is normal. 

 Covering arms and legs even when hot. 

 Depression or moods which are out of character with the child’s general behaviour. 

 Unnaturally compliant behaviour towards parents or carers. 
 

 
 

                    EMOTIONAL  Abuse 

Physical signs to look out for: 

 A failure to grow or to thrive (particularly if the child thrives when away from home). 

 Sudden speech disorders. 

 Delayed development, either physical or emotional. 

 

Behavioural signs to look out for: 

 Compulsive nervous behaviour such as hair twisting or rocking. 
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 An unwillingness or inability to play. 

 An excessive fear of making mistakes. 

 Self-harm or mutilation. 

 Reluctance to have parents contacted. 

 An excessive deference towards others, especially adults. 

 An excessive lack of confidence. 

 An excessive need for approval, attention and affection. 

 An inability to cope with praise. 

 
 

                    SEXUAL  Abuse 

Physical signs to look out for: 

 Pain, itching, bruising or bleeding in the genital or anal areas. 

 Any sexually transmitted disease. 

 Recurrent genital discharge or urinary tract infections without apparent cause. 

 Stomach pains or discomfort when the child is walking or sitting down. 

 

Behavioural signs to look out for: 

 Sudden or unexplained changes in behaviour. 

 An apparent fear of someone. 

 Running away from home. 

 Nightmares or bed-wetting. 

 Self-harm, self-mutilation or attempts at suicide. 

 Abuse of drugs or other substances. 

 Eating problems such as anorexia or bulimia. 

 Sexualised behaviour or knowledge in young children. 

 Sexual drawings or language. 

 Possession of unexplained amounts of money. 

 The child taking a parental role at home and functioning beyond their age level. 

 The child not being allowed to have friends (particularly in adolescence). 

 Alluding to secrets which they cannot reveal. 

 Telling other children or adults about the abuse. 

 Reluctance to get undressed for sporting or other activities where changing 
into other clothes is normal. 

 
 
NEGLECT 

Physical signs to look out for: 

 Being constantly hungry and sometimes stealing food from others. 

 Being in an unkempt state; frequently dirty or smelly. 

 Loss of weight or being constantly underweight. 

 Being dressed inappropriately for the weather conditions. 

 Untreated medical conditions – not being taken for medical treatment for 
illnesses or injuries. 
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Behavioural signs to look out for: 

 Being tired all the time. 

 Frequently missing school or being late. 

 Failing to keep hospital or medical appointments. 

 Having few friends. 

 Being left alone or unsupervised on a regular basis. 

 Compulsive stealing or scavenging, especially of food 
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Appendix 2: Roles and Responsibilities of the Designated Safeguarding Lead and Deputy 
 

In accordance with Annex B of Keeping Children Safe in Education 2019, the broad areas of 
responsibility for the Designated Safeguarding Lead and Deputy are as follows: 

 
A2.1 Managing referrals 

 
The designated safeguarding lead is expected to: 

 

 Refer cases of suspected abuse to the local authority children’s social care as required 

 Support staff who make referrals to local authority children’s social care 

 Refer cases to the Channel programme where there is a radicalisation concern as required 

 Support staff who make referrals to the Channel programme 

 Refer cases of suspected abuse that involve a staff member to the Local Authority Designated 
Deputy  

 Refer cases where a person is dismissed or left due to risk/harm to a child to the Disclosure and 
Barring Service as required 

 Refer cases where a crime may have been committed to the police as required 

 

A2.2  Work with Others 

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

 As required, liaise with the case manager (as per Part 4 of KCSIE) and the designated officer(s) at the 
local authority for child protection concerns in cases which concern a staff member 

 Liaise with staff (especially pastoral support staff, welfare officer, IT technician and SENCO) on 
matters of safety and safeguarding (including online and digital safety) and when deciding whether 
to make a referral by liaising with relevant agencies  

 Act as a support, advice and expertise for staff  
 

A2.3  Training Requirements 

The Designated Safeguarding Lead and Deputy should undergo regular training to provide them with the 
knowledge and skills required to carry out the role. This training should be updated at least every two 
years. The DSL and deputy will undergo training at Level 3.  

The DSL should undertake Prevent awareness training.   

In addition to the formal training set out above, their knowledge and skills should be refreshed (this might 
be via e-bulletins, meeting other designated safeguarding leads, or simply taking time to read and digest 
safeguarding developments) at regular intervals, as required, but at least annually, to allow them to 
understand and keep up with any developments relevant to their role so they:  

 understand the assessment process for providing early help and statutory intervention, for example 
through locally agreed common and shared assessment processes such as early help assessments;  

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

 ensure each member of staff has access to and understands the school’s child protection policy and 
procedures, especially new and part time staff;  

 are alert to the specific needs of children in need, those with special educational needs and young 
carers;  

 are able to keep detailed, accurate, secure written records of concerns and referrals; 

 understand and support the School with regards to the requirements of the Prevent duty and are 
able to provide advice and support to staff on protecting children from the risk of radicalisation;  

•  an recognise the additional risks that children with SEN and disabilities (SEND) face online, for 
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example, from online bullying, grooming and radicalisation and are confident they have the 
capability to support SEND children to stay safe online; 

obtain access to resources and attend any relevant or refresher training courses; and  

•  encourage a culture of listening to children and taking account of their wishes and feelings, among 
all staff, in any measures the School may put in place to protect them.  

 

A2.4  Raise Awareness  

 The Designated Safeguarding Lead should:   

•  Ensure the School’s child protection policies are known, understood and used appropriately;  

•  Ensure the School’s child protection policy is reviewed annually (as a minimum) and the procedures 
and implementation are updated and reviewed regularly, and work with the Governing Body 
regarding this.  

• Ensure the child protection policy is available publicly (through the School website) and parents are 
aware of the fact that referrals about suspected abuse or neglect may be made and the role of the 
School in this.  

•  Link with the local Kingston & Richmond Safeguarding Children Partnership    to make sure staff are 
aware of training opportunities and the latest local policies on safeguarding.  

In addition to the above responsibilities set out in KCSIE, the DSL will: 

 Ensure that all Staff have received the required training and have signed to indicate that they have 
read and understood this Policy; the Behaviour, Rewards and Sanctions policy; the Staff Handbook; 
and Part 1 of KCSIE, and Annex A ; and that they know who the DSL and deputy are what are their 
responsibilities.  

 Ensure that an accurate record of induction and refresher training is maintained. 

  Consider how children may be taught about safeguarding, including online, through teaching and 
learning opportunities, as part of a broad and balanced curriculum.  

 

A2.5 Child protection file  

Where children leave the School ensure their child protection file is transferred to the new school as soon 
as possible. This should be transferred separately from the main pupil file, ensuring secure transit.  A 
confirmation of receipt should be obtained.  

In addition to the child protection file, the designated safeguarding lead should also consider if it would be 
appropriate to share any information with the new school or college in advance of a child leaving. For 
example, information that would allow the new school or college to continue supporting victims of abuse 
and have that support in place for when the child arrives. 

A2.6  Availability  

During term time the Designated Safeguarding Lead (or a deputy) should always be available (during 
school hours) for staff in the school to discuss any safeguarding concerns. While generally speaking the 
DSL or deputy would be expected to be available in person, in exceptional circumstances availability via 
phone and or Skype or other such media is acceptable.  

The DSL will ensure adequate and appropriate cover arrangements for any out of hours/out of term 
activities. 
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Job Description for the Designated Safeguarding Lead (DSL) 

The school is committed to safeguarding and promoting the welfare of children and young people and expects 
all staff and volunteers to share this commitment 

Summary of role  To take lead responsibility for all child protection matters arising at the school and 
to support all other staff in dealing with any child protection concerns that arise. 

 To have the status and authority within the school to carry out the duties of the 
post including committing resources, and where appropriate, supporting and 
directing other staff to safeguard and promote the welfare of children. 

 Promoting and safeguarding the welfare of children and young persons for who you 
are responsible and with whom you come into contact with. 

Main duties and  
responsibilities 

Managing Referrals 

 To take the lead responsibility for: 
Making referrals to the Disclosure and Barring service (DBS) where a member of 
staff is dismissed or resigns in circumstances where there has been actual harm, or 
risk of harm, to a child; 
Making referrals to the police where a crime may have been committed which 
involves a child 

Working with others 

 To act as a point of contact with the three safeguarding partners. 

 To liaise with the Head in respect of police investigations or investigations under 
section 47 of the Children Act 1989 which involve the school. 

 To liaise with the Head or case manager and the DO on child protection matters 
which concern a staff member. 

 To liaise with staff on matters of safety and safeguarding (including online and 
digital safety) and when deciding whether to make a referral by liaising with the 
relevant agencies; and 

 To act as a source of support, advice and expertise to all staff. 

Raising awareness 

 Ensure the School’s child protection policies are known, understood and used 
appropriately. 

 Ensure the School’s child protection policy is reviewed at least annually, and the 
procedures and implementation are updated and reviewed regularly, and to do so 
in conjunction with the governing body. 

 Ensure the child protection policy is available publicly. 

 Ensure that parents are aware that referalls about suspected abuse or neglect may 
be made to children’s social care and the School’s role in this. 

 Maintain links with the safeguarding partners to ensure staff are aware of training 
opportunities and the local policies on safeguarding. 

Preventing radicalization 

In accordance with the Prevent Duty Guidance for England and Wales and Channel Duty 
Guidance: Protecting vulnerable people from being drawn into terrorism (2015) (Prevent 
Duty) the DSL has the following responsibilities: 

 Acting as the first point of contact for parents, pupils, teaching and support staff 
and external agencies in all matters relating to the Prevent Duty; 

 Co-ordinating Prevent Duty procedures in the School; 

 Undergoing appropriate training on the Prevent Duty such as the Home Office 
“Workshop to Raise Awareness of Prevent” (WRAP) training; 

 Undergoing appropriate training on the Channel programme; 

 Assessing the training needs of all School staff in relation to the Prevent Duty and 
implementing and maintaining an ongoing training programme for staff including 
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induction training for all newly appointed staff and volunteers; and keeping records 
of such training; 

 Monitoring the keeping, confidentiality and storage of records in relation to the 
Prevent Duty; and 

 Liasing with local Prevent co-ordinators, the police and local authorities and 
through existing multi-agency forums, including referrals to the Channel Police 
Practitioner and/or the police where indicated. 

Child protection file 

 Where children leave the school or college the designated safeguarding lead should 
ensure their child protection file is transferred to the new school or college as soon 
as possible and separately from the main pupil file, ensuring secure transit and 
confirmation of receipt. 

 In addition to providing the child protection file, to consider whether it is 
appropriate to share any information with the new school or college in advance of a 
child leaving. 

Availability 

 To always be available in term time during school hours for staff to discuss and 
safeguarding concerns. 

 In conjunction with the Head and/or Governing Body to make adequate and 
appropriate cover arrangements for out of hours/out of term activities. 

Line 
management 
duties and 
responsibilities 

 The Designated Safeguarding Lead will have line management responsibility for the 
Deputy Designated Safeguarding Lead 

Training  The Designated Lead should receive appropriate child protection training two years. 

 The Designated Safeguarding Lead should undertake Prevent awareness training. 

 The knowledge and skills of the Designated Safeguarding Lead should be refreshed 
at regular intervals to allow them to understand and keep up to date with 
developments to their role so they can: 

 Understand the assessment process for providing early help and 
intervention, including local criteria for action and local authority children’s 
care referral arrangements; 

 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; 

 Ebsure each member of staff has access to and understands the School’s 
child protection policy and procedures, especially new and part-time staff, 
volunteers, contractors and governors; 

 Be alert to the specfic needs of children in need, those with special 
educational needs and young carers; 

 Understand relevant data protection legislation and regulations, especially 
the Data Protection Act 2018 and the General Data Protection Regulation. 

 Understand the importance of information sharing, both within the school 
and college, and with the three safeguarding partners, other agencies, 
organisations and practitioners; 

 Be able to keep detailed, accurate, secure written records of concerns and 
referrals; 

 Understand and support the school or college with regards to the 
requirements off the Prevent duty and are able to provide advice and 
support to staff on protecting children from the risk of radicalization; 

 Are able to understand the unique risks associated with online safety and 
be confident that they have the relevant knowledge and up to date 
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capability required to keep children safe whilst they are online at school; 
 Can recognize the additional risks that children with SEN and disabilities 

(SEND) face online, for example, from online bullying, grooming and 
radicalization and are confident they have the capability to support SEND 
children to stay safe online; 

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

 Encourage a culture of listening to children and taking account of their 
wishes and feelings, among all staff, in any measures the School may put in 
place to protect them 
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Appendix 3 Role and Responsibilities of the Governing Body 

 

The School's Governing Body will ensure that it complies with all requirements outlined in Part 2 of Keeping 
Children Safe in Education (2019). 

The School’s Governing Body: 

 

 Ensures there are appropriate policies and procedures in place in order for appropriate action to be taken 
in a timely manner to safeguard and promote children’s welfare;  
 

 Nominates one governor, currently Mr Owen Morris, as the child protection governor for the school 
(‘board level lead’) who will have oversight of child protection matters, will meet annually with the DSL, 
will visit the school to see if safeguarding checks are in place, will liaise with the local authority on issues 
of child protection and oversee the review of this policy and inspection of records in an annual 
safeguarding audit.  
 

 Ensures there is an effective and statutorily compliant child protection policy and procedures in place with 
a staff behaviour policy (included in the Staff Handbook) which includes the acceptable use of 
technologies, staff/pupil relationships and communications, including the use of social media, and that 
these are provided to all staff (including as and where necessary temporary staff and volunteers based on 
a proportional risk based approach) on induction; 

 

 Ensures safeguarding in the School is reviewed annually and a report is provided to the Governing Body on 
Safeguarding practice, recording the actions taken and enabling the GB to ensure compliance with current 
legislation and the requirements of statutory guidance for schools as set out in KCSIE (2019) and Working 
Together to Safeguard Children  and identify areas for improvement; 
 

 Ensures a DSL is in place who takes lead responsibility for safeguarding and child protection and this should 
be explicit in the role-holder’s job description. The GB recognises the importance of the role of the DSL and 
deputy; supports them by ensuring they have the appropriate authority, time, funding, training and 
resources to fulfil the role and responsibilities outlined in Appendix 2;  
 

 Ensures that the DSL and deputy receive refresher training (via e-bulletins, meeting other designated leads 
or reading safeguarding developments) at appropriate levels, as and when required (at least annually) and 
training needs to be updated every two years; 

 

 Ensures the School operates an effective training strategy that ensures all staff members, including the 
Headmaster, receive safeguarding and child protection training with refresher training at appropriate 
levels, as and when required, (at least annually) in accordance with the Local Safeguarding Children Board 
guidance;  

 

 Ensures all staff members undergo safeguarding and child protection training at induction. Training should 
be regularly updated, as and when required, but at least annually, to provide them with the relevant skills 
and knowledge to safeguard children effectively;  

 

 Recognises its responsibility to ensure that Governors receive appropriate training and information, so that 
they are equipped with the knowledge and skills to fulfil their functions.  
 

 Ensures that the School operates safer and effective recruitment policies that include the requirement for at 
least one member of a recruitment panel to have undertaken safer recruitment training and for appropriate 
checks to be made in line with national guidance 
 

 Recognises that while the Data Protection Act 1998 places duties on organisations and individuals to 
process personal information fairly and lawfully, it is not a barrier to sharing information where the failure 
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to do so would result in a child being placed at risk of harm. Fears about sharing information cannot be 
allowed to stand in the way of the need to promote the welfare and safety of children; 
 

 Recognises its responsibility to ensure children are taught about safeguarding, including online, through 
teaching and learning opportunities as part of a broad and balanced curriculum and PSHE; 

 

 Recognises its responsibility to put in place appropriate safeguarding responses to children who go missing 
from education, particularly on repeat occasions, to help identify the risk of abuse and neglect including 
sexual abuse or exploitation and to help prevent the risks of their going missing in the future.; 

 

 Ensures that the School's safeguarding arrangements take into account the procedures and practice of the 
Local Authority inter-agency safeguarding procedures.  This includes understanding and reflecting local 
protocols for assessment in accordance with their guidance.  

 

 Ensures that the School’s computer system has appropriate filters and that appropriate monitoring systems 
are in place but are mindful that  overblocking does not lead to unreasonable restrictions to what children 
can be taught with regards to online teaching and safeguarding; 

 

 Contributes to inter- agency working in line with statutory guidance Working together to Safeguard 
Children 2015 through effective implementation of the child protection policy and procedures and 
good cooperation with local agencies, taking into account the safeguarding procedures set up by 
Richmond’s Kingston & Richmond Safeguarding Children Partnership   to promote the welfare of 
children and young people. It co-ordinates safeguarding through each of the partnership’s subgroups, 
as well as a number of specific safeguarding subgroups, to carry out its functions; 

 

 Recognises that children with special educational needs and disabilities can face additional safeguarding 
challenges. The GB will ensure that the child protection policy reflects the fact that additional barriers can 
exist when recognising abuse and neglect in this group of children;  

 

 Ensures that the School has appropriate procedures in place to keep looked after children safe. In 
particular, that appropriate staff have the information they need in relation to a child’s looked after legal 
status and contact arrangements with birth parents or those with parental responsibility. They should also 
have information about the child’s care arrangements and the levels of authority delegated to the carer by 
the authority looking after him;  

 

 Reports any serious incident that has resulted or could result in a significant loss of funds or a significant 
risk to the School’s property, work, beneficiaries or reputation, to the Charity Commission immediately; 

 

 Recognises its responsibility to ensure there are procedures in place to handle allegations against other 
children, against members of staff including allegations made against the Headmaster.  
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Appendix 4 The Prevent Duty: Preventing Radicalisation and Extremism 
 

The Prevent Duty 

From 1 July 2015 specified authorities, including all schools as defined in the summary of this 
guidance, are subject to a duty under section 26 of the Counter-Terrorism and Security Act 2015 (“the 
CTSA 2015”), in the exercise of their functions, to have “due regard to the need to prevent people from 
being drawn into terrorism”. This duty is known as the Prevent duty. It applies to a wide range of public-
facing bodies. Schools must have regard to statutory guidance issued under section 29 of the CTSA 2015 
(“the Prevent guidance”). Paragraphs 57-76 of the Prevent guidance are concerned specifically with schools 
(but also cover childcare). The statutory Prevent guidance summarises the requirements on schools in terms 
of four general themes: risk assessment, working in partnership, staff training and IT policies. 

 Schools are expected to assess the risk of children being drawn into terrorism, including support for 
extremist ideas that are part of terrorist ideology. This means being able to demonstrate both a 
general understanding of the risks affecting children and young people in the area and a specific 
understanding of how to identify individual children who may be at risk of radicalisation and what to 
do to support them. Schools and colleges should have clear procedures in place for protecting 
children at risk of radicalisation 

The Prevent duty builds on existing local partnership arrangements. For example, governing bodies 
and proprietors of all schools should ensure that their safeguarding arrangements take into account 
the policies and procedures of Kingston and Richmond Safeguarding Children Partnership. Effective 
engagement with parents /the family should also be considered as they are in a key position to spot 
signs of radicalisation. It is important to assist and advise families who raise concerns and point them 
to the right support mechanisms. Schools should also discuss any concerns in relation to school’s 
safeguarding policies and procedures unless they have specific reason to believe that to do so would 
put the child at risk.  

 The Prevent guidance refers to the importance of Prevent awareness training to equip staff to identify 
children at risk of being drawn into terrorism and to challenge extremist ideas. Individual schools are 
best placed to assess the training needs of staff in the light of their assessment of the risk to pupils at 
the school of being drawn into terrorism. As a minimum, however, schools should ensure that the 
Designated Safeguarding Lead undertakes Prevent awareness training and is able to provide advice 
and support to other members of staff on protecting children from the risk of radicalisation. 

 Schools must ensure that children are safe from terrorist and extremist material when accessing the 
internet in schools. Schools should ensure that suitable filtering is in place. It is also important that 
schools teach pupils about online safety more generally. 

 Schools must ensure all visiting speakers are suitable and appropriately supervised.  

 

The Department for Education has also published advice for schools on the Prevent duty. The advice is 
intended to complement the Prevent guidance and signposts other sources of advice and support. 

The Government has launched educate against hate a website designed to equip schools, teachers and 
parents with the information, tools and resources they need to recognise and address extremism and 
radicalisation in young people.  
 
The Channel Programme 

Channel is a programme which focuses on providing support at an early stage to people who are identified as 
being vulnerable to being drawn into terrorism. It provides a mechanism for schools to make referrals if they 
are concerned that an individual might be vulnerable to radicalisation. An individual’s engagement with the 
programme is entirely voluntary at all stages.  

Channel guidance for Staff is available at: Channel General Awareness. Channel awareness 

 

If a staff member makes a referral to Channel. They may be asked to attend a Channel panel to discuss the 
individual referred to determine whether support is required.  

https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
https://www.sott.net/article/307721-Channel-General-Awareness-UK-attempts-to-identify-those-drawn-into-terrorism
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                Indicators: (this is not an exhaustive list and vulnerability may manifest itself in other ways) 

  

 Vulnerability 

 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; 

 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, involvement with 
criminal groups 

 
Access to extremism / extremist influences 

 Is there reason to believe that the child/young person associates with those known to be involved in 
extremism - either because they associate directly with known individuals or because they frequent 
key locations where these individuals are known to operate? 

 Is there evidence to suggest that they are accessing the internet for the purpose of extremist 
activity? 

 Is there reason to believe that the child/young person has been or is likely to be involved with 
extremist/ military training camps/ locations? 

 Does the young person sympathise with, or support illegal/illicit groups e.g. in propaganda 
distribution, fundraising or attendance at meetings? 

 Does the young person support groups with links to extremist activity but not illegal/illicit 
e.g. in propaganda distribution, fundraising or attendance at meetings? 

 
 

Experiences, Behaviours and Influences 

 Is there evidence of extremist ideological, political or religious influence on the child/ young 
person from within or outside UK? 

 Have international events in areas of conflict and civil unrest had a personal impact on the child/ 
young person resulting in a noticeable change in behaviour? It is important to recognise that many 
people may be emotionally affected by the plight of what is happening in areas of conflict. 

 Has there been a significant shift in the young person’s behaviour or outward appearance that 
suggests a new social/political or religious influence? 

 Has the young person come into conflict with family over religious beliefs/lifestyle/ dress choices? 

 Does the young person vocally support terrorist attacks; either verbally or in their written work? 

 Has the young person witnessed or been the perpetrator/ victim of racial or religious hate crime or 
sectarianism? 

 
                     Travel 

 Is there a pattern of regular or extended travel within the UK or abroad, with other evidence to 
suggest this is for purposes of extremist training or activity or to locations known to be associated 
with extremism 

 

 

Social Factors 
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 Does the young person have experience of poverty, disadvantage, discrimination or social exclusion? 

 Does the young person display a lack of affinity or understanding for others, or social isolation from 
peer groups? 

 Does the young person have any learning difficulties/ mental health support needs? 

 Is the young person a foreign national, refugee or awaiting a decision on their immigration/ national 
status? 

 Does the young person have insecure, conflicted or absent family relationships? 

 Has the young person experienced any trauma in their lives, particularly any trauma associated with 
war or sectarian conflict? 

 Is there evidence that a significant adult or other in the young person’s life has extremist view or 
sympathies? 

 
 

More critical risk factors could include:- 

 Being in contact with extremist recruiters 

 Articulating support for extremist causes or leaders 

 Accessing extremist websites, especially those with a social networking element 

 Possessing extremist literature 

 Using extremist narratives and a global ideology to explain personal disadvantage 

 Justifying the use of violence to solve societal issues 

 Joining extremist organisations 

 Significant changes to appearance and/or behaviour 
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Appendix 5:  Procedures to be followed in the event of an allegation of abuse against a member of staff or 
volunteer  

Duties as an employer and an employee  
 
This policy is taken from Keeping Children Safe in Education. It is concerned with managing cases of allegations 
that might indicate a person would pose a risk of harm if they continue to work in regular or close contact with 
children in their present position, or in any capacity. It should be used in respect of all cases in which it is alleged 
that a teacher or member of staff (including volunteers) at The Mall has:  
 

 behaved in a way that has harmed a child, or may have harmed a child;  

 possibly committed a criminal offence against or related to a child; or  

 behaved towards a child or children in a way that indicates he or she may pose a risk of harm if they work 
regularly or closely with children.  

 
This policy relates to members of staff or volunteers who are currently working at The Mall regardless of whether 
the School is where the alleged abuse took place. Allegations against someone who is no longer working or 
volunteering should be referred to the police.  
 
Employers have a duty of care to their employees. They should ensure they provide effective support for anyone 
facing an allegation and provide the employee with a named contact if they are suspended. It is essential that any 
allegation of abuse made against a teacher or other member of staff or volunteer at The Mall is dealt with very 
quickly, in a fair and consistent way that provides effective protection for the child and at the same time supports 
the person who is the subject of the allegation.  
 
Initial considerations  
 
The procedures for dealing with allegations need to be applied with common sense and judgement. Many 
cases may well either not meet the criteria set out above, or may do so without warranting consideration of 
either a police investigation or enquiries by local authority children’s social care services. In these cases, local 
arrangements should be followed to resolve cases without delay.  
  
Some rare allegations will be so serious they require immediate intervention by children’s social care services 
and/or police. The Local Authority Designated Officer (DO) should be informed of all allegations that come to 
the School’s attention and appear to meet the criteria so they can consult police and children’s social care 
services as appropriate.  
The following definitions should be used when determining the outcome of allegation investigations:  
 

 Substantiated: there is sufficient evidence to prove the allegation; 

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

 False: there is sufficient evidence to disprove the allegation;  

 Unsubstantiated: there is insufficient evidence to either to prove or disprove the allegation. The term, 
therefore, does not imply guilt or innocence; 

  Unfounded: to reflect cases where there is no evidence or proper basis which supports the allegation 
being made. 

 
In the first instance, the Headmaster or Chair of Governors (the ‘case manager’) should immediately discuss 
the allegation with the DO. The purpose of an initial discussion is for the DO and the case manager to consider 
the nature, content and context of the allegation and agree a course of action.  
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The DO may ask the case manager to provide or obtain relevant additional information, such as previous 
history, whether the child or their family have made similar allegations previously and the individual’s current 
contact with children.  
 
There may be situations when the case manager will want to involve the police immediately, for example if 
the person is deemed to be an immediate risk to children or there is evidence of a possible criminal offence.  
Where there is no such evidence, the case manager should discuss the allegations with the DO in order to help 
determine whether police involvement is necessary.  
 
The initial sharing of information and evaluation may lead to a decision that no further action is to be taken in 
regard to the individual facing the allegation or concern; in which case this decision and a justification for it 
should be recorded by both the case manager and the DO, and agreement reached on what information 
should be put in writing to the individual concerned and by whom. The case manager should then consider 
with the DO what action should follow both in respect of the individual and those who made the initial 
allegation.  
 
The case manager should inform the accused person about the allegation as soon as possible after consulting 
the DO. It is extremely important that the case manager provides them with as much information as possible 
at that time. However, where a strategy discussion is needed, or police or children’s social care services need 
to be involved, the case manager should not do that until those agencies have been consulted, and have 
agreed what information can be disclosed to the accused. 
 
Employers must consider carefully whether the circumstances of a case warrant a person being suspended 
from contact with children at The Mall or whether alternative arrangements can be put in place until the 
allegation or concern is resolved. All options to avoid suspension should be considered prior to taking that 
step (see further information on suspension which follows).  
 
If there is cause to suspect a child is suffering or is likely to suffer significant harm, a strategy discussion should 
be convened in accordance with Working Together to Safeguard Children. If the allegation is about physical 
contact, the strategy discussion or initial evaluation with the police should take into account that teachers and 
other school staff are entitled to use reasonable force to control or restrain children in certain circumstances, 
including dealing with disruptive behaviour.  
 
Where it is clear that an investigation by the police or children’s social care services is unnecessary, or the 
strategy discussion or initial evaluation decides that is the case, the DO should discuss the next steps with the 
case manager. In those circumstances, the options open to the School depend on the nature and 
circumstances of the allegation and the evidence and information available. 
 
This will range from taking no further action to dismissal or a decision not to use the person’s services in 
future. Suspension should not be the default position: an individual should be suspended only if there is no 
reasonable alternative.  
 
In some cases, further enquiries will be needed to enable a decision about how to proceed. If so, the DO 
should discuss with the case manager how and by whom the investigation will be undertaken. In 
straightforward cases, the investigation should normally be undertaken by a senior member of the School 
staff.  
 
However, in other circumstances, such as lack of appropriate resource within the School, or the nature or 
complexity of the allegation, this will require an independent investigator provided either by the relevant local 
authority or recommended by a professional association.  
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Supporting those involved  
 
Employers have a duty of care to their employees. They should act to manage and minimise the stress 
inherent in the allegations process. Support for the individual is vital to fulfilling this duty. Individuals should 
be informed of concerns or allegations as soon as possible and given an explanation of the likely course of 
action, unless there is an objection by the children’s social care services or the police. The individual should be 
advised to contact their trade union representative, if they have one, or a colleague for support.  
 
The case manager should appoint a named representative to keep the person who is the subject of the 
allegation informed of the progress of the case and consider what other support is appropriate for the 
individual. Particular care needs to be taken when employees are suspended to ensure that they are kept 
informed of both the progress of their case and current work-related issues.  
 
Social contact with colleagues and friends should not be prevented unless there is evidence to suggest that 
such contact is likely to be prejudicial to the gathering and presentation of evidence.  
Parents or carers of a child or children involved should be told about the allegation as soon as possible if they 
do not already know of it.  
 
However, where a strategy discussion is required, or police or children’s social care services need to be 
involved, the case manager should not do so until those agencies have been consulted and have agreed what 
information can be disclosed to the parents or carers. Parents or carers should also be kept informed about 
the progress of the case, and told the outcome where there is not a criminal prosecution, including the 
outcome of any disciplinary process.  
 
The deliberations of a disciplinary hearing, and the information taken into account in reaching a decision, 
cannot normally be disclosed, but the parents or carers of the child should be told the outcome in confidence 
(in deciding what information to disclose, careful consideration should be given to the provisions of the Data 
Protection Act 1998, the law of confidence and, where relevant, the Human Rights Act 1998).  
 
Parents and carers should also be made aware of the prohibition on reporting or publishing allegations about 
teachers in section 141F of the Education Act 2002 (see below). If parents or carers wish to apply to the court 
to have reporting restrictions removed, they should be told to seek legal advice.  
 
In cases where a child may have suffered significant harm, or there may be a criminal prosecution, children’s 
social care services, or the police as appropriate, should consider what support the child or children involved 
may need. 

 

Confidentiality  
 
It is extremely important that when an allegation is made, the School makes every effort to maintain 
confidentiality and guard against unwanted publicity while an allegation is being investigated or considered.  
 
The Education Act 2011 introduced reporting restrictions preventing the publication of any material that may 
lead to the identification of a teacher who has been accused by, or on behalf of, a pupil from the same school 
or college (where that identification would identify the teacher as the subject of the allegation). The reporting 
restrictions apply until the point that the accused person is charged with an offence, or until Teaching 
Regulation Agency publishes information about an investigation or decision in a disciplinary case arising from 
the allegation. The reporting restrictions also cease to apply if the individual to whom the restrictions apply 
effectively waives their right to anonymity by going public themselves or by giving their written consent for 
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another to do so or if a judge lifts restrictions in response to a request to do so. The provisions commenced on 
1 October 2012.  
 
The legislation imposing restrictions makes clear that “publication” of material that may lead to the 
identification of the teacher who is the subject of the allegation is prohibited. “Publication” includes “any 
speech, writing, relevant programme or other communication in whatever form, which is addressed to the 
public at large or any section of the public”. This means that a parent who, for example, published details of 
the allegation on a social networking site would be in breach of the reporting restrictions (if what was 
published could lead to the identification of the teacher by members of the public).  
 
In accordance with the Association of Chief Police Officers’ (ACPO) guidance the police will not normally 
provide any information to the press or media that might identify an individual who is under investigation, 
unless and until the person is charged with a criminal offence. (In exceptional cases where the police would 
like to depart from that rule, for example an appeal to trace a suspect, they must apply to a magistrates’ court 
to request that reporting restrictions be lifted).  
 
The case manager should take advice from the DO, police and children’s social care services to agree the 
following:  

 who needs to know and, importantly, exactly what information can be shared;  

 how to manage speculation, leaks and gossip;   

 what, if any information can be reasonably given to the wider community to reduce speculation; and  

 how to manage press interest if and when it should arise.  

 
Managing the situation and exit arrangements, resignations and ‘settlement/compromise agreements’  
 
If the accused person resigns, or ceases to provide their services, this should not prevent an allegation being 
followed up in accordance with this guidance. A referral to the DBS must be made, if the criteria are met.  
Schools and colleges have a legal duty to refer to the DBS anyone who has harmed, or poses a risk of harm, to 
a child, or if there is reason to believe the member of staff has committed one of a number  
 
But the process of recording the allegation and any supporting evidence, and reaching a judgement about 
whether it can be substantiated on the basis of all the information available, should continue even if that 
cannot be done or the accused does not cooperate. It may be difficult to reach a conclusion in those 
circumstances, and it may not be possible to apply any disciplinary sanctions if a person’s period of notice 
expires before the process is complete, but it is important to reach and record a conclusion wherever possible.  
 
Settlement or compromise agreements, by which a person agrees to resign if the employer agrees not to 
pursue disciplinary action, and both parties agree a form of words to be used in any future reference, should 
not be used in cases of refusal to cooperate or resignation before the person’s notice period expires. Such an 
agreement will not prevent a thorough police investigation where that is appropriate.  
 
 
Record keeping  
 
Details of allegations that are found to have been malicious should be removed from personnel records. 
However, for all other allegations, it is important that a clear and comprehensive summary of the allegation, 
details of how the allegation was followed up and resolved, and a note of any action taken and decisions 
reached, is kept on the confidential personnel file of the accused, and a copy provided to the person 
concerned.  
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The purpose of the record is to enable accurate information to be given in response to any future request for a 
reference, where appropriate. It will provide clarification in cases where future DBS checks reveal information 
from the police about an allegation that did not result in a criminal conviction and it will help to prevent 
unnecessary re-investigation if, as sometimes happens, an allegation re-surfaces after a period of time. The 
record should be retained at least until the accused has reached normal retirement age or for a period of 10 
years from the date of the allegation if that is longer.  
 
The Information Commissioner has published guidance on employment records in its Employment Practices 
Code and supplementary guidance, which provides some practical advice on employment retention.  
 
References  
 
Cases in which an allegation was proven to be false, unsubstantiated or malicious should not be included in 
employer references. A history of repeated concerns or allegations which have all been found to be false, 
unsubstantiated or malicious should also not be included in any reference.  
 
Timescales  
 
It is in everyone’s interest to resolve cases as quickly as possible consistent with a fair and thorough 
investigation. All allegations should be investigated as a priority to avoid any delay.  
Target timescales are shown below: the time taken to investigate and resolve individual cases depends on a 
variety of factors including the nature, seriousness and complexity of the allegation, but these targets should 
be achieved in all but truly exceptional cases. 
 
It is expected that 80 per cent of cases should be resolved within one month, 90 per cent within three months, 
and all but the most exceptional cases should be completed within 12 months.  
 
For those cases where it is clear immediately that the allegation is unsubstantiated or malicious, they should 
be resolved within one week. Where the initial consideration decides that the allegation does not involve a 
possible criminal offence it will be for the employer to deal with it, although if there are concerns about child 
protection, the employer should discuss them with the DO. In such cases, if the nature of the allegation does 
not require formal disciplinary action, the employer should instigate appropriate action within three working 
days. If a disciplinary hearing is required and can be held without further investigation, the hearing should be 
held within 15 working days.  
 
 
 Oversight and monitoring  
 
The DO has overall responsibility for oversight of the procedures for dealing with allegations; for resolving any 
inter-agency issues; and for liaison with the Kingston & Richmond Safeguarding Children Partnership on the 
subject. The DO will provide advice and guidance to the case manager, in addition to liaising with the police 
and other agencies, and monitoring the progress of cases to ensure that they are dealt with as quickly as 
possible consistent with a thorough and fair process. Reviews should be conducted at fortnightly or monthly 
intervals, depending on the complexity of the case.  
Police forces should also identify officers who will be responsible for:  
 

 liaising with the DO;  

 taking part in the strategy discussion or initial evaluation;  

 subsequently reviewing the progress of those cases in which there is a police investigation; and  

 sharing information on completion of the investigation or any prosecution.  
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Suspension  
 
The possible risk of harm to children posed by an accused person should be evaluated and managed in respect 
of the child(ren) involved in the allegations. In some rare cases that will require the case manager to consider 
suspending the accused until the case is resolved. Suspension should not be an automatic response when an 
allegation is reported; all options to avoid suspension should be considered prior to taking that step. If the 
case manager is concerned about the welfare of other children in the community or the teacher’s family, 
those concerns should be reported to the DO or police. But suspension is highly unlikely to be justified on the 
basis of such concerns alone.  
 
Suspension should be considered only in a case where there is cause to suspect a child or other children at the 
School is/are at risk of harm or the case is so serious that it might be grounds for dismissal. However, a person 
should not be suspended automatically: the case manager must consider carefully whether the circumstances 
warrant suspension from contact with children at the School or until the allegation is resolved, and may wish 
to seek advice from their professional association and the DO.  
 
In cases where the School is made aware that the Secretary of State has made an interim prohibition order in 
respect of an individual at the School it will be necessary to immediately suspend that person from teaching 
pending the findings of the Teaching Regulation Agency investigation.  
 
The case manager should also consider whether the result that would be achieved by immediate suspension 
could be obtained by alternative arrangements. In many cases an investigation can be resolved quickly and 
without the need for suspension. If the DO, police and children’s social care services have no objections to the 
member of staff continuing to work during the investigation, the case manager should be as inventive as 
possible to avoid suspension. Based on assessment of risk, the following alternatives should be considered by 
the case manager before suspending a member of staff:  
 

 redeployment within the School so that the individual does not have direct contact with the child or 
children concerned;  

 providing an assistant to be present when the individual has contact with children;  

 redeploying to alternative work in the School so the individual does not have unsupervised access to 
children;  

 moving the child or children to classes where they will not come into contact with the member of 
staff, making it clear that this is not a punishment and parents have been consulted  

 
These alternatives allow time for an informed decision regarding the suspension and possibly reduce the initial 
impact of the allegation. This will, however, depend upon the nature of the allegation. The case manager 
should consider the potential permanent professional reputational damage to employees that can result from 
suspension where an allegation is later found to be unsubstantiated or maliciously intended.  
 
If immediate suspension is considered necessary, the rationale and justification for such a course of action 
should be agreed and recorded by both the case manager and the DO. This should also include what 
alternatives to suspension have been considered and why they were rejected. 
 
Where it has been deemed appropriate to suspend the person, written confirmation should be dispatched 
within one working day, giving as much detail as appropriate for the reasons for the suspension. It is not 
acceptable for an employer to leave a person who has been suspended without any support. The person 
should be informed at the point of their suspension who their named contact is within the organisation and 
provided with their contact details.  
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Children’s social care services or the police cannot require the case manager to suspend a member of staff or 
a volunteer, although they should give appropriate weight to their advice. The power to suspend is vested in 
the Chair of Governors. However, where a strategy discussion or initial evaluation concludes that there should 
be enquiries by the children’s social care services and/or an investigation by the police, the DO should canvass 
police and children’s social care services for views about whether the accused member of staff needs to be 
suspended from contact with children in order to inform the School’s consideration of suspension.  
 
Police involvement does not make it mandatory to suspend a member of staff; this decision should be taken 
on a case-by-case basis having undertaken a risk assessment.  
 
Information sharing  
 
In a strategy discussion or the initial evaluation of the case, the agencies involved should share all relevant 
information they have about the person who is the subject of the allegation, and about the alleged victim.  
 
Where the police are involved, wherever possible the employer should ask the police to obtain consent from 
the individuals involved to share their statements and evidence for use in the employer disciplinary process. 
This should be done as their investigation proceeds and will enable the police to share relevant information 
without delay at the conclusion of their investigation or any court case.  
 
Children’s social care services should adopt a similar procedure when making enquiries to determine whether 
the child or children named in the allegation are in need of protection or services, so that any information 
obtained in the course of those enquiries which is relevant to a disciplinary case can be passed to the 
employer without delay.  
 
Specific actions  
 
Following a criminal investigation or a prosecution  
 
The police should inform the employer and DO immediately when a criminal investigation and any subsequent 
trial is complete, or if it is decided to close an investigation without charge, or not to continue to prosecute 
the case after person has been charged.  
 
In those circumstances the DO should discuss with the case manager whether any further action, including 
disciplinary action, is appropriate and, if so, how to proceed. The information provided by the police and/or 
children’s social care services should inform that decision. The options will depend on the circumstances of 
the case and the consideration will need to take into account the result of the police investigation or the trial, 
as well as the different standard of proof required in disciplinary and criminal proceedings. 
 
On conclusion of a case  
 
If the allegation is substantiated and the person is dismissed or the employer ceases to use the person’s 
services, or the person resigns or otherwise ceases to provide his or her services, the DO should discuss with 
the case manager and their personnel adviser whether the School will decide to make a referral to the DBS for 
consideration of inclusion on the barred lists is required; and in the case of a member of teaching staff 
whether to refer the matter to the Teaching Regulation Agency to consider prohibiting the individual from 
teaching.  
 
Schools and colleges have a legal duty to refer to the DBS anyone who has harmed, or poses a risk of harm, to 
a child, or if there is reason to believe the member of staff has committed one of a number of listed offences, 
and who has been removed from working (paid or unpaid) in regulated activity, or would have been removed 
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had they not left. The DBS will consider whether to bar the person. Referrals should be made as soon as 
possible after the resignation or removal of the individual.  
 
Where it is decided on the conclusion of a case that a person who has been suspended can return to work, the 
case manager should consider how best to facilitate that. Most people will benefit from some help and 
support to return to work after a stressful experience. Depending on the individual’s circumstances, a phased 
return and/or the provision of a mentor to provide assistance and support in the short term may be 
appropriate.  
The case manager should also consider how the person’s contact with the child or children who made the 
allegation can best be managed if they are still a pupil at the School.  
 
In respect of malicious or unsubstantiated  
 
If an allegation is determined to be unsubstantiated or malicious, the DO should refer the matter to the 
children’s social care services to determine whether the child concerned is in need of services, or may have 
been abused by someone else. If an allegation is shown to be deliberately invented or malicious, the 
Headmaster, in consultation with the Chair of Governors, should consider whether any disciplinary action is 
appropriate against the pupil who made it; or whether the police should be asked to consider if action might 
be appropriate against the person responsible, even if he or she was not a pupil.  
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Appendix 6:   Child Protection training 

 
Name:  
 
Date of Induction:  
 
Name and designation of staff member responsible for induction:  
 

o I confirm that I have read and understood the School’s safeguarding policy and child protection 
procedures, the Pupil Behaviour Policy and safeguarding response tp children who go missing from 
education. 

 
o I confirm that I have been provided with, have read and understand Part One of KCSIE (2019) and 

Annex A  

 
o I confirm that I have received and read the Staff Handbook including the section on staff behaviour 

(code of conduct) and whistleblowing. 

 
 

o I confirm that I have been made aware of my duty to safeguard children and promote children’s 
welfare 

 
o I confirm that I know the identity and the role of the Designated Safeguarding Lead and Deputy and 

how to contact them 

 
o I have completed the online Child Protection EduCare module provided by the School 

 
o I have received training on the School’s safeguarding policy from Martyn Miller (DSL) or Juliet Tovey 

(deputy)  

 

 

 

 

 

Signed: 

 

Date: 

 

DSL:  
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        Child Protection Record of Concern form (for use by any member of staff) 
 

Pupil’s Name: Date of Birth:   Class: 

Date and Time of Incident: Date and Time (of writing): 

Name of member of staff reporting concern: 

Record the following factually: Why are you worried about this child? Make clear what fact is and what 
is opinion or hearsay. 

 

 

 

 

 

 

 

 

 

 

What has happened?  (if recording a verbal disclosure by a child use their words)  Where?  When? 
(date and time of incident)  Any witnesses? 
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What is the pupil’s account/perspective? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Professional opinion where relevant. 

 

 

 

 

 

 

  

Any other relevant information: previous concerns, injuries. Distinguish between fact and opinion. 

 

 

 

 

 

What needs to happen? Note action that has already taken place, medical action, include names of 
anyone to whom your information was passed and when. 

 

 

 

Signature: 

 


