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Safeguarding and Child 
Protection Policy 
Clayton Village Primary School 
 
 
      
To be approved by full GB Autumn 2019 next review Autumn 2020 
Whole School Child Protection Training for staff September 2019 
NSPCC training for children October 2018 (completed every 2 years) 
Safeguarding lessons for all children ongoing as part of their PSHE/Esafety curriculum  
Governor Safeguarding/Prevent Training – Yearly through online training  
 

This policy takes into account the changes in Keeping Children Safe in Education September 2019 
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Clayton Village Primary School Child Protection and Safeguarding Policy 

September 2019 

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

School and college staff are particularly important as they are in a position to identify concerns early and 

provide help for children, to prevent concerns from escalating. Schools and colleges and their staff form part 

of the wider safeguarding system for children. This system is described in statutory guidance Working 

Together to Safeguard Children 2018. Schools and colleges should work with social care, the police, health 

services and other services to promote the welfare of children and protect them from harm. (Keeping 

Children Safe in Education 2019) 

 
It will be reviewed and ratified annually by the governing body or as events or legislation requires. Any 
deficiencies or weaknesses identified will be remedied without delay. This policy applies to all members of the 
school community including pupils, staff, volunteers, placement students, contractors, supply teachers, 
auxiliary staff, peripatetic teachers and other service providers.  
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Clayton Village Primary School recognises that safeguarding encompasses the duties of child protection and 
promoting the rights and welfare of children.  
As such, it is: 
 

¶ Everyone’s responsibility to safeguard children 

¶ Everyone who comes into contact with children and families has a role to play 

¶ Everyone working with children maintains an attitude of ‘it could happen here’ (Keeping Children Safe 
in Education, September 2019). 
 
And we believe: 
 

¶ Schools can contribute to the prevention of abuse.  

¶ All children have the right to be protected from harm. 

¶ Children need support which matches their individual needs, including those who may have 
experienced abuse. 

¶ Children need to be safe and feel safe in school. 
 

 
Specifically, these responsibilities apply to all staff, governors and volunteers working in the school, to 
contractors, supply staff and visitors during any interactions they may have with children. 
 
Clayton Village Primary School will fulfil local and national responsibilities as laid out in the following 
documents: 
 

¶ Bradford Safeguarding Children Board Procedures  

¶ Children Act 1989  (as amended 2004 Section 52)  

¶ Education Act 2002 s175/s157 

¶ Female Genital Mutilation Act 2003 

¶ The Teachers Standards’ 2012 

¶ The Counter-Terrorism and Security Act 2015 (section 26 The Prevent Duty)  

¶ Serious Crime Bill 2015 

¶ What to do if you’re worried a child is being abused – March 2015 

¶ Information sharing - Advice for practitioners providing safeguarding services to children, young 
people, parents and carers March 2015 

¶ Children missing from education (Dfe 2016)  

¶ Preventing and tackling Bullying (Dfe 2017) 

¶ Sexual violence and sexual harassment between children in schools (Dfe 2018) 

¶ Promoting positive emotional well-being and reducing the risk of suicide (ESCB 2018) 

¶ Searching, screening, confiscating (Dfe 2018) 

¶ Working Together to Safeguard Children 2018 (Statutory guidance)  

¶ Criminal exploitation of children and vulnerable adults – county lines guidance (Home Office 2018) 

¶ Keeping Children Safe in Education – Statutory guidance for schools and colleges, September 2019  

¶ Teaching online safety in schools (Dfe 2019) 
 

 
The Policy conforms to locally agreed inter-agency procedures.  It is available to all interested parties on our 
website and on request from the main school office. It should be read in conjunction with other relevant policies 
and procedures (See section 5 below). 
 

http://bradfordscb.org.uk/
https://www.legislation.gov.uk/ukdsi/2015/9780111133309/pdfs/ukdsiod_9780111133309_en.pdf
https://www.gov.uk/government/collections/serious-crime-bill
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419604/What_to_do_if_you_re_worried_a_child_is_being_abused.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419628/Information_sharing_advice_safeguarding_practitioners.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419628/Information_sharing_advice_safeguarding_practitioners.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/623895/Preventing_and_tackling_bullying_advice.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/719902/Sexual_violence_and_sexual_harassment_between_children_in_schools_and_colleges.pdf
http://www.escb.co.uk/media/1505/promoting-positive-emotional-well-being-and-reducing-the-risk-of-suicide.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/674416/Searching_screening_and_confiscation.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419595/Working_Together_to_Safeguard_Children.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/741194/HOCountyLinesGuidanceSept2018.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/811513/DRAFT_Keeping_children_safe_in_education_2019.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/811796/Teaching_online_safety_in_school.pdf
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Definitions: 

Keeping Children Safe in Education, 2019, states: 

‘Safeguarding and promoting the welfare of children is defined for the purposes of this guidance as:  

¶ protecting children 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 outcomes.  
 
Children includes everyone under the age of 18.  
 
Where a child is suffering significant harm, or is likely to do so, action should be taken to protect that child. 
Action should also be taken to promote the welfare of a child in need of additional support, even if they are 
not suffering harm or are at immediate risk. 
 
Effective safeguarding arrangements in every local area should be underpinned by two key principles:  

¶ safeguarding is everyone’s responsibility: for services to be effective each professional and 
organisation should play their full part; and  

¶ a child-centred approach: for services to be effective they should be based on a clear 
understanding of the needs and views of children.  

Working Together to Safeguard Children states that everyone who comes into contact with children has a role 
to play and provides statutory guidance.    

Children have said that they need: 

¶ 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 

 
Clayton Village Primary School fully recognises its responsibilities for child protection and has a clear 
expectation that all staff conform to this policy with the highest level of regard.  
 
Our policy applies to all staff, governors and volunteers working in the school and aims to give clear direction 
about expected codes of behaviour in dealing with child protection issues. The policy also aims to make 
explicit the school’s commitment to the development of good practice and sound procedures. There are five 
main elements to our policy: 

¶ Ensuring we practice safe recruitment in checking the suitability of staff and volunteers to work with 
children.  
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¶ Raising awareness of child protection issues and equipping staff and children with the skills needed 
to keep children safe.   

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

¶ Supporting pupils who have been abused in accordance with his/her agreed child protection plan. 

¶ Establishing a safe environment in which children can learn and develop 

  

Child protection is the responsibility of all school staff.  

All staff members are committed to children’s and young people’s welfare and safety and are clear about 
their responsibilities to safeguard and promote children’s welfare. Our school is a community and all those 
directly connected (staff, governors, parents, families and pupils) have an essential role to play in making it 
safe and secure. We welcome suggestions and comments contributing to this process.  
All staff members believe that our school should provide a caring, positive safe and stimulating environment 
that promotes the social, physical and moral development of the individual child. 
 
In-school procedures for protecting children   

All staff and volunteers will: 
 

Read and be familiar with KCSIE Part One and Annex A  

Annex A 2019 provides new information on:  

¶ Serious Violence 

¶ Up-skirting 

It also provides additional context for honour based violence (HBV) and the preventing radicalisation 
guidance now focuses on what staff should be doing and considering) of Keeping Children Safe in Education 
(DfE 2019), this policy and other relevant, linked policies.  

¶ Be familiar with the school’s Safeguarding and Child Protection Policy including issues of confidentiality.  

¶ Remember that the child’s welfare and interests must be the paramount consideration at all times. 

¶ Never promise to keep a secret or confidentiality, where a child discloses abuse. 

¶ Be alert to signs and indicators of possible abuse (see Appendix 1 for current definitions of abuse and 
examples of harm).  

¶ Record concerns on CPOMS (see Appendix 4).  

¶ Deal with a disclosure of abuse from a child in line with the recommendations in Appendix 2. These 
must be passed to one of the designated staff immediately, followed by a written account which will 
be uploaded onto CPOMS. Staff should not take it upon themselves to investigate concerns or make 
judgements. 

¶ Be involved in on-going monitoring and recording to support the implementation of interagency child 
protection and child support plans. 

¶ Be subject to Safer Recruitment processes (staff) and Disclosure and Barring Service checks (all adults 
working in school).  

¶ Will be expected to behave in accordance with the ‘Guidance for safer working practice for those 
working with children and young people in education settings’ October 2017. 
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Responsibilities of the Designated Safeguarding Lead   
 
Roles and Responsibilities 

All adults working with, or on behalf of children, have a responsibility to protect them. There are, however, 
key people within schools and the Local Authority who have specific responsibilities under child protection 
procedures.  

The Designated Lead for child protection is Rebecca Cradock ς Headteacher  

The Cover Designated Lead is Heidi Rahim ς Assistant Headteacher  

Caroline Tomkinson and Jamie Waterman are also trained in child protection (DSL), forming the safeguarding 
team. 

A. DSL Job Description (See job Description) 

The Designated Safeguarding Lead is key to ensuring that proper procedures and policies are in place and are 
followed with regard to child safeguarding issues. The Designated Safeguarding Lead should ensure the relevant 
people are informed including the class teacher where appropriate who may monitor the situation. They will 
also act as a dedicated resource available for other staff, volunteers and governors to draw upon. 
 
The school recognises that the Designated Safeguarding Lead must have the status and authority within the 
school management structure to carry out the duties of the post – they must therefore be a member of the 
senior management team.  All members of staff (including volunteers) must be made aware of who this person 
is and what their role is.  
 
The Designated Safeguarding Lead will act as a source of advice and coordinate action within the school over 
child protection cases.  They will need to liaise with other agencies and build good working relationships with 
colleagues from these agencies.  The Designated Safeguarding Lead is the first person to whom members of 
staff report concerns.  The Designated Safeguarding Lead is responsible for referring cases of suspected abuse 
or allegations to the relevant investigating agencies according to the procedures established by the LA.   
 
N.B. The Designated Safeguarding Lead is not responsible for dealing with allegations made against members 
of staff (unless the Designated Lead is already the Headteacher and then they would assume responsibility).  
This remains the responsibility of the Headteacher unless the allegation is about the HT then the Chair of 
Governors must assure the responsibility. If any allegations are made against staff members, the HT would 
contact the LADDO and follow the LA guidance. 
 
To be effective they will: 
¶ Act as a source of advice, support and expertise within the school and be responsible for coordinating action 
regarding referrals by liaising with Children’s Services and other relevant agencies over suspicions that a 
child may be suffering harm.  

¶ Cascade safeguarding advice and guidance issued by the LA. 
¶ Where they have concerns that a referral has not been dealt with in accordance with the child protection 

procedures, they will ask the Local Authority Designated Officer to investigate further. 
¶ Ensure each member of staff and volunteers at the school, and regular visitors (such as Education Welfare 

Officers, trainee teachers and supply teachers) are aware of and can access readily, this policy as part of 
induction. 

¶ Liaise with the Headteacher to inform them of any issues and ongoing investigations and ensure there is 
always cover for the role.  
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¶ Ensure that this policy is updated and reviewed annually and work with the designated governor for child 
protection regarding this.  

¶ Be able to keep detailed accurate secure written records of referrals/concerns, and ensure that these are 
held in a secure place.  

¶ Ensure parents are aware of the child protection policy in order to alert them to the fact that the school 
may need to make referrals. Raising parents’ awareness may avoid later conflict if the school does have to 
take appropriate action to safeguard a child.  The best opportunity to do this is at the Reception Parents’ 
evening prior to school enrolment in September. 

¶ Where children leave the school roll, ensure any child protection file is transferred to the new school as 
soon as possible, separately from the main file, and addressed to the designated person for child 
protection. These records will be handed over in person one Designated Safeguarding Lead to the other or 
if an out of area transfer is needed then they will be transferred via registered and recorded mail. The 
Designated lead would add details of the transfer and who received the documents onto their chronology. 
If the receiving school uses CPOMS the records will also be sent electronically via an encrypted transfer. 

¶ Where a child leaves and the new school is not known, ensure that the local authority is alerted so that the 
child’s name can be included on the database for missing pupils.  

 
The Designated Safeguarding Lead also has an important role in ensuring all staff and volunteers receive 

appropriate training. They should: 
¶ Attend training in how to identify abuse and know when it is appropriate to refer a case. 
¶ Have a working knowledge of how LA operates and the conduct of a child protection case conference and 

be able to attend and contribute to these when required.  
¶ Attend any relevant or refresher training courses and then ensure that any new or key messages are passed 

to other staff, volunteers and governors.  
¶ Make themselves (and any deputies) known to all staff, volunteers and governors (including new starters 

and supply teachers) and ensure those members of staff have had training in child protection.  
¶ This should be relevant to their needs to enable them to identify and report any concerns to the designated 

teacher immediately.  
 
 
Our named Designated Safeguarding Lead officer from our Senior Leadership Team with lead responsibility and 
management oversight and accountability for child protection is Rebecca Cradock (Headteacher). 

 
The Designated Safeguarding Lead is supported by the following appropriately trained designated staff – Heidi 
Rahim (AHT), Caroline Tomkinson (Learning Mentor), Jamie Waterman (Pastoral Support worker). They are 
responsible for co-ordinating all child protection activity. 

 
The Designated Safeguarding Lead must ensure that all staff involved in direct case work of vulnerable children, 
where there are child protection concerns/issues; have access to regular safeguarding supervision.  

 
Where the school has concerns about a child, the Designated Safeguarding Lead will act as a source of support, 
advice and expertise to staff on matters of safety and safeguarding, and when deciding whether to make a 
referral by liaising with relevant agencies.  

 
The Designated Safeguarding Lead is responsible for referring all cases of suspected abuse to Children’s Social 
Work Service Duty and Advice Team. Keeping Children Safe in Education (2019) dictates that anyone in the 
school setting can make a referral, however, wherever possible this should be done by appropriately trained 
designated safeguarding staff.  
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The Deputy Designated Safeguarding Lead will liaise with the Headteacher to inform her of issues, especially 
ongoing enquiries under section 47 of the Children Act 1989 and police investigations. 

 
Child Protection information will be dealt with in a confidential manner. A written record will be made of what 
information has been shared with who and when. Staff will be informed of relevant details only when the 
Designated Safeguarding Lead feels their having knowledge of a situation will improve their ability to deal with 
an individual child and /or family.   

 
Once a child protection cause for concern has been passed to the Designated Safeguarding Lead, this will be 
recorded on CPOMs as cause for concern. If there is contact with children’s services, this will then be tagged on 
CPOMs as CS contact. If the case becomes child in need or child protection the case will be tagged as that. A 
running paper log of cause for concern and child protection will also be kept in the locked cabinet. 

 
For some children, this single record will be the only concern held for them over their time in the establishment.  
For others, further information may well be accumulated, often from a variety of sources, over time. 

 
Designated staff will keep detailed, accurate, secure written records of concerns and referrals, which clearly 
reflect the wishes and feelings of the child. These will be scanned and uploaded on to CPOMs or typed 
directly onto the system. 

 
If concerns relate to more than one child from the same family at the school, the children can be linked on 
CPOMS and cross-referenced to the files of other family members.  Common records, e.g. child protection 
conference notes, will be duplicated for each child. 

 
Child protection records will be stored securely on CPOMS. Individual electronic files will be kept for each child; 
school will not keep family files. Original files will be kept for at least the period during which the child is 
attending the school, and beyond that in line with current data legislation. This information will also be logged 
onto CPOMS. 

 
Access to these by staff other than the designated staff will be restricted.  

 
The Designated Safeguarding Leads will undertake appropriate refresher training at least every two years. 

 
DSL must understand the assessment process for providing early help and intervention, for example through 
locally agreed common and shared assessment processes such as early help assessments. 

 
DSL must 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. 
 
DSL have a responsibility to ensure each member of staff and volunteer has access to and understands the 
school’s child protection policy and procedures, (this is included as part of the induction process for all new 
staff and volunteers).  
 
 
If the DSL is not available, staff should speak to a member of the safeguarding team trained in Child protection, 
AHT, Learning Mentor or pastoral support worker and/or take advice from local children’s social care. 
 

At Clayton Village Primary School, we recognise the possibility that adults working in the school may harm 
children. Any concerns about the conduct of other adults in the school should be taken to the Headteacher 
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without delay (or where that is not possible, to the Designated Safeguarding Lead); any concerns about the 
Headteacher should go to the Chair of Governors who can be contacted by leaving a letter via the school 
office or asking for a call back via the school office. 

Where there are concerns about the proprietor of an independent school, the member of staff should contact 
the local authority Designated Officer without delay. 
 

B) Job Description DESIGNATED GOVERNOR 
 
The Designated Governor for Child Protection at our school is:  
 
Penny Silson 
 
The Governors will ensure that the designated member of staff for child protection is given sufficient time to 
carry out his or her duties, including accessing training. 
 
The Governors will review safeguarding practices in the school on a regular basis, and no less than annually, to 
ensure that: 
 

¶ The school is carrying out its duties to safeguard the welfare of children at the school; 

¶ Members of staff and volunteers are aware of current practices in this matter, and that staff receive 
training where appropriate; 

¶ Child protection is integrated with induction procedures for all new members of staff and volunteers 

¶ The school follows the procedures agreed by LA Safeguarding Children Board, and any supplementary 
guidance issued by the Local Authority 

¶ Only persons suitable to work with children shall be employed in the school, or work here in a voluntary 
capacity 

¶ Where safeguarding concerns about a member of staff are substantiated, take appropriate disciplinary 
action 

 

The governing body ensures our pupils are taught how to keep themselves safe (including online) through 
teaching and learning opportunities as part of a broad and balanced curriculum.  From September 2020, our 
school will work in accordance with new government regulations which make the subjects of Relationships 
Education (for primary age pupils) and Relationships and Sex Education (for secondary age pupils) and Health 
Education (for all pupils in state-funded schools) mandatory. 

 
 

 

 

 

 

Raising Awareness  
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The Designated Safeguarding Lead should ensure the school policies are known and used appropriately:  
 

¶ Ensure the school’s child protection policy is reviewed annually and the procedures and 
implementation are updated and reviewed regularly, working with the governing body regarding this.  
 

¶ Ensure the child protection policy is on the school’s website, available publicly 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 authority and BSCB to make sure staff are aware of training opportunities and the 
latest local policies on safeguarding. 

 
Child Protection Records  

Child protection files are held in a locked cabinet with only the Designated Safeguarding Lead and Deputy 
having access and also electronically on CPOMS. The following information will be kept in the locked stand-
alone file, whether paper or electronic: 

 
• Chronology   
• All completed child protection cause for concern notes (if not directly inputted onto the CPOMS 

system) 
• Any child protection information received from the child’s previous educational establishment 
• Records of discussions, telephone calls and meetings with colleagues and other agencies or 

services (uploaded to CPOMS) 
• Professional consultations 
• Letters/ emails sent and received relating to child protection matters (scanned onto CPOMS) 
• Referral forms (sent to Children’s Social Care, other external agencies or education-based 

services) 
• Minutes or notes of meetings, e.g. child protection conferences, core group  meetings, 

etc., copied to the file of each child in the family, as appropriate uploaded to CPOMS   
• Formal plans for or linked to the child, e.g. child protection plans, early help/ CAF’s, risk 

assessments etc. 
• A copy of the support plan for the young person – scanned onto CPOMS. 

 
Where children leave, the school will ensure that the child protection file is transferred securely and 
separately from the main pupil file to the receiving school/educational establishment (where this is known), 
within 15 school days.   

 
This is a legal requirement set out under regulation 9 (3) of ‘The Education (Pupil Information) (England) 
Regulations 2005.   A copy of the chronology, will be stored on CPOMS. 

 
CPOMS archives all Child protection files and so they will always be available to access.  

 
Children’s records will be transferred in a secure manner, for example, by CPOMS. If the receiving school does 
not use CPOMS a print out of the child’s CP file will be hand delivered or send via recorded delivery. When 
hand-delivering pupil records, a list of the names of those pupils whose records are being transferred and the 
name of the school they are being transferred to will be made and a signature obtained from the receiving 
school as proof of receipt. CPOMS online transfers can be made securely to receiving schools who also use this 
operating system and an email from the receiving school to say they’ve been updated. School will also pass on 
the paper copy of the file. 
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For audit purposes a record of all pupil records transferred or received will be kept in electronic format.  This 
will include the child’s name, date of birth, where and to whom the records have been sent and the date sent 
and/or received.  A copy of the child protection chronology sheet will also be retained for audit purposes. 

 
If a pupil is permanently excluded and moves to a Pupil Referral Unit, child protection records will be forwarded 
onto the relevant organisation in accordance with the ‘The Education (Pupil Information) (England) Regulations 
2005, following the above procedure for delivery of the records. 
 
If a parent chooses to electively home educate (EHE) their child, the child protection record will be forwarded 
to the local authority children’s services Elective Home Education team, following the above procedure for 
delivery of the records. 

 
When a Designated Safeguarding Lead/ deputy resigns their post or no longer has child protection 
responsibility, there will be a full face to face handover/exchange of information with the new post holder. 

 
In exceptional circumstances when a face to face handover is unfeasible, it is the responsibility of the head 
teacher to ensure that the new post holder is fully conversant with all procedures and case files. 

 
All Designated Safeguarding Leads receiving current (live) files or closed files must keep all contents complete 
and not remove any material. 

 
All receipts confirming file transfer must be kept in accordance with the recommended retention periods.  For 
further information, refer to the archiving section.  

 
Archiving 
 

 
The school which the pupil last attended until statutory school leaving age (or the school where the pupil 
completed sixth form studies) is responsible for retaining the child protection record.  The recommended 
retention periods are 35 years from closure when there has been a referral to Children’s Social Work Social 
Services.  If no referral has been made to Children’s Social Work Service, the child protection record should be 
retained until the child’s 25th birthday. The decision of how and where to store these files must be made by the 
school via the governing body.  (NB. Due to sensitivity of the information, the records should continue to be 
held in a secure area with limited access e.g. designated officer or head teacher). At Clayton Village Primary 
School, we log incidents onto CPOM and these records are transferred electronically via an encrypted system.  
 
Access to files 
 
A pupil or their nominated representative has the legal right to see their file at any point.  This is their right of 
subject to Access under the data protection regulations 2019. It is important to remember that all information 
should be accurately recorded, objective in nature and expressed in a professional manner. 
 
/ƘƛƭŘǊŜƴΩǎ ŀƴŘ ǇŀǊŜƴǘǎΩ ŀŎŎŜǎǎ ǘƻ ŎƘƛƭŘ ǇǊƻǘŜŎǘƛƻƴ ŦƛƭŜǎ  
 
Under the Data Protection regulations 2019, a pupil or their nominated representative has the legal right to 
request access to information relating to them.  This is known as a subject access request.  
 
Therefore, it is important to remember that all information should be accurately recorded, objective in nature 
and expressed in a professional manner.  
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Any child who has a child protection file has a right to request access to it.  In addition, the Education (Pupil 
Information) (England) Regulations 2005 give parents the right see their child’s school records.   
However, neither the child nor the parent has an automatic right to see all the information held in child 
protection records. Information can be withheld if disclosure: 

• could cause serious harm or is likely to cause serious harm to the physical or mental health or 
condition of the child; or 

• could reveal that the child has been a subject of or may be at risk of child abuse, and the disclosure 
is not in the best interests of the child; or 

• is likely to prejudice an on-going criminal investigation; or 
• the information about the child also relates to another person who could be identified from it or 

the information has been given by another person who could be identified as the source, unless 
the person has consented to the disclosure or the person providing the information is an employee 
of the establishment or the Local Authority.    
 

It is best practice to make reports available to the child or their parents unless the exceptions described above 
apply.  If an application is made to see the whole record, advice will be sought from the Bradford Children’s 
Services Information Governance Team.  

   
The establishment’s report to the child protection conference should be shared with the child, if old enough 
and parent at least two days before the conference. 
 
Safe destruction of the pupil record  
 
Where records have been identified for destruction they should be disposed of securely at the end of the 
academic year (or as soon as practical before that time).  Records which have been identified for destruction 
should be confidentially destroyed.  This is because they will either contain personal or sensitive information, 
which is subject to the requirements of the Data Protection regulations 2018 or they will contain information 
which is confidential to school or the Local Education Authority.  Information should be shredded prior to 
disposal or confidential disposal can be arranged through private contractors.  For audit purposes the school 
should maintain a list of records which have been destroyed and who authorised their destruction.  This can be 
kept securely in either paper or an electronic format. 
 
Information sharing 
 
When there is a concern that a child is at risk of significant harm, all information held by the establishment 
must be shared with Children’s Social Care, police and health professionals.  Section 47 of the Children Act 1989 
and sections 10 and 11 of the Children Act 2004 empower all agencies to share information in these 
circumstances.  If Designated Safeguarding Leads are in doubt, they should consult Bradford Children's 
Specialist Services on 01274 435600 or Bradford Children's Social Services Initial Contact Point 01274 437500 

 
On occasions when safeguarding concerns exist for a child in the context of a family situation and siblings attend 
other educational establishments or the children are known to other agencies, it may be appropriate for the 
designated safeguarding staff to consult with, on a confidential basis, their counterpart from other 
establishments or other agencies to share and jointly consider concerns.  If in any doubt about the 
appropriateness of this process, advice can be sought from the Bradford Children Safeguarding Board on the 
numbers above.   
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It is good practice to seek consent from the child or their parent before sharing information. However, consent 
is not always a condition for sharing and sometimes we do not inform the child or family that their information 
will be shared, if doing so would: 
 

• place a person (the child, family or another person) at risk of significant harm; or 
• prejudice the prevention, detection or prosecution of a crime; or 
• lead to unjustified delay in making enquiries about allegations of significant harm to a child. 

 
Consent should not be sought if the establishment is required to share information through a statutory duty, 
eg section 47 of the Children Act 1989 as discussed above, or court order. 
 

 
Private Fostering 
 
What is private fostering? 
A private fostering arrangement is one that is made privately (without the involvement of a local authority) 
for the care of a child under the age of 16 years (under 18, if disabled) by someone other than a parent or 
close relative, in their own home, with the intention that it should last for 28 days or more.  (*Close family 
relative is defined as a ‘grandparent, brother, sister, uncle or aunt’ and includes half-siblings and step-
parents; it does not include great-aunts or uncles, great grandparents or cousins). 
  
Why are children in private foster care? 
Most frequently, young people are in private foster care for the following reasons: 

         Children from other countries sent to live in the UK with extended family 
         Host families for language schools 
         Parental ill-health 
         Where parents have moved away, but the child stays behind (e.g. to stay at the same school to 

finish exams) 
         Teenagers estranged from their families 

  
The Duty to refer to the Local Authority 
Each party involved in the private fostering arrangement has a legal duty to inform the relevant local 
authority at least six weeks before the arrangement is due to start.  Not to do so is a criminal offence.  
Schools also have a duty to report to the local authority where they are aware or suspect that a child is 
subject to a private fostering arrangement.  There is no duty for schools to be given information about a child 
who is privately fostered by a family, carer or the local authority.  There is however a duty on schools to 
inform children’s services where they become aware of such an arrangement. 
 

Child Sexual Exploitation (CSE) 

Definition of Child Sexual Exploitation (a form of child abuse)  

The definition is: 
 
Child sexual exploitation is a form of child sexual abuse. It occurs where an individual or group takes 
advantage of an imbalance of power to coerce, manipulate or deceive a child or young person under the age 
of 18 into sexual activity (a) in exchange for something the victim needs or wants, and/or (b) for the financial 
advantage or increased status of the perpetrator or facilitator. The victim may have been sexually exploited 
even if the sexual activity appears consensual. Child sexual exploitation does not always involve physical 
contact; it can also occur through the use of technology.  
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Indicators of child sexual exploitation may include: 

• Acquisition of money, clothes, mobile phones, etc. without plausible explanation; 

• Gang-association and/or isolation from peers/social networks; 

• Exclusion or unexplained absences from school, college or work; 

• Leaving home/care without explanation and persistently going missing or returning late; 

• Excessive receipt of texts/phone calls; 

• Returning home under the influence of drugs/alcohol; 

• Inappropriate sexualised behaviour for age/sexually transmitted infections; 

• Evidence of/suspicions of physical or sexual assault; 

• Relationships with controlling or significantly older individuals or groups; 

• Multiple callers (unknown adults or peers); 

• Frequenting areas known for sex work; 

• Concerning use of internet or other social media; 

• Increasing secretiveness around behaviours; and 

• Self-harm or significant changes in emotional well-being. 

 

Potential vulnerabilities include: 

Although the following vulnerabilities increase the risk of child sexual exploitation, it must be remembered 
that not all children with these indicators will be exploited. Child sexual exploitation can occur without any 
of these issues. 

• Having a prior experience of neglect, physical and/or sexual abuse; 

• Lack of a safe/stable home environment, now or in the past (domestic violence or parental substance 
misuse, mental health issues or criminality, for example); 

• Recent bereavement or loss; 

• Social isolation or social difficulties; 

• Absence of a safe environment to explore sexuality; 

• Economic vulnerability; 

• Homelessness or insecure accommodation status; 

• Connections with other children and young people who are being sexually exploited; 

• Family members or other connections involved in adult sex work; 

• Having a physical or learning disability; 

• Being in care (particularly those in residential care and those with interrupted care histories); and 

• Sexual identity. 

More information can be found in: 
 

Child sexual exploitation: Definition and a guide for practitioners (DfE 2017) 
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¢ƘŜ .ŀǊƴŀŘƻǎ ΨtǳǇǇŜǘ ƻƴ ŀ {ǘǊƛƴƎΩ report (January 2011) identified three broad categories of child sexual 

exploitation described as:  

• Inappropriate relationships (e.g. a 14-year-old in a sexual relationship with a 20-year-old partner, man or 

woman)  

• ‘Boyfriend’ / ‘Girlfriend’ model of exploitation and peer exploitation (e.g. an older boyfriend/girlfriend 

introducing a younger partner to their peers (often fellow gang members) in return for sexual favours in 

return for money, drugs, alcohol or ‘gifts’)  

• Organised / networked sexual exploitation or trafficking (e.g. established groups of older males/females 

targeting and grooming vulnerable children from troubled backgrounds, often by digital communication in 

order to exploit them sexually, often using the victims to recruit other young people in return for money, 

drugs, alcohol or ‘gifts’). 

County Lines 

As a school we are aware of the criminal exploitation of children, including ‘county lines’. A typical county 

lines scenario is defined by the following components: 

 a. A group (not necessarily affiliated as a gang) establishes a network between an urban hub and county 

location, into which drugs are supplied.  

b. A branded mobile phone line is established in the market, to which orders are placed by introduced 

customers. The line will commonly (but not exclusively) be controlled by a third party, remote from the 

market. 

 c. The group exploits young or vulnerable persons, to achieve the storage and/or supply of drugs, movement 

of cash proceeds and to secure the use of dwellings (commonly referred to as cuckooing).  

d. The group or individuals exploited by them regularly travel between the urban hub and the county market, 

to replenish stock and deliver cash. 

 e. The group is inclined to use intimidation, violence and weapons, including knives, corrosives and firearms. 

We are vigilant and know to refer on to the DSL and police if there is any suspicion of children being exploited 

in this way. 

The Duty to refer to the Local Authority 
Schools also have a duty to report to the local authority where they are aware or suspect that a child is 
subject to CSE and so the DLS would follow the child protection referral as set out in this policy. 
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Summary of in-school procedures to follow where there are concerns about a child 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Cause for concern 

Complete cause for concern form on 
CPOMS or paper and speak to Designated 
Safeguarding Lead (staff) 

 

 

 
Discussion 

Concerned party discuss with: 
Designated Staff / 

Head teacher 

Consider whether an early help 
assessment (CAF) is needed and consider 
discussing concerns with parents/carers 

Seek advice from other agencies: 
Bradford Children's Specialist Services 

on 01274 435600 or Bradford Children's 
Social Services Initial Contact Point -

01274 437500 

Referral 
to Children’s Social 

Work Service  
(CSWS) by Head 

teacher / 
Designated Staff 

Undertake early 
help 

assessment/ 
Monitor 

within school 

Designated Staff / Head teacher 
confirm monitoring procedure and 

review system Child & family 
assessment 

(CSWS) within 10 
working days 

If further 
concerns 
identified 

Child leaves the 
school – information 
passed on to next 
Designated Staff 

Bradford LSCB S47 
enquiries procedures 

continue  
http://westyorkscb.proced

uresonline.com 

No further 
action 

Reasons given to 
Designated Staff 

Decision about 
continued monitoring 

agreed 
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Working with parents and other agencies to protect children 

Parents/carers should be aware that our school will take any reasonable action to safeguard the welfare of its 
pupils. In cases where the school has reason to be concerned that a child maybe suffering significant harm, ill 
treatment, neglect or other forms of harm staff have no alternative but to follow the Bradford Safeguarding 
Children Board procedures and contact Children’s Social Work Service Duty and Advice team to discuss their 
concerns. 

 
In general, we will discuss concerns with parents/carers before approaching other agencies, and will seek their 
consent to making a referral to another agency. Appropriate staff will approach parents / carers after 
consultation with the Designated Safeguarding Lead. However, there may be occasions when school will 
contact another agency before informing parents / carers, if the school decides that contacting them may 
increase the risk of significant harm to the child.  

 
Our Child Protection (Safeguarding) Policy is published on our school website and a paper copy is available on 
request via our school office.  
 
Contact Telephone Numbers for Parents 
As a school we make sure that we hold more than one emergency contact telephone number for children and 
if we are unable to reach a parent on the first contact we will always try them on the second number. 
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Multi -agency work 

We work in partnership with other agencies in the best interests of the children. Therefore, school will, where 
necessary, liaise with the school nurse and make referrals to Children’s Social Work Service. Referrals will 
normally be made by the Designated Staff, to the Children’s Initial Contact Point Tel No 01274 437500 Out of 
Hours Emergency Duty Team Tel No 01274 431010, but anyone who is concerned can make a referral. Where 
a child already has a child protection social worker, the school will immediately contact the social worker 
involved, or in their absence the team manager of the child protection social worker. 

  
We will co-operate with Children’s Social Work Service where they are conducting child protection enquiries. 
Furthermore, school will ensure representation at appropriate inter-agency meetings such as Initial and Review 
Child Protection Conferences, and Planning and Core Group meetings, as well as Family Support Meetings. 

 
We will provide reports as required for these meetings. If school is unable to attend, a written report will be 
sent.  The report will, wherever possible and appropriate, be shared with parents / carers at least 24 hours prior 
to the meeting.      
 
Where a child in school is subject to an inter-agency child protection plan or a Multi-agency Risk Assessment 
Conference (MARAC) meeting, school will contribute to the preparation implementation and review of the plan 
as appropriate. 
 

Where a school places a pupil with an alternative provision provider, the school continues to be responsible 
for the safeguarding of that pupil, and should be satisfied that the provider meets the needs of the pupil. You 
must get written confirmation from the alternative provider that appropriate safeguarding checks have been 
carried out on individuals working at the establishment, i.e. those checks that the school would otherwise 
perform in respect of its own staff. 

 
 
Our role in the prevention of abuse 

We will identify and provide opportunities for children to develop skills, concepts, attitudes and knowledge to 
promote their safety and well-being. 

 
Relevant issues will be addressed through the PSHE curriculum. For example, self-esteem, emotional literacy, 
assertiveness, power, what to do if someone is hurting you, relationships education, peer pressure, e-safety, 
preventing radicalisation and anti- bullying. 

 
Relevant issues will be addressed through other areas of the curriculum. For example, circle time, English, 
History, Drama, Art, Esafety, assemblies and PSHE lessons.  

 

We will offer appropriate support to individual children who have experienced abuse or who have abused 
others (children who abuse others will be responded to in a way that meets their needs as well as protecting 
others within the school community through a multi-agency risk assessment). 

 
All relevant policies which address issues of power and potential harm, e.g. Anti- Bullying (Friendship Policy) & 
Anti-Discrimination, Single Equalities Policy, Positive Behaviour will be linked to ensure a whole school 
approach.  
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Our Child Protection Policy cannot be separated from the general ethos of the school, which is committed to 
ensuring that children are treated with respect and dignity, feel safe, and are listened to. 

 
Children Missing in Education 
 
A child going missing from education is a potential indicator of abuse or neglect. School staff members must 
follow Bradford’s ‘Children Missing Education Guidance for Schools’ procedures and guidance if they are 
concerned about a child missing from education. 
See link: https://bso.bradford.gov.uk/Schools/CMSPage.aspx?mid=50 
 
All schools must inform the local authority of any pupil who fails to attend school regularly, or has been 
ŀōǎŜƴǘ ǿƛǘƘƻǳǘ ǘƘŜ ǎŎƘƻƻƭΩǎ permission for a continuous period of 10 school days or more, at such intervals 
as are agreed between the school and the local authority (or in default of such agreement, at intervals 
determined by the Secretary of State) (Keeping Children Safe in Education September 2019) 

 
Children who are absent, abscond or go missing during the school day are vulnerable and at potential risk of 
abuse or neglect. School staff members must follow the school’s ‘Child Absconding from School or Educational 
Visit’ Protocol. 

 
Where child sexual exploitation, or the risk of it, is suspected, frontline practitioners should complete a cause 
for concern form on CPOMS or paper and pass onto the Designated Safeguarding Lead.  

 
The DSL should refer to Bradford children’s social care and the police, if appropriate, regardless of whether the 
child is engaging with services or not. 

 
Clayton Village Primary School recognises that all children have a right to be safe, and that some children may 
be more vulnerable to abuse e.g. those with a disability or special educational need, those living with domestic 
violence or drug/alcohol abusing parents, etc. Staff are trained to look for signs of abuse and to consider any 
additional relevant factors (see appendix). 

When the school is considering excluding, either fixed-term or permanently, a vulnerable pupil and/or a pupil 
who is either subject to a S47 Child Protection plan or there is an existing child protection file, we will call a 
multi-agency risk-assessment meeting prior to making the decision to exclude. In the event of a one-off serious 
incident resulting in an immediate decision to exclude, the risk assessment must be completed prior to 
convening a meeting of the Governing body. 

This school follows the Bradford BCSB multi-agency procedures and has due regard to the government guidance 
on the issues listed below via the GOV.UK website: 

¶ child missing from education  

¶ child missing from home or care  

¶ child sexual exploitation (CSE)  

¶ bullying including cyberbullying  

¶ domestic violence  

¶ drugs  

¶ fabricated or induced illness  

¶ faith abuse  

¶ female genital mutilation (FGM)* 

¶ forced marriage  

¶ gangs and youth violence  

¶ gender -based violence/violence against women and girls (VAWG)  

https://bso.bradford.gov.uk/Schools/CMSPage.aspx?mid=50
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¶ mental health  

¶ private fostering  

¶ preventing radicalisation ** 

¶ sexting 

¶ serious violence 

¶ trafficking 

¶ up-skirting 
 
Child criminal exploitation 
 
Child criminal exploitation is a geographically widespread form of harm which is a typical feature of county lines 
criminal activity (county lines is when drug networks or gangs groom and exploit children to carry drugs and 
money from urban areas to suburban areas and seaside towns).  Our school works with key partners locally to 
prevent and respond to child criminal exploitation. 
 
Contextual safeguarding 
 
Safeguarding incidents and behaviours can be associated with factors outside our school.   All staff are aware 
of contextual safeguarding and the fact they should consider whether wider environmental factors present in 
a child’s life are a threat to their safety and / or welfare.  To this end, we will consider relevant information 
when assessing any risk to a child and share it with other agencies to support better understanding of a child 
and their family. 
 

So-called ‘honour-based violence’ (including Female Genital Mutilation and forced marriage) 

 
*Female Genital Mutilation: The Mandatory Reporting Duty 

Section 5B of the Female Genital Mutilation Act 2003 (as inserted by section 74 of the Serious Crime Act 2015) 
places a statutory duty upon teachers, along with social workers and healthcare professionals, to report to the 
police where they discover (either through disclosure by the victim or visual evidence) that FGM appears to 
have been carried out on a girl under 18. Those failing to report such cases will face disciplinary sanctions. It 
will be rare for teachers to see visual evidence, and they should not be examining pupils, but the same definition 
of what is meant by “to discover that an act of FGM appears to have been carried out” is used for all 
professionals to whom this mandatory reporting duty applies. 

 

As of October 2015, the Serious Crime Act 2015 (Home Office, 2015)   introduced a duty on teachers (and other 
professionals) to notify the police of known cases of female genital mutilation where it appears to have been 
carried out on a girl under the age of 18.  Our school will operate in accordance with the statutory requirements 
relating to this issue, and in line with local safeguarding procedures. 

 

A forced marriage is one entered into without the full consent of one or both parties.  It is where violence, 
threats or other forms of coercion is used and is a crime.  Our staff understand how to report concerns where 
this may be an issue. 
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Radicalisation is defined as the process by which people come to support terrorism and violent extremism and, 
in some cases, to then participate in terrorist groups. The process of radicalisation is different for every 
individual and is a process, not a one off event; it can take place over an extended period or within a very short 
time frame. It is important that staff are able to recognise possible signs and indicators of radicalisation. 

Children and young people may be vulnerable to exposure or involvement with groups or individuals who 
advocate violence as a means to a political or ideological end. From more than 4,000 referrals to the Channel 
process (A multi-agency safeguarding programme to identify and support people at risk of radicalisation) more 
than half of the concerns raised are about children. 

Children and young people can be drawn into violence or they can be exposed to the messages of extremist 
groups by many means. These can include family members or friends, direct contact with members groups and 
organisations or, increasingly, through the internet, including through social media sites. This can put children 
and young people at risk of being drawn into criminal activity and has the potential to cause significant harm. 

Examples of extremist causes that have used violence to achieve their ends include animal rights, the far right 
(UK) and international terrorist organisations such as Al Qaeda and the Islamic State. 

Potential indicators identified include: 

¶ Use of inappropriate language 

¶ Possession of violent extremist literature 

¶ Changes in behaviour, language, clothing or appearance 

¶ The expression of extremist views 

¶ Advocating violent actions and means 

¶ Association with known extremists 

¶ Seeking to recruit others to an extremist ideology 
 

PREVENT is part of the UK’s counter terrorism strategy, it focusses on supporting and protecting vulnerable 
individuals who may be at risk of being exploited by radicalisers and subsequently drawn into terrorist related 
activity. PREVENT is not about race, religion or ethnicity, the programme is to prevent the exploitation of 
susceptible people. 

 

Vulnerability to radicalisation or extreme view points 
The school recognises its duty to protect our students from indoctrination into any form of extreme ideology 
which may lead to the harm of self or others.  This is particularly important because of the open access to 
electronic information through the internet.  The schools aims to safeguard young people through educating 
them on the appropriate use of social media and the dangers of downloading and sharing inappropriate 
material which is illegal under the Counter-Terrorism Act. The school vets all visitors carefully and will take 
firm action if any individual or group is perceived to be attempting to influence members of our school 
community, either physically or electronically. Our definition of radical or extreme ideology is ‘a set of ideas 
which could justify vilification or violence against individuals, groups or self.’  Staff are trained to be vigilant 
for spotting signs of extremist view and behaviours and to always report anything which may suggest a pupil 
is expressing opinions which may cause concern.  Our core mission of diversity permeates all we do. We place 
a strong emphasis on the common values that all communities share such as self-respect, tolerance and the 
sanctity of life. We work hard to broaden our pupils’ experience, to prepare them for life and work in 
contemporary Britain. We teach them to respect and value the diversity around them as well as 
understanding how to make safe, well-considered decisions. 
 
If staff are concerned about a change in the behaviour of an individual or see something that concerns them 
(this could be a colleague too) they should seek advice appropriately with the Designated Safeguarding Lead 



21 
 

who should contact Bradford Council’s PREVENT coordinator michael.churley@bradford.gov.uk or West 
Yorkshire Police Counter Terrorism Unit ctuleeds.intel@westyorkshire.pnn.police.uk or by ‘phoning 101’. 

PREVENT does not require staff to do anything in addition to their normal duties, what is important is that if 
staff are concerned that someone is being exploited in this way they have the confidence to raise these 
concerns. Bradford Council’s PREVENT lead can advise and identify local referral pathways (see Appendix 8). 

Effective early help relies on all staff to be vigilant and aware of the nature of the risk for children and young 
people, and what support may be available. 

**  Further information on Preventing Radicalisation ς See Prevent Policy 
 

A Safer School Culture 

Links with other Policies 
 
The Child Protection policy has obvious links with the wider Safeguarding agenda and staff and governors 
should always be aware of the impact this policy has on other related issues. For example, when agreeing or 
reviewing a policy for child protection, links should be made with a range of other guidelines and procedures: 
 

¶ E-Safeguarding 

¶ Safer Working Practice  

¶ Code of Conduct 

¶ Educational visits  

¶ Health & Safety 

¶ Positive Behaviour 

¶ Single Equalities Policy 

¶ Anti-Bullying & Anti-Discrimination 

¶ Confidentiality 

¶ Intimate Care 

¶ Positive Handling 

¶ Attendance 

¶ Inclusion & SEN 

¶ PSHE 

¶ Children Missing Education  

¶ Guidance on Exclusions 

¶ Preventing Radicalisation 

¶ Staff ICT and communications policy 

¶ Social Networking and AUP policy 
 

Safer Recruitment, selection and pre-employment vetting (see Safer Recruitment Policy) 

The school pays full regard and commitment to following the safer recruitment, selection and pre-employment 
vetting procedures as outlined Part Three of Keeping Children Safe in Education (September 2019).  

 
The school will maintain a single central record which demonstrates the relevant vetting checks required 
including: a barred list check, DBS check at the correct level, identity, qualifications, prohibition order and right 
to work in the UK (see appendix 7).  
 

mailto:michael.churley@bradford.gov.uk
mailto:ctuleeds.intel@westyorkshire.pnn.police.uk
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Fully enhanced DBS checks are carried out on all Governors, staff members and volunteers. Staff members and 
Governors are checked against the Section 128 list. 

 
In order to ensure that children are protected whilst at this school, we will ensure that our staff and volunteers 
are carefully selected, screened, trained and supervised. 
 
We accept that it is our responsibility to follow the guidance set out in ‘Keeping Children Safe in Education’ 
(2019) and ensure we meet requirements to have experienced and trained governors in Safer Recruitment, in 
particular: 
 

¶ Before appointing someone, ensure that the references contain information that asks the referee to 
comment upon the applicant’s suitability to work with children. 

¶ Check that all adults with substantial access to children at this school have an enhanced DBS checks, 
disapplication by association checks for household members, prohibition checks for ‘teaching work’, 
section 128 barring directions and teachers sanctioned in other EEA member states checks before 
starting work, and prior to confirmation of appointment.  

 
In addition, we will ensure that the following checks are satisfactorily completed before a person takes up a 
position in the school: 

¶ Identity checks to establish that applicants are who they claim to be1 

¶ Academic qualifications, to ensure that qualifications are genuine 

¶ Professional and character references prior to offering employment 

¶ Satisfy conditions as to health and physical capacity  

¶ Previous employment history will be examined and any gaps accounted for. 
 

A section 128 direction will show on an enhanced DBS check with barred list information (provided that 
'children's workforce independent schools' is specified in the parameters for the barred list check)  

Any staff member or visitor to the school must refer any concerns to the Designated Safeguarding Lead or 
deputy Designated Safeguarding Lead.  Where there is risk of immediate harm, concerns will be referred by 
telephone to the BCSB and / or the Police. 
 
VOLUNTEERS 
We understand that some people otherwise unsuitable for working with children may use volunteering to gain 
access to children; for this reason, any volunteers in the school, in whatever capacity, will be given the same 
consideration as paid staff. 
 
Where a parent or other volunteer helps on a one-off basis, he/she will only work under the direct supervision 
of a member of staff, and at no time have one to one contact with children. However, if a parent or other 
volunteer is to be in school regularly or over a longer period then they will be checked to ensure their suitability 
to work with children.  
 
The outcomes of the checks carried out on all adults working in school (staff and volunteers) are held on the 
Single Central Record, maintained by the School Business Manager and Monitored by the Designated 
Safeguarding Lead and Safeguarding Governor. 
 
 

                                            
1 e.g., through birth certificate, passport, new style driving licence, etcé 
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INDUCTION & TRAINING 
All new members of staff will receive induction training, which will give an overview of the organisation and 
ensure they know its purpose, values, services and structure, as well as identifying and reporting abuse, and 
confidentiality issues.  
 
All new staff at the school (including volunteers) will receive basic child protection information and a copy of 
this policy within one week of starting their work at the school as a minimum. 
 
All staff will be expected to attend training on safeguarding children that will enable them to fulfil their 
responsibilities in respect of child protection effectively. The school will provide this training through support 
from the Local Authority. 
 

All Staff will attend refresher training at least annually. 
 
Procedures in the event of an allegation against a member of staff or person in school 
 
At Clayton Village Primary School, all staff, volunteers and service providers are expected to behave in line with 
the school’s Code of Conduct, Guidance for Safer Working Practice For Those Working With Children and Young 
People in Education Settings (October 2015) and the school’s safeguarding policies and procedures.  
All adults working in school have a duty to challenge conduct which does not align with these policies and 
guidelines.  
 
Procedures must be followed in any case in which it is alleged that a member of staff, governor, visiting 
professional or volunteer has: 

a. behaved in a way that has harmed a child or may have harmed a child 
b. possibly committed a criminal offence against or related to a child 
c. behaved in a way that indicates s/he is unsuitable to work with children. 
d. behaved in a way that is in breach of any school safeguarding policies or guidance  

 
A safeguarding complaint that meets the above criteria must be reported to the Head teacher immediately. If 
the complaint involves the Headteacher then the Chair of Governors should be informed immediately along 
with the next most senior member of staff. 

The school will then follow the LA procedures for reporting allegations against members of staff and inform the 
LADO – see flow chart. 

Allegations against members of staff/ volunteers   
 
Clayton Village Primary School recognises that it is possible for staff and volunteers to behave in a manner 
that causes harm to children and takes any allegation made against members of staff or volunteers seriously. 
The local arrangements for managing allegations are understood and followed (see Appendix).  
 
Any member of staff with a concern about the behaviour of an adult must speak directly to the Headteacher. 
 
(See Bradford Safeguarding Board’s arrangements for managing allegations – link below) 
 
http://westyorkscb.proceduresonline.com/chapters/p_alleg_staff.html 
 
After any allegations of abuse have been made, there are a range of specified outcomes: 

¶ substantiated 

¶ malicious 

http://westyorkscb.proceduresonline.com/chapters/p_alleg_staff.html
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¶ false and 

¶ unsubstantiated 

¶ unfounded 
 
All staff know who to talk to if they are concerned about the behaviour of an adult.  

Allegations against a member of staff should not be investigated until after speaking with the Local Authority 
Designated Officer (LADO) and will be reported within one day.  

Part 4 of KCSIE 2019 emphasises that allegations of abuse can be made against volunteers and so schools should 
still follow the same process for the volunteer if investigating whether the adult poses a risk of harm. 
 
 

Annex E of KCSIE 2019 ς Homestay or Exchange Students 

Currently Clayton Village Primary School does not engage in foreign exchange student visits. However if this 
were to change then we would adhere to the statutory updated guidance set out in the September 2019 
KCSIE. 

¶ We would consider the suitability of the adults in the respective families who will be responsible for 
the visiting child during the stay. 

¶ Where we arrange for a visiting child to be provided with care and accommodation in the UK 
(including where they engage a company to make those arrangements) in the home of a family to 
which the child is not related, the responsible adults will be engaging in regulated activity for the 
period of the stay and therefore school would arrange for a suitable DBS check on those adults before 
placing children in the home because the school is the regulated activity provider in that case. (A 
regulated activity provider commits a criminal offence if it knows, or has reason to believe that, an 
individual is barred by the Disclosure and Barring Service (DBS) from engaging in regulated activity but 
allows that individual to carry out any form of regulated activity). 

¶ Where the child’s parent(s) or a student themselves arranges their own homestay, this would be a 
private arrangement and the school or college would not be the regulated activity provider. 

 
Allegations against the Headteacher:  
 
Any allegations against the Headteacher will be referred to the Chair Of Governors or the Local Authority 
Lead Officer (see flow chart).  
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Managing Allegations against other pupils  
 

We recognise that some students will sometimes negatively affect the learning and wellbeing of others and 
their behaviour will be dealt with under the school’s Behaviour Policy. Peer on peer abuse can manifest itself 
in many ways.  This may include bullying (including cyber bullying), physical abuse, sexual violence / sexual 
harassment, ‘up-skirting’, ‘sexting’ or initiation / hazing type violence and rituals.  We do not tolerate any 
harmful behaviour in school and will take swift action to intervene where this occurs.  We use lessons and 
assemblies to help children understand, in an age-appropriate way, what abuse is and we encourage them to 
tell a trusted adult if someone is behaving in a way that makes them feel uncomfortable.  Our school 
understands the different gender issues that can be prevalent when dealing with peer on peer abuse. 

Occasionally, allegations may be made against students by others in the school, which are of a safeguarding 
nature which may be: 

• made against an older pupil and refers to their behaviour towards a younger pupil or a more 
vulnerable pupil 

• of a serious nature, possibly including a criminal offence  
• raise risk factors for other pupils in the school 
• indicate that other pupils may have been affected by this student 
• indicate that young people outside the school may be affected by this student 

 

Examples of safeguarding issues against a student 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 Sexual Exploitation  
• Encouraging other children to attend inappropriate parties  
• Photographing or videoing other children performing indecent acts.  
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In areas where gangs are prevalent, older students may attempt to recruit younger pupils using any or all 
of the above methods. Young people suffering from sexual exploitation themselves may be forced to 
recruit other young people under threat of violence. 

Action should be taken in the same way as for all other child protection concerns.  

Serious violence 

 

All staff are aware of indicators which may signal that children are at risk from or 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 well-
being, or signs of assault or unexplained injuries.  Unexplained gifts or new possessions could also indicate that 
a child has been approached by, or is involved with, individuals associated with criminal networks or gangs. 

 

Minimising the risk of safeguarding concerns towards pupils from other students: 

These pupils will need an individual risk management plan to ensure that other pupils are kept safe and they 
themselves are not laid open to malicious allegations. There is a need to balance the tension between privacy 
and safeguarding. 

 
Community alerts to wider safeguarding matters 
 
The school works in close partnership with the LA, police and other organisations to ensure that community 
safeguarding matters are passed onto the community in a timely way, e.g no lollypop lady on the crossing, 
suspicious incidents near school, walking home in the dark, safely crossing roads etc.  
 
Safe Working Practice (See Safer Working Practices Policy) 
 
Clayton Village Primary School has developed a clear code of practice that staff understand and agreed to. 
The code of practice offers guidance to staff on the way they should behave when working with children.  
 
The Design of the Curriculum 
The curriculum deals with safeguarding in two ways. Firstly, the curriculum in subjects such as Personal, Social 
and Health Education teaches relevant issues with the children. Topics include such themes as Drugs, Sex and 
Relationships and Stranger Danger and Esafety. Children are encouraged to explore and discuss these issues. 
 
Secondly, the curriculum is designed so that safety issues within the subject are discussed and safe practices 
taught, such as using equipment properly in PE and Design and Technology. Planning documents identify and 
ascertain the level of possible risk in a classroom activity in order to conduct lessons as safely as possible. At all 
times there has to be appropriate staffing levels and when the curriculum is taking place out of school, 
appropriate and agreed pupil/adult ratios are maintained. The teacher always assesses visits as to the level of 
risk and all trips are finally authorised by the Education Visits Coordinator (Sarah Whitaker AHT). 

 

Internet Safety (See ESafety Policy) 
Children should be encouraged to use the internet as much as is possible, but at all times in a safe way. Pupils 
must never be left unattended whilst online and teachers should ensure that this does not happen. If 
teachers know of misuse, either by a teacher or child the issue should be reported to the Headteacher 
without delay. Children are regularly reminded of procedures they must follow to keep themselves safe when 
using the internet; these are outlined in more detail in our E Safety policy. If the school policy is violated by an 



27 
 

individual, monitoring software detects and records the incident. This is logged on CPOMs by the IT leader. All 
incidents are monitored on a regular basis by the e-safety committee. An e-safety programme of work strives 
to deliver age-appropriate teaching of the dangers and risks posed by the internet. 
 
Equal Opportunities (See Single Equalities Policy) 
At Clayton Village Primary School we try to ensure that everyone is treated fairly. All children are given equal 
access to the school and its curriculum and all are considered equal in the learning partnership. When 
children have special needs we make arrangements to inform parents and design specific programmes. 
Children with disabilities must be able to take a full and active part in every lesson and every measure must 
be taken to ensure this. Please refer to the full policy for more details.  
 
Positive Behaviour Policy  
Good behaviour is essential in any community and we have high expectations for this. Although the emphasis 
is always on the positive there are also times when children have to be disciplined in order to maintain the 
safety and security of all children. Behaviour management is further explained in our school’s positive 
behaviour policy. Staff are discouraged from handling children, but when they deem it is necessary to do so, 
guidance has been given on safe methods of restraining a child so that they do not harm either themselves or 
others.  
 
Friendship (Anti Bullying) Policy  
Our definition of bullying is: ’ Bullying is distinct from conflict, which is a part of everyday life. This difference 
is often not immediately clear to children. Bullying is not: 

¶ a one-off fight or argument 

¶ a friend sometimes being nasty 

¶ an argument with a friend 

¶ falling out with friends on an occasional basis 
 
Bullying is deliberately hurtful behaviour, which is repeated often over a period of time and it is difficult for 
those being bullied to defend themselves. It results in worry, fear and distress, and interferes with the 
wellbeing of the child. The victim may be made to believe that telling others will result in worse abuse.  
 
Bullying can take many forms (for instance, cyber-bullying via text messages or the internet), and is often 
motivated by prejudice against particular groups, for example on grounds of race, religion, gender, sexual 
orientation, gender identity, or because a child is adopted or has caring responsibilities. It might be motivated 
by actual differences between children, or perceived differences’. 
 
The school’s response to this is unequivocal. Adults must be informed immediately and action will take place. 
Children are told that silence is the bully’s best friend. Although bullying in this school is rare, the school 
always acts swiftly with a process of investigation, communication and action. Bullies will not be tolerated. 
There is a more detailed Anti-bullying (friendship) Policy that is available from the school office/website.  
 
Racial Tolerance (See Friendship Policy and Single Equalities Policy) 
Our pupils will be prepared for an ethnically diverse society. The school will work hard to promote racial 
equality and harmony by preventing and challenging racism. If anyone ever feels unjustly treated, then the 
school welcomes and values a response. Racism is tackled in both the RE and in the PSHE curriculum. The 
children take part in discussions designed to raise awareness and address prejudices.  
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The use of school premises by other organisations:  
Governing Body will seek assurance that, where services or activities are provided separately, by another 
body, there are appropriate policies and procedures in place in regard to Safeguarding children and child 
protection. 

 
Cross references: 
Safeguarding is not just about protecting children from deliberate harm. It includes issues for schools such as: 

¶ pupil health and safety 

¶ bullying 

¶ racist abuse 

¶ harassment and discrimination 

¶ use of physical intervention 

¶ meeting the needs of pupils with medical 
conditions 

¶ sexual exploitation 

¶ radicalisation 

¶ information sharing   

¶ those subject to Female Genital Mutilation 
(FGM) 

¶ providing first aid 

¶ drug and substance misuse 

¶ educational visits 

¶ intimate care 

¶ internet safety/social media communication 

¶ school security  

¶ staff relationships with pupils 

¶ abusing a position of trust
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At Clayton Village the health and safety of all children is of paramount importance. Parents send their children to 
school each day with the expectation that school provides a secure environment in which their children can flourish.  
We, therefore, aim to ensure that this expectation becomes reality.  In order to do this a wide range of measures are 
put in place: 
  
The Health and Safety Policy 
  
The school has a Health and Safety policy, which is monitored by the school governors. A copy of this policy is 
available via the SBM.  
  
The LA produces a safety monitoring checklist, which has to be completed on a yearly basis. The SBM, Headteacher, 
the Caretaker and the Governors with responsibility for Health and Safety oversee this comprehensive list. Any 
concerns from staff are reported to any of the above and the caretaker carries out an initial examination, assessing 
what remedial action needs to take place. 
  
Each term there is a fire drill to practise efficient evacuation from the buildings. The school conducts an annual Fire 
Risk Assessment. 
 
There is also a critical incidents plan that details what staff and parents should do in the case of emergencies.  
 
In addition to the Health and Safety Policy there are policies regarding Food and Drink and Food and Hygiene. These 
determine safe practices in school and the Kitchen / Dining Room. 

First Aid 
In school there are always trained members of staff who oversee first aid. The medical cupboard is well stocked with 
first aid kits, ice packs and the school accident book.  When a child is poorly, or has suffered an accident in school or 
on the playground there is a protocol for staff to follow: 

1. A trained first aider is consulted  
2. The incident is logged in the accident book  
3. For head injuries a pink Head Note is issued and a text message is sent home alerting parents. If the bump is 

serious then a telephone call will be made. 
4. If there is any doubt at all a parent is contacted.  

Please refer to the First Aid Policy within the Health and Safety policy.  

Our school policy is that members of staff will only give medicine prescribed by a doctor and with written parent 
permission (see medicine form); in a cabinet in the school office where appropriate or in a high, labelled cupboard in 
the staff room or fridge.  If a pupil needs medication during the day parents are also welcome to come into school to 
administer correct dosages.  For the majority of medicines, a dose before and after school is perfectly adequate.  
Naturally the parents should consult doctors before giving any form of medication. 
  
For matters of an intimate nature, staff are informed to deal with a child with utmost sensitivity and follow the 
procedures set out in our ‘Intimate Care Policy’.   
  
Site security 
  
Our school provides a secure site, but the site is only as secure as the people who use it. Therefore, all people on the 
site have to adhere to the rules, which govern it.  Laxity can cause potential problems to safeguarding. Therefore: 
 

¶ The green security fencing is locked at 9.00am or once all parents have left the playground . 

¶ Doors should be closed to prevent intrusion but to facilitate smooth exits. 

¶ Staff enter and leave through the main entrance and sign out and back in if leaving at a time of day atypical 
to general working hours.  



 
 

¶ Visitors, volunteers and students must only enter through the main entrance and after signing in at the 
office window.  

¶ Children will only be allowed home with adults with parental responsibility or confirmed permission. 

¶ Empty classrooms should have closed windows and doors. 

¶ Children should never be allowed to leave school alone during school hours except when accompanied by a 
parent who has requested permission. 

Attendance  
Excellent attendance is expected of all children, but when children are unwell parents are expected to confirm 
absence by telephone.  If there is no notification from parents the school’s policy is to phone the parent to ascertain 
a child’s whereabouts.  
  
The school works closely with the Local Authority’s Welfare officer whenever a child’s attendance and punctuality 
causes concern.  Attendance rates are reported each term to the LA, annually to the government and to all parents.  
Positive measures are in place to encourage children to attend regularly and punctually and the school is aware of its 
right to take legal action against parents who do not ensure good attendance and punctuality. 
   
A child going missing from education is a potential indicator of abuse or neglect. School staff members must follow 
Bradford’s ‘Children Missing Education Guidance for Schools’ procedures and guidance if they are concerned about a 
child missing from education. https://bso.bradford.gov.uk/Schools/CMSPage.aspx?mid=50 
 
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 (or in default of such agreement, at intervals determined by the 
Secretary of State)  
(Keeping Children Safe in Education September 2019) 
 
Welcoming visitors 
 
Individuals such as psychologists, nurses, dentists, Police, centrally employed teachers and other public sector staff 
will have been checked by their employing organisation, whether Local Authority, Primary Care Trust or Strategic 
Health Authority.  School will retain a copy of the employer's confirmation that the DBS disclosure has been 
undertaken.   
 
The content of a visiting speaker’s address will be discussed beforehand with a senior member of staff to ensure its 
suitability and relevance and will be supervised at all times.  
  
 
Photographing and Videoing – (See school policy on use of cameras and mobile phones)  
 
At our school we have taken a sensible, balanced approach, which allows parents to photograph and film providing 
they follow certain guidelines:  
 

¶ Parents’ consent to school taking photographs and photos for local press, website, newsletters etc. is 
obtained upon entry to school.  

 

¶ Parents are asked to ensure that the photos are for family memorabilia only and will not be put on to the 
internet under any circumstances.  

 

Whistle Blowing/Confidential reporting (See Whistle Blowing Policy) 

If members of staff ever have any concerns about people working, paid or unpaid, they have a professional duty to 
inform the management accordingly. This can be done in writing or verbally but staff should be prepared to discuss 
issues with the confidence that any such matter will be dealt with sensitively and with the necessary degree of 
confidentiality 

https://bso.bradford.gov.uk/Schools/CMSPage.aspx?mid=50


 
 

Staff are also aware of the Ofsted Whistle blowing email address, where they can directly raise concerns about the 
school’s ability to safeguard its pupils. All staff have been given the most recent documentation: 
https://www.gov.uk/government/publications/whistleblowing-about-safeguarding-in-local-authority-childrens-
services 

The NSPCC whistleblowing helpline number is 0800 028 0285.  
 

Training and Support 

All staff members should be aware of systems within our school which support safeguarding. These will be explained 
to them as part of our staff induction and revisited regularly. This includes: the school’s Child Protection Policy; the 
school’s Safer Working Practice document and knowledge of the school’s Designated Safeguarding Lead and Deputy. 

¶ Designated Safeguarding Lead Staff must have attended the 2-day Designated Safeguarding Lead training. They 
will attend refresher training at least every year. 

¶ The school will ensure all staff including temporary staff and volunteers receive induction and updated training 
appropriate to their roles and responsibilities, especially staff new to the school. All staff will access refresher 
training at least every three years.  

¶ Governors, including the Nominated Governor will attend specific training on their role, updated at least every 
three years. 

¶ The Governing body will also receive safeguarding training when each policy is refreshed and updated. 

¶ Training completed will be recorded by the school. 
 

Professional Confidentiality 

Confidentiality is an issue which needs to be understood by all those working with children, particularly in the context 

of Safeguarding.  Clayton Village Primary School recognises that the only purpose of confidentiality in this respect is to 

benefit the child. 

This policy was agreed by the full governing body in July 2019 and will be reviewed in January 2019 (or earlier if 
further updates to KSIE are released). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.gov.uk/government/publications/whistleblowing-about-safeguarding-in-local-authority-childrens-services
https://www.gov.uk/government/publications/whistleblowing-about-safeguarding-in-local-authority-childrens-services


 
 

 

 

Child Protection Procedures Flow Chart2016 

 

On discovery or suspicion of child abuse 
If in doubt ς ACT 

$ 

Inform your Designated Lead for Child Protection or the cover for the DSL 
 

Rebecca Cradock (Heidi Rahim to Deputise in the absence of Rebecca Cradock). Caroline Tomkinson and Jamie 
Waterman are also trained DSL).  

 
Who should then take following steps: 

$ 

Where it is clear that a Child Protection Referral is needed contact Children’s Initial Contact Point without delay Tel 
No 01274 437500 
Out of hrs Emergency Duty Team Tel No 01274 431010 
Named Persons may also seek advice from the Education Social Work Service 
Tel 01274 385761 

$ 

If you are asked to monitor the situation, make sure you are clear what you are expected to monitor, for how long 
and how and to whom you should feedback information to. 

$ 

Remember always make and keep a written record of all events and action taken, date and sign each entry to this 
record. Keep records confidential and secure and separate from the child’s curriculum file. 

$ 

Ensure immediate completion and dispatch of the Common Child Protection Referral form.   This form can be 
accessed here 
Retain a copy in school. Send copies to: 

¶ Children’s Social Care  

¶ Principal Education Social Worker Margaret MacMillian building, Bradford. 

 

USEFUL TELEPHONE NUMBERS 
 

Children’s Social Care Initial Contact Point: 01274 437500 
Emergency Duty Team: 01274 431010 

Education Social Work Service: 01274 385761 
Police: Javelin House, Child Protection Unit: 01274 376061 

 
 
 
 
 
 
 
 
 

 
Appendix 1 Child Protection Flow Chart 

http://www.bradford-scb.org.uk/PDF/Common%20Referral%20Form%20Bradford%20Children%27s%20Social%20Care.doc


 
 

 
Reference: Keeping Children Safe in Education (September 2019) 

Understanding the basics  
Children trust and depend on adults to protect and safeguard them from harm. It is our responsibility as adults who 
come into contact with children on a daily basis, to report any suspicions or evidence of abuse which may have 
occurred or is occurring to a young person, whether it is outside or inside the school and whether we are a paid 
employee or volunteer.  
You are in a unique position to be able to observe signs of abuse or neglect, or changes in behaviour which may 
indicate a child may be being abused or neglected. 2. You should make sure that you are alert to the signs of abuse 
and neglect, that you question the behaviour of children and parents/carers and don’t necessarily take what you are 
told at face value. You should make sure you know where to turn to if you need to ask for help, and that you refer to 
children’s social care or to the police, if you suspect that a child is at risk of harm or is immediate danger (see the 
section on Taking action for further information).  
 
You should make sure that you understand and work within the local multi-agency safeguarding arrangements that 
are in place in your area. In doing so, you should be guided by the following key principles:  

¶ children have a right to be safe and should be protected from all forms of abuse and neglect;  

¶ safeguarding children is everyone’s responsibility;  

¶ it is better to help children as early as possible, before issues escalate and become more damaging; and  

¶ children and families are best supported and protected when there is a coordinated response from all 
relevant agencies.  

¶  
You should not let other considerations, like the fear of damaging relationships with adults, get in the way of 
protecting children from abuse and neglect. If you think that referral to children’s social care is necessary, you should 
view it as the beginning of a process of inquiry, not as an accusation. 
 
 
All school and college staff should be aware that abuse, neglect and safeguarding issues are rarely standalone 
events that can be covered by one definition or label. In most cases multiple issues will overlap with one another.  
 
Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm or by failing to 
act to prevent harm. Children may be abused in a family or in an institutional or community setting by those known 
to them or, more rarely, by others (e.g. via the internet). They may be abused by an adult or adults or another child 
or children.  
 

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

Examples which may indicate physical abuse (it is not designed to be used as a checklist): 
Patterns of bruising; inconsistent account of how bruising or injuries occurred 
Finger, hand or nail marks, black eyes 
Bite marks 
Round burn marks, burns and scalds 
Lacerations, wealds 
Fractures 
Bald patches 
Symptoms of drug or alcohol intoxication or poisoning 
Unaccountable covering of limbs, even in hot weather 
Fear of going home or parents being contacted 
Fear of medical help 
Fear of changing for PE 
Inexplicable fear of adults or over-compliance 

Appendix 2 Definitions and indicators of abuse 

 



 
 

Violence or aggression towards others including bullying 
Isolation from peers 
 
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.  

Examples which may indicate emotional abuse (it is not designed to be used as a checklist):  
Over-reaction to mistakes, continual self-deprecation 
Delayed physical, mental, emotional development 
Sudden speech or sensory disorders 
Inappropriate emotional responses, fantasies 
Neurotic behaviour: rocking, banging head, regression, tics and twitches 
Self-harming 
Fear of parents being contacted  
Running away / Going missing 
Compulsive stealing 
Appetite disorders - anorexia nervosa, bulimia 
Soiling, smearing faeces, enuresis 
 
Sexual abuse: involves forcing or enticing a child or young person to take part in sexual activities, not necessarily 
involving a high level of violence, whether or not the child is aware of what is happening. The activities may involve 
physical contact, including assault by penetration (for example rape or oral sex) or non-penetrative acts such as 
masturbation, kissing, rubbing and touching outside of clothing. They may also include non-contact activities, such as 
involving children in looking at, or in the production of, sexual images, watching sexual activities, encouraging children 
to behave in sexually inappropriate ways, or grooming a child in preparation for abuse (including via the internet). 
Sexual abuse is not solely perpetrated by adult males. Women can also commit acts of sexual abuse, as can other 
children.  
 
Examples which may indicate sexual abuse (it is not designed to be used as a checklist): 
Sexually explicit play or behaviour or age-inappropriate knowledge 
Anal or vaginal discharge, soreness or scratching 
Reluctance to go home 
Inability to concentrate, tiredness 
Refusal to communicate. 
Thrush, Persistent complaints of stomach disorders or pains 
Eating disorders, for example anorexia nervosa and bulimia 
Attention seeking behaviour, self-mutilation 
Aggressive behaviour including sexual harassment or molestation 
Unusually compliant 
Regressive behaviour, Enuresis, soiling 
Frequent or open masturbation, touching others inappropriately 
Depression, withdrawal, isolation from peer group 
Reluctance to undress for PE or swimming 
Bruises, scratches in genital area 

Up-Skirting 

 



 
 

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.  
 
Examples which may indicate neglect (it is not designed to be used as a checklist): 
Hunger 
Tiredness or listlessness 
Child dirty or unkempt 
Poorly or inappropriately clad for the weather 
Poor school attendance or often late for school 
Poor concentration 
Affection or attention seeking behaviour 
Untreated illnesses/injuries 
Pallid complexion 
Stealing or scavenging compulsively 
Failure to achieve developmental milestones, for example growth, weight 
Failure to develop intellectually or socially 
Neurotic behaviour 
 
Responses from parents: Research and experience indicates that the following responses from parents may suggest 
a cause for concern across all four categories: 

¶ An unexpected delay in seeking treatment that is obviously needed 

¶ An unawareness or denial of any injury, pain or loss of function (for example, a fractured limb) 

¶ Incompatible explanations offered, several different explanations or the child is said to have acted in a way 
that is inappropriate to her/his age and development 

¶ Reluctance to give information or failure to mention other known relevant injuries 

¶ Frequent presentation of minor injuries 

¶ Unrealistic expectations or constant complaints about the child 

¶ Alcohol misuse or other drug/substance misuse 

¶ Parents request removal of the child from home 

¶ Violence between adults in the household  
 

Disabled Children: When working with children with disabilities, practitioners need to be aware that additional 
possible indicators of abuse and/or neglect: 

¶ A bruise in a site that might not be of concern on an ambulant child such  as the shin, might be of concern on 
a non-mobile child 

¶ Not getting enough help with feeding leading to malnourishment 

¶ Poor toileting arrangements 

¶ Lack of stimulation 

¶ Unjustified and/or excessive use of restraint 

¶ Rough handling, extreme behaviour modification e.g. deprivation of liquid medication, food or clothing, 
disabling wheelchair batteries 

¶ Unwillingness to try to learn a child’s means of communication 

¶ Ill-fitting equipment e.g. callipers, sleep boards, inappropriate splinting; 

 

Children and young people with special educational needs and disabilities can face additional safeguarding 
challenges because:  



 
 

There may be assumptions that indicators of possible abuse such as behaviour, mood and injury relate to the child’s 
disability without further exploration; 

Children with SEN and disabilities can be disproportionally impacted by things like bullying without outwardly 
showing any signs; and 

Difficulties may arise in overcoming communication barriers. 

At Clayton Village primary School we identify pupils who might need more support to be kept safe or to keep 
themselves safe by ensuring all SEN pupils are given the required support and a safe and trusted adult in school to 
talk to. 

 
Peer on peer abuse ς child on child sexual violence and sexual harassment 
Peer on peer abuse is when a child might have been abused by another child. There is no clear boundary between 
incidents that should be regarded as abusive and incidents that are more properly dealt with as bullying, sexual 
experimentation etc. This is a matter of professional judgement.  
 

Staff aware that safeguarding issues can manifest themselves via peer on peer abuse. This is most likely to include, 
but not limited to:  

¶ bullying (including cyberbullying); 

¶ physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise causing physical harm; 

¶ sexual violence and sexual harassment; 

¶ gender-based violence 

¶ Serious violence 

¶ Up-skirting 

¶ sexting (also known as youth produced sexual imagery); and 

¶ initiation-type violence and rituals. 

Abuse is abuse and should never be tolerated or passed off as “banter” or “part of growing up”. Different gender 
issues can be prevalent when dealing with peer on peer abuse. This could for example include girls being sexually 
touched/assaulted or boys being subject to initiation-type violence. 

At Clayton Village Primary School we believe that all children have a right to attend school and learn in a safe 
environment. Children should be free from harm by adults in the school and other students. 

We recognise that some students will sometimes negatively affect the learning and wellbeing of others and their 
behaviour will be dealt with under the school’s Behaviour Policy. 

Occasionally, allegations may be made against students by others in the school, which are of a safeguarding 
nature. Safeguarding issues raised in this way may include physical abuse, emotional abuse, sexual abuse and 
sexual exploitation. It is likely that to be considered a safeguarding allegation against a pupil, some of the 
following features will be found. 

The allegation: 

¶ is made against an older pupil and refers to their behaviour towards a younger pupil or a more vulnerable 
pupil 

¶ is of a serious nature, possibly including a criminal offence 

¶ raises risk factors for other pupils in the school 

¶ indicates that other pupils may have been affected by this student 

¶ indicates that young people outside the school may be affected by this student 

At Clayton Village Primary School we will support the victims of peer on peer abuse through our pastoral and 
nurture team and by working closely with the pupils and families.  

Sexting 



 
 

In cases of ‘sexting’ we follow guidance given to schools and colleges by the UK Council for Child Internet Safety 
(UKCCIS) published in 2017: ‘Sexting in schools and colleges, responding to incidents, and safeguarding young 
people’. 
 

Immediately after such a report of child on child sexual violence or harassment the DSL will either: 

¶ Manage the case internally 

¶ Seek early help with a multi-agency approach 

¶ Refer to children's social care 

¶ Report the case to the police 

This decision will be discussed with the safeguarding team in school and reference to the DFE May 2019 Sexual 
ǾƛƻƭŜƴŎŜ ŀƴŘ ǎŜȄǳŀƭ ƘŀǊŀǎǎƳŜƴǘ ōŜǘǿŜŜƴ ŎƘƛƭŘǊŜƴ ƛƴ ǎŎƘƻƻƭǎΩ ŘƻŎǳƳŜƴǘ ǿƛƭƭ ōŜ ŎƻƴǎǳƭǘŜŘΦ 

Please refer to ‘Sexting in schools and colleges, responding to incidents, and safeguarding young people’ (2017) for 
further information. 

Forced Marriage (FM) 
This is an entirely separate issue from arranged marriage. It is a human rights abuse and falls within the Crown 
Prosecution Service definition of domestic violence. Young men and women can be at risk in affected ethnic groups. 
Whistle-blowing may come from younger siblings. Other indicators may be detected by changes in adolescent 
behaviours. Never attempt to intervene directly as a school or through a third party. 

Female Genital Mutilation (FGM)  
It is essential that staff are aware of FGM practices and the need to look for signs, symptoms and other indicators of 
FGM. 

What is FGM? 

It involves procedures that intentionally alter/injure the female genital organs for non-medical reasons. 

Why is it carried out? 

Belief that (note these statements maybe myths) 

¶ FGM brings status/respect to the girl – social acceptance for marriage 

¶ Preserves a girl’s virginity 

¶ Part of being a woman / rite of passage 

¶ Upholds family honour 

¶ Cleanses and purifies the girl 

¶ Gives a sense of belonging to the community 

¶ Fulfils a religious requirement 

¶ Perpetuates a custom/tradition 

¶ Helps girls be clean / hygienic 

¶ Is cosmetically desirable 

¶  Mistakenly believed to make childbirth easier 

 
Is FGM legal?   

FGM is internationally recognised as a violation of human rights of girls and women.  It is illegal in most countries 
including the UK. 

Circumstances and occurrences that may point to FGM happening 



 
 

¶ Child talking about getting ready for a special ceremony 

¶ Family taking a long trip abroad 

¶ Child’s family being from one of the ‘at risk’ communities for FGM (Kenya, Somalia, Sudan,  Sierra Leon, 

Egypt, Nigeria, Eritrea as well as non-African communities including Yemeni, Afghani, Kurdistan, Indonesia 

and Pakistan) 

¶ Knowledge that the child’s sibling has undergone FGM 

¶ Child talks about going abroad to be ‘cut’ or to prepare for marriage 

 

Signs that may indicate a child has undergone FGM: 

¶ Prolonged absence from school and other activities 

¶ Behaviour change on return from a holiday abroad, such as being withdrawn and appearing subdued 

¶ Bladder or menstrual problems 

¶ Finding it difficult to sit still and looking uncomfortable 

¶ Complaining about pain between the legs 

¶ Mentioning something somebody did to them that they are not allowed to talk about 

¶ Secretive behaviour, including isolating themselves from the group 

¶ Reluctance to take part in physical activity 

¶ Repeated urinal tract infection 

¶ Disclosure  

 

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 the community, including Female Genital Mutilation (FGM), forced marriage, and 

practices such as breast ironing. All forms of so called HBV are abuse (regardless of the motivation) and should be 

handled and escalated as such 

Where staff are concerned that a child might be at risk of HBV, they must contact the Designated Safeguarding Lead 

as a matter of urgency. 

 

The ΨhƴŜ /ƘŀƴŎŜΩ ǊǳƭŜ 

As with Forced Marriage there is the ‘One Chance’ rule. It is essential that settings /schools/colleges take action 
without delay. Teachers must personally report to the police a disclosure that FGM has been carried out (in addition 
to liaising with the DSL).   

 
Recognising possible abuse  
There are four key steps to follow to help you to identify and respond appropriately to possible abuse and/or 
neglect. It may not always be appropriate to go through all four stages sequentially. If a child is in immediate danger 
or is at risk of harm, you should refer to children’s social care and/or the police. Before doing so, you should try to 
establish the basic facts. However, it will be the role of social workers and the police to investigate cases and make a 
judgement on whether there should be a statutory intervention and/or a criminal investigation.  
 
You should record, in writing, all concerns and discussions about a child’s welfare, the decisions made and the 
reasons for those decisions.  
 
 



 
 

 
 
 The correct identification of abuse is a highly complex task and is the remit of other professional agencies. Our task 
is to report any suspicions that we might have. Many of the children we come into contact with may exhibit one or 
more of the indicators outlined above at some stage in their school career and it is extremely important that whilst 
being vigilant we assume nothing and do not jump to conclusions. If you have any concerns or are in any doubt then 
you must inform the Designated Safeguarding Lead immediately.  
 

¶ Be alert to any injury which a child cannot explain. If a child has an injury, ask yourself whether it appears 
appropriate in relation to the child’s age and sporting activities.  

¶ Be wary of bruising or other injuries inflicted on areas of the body not usually seen.  

¶ An abuser may threaten a child and/or tell a child that they must keep what has happened secret. For this 
reason a child may hide injuries and avoid activities that might involve revealing them.  

¶ In the case of sexual abuse, inappropriate language or a preoccupation with sexual matters may arouse your 
suspicion. A child may know more than is natural for their age.  

¶ Parents’ and carers’ attitudes towards a child may indicate emotional abuse – persistent insults, putting a child 
down, absence of affection. Also excessive or inappropriate discipline or rejection may be noticed. A parent or 
carer may seem excessively defensive, uninterested or hostile.  

¶ Neglect may become apparent through the child being insufficiently dressed for the time of year, repeatedly not 
being collected from activities, constantly seeming hungry or unwell or having untreated medical conditions.  

¶ The following might indicate abuse: anti-social behaviour, low self-esteem, an over-eager desire to please, self-
deprecation, over-activity, clumsiness, unusual bruising or bleeding, self-mutilation, recurring nightmares, 
possession of unexplained sums of money, depression and passive or lethargic behaviour.  

 
 
Follow link to what to do if you’re worried a child is being abused for further information and guidance. 
http://www.bradfordscb.org.uk/PDF/2015_updates/What_to_do_if_you_re_worried_a_child_is_being_abused.pdf 
 
 
 
 
When a child tells me about abuse s/he has suffered, what must I remember? 

¶ Stay calm 

¶ Do not transmit shock, anger or embarrassment. 

¶ Reassure the child. Tell her/him you are pleased that s/he is speaking to you. 

¶ Never enter into a pact of secrecy with the child. Assure her/him that you will try to help but let the child 
know that you will have to tell other people in order to do this. State who this will be and why. 

¶ Tell her/him that you believe them. Children very rarely lie about abuse; but s/he may have tried to tell 
others and not been heard or believed. 

¶ Tell the child that it is not her/his fault. 

¶ Encourage the child to talk but do not ask "leading questions" or press for information.   

¶ Listen and remember. 

Appendix 3 Dealing with a disclosure of abuse 
 

 

http://www.bradfordscb.org.uk/PDF/2015_updates/What_to_do_if_you_re_worried_a_child_is_being_abused.pdf


 
 

¶ Check that you have understood correctly what the child is trying to tell you. 

¶ Praise the child for telling you. Communicate that s/he has a right to be safe and protected. 

¶ Do not tell the child that what s/he experienced is dirty, naughty or bad. 

¶ It is inappropriate to make any comments about the alleged offender. 

¶ Be aware that the child may retract what s/he has told you. It is essential to record all you have heard. 

¶ At the end of the conversation, tell the child again who you are going to tell and why that person or those 
people need to know. 

¶ As soon as you can afterwards, make a detailed record of the conversation using the child’s own language (if 
this is on paper it will then be scanned into CPOMS). Include any questions you may have asked.   Do not add 
any opinions or interpretations. 

 
NB It is not education staff’s role to seek disclosures. Their role is to observe that something may be wrong, ask 
about it, listen, be available and try to make time to talk. 
 

Immediately afterwards 
Clear indications or disclosure of abuse must be reported to /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ ²ƻǊƪ {ŜǊǾƛŎŜ without delay, by the 
Head teacher / Designated Safeguarding Lead/staff using the correct procedures as stated in the guidelines. 
 
Strictly Confidential 
 
Guidance Notes:  What was our involvement with this child and family? 
Construct a comprehensive chronology of involvement by the agency and/or professional(s) in contact with the child 
and family over the period of time set out in the review’s terms of reference.  Briefly summarise decisions reached, 
the services offered and/or provided to the child (ren) and family, and other action taken. 
 
Clayton Village Primary School -  ŀŎǘƛƻƴ ǘƻ ΨƳƛƴƛƳƛǎŜ ǊƛǎƪΩ ƛƴŎƭǳŘŜǎ: 

¶ Ensuring that the school operates safer recruitment practice from the creation of an advert through to 
appointment, the aim being to deter and prevent unsuitable people gaining access to children. 

¶ Ensuring all staff undergo the appropriate level of check before starting work. 

¶ Keeping a single central record of staff and the checks that have been carried out. 

¶ Ensuring school creates a safe ethos for children to learn within. This includes having a clear Code of Conduct for 
staff to ensure safe working practice. 

¶ Ensuring that all necessary risk assessments are carried out for school activities. 

¶ Ensuring health and safety issues are recognised and dealt with efficiently and without delay. 

¶ Ensuring that staff are given appropriate levels of training and that training is refreshed regularly. 

¶ Ensuring that child protection issues are included within the school curriculum. 

¶ Ensuring that new technologies are used safely and that safe use policies are in place. 

Clayton Village Primary School - action to address concerns includes having: 

¶ Clear structures in place to support the child protection function, i.e. Designated Safeguarding Lead, Named 
Governor, Whole School Policy. 

¶ Procedures to follow where there is a concern. 

¶ Procedures to follow where an allegation is made against a member of staff. 

¶ Clear anti-bullying policies and procedures. 

¶ An understanding that disabled children are particularly vulnerable to abuse. 



 
 

¶ An understanding and commitment to working together with other agencies including sharing information 

appropriately. 

 
Managing disclosure  
As staff we have a vital role in both the prevention and detection of abuse. We may well be the first to observe that 
a child has started to behave atypically. We may be the ones the abused child turns to for help. It is essential that we 
are all aware of the procedures adopted by the school and who should be informed when disclosures are made.  
 
Lǘ Ŏŀƴ ǘŀƪŜ ŀ ƎǊŜŀǘ ŘŜŀƭ ƻŦ ŎƻǳǊŀƎŜ ŦƻǊ ŀ ŎƘƛƭŘ ǘƻ ǘŀƭƪ ǘƻ ŀƴ ŀŘǳƭǘ ŀōƻǳǘ ǘƘŜƛǊ ŀōǳǎŜ ōŜŎŀǳǎŜ ǘƘŜ ŎƘƛƭŘ ƛǎ ΨǘŜƭƭƛƴƎΩ ƻƴ 
someone more powerful than they are. The child may have to betray a person who is not only close to them but 
also loved by them and they are risking a great deal in the hope that you will believe what they say.  
 
Helpful responses:  

¶ Remain calm, approachable and receptive and do not pre-judge.  

¶ Listen carefully, without interrupting.  

¶ Take the situation seriously.  

¶ Acknowledge the courage and good sense being shown.  

¶ Reassure him/her that he/she is right to tell you and that he/she should not feel guilty.  

¶ Make it clear that you are sorry that this has happened.  

¶ Let them know that you are going to do everything you can to help.  

¶ Explain what may happen as a result of the disclosure.  
 
 
What to avoid if a disclosure is made to you:  

¶ do not allow your shock or distaste to show;  

¶ do not probe for more information than is offered;  

¶ do not question the child or attempt to counsel the child;  

¶ do not speculate or make assumptions;  

¶ do not make negative comments about the alleged abuser;  

¶ do not make promises that cannot be kept, e.g. by saying “everything will be all right”;  

¶ do not agree to keep the information a secret. Make sure that the child knows that the information will be 
passed on to the Designated Safeguarding Lead.  

 
 
 
What to do next:  

¶ You must make an immediate, careful record of what has been said, using the child’s actual words wherever 
possible (not your interpretation of them). If you record opinions then ensure that these cannot be confused 
with facts. This must be uploaded onto CPOMS.  

¶ Immediately contact the Designated Safeguarding Lead or the Cover for the DSL. They will make a decision 
based on your report, judging whether or not the issue should be referred to outside agencies. In the absence of 
the DSL and Cover for the DSL the AHTs must be informed. 

¶ Remain caring and supportive to the child. 

¶ Remain alert to any concerns and do not be afraid to repeat or revisit sharing your concern with the DSL.  

¶ Be responsible for action required.  
 
 
 
 



 
 

Note:  

¶ In exceptional circumstances, where you fear for the immediate safety of a child, contact the police or social 
services department stating that you are making a child protection referral. When you have done this, follow the 
normal procedures as laid down in the school’s child protection policy.  

¶ If you have any doubts about making a report consider the possible consequences of not reporting for both the 
child and yourself. Not to report may be construed as neglect of care and therefore itself may constitute abuse.  

 
If you become worried about a child’s behaviour or injuries, but the child says nothing to suggest that he/she is being 
abused:  

¶ be available and be prepared to listen;  

¶ discuss your concerns with the DSL;  

¶ do not rely on someone else to take action.  
 
Your role is to:  

¶ be vigilant and responsible;  

¶ report accurately and carefully to the DSL;  

¶ support the child by being caring.  
 
 
 
Questioning behaviours  
The signs of child abuse might not always be obvious and a child might not tell anyone what is happening to them. 
You should therefore question behaviours if something seems unusual and try to speak to the child, alone, if 
appropriate, to seek further information.  
 
If a child reports, following a conversation you have initiated or otherwise, that they are being abused and 
neglected, you should listen to them, take their allegation seriously, and reassure them that you will take action to 
keep them safe. You will need to decide the most appropriate action to take, depending on the circumstances of the 
case, the seriousness of the child’s allegation and the local multi-agency safeguarding arrangements in place. You 
might refer directly to children’s social care and/or the police, or discuss your concerns with others and ask for help. 
At all times, you should explain to the child the action that you are taking. It is important to maintain confidentiality, 
but you should not promise that you won’t tell anyone, as you may need to do so in order to protect the child.  
 
Concerns about a child’s welfare can vary greatly in terms of their nature and seriousness, how they have been 
identified and over what duration they have arisen. If you have concerns about a child, you should ask for help.  
 
You should discuss your concerns with your manager, a named or designated professional or a designated member 
of staff. For example:  

¶ for school’s staff (both teaching and non-teaching), concerns should be reported via the school’s Designated 
Safeguarding Lead. The safeguarding lead will usually decide whether to make a referral to children’s social care;  

 
Named practitioners should promote good practice within their organisation, provide advice and expertise for fellow 
practitioners, and ensure safeguarding training is in place.  
 
You can also seek advice at any time from the NSPCC helpline – help@nspcc.org.uk or 0808 800 5000. Next steps 
might involve undertaking an early help assessment or making a referral directly to children’s social care/the police.  
 
If you have concerns about the safety or welfare of a child and feel they are not being acted upon by your manager 
or named/Designated Safeguarding Lead, it is your responsibility to take action. 
 
It is important that all staff understand the difference between a ‘concern’ and ‘immediate danger or at risk of harm’ 
and act accordingly. If in doubt, any stakeholder should seek advice immediately from the Designated Safeguarding 
Lead. 



 
 

Recruitment and Selection Checklist 
 

Role Advertised:  

Date Advertised:  

Name of Manager completing checklist:  

 

PRE-INTERVIEW:  Initials Date 

PLANNING 

Timetable decided; job specification and description and other documents to be 
provided to candidate reviewed and updated as necessary.  Application form seeks all 
relevant information and includes relevant statements about references etc.   
Establish the members of the recruitment panel and ensure they are involved in all 
stages of the recruitment process, including scrutinising application forms, shortlisting 
candidates, conducting the interviews and resolving any discrepancies and anomalies. 

  

VACANCY ADVERTISED  

Advertisement includes reference to safeguarding policy, i.e. statement of 
commitment to safeguarding and promoting welfare of children and vulnerable 
adults, and need for successful applicant to be DBS checked 

  

APPLICATIONS on receipt 

Scrutinised – any discrepancies/ anomalies/ gaps in employment noted to explore if 
candidate considered for shortlisting  

  

SHORTLIST PREPARED   

REFERENCES – seeking 

Sought directly from referee on short listed candidates: ask recommended specific 
questions: include statement about suitability of candidate for the post and of 
working with children and vulnerable adults  

  

REFERENCES – on receipt 

Checked against information on application; scrutinised; any discrepancy/ issues of 
concern noted to take up with applicant (at interview if possible)/ referee 

  

INVITATION TO INTERVIEW 

Includes all relevant information and instructions  

  

INTERVIEW ARRANGEMENTS 

At least 2 interviewers: panel members have authority to appoint: have met and 
agreed issues and questions/ assessment criteria/ standards  

  

Name of person on recruitment panel who holds Safer Recruitment certificate 

Name Rebecca Cradock and…………………………………………………………………………………… 

  

 

 

 

 



 
 

INTERVIEW & POST-INTERVIEW:  Initials Date 

SUITABILITY FOR THE POST  

Interview explores applicant’s qualifications, knowledge and skills, aptitude and 
ability, as well as suitability to work with children and vulnerable adults  

  

IDENTITY 

¶ Identity and qualifications of successful applicant verified on day of interview 

by scrutiny of appropriate original documents: copies of documents taken and 

placed on file; where appropriate, applicant completed application for DBS 

Disclosure, disapplication by association check list for EYFS staff 

 

  

PREVIOUS EMPLOYMENT AND EXPERIENCE 

Interview explores applicant’s previous employment and experience in order to verify 
claims on application form 

  

CONDITIONAL OFFER OF APPOINTMENT: PRE APPOINTMENT CHECKS 

Offer of appointment is made conditional on satisfactory completion of the following 
pre-appointment checks and for non-teaching posts a probationary period  

  

REFERENCES (if not obtained and scrutinised previously).   

IDENTITY (if that could not be verified on the day of the interview)    

QUALIFICATIONS (if not verified on the day of interview)    

Permissions to work in UK, if appropriate    

Criminal check – satisfactory DBS certificate received    

DBS Barred list check – (for regulated activity and all governors + section 128)    

Prohibition Register – (for teachers)   

HEALTH – the candidate is physically and mentally fit, as required by the post   

QTS – (if required)   

INDUCTION – Child Protection training completed - basic awareness of H&S, e-safety, 
staff code of conduct – safer working practices, Keeping safe in education Ch1, 
Prevent training, Mobile phone use and camera use, AUP, social media policy, child 
protection and safeguarding policy, Esafety policy, positive behaviour policy, 
curriculum policies  etc. 

  

 

 
 
 


