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ST JAMES’ RC PRIMARY SCHOOL 

SAFEGUARDING POLICY 
 

FAITH IN ACTION, WORKING TOGETHER, 
WALKING IN THE FOOTSTEPS OF CHRIST 

 
THE CHILD PROTECTION OFFICERS: Mrs. A. Bosher and Mrs. L. Weeks 

 
POLICY STATEMENT 

 
St, James’ RC  Primary School is committed to the safeguarding of every child and adult 
within its care. In particular the school is committed to promoting the welfare of children 
and expects all staff and volunteers to share this commitment. 
 
This policy is aimed at all those who work in St. James’ Primary School, pupils, parents, 
volunteers and any adults who come into contact with the school on a less regular basis.  
 
The purpose of the policy is to work in partnership with children and families to promote 
the safety and welfare of children. 
 
This policy has been developed in accordance with the principles established by:- 
 

§ ‘The Children Acts 1989 and 2004’;  
§ ‘The Education Act 2002’; 
§ ‘Working Together to safeguard children’ 2010, 2013, 2015 DFE;  
§ ‘Framework for the Assessment of Children in Need and their Families’ 2000 new 

processes for interviewing due 2013 DFE;  
§ ‘What to do if you are worried a child is being Abused’ updated 2015 DFE;   
§ ‘London Child Protection Procedures’ updated 2015 – Adopted by the BSCB. 
§ ‘Keeping Children Safe in Education’ (2016) 
§ The Counter- terrorism and Security Act (2015)  

 
The Governing body takes seriously its responsibility to safeguard and promote the 
welfare of children; and to work together with other agencies to ensure adequate 
arrangements within our school to identify, assess and support those children who are 
suffering harm.  The school recognises that in all dealings with matters of Child 
Protection the child must come first.  
 
It is also important to note that safeguarding incidents can happen anywhere and staff 
should be alert to possible concerns being raised in this school. 
 
All staff at St. James’ RC Primary believe that our school provides a caring, positive safe 
and stimulating environment that promotes the academic, social, physical and moral 
development of each individual child. 
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The aims of this policy are:- 
 

• To support the child’s development in ways that will foster security, confidence 
and independence. 

• To provide an environment in which children and young people feel safe, secure, 
valued and respected, feel confident, and know how to approach adults if they are 
in difficulties, believing they will be effectively listened to. 

• To raise the awareness of all teaching and non-teaching staff of the need to 
safeguard children and of their responsibilities in identifying and reporting 
possible cases of abuse. 

• To provide a systematic means of monitoring children known or thought to be at 
risk of harm, and ensure that, the school contributes to these assessments of need 
and support packages for those children. 

• To emphasise the need for good communication between all members of staff. 
• To develop a structured procedure within the school which will be followed by all 

members of the school community in cases of suspected abuse. 
• To develop and promote effective working relationships with other agencies, 

especially Police and Social care. 
 
Visitors to the school 
 
All visitors must sign in at the Reception desk and wear a visitor’s badge. 
 
Disclosure and Barring Service checks 
 
Every adult who is in contact with pupils at the school undergoes an Enhanced Level 
Vetting and Barring check.  This includes Governors, Head Teacher, Deputy Head 
Teacher, Teachers, Teaching Assistants, Peripatetic Staff, Admin Staff, Volunteers, 
Lunchtime Staff and Cooks, Caretaker and Cleaners. Those who are contracted to work 
on the site provide evidence of DBS clearance. 
 
A single list of people who work in the school is kept in the school office and staff room. 
It is updated each time a new member of staff or volunteer is becomes involved in the 
school.  The list is checked by the Head Teacher on a monthly basis.  The Chair of 
Governors undertakes a spot check of the list 
 
More information can be found at https://www.gov.uk/disclosure-barring-service-
check/overview 
 
Safer  Recruitment 
 
The school ensures that advertisements state that this is a school that safeguards children.  
It includes safeguarding questions within the interview process.  The standard CCS  
application form is used and is checked thoroughly for any gaps before short listing. The 
school asks to see qualifications and proof of identity at the time of the interview and will 
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only offer a position when these have been checked. New staff will be asked to provide 
two written references. 
 
The interview panel will have at least one person who has successfully completed the 
Safer Recruitment training with a qualified provider.  At St James’ RC Primary the Head 
Teacher, Deputy Head Teacher  and a number of Governors have completed this training. 
 
 
Risk Assessments 
 
Risk assessments are carried out whenever a perceived risk is noted.  Regular risk 
assessments are carried out for:- 
 

§ Educational visits 
§ Maintenance of the Health and Safety policy including governor and LA 

inspections 
§ Play equipment including the Early Years outdoor play area 
§ Extended learning activities 
§ Fire safety equipment 
§ Medical needs of the children 
§ Specific staff needs  

 
Training is updated regularly in child protection, medical training, first aid and fire 
safety. 
 
Intimate Care 
 
The school asks parents to provide a change of clothes in case a pupil wets themselves.  
In the event of wetting, staff will reassure pupils and signpost them to a change of clothes 
and the child will be able to change themselves.  Adults may continue to reassure pupils 
if necessary but will not enter the toilet with the child and the child must keep the toilet 
door closed. Where soiling is habitual there may be an agreement between the parent and 
the teacher concerned that an assigned and trusted adult will assist the child. 
 
In the event of soiling, the school will give the child large disposable wet wipes with 
which to clean themselves and a change of clothes so that they are able to continue their 
school day in comfort.  Parents or a designated carer will be informed if a child soils 
themselves and will be called if the child is unable to clean themselves to an acceptable 
standard.  Children with medical needs will be included in a care plan drawn up with the 
school so that any actions are agreed with and by the parents and the school.  
 
Any soiling outside of the toilet basin will be thoroughly cleaned and disinfected by the 
Caretaker.  Waste material will be disposed of using special waste bags again by the 
Caretaker. 
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Other relevant policies 
 

§ Anti-bullying policy 
§ Code of Conduct 
§ ICT Acceptable Use Policy 
§ Staff Acceptable Use contract 
§ Equal Opportunities and Inclusion Policy 
§ Health and Safety Policy 
§ Disbility and non-Discrimination Policy 
§ Behaviour Policy 
§ Medicines Policy 
§ Swine Flu Policy 
§ Educational Visits Policy 
§ Drug Education Policy 
§ Attendance 

 
 

CHILD PROTECTION 
 

This policy follows the procedures as set out in the ‘London Child Protection Procedures’ 
updated April 2015 

 
At St. James’ RC Primary we believe that all children, without exception, have the right 
to protection from abuse regardless of gender, gender orientation, ethnicity, disability,   
or beliefs. 
 
Responsibilities:- 
 
ALL school staff have a duty to safeguard children’s well being and maintain a safe 
environment as part of their professional duties. 
 
ALL school staff have a duty to ensure that they are familiar with the CP systems in the 
school. 
 
ALL school staff have a duty to pass on information which raises concern that a child 
may be at risk from non-accidental injury, neglect, emotional or sexual abuse.  If there 
are grounds for concern it is better to be over cautious than to risk a child’s safety. 
 
ALL adults in school are able to make a referral directly to the Social Care Team.  
 
School absences must be followed up in line with school policy and may involve the 
EWO service.  If a child goes missing this must be reported to the Social Care Team.   
 
The school has a duty to work with all other professional agencies ie Social Care, Police 
and Health Services.   
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1.1 The Governing Board is responsible for checking with the Head Teacher that 
safeguarding procedures are in place and are being carried out effectively. 
 
1.2 Child Protection Officers – Mrs Bosher and Mrs Weeks 
 
Mrs Bosher and Mrs. Weeks have undertaken the two-day CPO training which is updated 
every two years.  Staff report any concerns to Mrs. Bosher or Mrs. Weeks in her absence. 
All reports must be written down on the school’s incident form, published at the end 
of this policy and handed to the CPO who will store them securely. Mrs. Bosher or Mrs. 
Weeks will inform the parents that a referral is being made unless doing so will put the 
child at further risk. 
 
If there has not been any significant incident but there is cause for concern,  a ‘Cause for 
Concern’ form can be found in the staffroom bookcase.  This must be filled in and 
handed to Mrs. Bosher or Mrs. Weeks in her absence. 
 
All staff may raise concerns directly with Children’s Social Care services. 
 
The school ensures that: 
 

• All members of staff are provided with child protection and awareness at 
induction, including in their arrival pack the school’s safeguarding statement and 
procedures so that they know with whom to discuss concerns. 

 
• All staff and governors have child protection awareness training, updated by the 

CPO every year in order to maintain their understanding of the signs and 
indicators of abuse. 

 
• All members of staff, volunteers, and governors know how to respond to a pupil 

who discloses abuse. 
 

• All parent/carers are made aware of the responsibilities of staff members with 
regard to child protection procedures through publication of the school’s Child 
Protection Policy. 

 
• Our lettings policy ensures the suitability of adults working with children on 

school sites at any time. 
 

• Community users organising activities for children are aware of the school’s child 
protection and procedures. 

 
• Any members of staff found not to be suitable to work with children will be 

notified to the appropriate bodies including the DFE for consideration for 
inclusion on the central list of known offenders. 
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• Our procedures are regularly reviewed and up-dated. 
 

• The names of the CPOs are displayed around the school and placed in the 
school’s registers, with a statement explaining the school’s role in referring and 
monitoring cases of suspected abuse. 

 
• All new members of staff are given a copy of our safeguarding statement and 

child protection policy, with the CPOs name clearly displayed, as part of their 
induction of the school.  

 
DEFINITIONS OF ABUSE AND NEGLECT 
 
Abuse and neglect are forms 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 a stranger.  They may be abused by an adult or adults or another child or 
children. 
 
Categories of abuse:- 
 

§ Physical abuse 
§ Emotional abuse 
§ Sexual abuse  
§ Neglect 

For the full definitions see Appendix 1. (also see safeguarding update 2016 app1A) 
 
OTHER SAFEGUARDING ISSUES 
  
More details are to be found in App. 1A. 

• Domestic Violence 
• Radicalisation 
• Female Genital Mutilation (Long absence, depressed and in pain upon return) 
• Child Sexual Exploitation (Child regularly home late or missing, mood swings) 
• Grooming behaviour (Adults/Staff) including use of the internet and social sites 

 
Emotional abuse has been widened to include, witnessing domestic violence, carers being 
over protective, resulting in a child not undertaking normal activities for their age. It also 
covers expecting too much and thereby causing undue stress. 
 
If a person suspects that a child is a victim of FGM then is should be referred to social 
care or the police straight away. 
 
The school has a duty to report children who are missing from education to the LA.  We 
find out the ongoing address of any pupil who leaves the school to go abroad. 
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PREVENTING RADICALISATION 
 
Indicators that suggest a young person is susceptible to radicalisation are: 
 

• Condoning or supporting violence towards others. 
• Using insulting or derogatory names or labels for another group. 
• Changing style of dress or personal appearance to accord with an ideology or 

group not associated with the school or parish. 
• Day to day behaviour becomes increasingly centred around and extremist 

ideology/group or cause not associated with the school or parish.. 
• Possession of materials or symbols associate with an extremist ideology (eg. 

Swastika). 
• Attempts to recruit others into a cause/group/ideology not associated with the 

school or parish. 
• Loss of interest in other friends and activities that are not associated with the new 

ideology/cause/group. 
 
It is vital that we teach our children the importance of tolerance and mutual respect.  As a 
faith school, we have to recognise that our attitudes towards people of other faiths and no 
faith are important; negative attitudes can be perceived as an injustice and injustice may 
lead to negative actions.  It is important for us to learn more about other faiths and 
demonstrate respect for all people in society. 
 
Any concerns regarding a pupil’s susceptibility to radicalisation or their negativity 
towards people of other faiths or no faith, must be reported to the CPO immediately.  The 
school will work with a pupil and their family and children’s services in the first instance, 
in order to help the pupil to understand the impact of their behaviours.  In extreme cases 
where a child is at risk of radicalisation then the children’s services will act with the 
police, in order to ensure that both the pupil and the general public are kept safe. 
 
E-SAFETY 
 
The school teaches pupils how to manage the risks involved in internet safety.  LGFL 
ensure that firewalls protect the pupils from access to unsuitable materials and that there 
is close supervision.  Parents and staff sign an Acceptable use contract in order to protect 
the children as much possible. 
 
WHAT TO DO WHEN YOU HAVE A CONCERN 
 

§ Follow the procedures in Appendix 2 and 3. 
 

§ Report your concerns to Mrs Bosher or Mrs Weeks in her absence as soon as you 
are aware of them and record them on the school’s incident form attached to 
this policy. 
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§ Take any immediate/urgent action required to assist the child eg. Emergency 
medical treatment, dial 999. 

 
§ Write a brief statement for the CPO to keep securely on record NOT in the pupil’s 

file. 
 

§ REMEMBER TO KEEP YOUR CONCERNS CONFIDENTIAL, only CPOs 
should be made aware. 

 
§ If you feel concerned about a child and are unable to tell the CPOs or feel unsure 

that your concerns are not being dealt with contact the Duty Social Worker 
yourself. 

 
 
MAKING A REFERRAL 
 
Who to contact? 
 
Multi-Agency Safeguarding Hub 
0208 461 7373/7379/7026 
 
E-mail: mash@bromley.gov.uk 
   mash@bromley.gcsx.gov.uk (secure) 
 
Out of hours – Emergency Duty Team: 
0208 464 4848 
 
 
Bromley Safeguarding Children Board 
02084617816 
http://bromleysafeguarding.org/ 
 
Lead Officer for Education Safeguarding (Education Local Authority Designated 
Officer) 
02084617669 
Lado@bromley.gov.uk 
lado@bromley.gcsx.gov.uk 
Police – Child Abuse Investigation Team - 101 
   Anti-Terrorist Hotline 0800789321 
 
Police – Local Police Stations - 101 
 
NSPCC Whistleblowing Hotline – Text 88858    TEL 08088005000  
help@nspcc.org.uk 
 
If a child is injured – Local Casualty Department – A&E 
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All referrals should be sent in writing using the multi-agency referral form.  THE 
EXEPTION is in the case of urgent child protection, where the referral will be taken over 
the phone and followed up in writing by the next working day (24-72 hours). 
 
 
Types of referral: 
 

§ The Common Assessment Framework (CAF) – The CAF promotes more 
effective, earlier identification of additional needs, particularly universal 
services.  It is a voluntary assessment that cannot be completed without the 
parent/carer/young person’s informed consent. 

 
§ Child in Need – Those children and young people who are unlikely to achieve or 

maintain reasonable health or development, whose health or development is 
likely to be significantly impaired or, who are disabled. 

 
§ Child Protection – The Local Authority has a duty to investigate where a child in 

their area is suffering or likely to suffer significant harm, and to decide on action 
to safeguard or promote the child’s welfare. 

 
CASE CONFERENCES 
 
Staff must attend case conferences when required in order to contribute effectively to the 
Child Protection Plan.  See Appendix 4. 
 

 
SUPPORTING CHILDREN 
 
We recognise that a child who is abused or witnesses violence may feel helpless and 
humiliated, may blame themselves, and may find it difficult to develop and maintain a 
sense of self-worth. 
 
We recognise that the school may provide the only stability in the lives of the children 
who have been abused or who are at risk from harm. 
 
We accept that research shows that the behaviour of a child in these circumstances may 
range from that which is perceived to be normal to aggressive or withdrawn. 
 
Our school will support pupils by:- 
 

• Encouraging self-esteem and self-assertiveness, through the curriculum as well as 
in  relationships, whilst not condoning aggression or bullying 

• Promoting a caring, safe and positive environment within the school 
• Liaising and working together with all other support services and those agencies 

involved in the safeguarding of children 
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• Notifying Social Care as soon as there is a significant concern 
• Providing continuing support to a pupil, about whom there have been concerns, 

who leaves the school by ensuring that appropriate information is copied under 
confidential cover to the pupil’s new school and ensuring the school medical 
records are forwarded as a matter of priority. 

 
 
SUPPORTING STAFF 
 
The school recognises that there are times when a child will need to be touched. Eg. to 
comfort them, to administer First Aid, a ‘well done’ handshake or pat on the shoulder.  
Inappropriate touching is not acceptable, makes a child uncomfortable is usually done in 
private and can be distinguished from the above. 
 
Staff:- 
 

• Think about where you interview pupils; can you be seen? 
• Be aware of any well intentioned physical contact that may be misconstrued. 
• Dress appropriately for your role. 
• Do not give any personal contact details to pupils. 
• Do not favour individual pupils. 
• Do not photograph pupils without permission from the parents or a manager, and 

do not use a personal camera or mobile phone. 
• Do not accept pupils/ or ex -pupils to be ‘your friend on social sites such as 

Facebook. 
• Do not give lifts to pupils in your car or offer to take them to your home. 
• Be aware of your behaviour or that of your partner, outside school.  
• Act with responsibility around pupils as you are in a position of power and trust. 
• Maintain professional boundaries with pupils. 
 

 
We recognise that;-  
 

• Staff working in the school who have become involved with a child who has 
suffered harm, or appears to be likely to suffer harm may find the situation 
stressful and upsetting. 

 
• There must be support for such staff by providing an opportunity to talk through 

their anxieties with the CPO and to seek further support as appropriate. 
 
All staff should be aware of the school’s behaviour policy and know that they must never 
use corporal punishment or excessive force in handling a child. 
 
All staff should take care not to place themselves in a vulnerable position with a child.  It 
is always advisable for interviews or work with individual children or parents to be 
conducted in the view of other adults. 
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Staff should be aware that children are not permitted to use social sites such as 
Facebook  until they are 13 years of age.  Any attempt to become a friend on social 
sites from a current pupil or past pupil of school age must be declined.  A 
professional dignity should be upheld at all times whilst communicating on social 
sites.  Staff are expected to sign an Acceptable Use Contract  
 
Guidance will be given regarding safe procedures during the induction of new staff. 
 
ALLEGATIONS AGAINST STAFF 
 
If such an allegation is made, or information is received which suggests that a person may 
be unsuitable to work with children, the member of staff receiving the allegation or who 
is aware of the information, will immediately inform the Head Teacher.  If the allegation 
is against the Head Teacher then the Chair of Governors will be informed. 
 
If necessary, the Children’s Social Care Team will convene a Strategy Meeting to discuss 
the referral and if applicable, how to proceed.  The agency’s involvement in this meeting 
is crucial. 
 
 
Suspension of staff during a Child Protection Investigation 
 
Mrs Bosher will decide whether a suspension is necessary on the basis of information 
given and advice from within the organisation and Children’s Social Care.  She will 
discuss the matter with the appointed governor, Mrs Mary Hutchinson, who will not be 
able to take part in any further decisions or meetings regarding the employee in her role 
as governor.  
 
Mrs Bosher would ensure that the staff member concerned is supported during the period 
of suspension. 
 
Support would also be given to the staff who reported the concern/allegation. 
 
In the event of the allegation being made against the Head Teacher the Chair of  
Governors would lead the process. 
 
PROCEDURES FOR DEALING WITH  ALLEGATIONS MADE BY A PUPIL 
AGAINST ANOTHER PUPIL OR PUPILS 
 
The CPO/s must be informed of any allegation made by a child and that includes 
allegations made regarding another pupil.  Where there is reasonable cause to suspect that 
a child is suffering, or likely to suffer ‘significant harm’ then the allegation will be treated 
as a Child Protection issue.  
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A pupil against whom an allegation of abuse has been made may be suspended from the 
school during the investigation; the parents of both parties will be contacted straight 
away.  The parents will be told of the school’s intention to contact the Local Authority 
Designated Officer to inform them of the allegation.   
 
The School will take advice on the investigation of such allegations and will take all 
appropriate action to ensure the safety and welfare of all pupils involved, including the 
pupil or pupils accused of abuse.  
 
If it is necessary for a pupil to be interviewed by the police in relation to allegations of 
abuse, the school will ensure that the pupil is supported during the interview by an 
appropriate adult.  
 
Immediate action is required where there is suspicion of abuse and written records must 
be made at each stage of the process. If a pupil asks to speak to a member of staff about a 
problem, that person should not promise confidentiality but explain that it may be 
necessary to consult another adult. 
 
PROMOTING THE SAFETY OF CHILDREN 
 
Bullying 
 
Our policy on bullying is set out in a separate document and acknowledges that to allow 
or condone bullying may lead to consideration under the child protection procedures. 
 
Attendance 
 
All unreported absences are followed up by the school as soon as the registration 
procedure is complete.  See Attendance Policy.  
 
Racist incidents 
 
Our policy on racist incidents is set out separately, and acknowledges that repeated racist 
incidents or a single serious incident may lead to consideration under child protection 
procedures. 
 
 
Prevention 
 
We recognise that the school plays a significant part in the prevention of harm to our 
pupils by providing pupils with good lines of communication with trusted adults, 
supportive friends and the ethos of protection. 
 
11.2 The school community will therefore:- 
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• Work to establish and maintain an ethos where children feel secure and are 
encouraged to talk and are always listened to. 

• Ensure that all children know there is an adult in the school whom they can 
approach if they are worried or in difficulty. 

• Include across the curriculum, PSHE opportunities which equip children with the 
skills they need to stay safe from harm and to know to whom they should turn for 
help. 

 
 
Health and Safety 
 
12.1 Our Health and Safety policy, set out in a separate document, reflects the 
consideration we give to the protection of our children both physically within the school 
environment and outside it.  We have separate policies for internet use and educational 
visits. 
 
The word ‘staff’ in the above policy refers to ALL staff on site, including ancillary 
supply and self-employed staff, contractors, volunteers working with children etc. 
and governors. 
 
Policy updated Autumn 2016 by Anna Bosher 
To be reviewed Autumn  2017 
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St. James’ RC Primary School 
Cause for Concern Form 

Name of Child:    Class:  Person raising concern: 
 
Concerns Raised 
 
 
 
 
 
 
 
 
 
 
 
 
Actions 
 
 
 
 
 
 
 
 
 
 
 
Signed:       Date: 
 
 
Please put as much detail as possible using children’s own words where possible.  
Hand this form to the HT or DHT and it will be stored in a secure file in the HTs 
office. 
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St. James’ RC Primary School 
Child Protection Incident Form 

Name of Child: 
Age:          DOB: 
Class/Year: 
Brief description of what has prompted concerns including dates & times 
place etc. of any specific incidents:- 
 
 
 
 
 
Any physical signs? Behaviour signs? Indirect signs?:-  
 
 
 
 
 
 
Have you had a conversation with the child? If so what was said? Use 
child’s exact words if possible:-  
 
 
 
 
 
 
 
Have you spoken to the parent/care(s)? If so what was said?:-  
 
 
Have you consulted anyone else? Please give details:-  
 
 
Please include any other relevant information on an additional sheet if 
necessary and give copies to Anna Bosher (CPO) or Lisa Weeks (CPO) in 
her absence.  
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Name of person completing form:……………………………………………  
 
To whom reported: …………………………………………………………….  
 
Date: ………………….. 
 
 

 
 
 

 
 

 
 

 


