
1 

 

St. James‟ RC Primary School   Autumn 2018 –Review 2019- L. Weeks 

 

ST JAMES’ RC PRIMARY SCHOOL 

                     SAFEGUARDING AND CHILD PROTECTION POLICY 

 

FAITH IN ACTION, WORKING TOGETHER, 

WALKING IN THE FOOTSTEPS OF CHRIST 

 

THE DESIGNATED SAFEGUARDING LEAD IS MRS LISA WEEKS 

THE DEPUTY DESIGNATED LEAD IS MRS MICHELLE WILSON 

 
St. James‟ RC Primary School is committed to safeguarding and promoting the welfare of 

children and young people and expects all staff and volunteers to share this commitment.  

 

Introduction  

 

The Governors and members of staff of St James‟ RC Primary School fully recognise the 

responsibility it has for the safeguarding and protection of children regardless of age, gender, 

language, racial origin, religious belief, sexual identity, culture or disability. Children have a right 

to be safe in all environments. We recognise that children with special educational needs and 

disabilities can face additional safeguarding challenges. We believe that our school should 

provide a caring, positive, safe and stimulating environment, which promotes the social, physical 

and moral development of the individual child. We provide opportunities that enable our children 

to take and make decisions for themselves and teach them how to recognise different risks in 

different situations and to behave in response to them. In order to fulfil these duties it is our 

policy to follow the procedures for handling suspected cases of abuse of any child. In this respect 

we aim to create a culture of vigilance within the school and to exercise our professional 

judgement to keep children safe, act in a timely way and to take proportionate decisions on 

whether to ask for checks beyond what is required.  

 

In order to safeguard and promote the welfare of children, the school will act in accordance 

with the following legislation and guidance: 

 

 The Children Act 1989 and The Children Act 2004 

 

 The Education Act 2002 (Section 175/157) This outlines that Local Authorities and 

School Governing Bodies have a responsibility to “ensure that their functions relating to 

the conduct of school are exercised with a view to safeguarding and promoting the 

welfare of children who are its pupils”.  

 

 Bromley Safeguarding Children Board Inter-agency Child Protection and Safeguarding 

Children Procedures 

 

 The Education (Pupil Information) (England) Regulations 2005  

 

 The Sexual Offences Act (2003) 

 

 

 Section 26 of The   Counter Terrorism and Security Act 2015 (PREVENT duty)  

 

 The Female Genital Mutilation Act 2003 (Section 74, Serious Crime Act 2015)  
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 The Working Together to Safeguard Children (DfE 2015) which requires each school to 

follow the procedures for protecting children from abuse which are established by the 

Bromley Safeguarding Children Board. Schools are also expected to ensure that they 

have appropriate procedures in place for responding to situations in which: a child may 

have been abused or neglected or is at risk of abuse or neglect, a member of staff has 

behaved in a way that has, or may have harmed a child or that indicates they would pose 

a risk of harm. 

 

 „Keeping Children Safe in Education‟ (KCSIE) September 2018 

 

Terminology:  

 

Safeguarding and promoting the welfare of children refers to the process of protecting all 

children from maltreatment, preventing the impairment of 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.  

Child protection refers to the processes undertaken to protect children who have been identified 

as suffering, or being at risk of suffering significant harm.  

Member(s) of staff refers to all individual/s working for the school in a voluntary, employed, 

professional or unqualified capacity.  

Child includes everyone under the age of 18. 

Parent refers to birth parents and other adults who are in a parenting role, for example step-

parents, foster carers and adoptive parents. 

 

Aims and Objectives  

 

 To support the child‟s development in ways that will foster security, confidence and 

independence.  

 

 To provide a continuous training programme that raises the awareness of Governors and 

members of staff of the need to safeguard children and ensures that they are fully aware 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. 

 

  To implement and maintain procedures for identifying and reporting concerns for children in 

immediate danger or at risk of harm which will be followed by all staff in cases of suspected 

abuse and /or the need for care. 

 

  To develop and promote effective working relationships with other agencies especially the 

Health Services, Police and Social Services.  

 

 To support pupils who have been abused, in accordance with their agreed child protection plan.  

 

 To support children with additional needs, e.g. through the Common Assessment Framework 

(CAF). 

 

  To ensure that all adults within our school who have access to children have been checked as to 

their suitability and have an enhanced DBS disclosure as well as a List 99 check.  
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 Ensure the practice of safer recruitment in checking and recording the suitability of Governors 

and members of staff to work with children. 

 

Job Description, Roles and Responsibilities 

 

Designated Safeguarding Lead (DSL) Mrs Lisa Weeks (Head teacher) 

Deputy Designated Safeguarding Lead (DDSL) Mrs Michelle Wilson (Deputy Head) Designated 

Governor for Safeguarding Mrs Mary Hutchinson 

 

Mrs Weeks,  Mrs Wilson and Mrs Hutchinson can be contacted in either of the following ways: 

By telephone 020 8467 8167 

By e-mail general.info@st-james.bromley.sch.uk 

 

Designated Safeguarding Lead 

We have a Designated Safeguarding Lead (DSL) and a Deputy Designated Safeguarding Lead 

(DDSL) who will both, in line with recommendations in the statutory guidance - Keeping 

Children Safe in Education (KCSIE) DfE, September 2018 undertake training every two years. In 

addition to formal training, their knowledge and skills will be updated at regular intervals, but at 

least annually. The names of the DSL and DDSL are displayed around the school and placed in 

the school‟s registers. All new members of staff are given the names of the DSL and DDSLs as 

part of their induction of the school. We have a nominated Governor responsible for child 

protection. 

 

Designated Safeguarding Lead (DSL):  

The broad areas of responsibility for the DSL are: 

  Adhering to the London Child Protection Procedures 2010, Local Safeguarding Children Board 

and Academy policies with regard to referring a child if there are concerns about possible abuse 

  Adhering to the statutory guidelines set out in the Working Together to Safeguard Children 

(DfE 2015) 

  Ensuring completion of child protection training every two years  

 Referring all cases of suspected abuse or neglect to their Local Authority Children‟s Service 

  Keeping detailed, accurate, written records of concerns about a child even if there is no need to 

make an immediate referral 

  Ensuring all records are kept confidentially and securely and are separate from pupil records  

 Ensuring that when children leave the school their child protection file is transferred to the new 

school as soon as possible, ensuring secure transit, and confirmation of receipt should be 

obtained. This should be transferred separately from the main pupil file. In addition to the child 

protection file, the designated safeguarding lead should also consider if it would be appropriate to 

share any information with the new school in advance of a child leaving. For example, 

information that would allow the new school to continue supporting victims of abuse and have 

that support in place for when the child arrives.  

 Ensuring that where a pupil on a child protection plan, or is a child looked after, leaves the 

school, their information is transferred to the new school immediately and that the child‟s Social 

Worker is informed 

mailto:general.info@st-james.bromley.sch.uk
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  Acting as a source of support, advice and expertise to members of staff on matters of safety and 

safeguarding and when deciding whether to make a referral by liaising with relevant agencies 

  Ensuring that allegations or concerns against members of staff are dealt with in accordance 

with Department for Education (DfE), and the Local Safeguarding Children Board protocols 

  Ensuring that details of the child‟s social worker that looks after the child is kept on file.  

 To attend relevant courses specific to role 

 Adhering to the „First Day Call‟ policy giving priority to any pupil on a Child Protection Plan.  

 

The Deputy Designated Person: (DDSL) 

The designated safeguarding lead (and any deputies) are most likely to have a complete 

safeguarding picture and be the most appropriate person to advise on the response to safeguarding 

concerns. The DDSL is appropriately trained, and in the absence of the DSL, carries out those 

functions necessary to ensure the ongoing safety and protection of pupils.  

 

The Governing Body:  

Governing bodies must ensure that they comply with their duties under legislation. They must 

also have regard to this guidance to ensure that the policies, procedures and training within the 

school is effective and comply with the law at all times. The broad areas of responsibility for the 

Governing Body are to ensure that: 

 The school has effective safeguarding policies and procedures including a Child 

Protection and Safeguarding Policy 

 Recruitment, selection and induction follow safer recruitment practice  

 Any allegations against staff are dealt with by the Head teacher 

 A member of the Senior Leadership Team (SLT) is appointed as the DSL to take lead 

responsibility for the safeguarding and child protection  

 Members of staff have been trained appropriately  

 Any safeguarding deficiencies or weaknesses are remedied without delay 

 The Chair of Governors is responsible for managing allegations against the Head teacher 

 The Safeguarding policy is updated at least annually and is available on the school‟s 

website.  

 

Disclosure and Barring Service checks  
 

Every adult who is in contact with pupils at the school undergoes an Enhanced Level Vetting and 

Barring check as well as a Barred Check list (List 99). 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. The school will implement recruitment procedures as 

recommended in Keeping Children Safe in Education (KCSIE) DfE, September 2018. 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 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 

 

Training  
 

All staff members will receive appropriate safeguarding and child protection training, which is 

regularly updated. In addition all staff members receive safeguarding and child protection updates 

via email or staff meetings as required, but at least annually, to provide them with relevant skills 
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and knowledge to safeguard children effectively. All staff should be aware of indicators of abuse 

and neglect so that they are able to identify cases of children who may be in need of help or 

protection. Staff are advised to maintain an attitude of „it could happen here‟ where safeguarding 

is concerned. When concerned about the welfare of a child, staff should always act in the best 

interests of the child. Knowing what to look for is vital to the early identification of abuse and 

neglect. If staff are unsure, they should always speak to the designated safeguarding lead (or 

deputy). The Head teacher will ensure that Part 1 of „Keeping Children Safe in Education 

(KCSIE)‟ DfE, September 2018 is shared with all staff. Members of staff will be kept up-dated on 

safeguarding issues and will be able to identify concerns and understand procedures to protect 

and safeguard children and young people. Issues include: Children Missing from Care and Home, 

Sexually Exploited Children, Children Witnessing Domestic Violence, Young Carers, Peer on 

Peer Abuse, Forced Marriages, Radicalisation and Female Genital Mutilation.  

 

What staff should look out for? 

 

All staff should have an awareness of safeguarding issues that can put children at risk of harm. 

Behaviours linked to issues such as drug taking, alcohol abuse, deliberately missing education 

and sexting (also known as youth produced sexual imagery) put children in danger. Safeguarding 

incidents can be associated with factors outside the school and can occur between children 

outside the school. All staff should be considering the context within which such incidents occur. 

This is known as contextual safeguarding. This means that assessments of children should 

consider whether wider environmental factors are present in a child‟s life that are a threat to their 

safety.  

 

Early Help 

 

If early help is appropriate, the designated safeguarding lead (or deputy) will generally lead on 

liaising with other agencies and setting up an inter-agency assessment as appropriate. Any child 

may benefit from early help, but all staff should be particularly alert to the potential need for early 

help for a child who: 

• is disabled and has specific additional needs 

• has special educational needs (whether or not they have a statutory Education, Health and Care 

Plan) 

• is a young carer 

• is showing signs of being drawn in to anti-social or criminal behaviour, including gang 

involvement and association with organised crime groups 

• is frequently missing/goes missing from home 

• is at risk of modern slavery, trafficking or exploitation 

• is at risk of being radicalised or exploited 

• is in a family circumstance presenting challenges for the child, such as drug and alcohol misuse, 

adult mental health issues and domestic abuse 

• is misusing drugs or alcohol  

 

Looked after children and previously looked after children  
 

Staff have the skills, knowledge and understanding to keep looked after children and previously 

looked after children safe. When dealing with looked after children and previously looked after 

children, it is important that all agencies work together and prompt action is taken when 

necessary to safeguard these children, who are a particularly vulnerable group. 

 

Children with special educational needs and disabilities  
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Additional barriers can exist when recognising abuse and neglect in this group of children. These 

can include: 

 Assumptions that indicators of possible abuse such as behaviour, mood and injury relate to the 

child‟s impairment without further exploration  

 Assumptions that children with SEN and disabilities can be disproportionally impacted by 

things like bullying- without outwardly showing any sign  

 Communication barriers and difficulties  

 Reluctance to challenge carers, (professionals may over empathise with carers because of the 

perceived stress of caring for a disabled child)  

 Disabled children often rely on a wide network of carers to meet their basic needs and therefore 

the potential risk of exposure to abusive behaviour can be increased  

 A disabled child‟s understanding of abuse  

 Lack of choice/participation 

 Isolation  

 

The Child Protection and Safeguarding Policy 

 

The Child Protection and Safeguarding Policy will be reviewed annually in line with the DfE, the 

Local Safeguarding Children Board (LSCB) and other relevant statutory guidance. Governors and 

members of staff will have seen a copy of this policy and new staff will be given a copy as part of 

their induction programme. Parents will be made aware of the Child Protection and Safeguarding 

Policy which is available on the school website and as a paper version from the office.  

 

Opportunities to teach safeguarding  
 

We ensure that children are taught about safeguarding, including online safety. We consider this 

as part of providing a broad and balanced curriculum. This may include covering relevant issues 

through Relationships Education and Relationships and Sex Education and through Personal, 

Social, Health and Economic (PSHE) education.  

 

Online safety  
 

As schools increasingly work online, it is essential that children are safeguarded from potentially 

harmful and inappropriate online material. As such, the school ensures appropriate filters and 

appropriate monitoring systems are in place.  

 

Procedures  

 

St James‟ RC Primary School follows the procedures set out by the Local Safeguarding Children 

Board (LSCB) and have regard to statutory guidance issues by the Department of Education 

(DfE) including „Keeping Children Safe in Education‟ (KCSIE) September 2018 and Working 

Together to Safeguard Children, March 2015. 

 

Where a child is suffering, or is likely to suffer from harm, it is important that a referral to 

children’s social care (and if appropriate the police) is made immediately.  

 

Members of staff know that immediate/urgent action may be required to assist the child, e.g. 

emergency medical treatment. Members of staff know how to respond to a pupil who discloses 

abuse. Members of staff are aware of The First Day Call System. The schools holds more than 
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one emergency contact number for each pupil. Members of staff are aware that children who have 

additional/unmet needs are supported appropriately. Staff members are aware that this includes 

referral to early help services or specialist services if they are a child in need or have been / are at 

risk of being abused and neglected. Governors will receive regular reports about numbers of child 

protection referrals, allegations against staff and other child protection/safeguarding matters 

 

Whistle blowing 

 

All staff and volunteers should feel able to raise concerns about poor or unsafe practice and 

potential failures in the school‟s safeguarding regime and know that such concerns will be taken 

seriously by the senior leadership team. Where a staff member feels unable to raise an issue with 

their employer they should refer to the staff Whistle-Blowing procedure.  

 

Safer Recruitment  

St James‟ RC Primary School will implement their responsibilities for safer recruitment strategies 

as recommended in Keeping Children Safe in Education (KCSIE) DfE September 2018. 

This will include: 

 Appropriate training for The Head teacher and others who recruit and select staff and 

volunteers. These staff will attend Safer Recruitment training. 

 

 Advertisements state that this is a school that safeguards children.   

 

 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 only offer a position when these have been checked. New staff will be asked to 

provide two written references. 

 

 Every appointment panel consists of a member who has undertaken safer recruitment 

training. At St James‟ RC Primary the Head Teacher, Deputy Head Teacher, a member of 

the Admin Team and a number of Governors have completed this training. 

 

 Part of the interview will include a question on safeguarding. 

 

 As part of the safer recruitment process all staff being offered positions within the school 

should have their offers made subject to an enhanced DBS check. 

 

 Further checks will be performed using the NCTL Teacher Services‟ system to any 

information about any teacher sanction or restriction that a European Economic Area 

(EEA) professional regulating authority has imposed. 

 

 Prohibition Order checks are completed for everyone engaged in teaching whether a 

qualified teacher or not and then recorded on the Single Central Record. 

 

 Agency staff are checked to ensure that they are the same person for whom the agency 

has provided vetting checks for. 

 

 All Governors need an enhanced DBS check, and volunteers working within the Trust 

will be subject to a DBS/Barred Checklist (List 99)  
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Reporting Concerns : Anyone may refer directly to children’s social care. 

 

Concerns: If members of staff have any concerns (as opposed to a child being in immediate 

danger) about a child, they should raise these with their DSL as a matter of urgency. If there has 

not been any significant incident but there is cause for concern, a Cause for Concern form on The 

Safe Guarding Board in the staffroom must be filled in and handed to DSL. Concerns are put in 

writing on a Safeguarding Concern Form and handed to the DSL or in their absence the DDSL. 

DSL keeps concern form in secure, confidential safeguarding file.The DSL reviews concern form 

and makes a decision about next steps which will either be: 

 

 Decision made to monitor the concern. Adults will be asked to monitor child and 

feedback to the DSL within an agreed timescale. 

 

 Decision made to discuss the concern informally with the parents and once discussed 

with parents DSL decides to continue to monitor or refer to social care. 

 

 Decision made to refer the concern to social care. The DSL refers to social care. 

 

Immediate Danger or a Risk of Harm: If a child is in immediate danger or is at risk of harm, a 

referral should be made to children‟s social care and/or the police immediately. Anyone can make 

a referral, however, the DSL should be informed as soon as possible. If a referral is to be made 

the DSL will inform the parents that a referral is being made unless doing so will put the child at 

further risk.The DSL will decide whether to make a referral to LA children‟s social care, but any 

member of staff can refer to children‟s social care. All referrals should be sent to the Local 

Children‟s Referral & Assessment Team using the Children & Young People Services: Children's 

Social Care referral form. The exception is in the case of urgent child protection, where the 

referral will be taken over the telephone and followed up in writing by the next working day (24 

hours). With few exceptions the parents should be informed a referral is being made. If you are 

unsure consult a Duty Social Worker prior to sending the referral.  

 

Allegations against staff  

 

Please refer to the ‘Allegations against Staff Policy’ for further information. 

 

An allegation is any information that indicates that a member of staff may have:  

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

 Possibly committed a criminal offence against/related to a child 

 Behaved towards a child or children in a way which indicates s/he would pose a risk of harm if 

they work regularly or closely with children. This applies to any child the member of staff has 

contact with in their personal, professional or community life. 

  

We understand that a pupil may make an allegation against a member of staff. If such an 

allegation is made, the member of staff receiving the allegation will:  

 

a) Take the allegation seriously  

b) Ensure the child is safe and supported  

c) Inform the Head teacher as soon as possible.  

d) The member of staff should then accurately record what they have been informed/observed. 
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  The Head teacher, on all such occasions, will discuss the content of the allegation with the 

Local Authority Designated Officer (LADO). The Head teacher will decide whether a suspension 

is necessary on the basis of advice from LADO. The Head teacher would ensure that the staff 

member concerned is supported during any period of suspension and support would also be given 

to the staff who reported the concern/allegation. 

 

  If an allegation is made against the Head teacher then the Chair of Governors must be informed 

and they will then discuss the allegation with the LADO. In the absence of the Chair of 

Governors, the Vice Chair should be contacted 

  We will follow the guidelines set out in Keeping Children Safe in Education (KCSIE) DfE, 

September 2018, our Local Safeguarding Children Board protocols for managing allegations and 

the school‟s „Allegations Against Staff in School‟ Policy 

  If Parents of a child or children involved are not already aware of the allegation, the LADO 

will discuss how and by whom they should be informed 

  The person who is the subject of the allegations will be kept informed of the progress of the 

case and consideration will be given as to what other support is appropriate for the individual. 

 

The use of ‘reasonable force’  
 

Staff use positive and proactive behaviour support however there are circumstances when it is 

appropriate for staff to use reasonable force to safeguard children. The term „reasonable force‟ 

covers the broad range of actions used by staff that involve a degree of physical contact to control 

or restrain children. This can range from guiding a child to safety by the arm, to more extreme 

circumstances such as breaking up a fight or where a child needs to be restrained to prevent 

violence or injury. „Reasonable‟ in these circumstances means „using no more force than is 

needed‟. Please refer to our Positive Handling Policy.  

 

Site Security  

 

Visitors to the school, including contractors, are asked to sign in at Reception and are given a 

badge, which confirms they have permission to be on site. Parents who are simply delivering or 

collecting their children do not need to sign in. All visitors are expected to observe the school‟s 

Safeguarding policy and health and safety regulations to ensure children are kept safe.  

 

Child Collection Procedure 

 

Parents should inform the class teacher of people who are authorised to pick up the child at the 

end of the day. Parents should also make teachers aware of any clubs that their child attends and 

of the person authorised to collect them. Parents must inforn the class teacher if their child has 

permission to walk home alone. In the event of an emergency that requires a change of plan, 

parents must notify the school office during the day so that the child can be made aware and the 

class teacher knows who to expect for collection.  

 

Extended School Activities Arrangements  

 

Where extended school activities are provided by and managed by the school, the organisation 

will be required to provide a copy of their DBS for all members of staff involved, First Aid and 

Public Liability Insurance. 
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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 by the Caretaker. 

 

Peer on Peer Abuse  

 

Children can abuse other children. This is referred to as peer on peer abuse and can take many 

forms. All staff should recognise that children are capable of abusing their peers. All peer on peer 

abuse is unacceptable and will be taken seriously The school believes that abuse is abuse and 

should never be tolerated or passed off as “banter”, “just having a laugh” or “part of growing up”. 

All staff should be clear as to the school‟s policy and procedures with regards to peer on peer 

abuse. The school has procedures to minimise the risk of peer on peer abuse. Staff know how 

allegations of peer on peer abuse will be recorded, investigated and dealt with and there are clear 

processes as to how victims, perpetrators and any other child affected by peer on peer abuse will 

be supported. Peer on peer abuse  can include (but is not limited to) bullying (including 

cyberbullying); sexual violence and sexual harassment; physical abuse such as hitting, kicking, 

shaking, biting, hair pulling, or otherwise causing physical harm; sexting and initiating/hazing 

type violence and rituals. 

 

Child on Child Sexual Violence and Sexual Harassment  
 

Sexual violence and sexual harassment can occur between two children of any age and sex. It can 

also occur through a group of children sexually assaulting or sexually harassing a single child or 

group of children. Children who are victims of sexual violence and sexual harassment will likely 

find the experience stressful and distressing. Sexual violence and sexual harassment exist on a 

continuum and may overlap, they can occur online and offline (both physical and verbal) and are 

never acceptable. It is important that all victims are taken seriously and offered appropriate 

support. Staff should be aware that some groups are potentially more at risk. Evidence shows 

girls, children with SEND and LGBT children are at greater risk.  

Staff should be aware of the importance of:  

• making clear that sexual violence and sexual harassment is not acceptable, will never be 

tolerated and is not an inevitable part of growing up; 

 • not tolerating or dismissing sexual violence or sexual harassment as “banter”, “part of growing 

up”, “just having a laugh” or “boys being boys”; and 

 • challenging behaviours (potentially criminal in nature), such as grabbing bottoms, breasts and 

genitalia, flicking bras and lifting up skirts. Dismissing or tolerating such behaviours risks 

normalising them. 
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Staff are aware that there is detailed advice: „Sexual Violence and Sexual Harassment Between 

Children in Schools and Colleges‟, and includes, what sexual violence and sexual harassment 

look like, important context to be aware of, related legal responsibilities for schools and advice on 

a whole school approach to preventing child on child sexual violence and sexual harassment.  

 

The DSL must be informed of any allegation made by a child that includes allegations made 

regarding another child.  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. 

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.  

 

Child Sexual Exploitation 

 

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. Sexual exploitation of children involves exploitative situations, contexts and 

relationships where young people (or a third person or persons) receive 'something' (e.g. food, 

accommodation, drugs, alcohol, cigarettes, affection, gifts, money) as a result of them 

performing, and/or another or others performing on them, sexual activities. Some of the following 

signs may be indicators of child sexual exploitation:  

• Children who appear with unexplained gifts or new possessions; 

• Children who associate with other young people involved in exploitation; 

• Children who have older boyfriends or girlfriends; 

• Children who suffer from sexually transmitted infections or become pregnant; 

• Children who suffer from changes in emotional well-being;  

• Children who misuse drugs and alcohol;  

• Children who go missing for periods of time or regularly come home late; and 

• Children who regularly miss school or education or do not take part in education. 

 

Child Criminal Exploitation: county lines  
 

Criminal exploitation of children is a geographically widespread form of harm that is a typical 

feature of county lines criminal activity: drug networks or gangs groom and exploit children and 

young people to carry drugs and money from urban areas to suburban and rural areas, market and 

seaside towns. Key to identifying potential involvement in county lines are missing episodes, 

when the victim may have been trafficked for the purpose of transporting drugs. Like other forms 

of abuse and exploitation, county lines exploitation:  

• can affect any child 

• can still be exploitation even if the activity appears consensual; 

• can involve force and/or enticement-based methods of compliance and is often accompanied by 

violence or threats of violence; 
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• can be perpetrated by individuals or groups; and  

• is typified by some form of power imbalance in favour of those perpetrating the exploitation.  

 

Domestic Violence and Abuse 

 

Exposure to domestic abuse and/or violence can have a serious, long lasting emotional and 

psychological impact on children. In some cases, a child may blame themselves for the abuse.  

 

Female Genital Mutilation mandatory reporting duty for teachers.  
 

FGM comprises all procedures involving partial or total removal of the external female genitalia 

or other injury to the female genital organs. It is illegal in the UK and a form of child abuse with 

long-lasting harmful consequences. Whilst all staff should speak to the designated safeguarding 

lead (or deputy) with regard to any concerns about female genital mutilation (FGM), there is a 

specific legal duty on teachers. If a teacher, in the course of their work, discovers that an act of 

FGM appears to have been carried out on a girl under the age of 18, the teacher must report this 

to the police.  

 

Record keeping  
All concerns, discussions and decisions made, and the reasons for those decisions, should be 

recorded in writing. If in doubt about recording requirements staff should discuss with the DSL.  

 

When a child has made a disclosure, the member of staff should: 

  Record the conversation the same day.  

 Ensure your notes are detailed and legible 

 Record the date, time, place and any noticeable non-verbal behaviour and the words used by the 

child on both the abuse report and also the writing of the report 

 Use the Body Map diagram to indicate the position of any injuries  

 Record statements and observations rather than interpretations or assumptions  

 Do not destroy the original notes, keep all handwritten notes even if subsequently typed up in 

case they are needed by a court  

 All records need to be given to the DSL promptly. The member of staff should not retain any 

copies  

 The DSL will ensure that all safeguarding records are managed in accordance with the 

Education (Pupil Information) (England) Regulations 2005. 

  If a pupil who is/or has been the subject of a child protection plan leaves the school, the DSL 

will inform the social worker responsible for the case and transfer the appropriate records to the 

DSL at the receiving school, in a secure manner, and separate from the child‟s academic file. 

 

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. You might use a 

CAF:  

 If you are concerned about how the child is progressing in terms of their health, welfare, 

behaviour, learning or any other aspect of their wellbeing  

 You receive a request from the child or parent for more support  

 You are concerned about the child‟s appearance or behaviour, but their needs are unclear or are 

broader than your service can address  
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 You want to use the CAF to help you identify the needs of the child and/or to pool knowledge 

and expertise with other agencies to support the child better. 

 

CAF Referrals should be made using the Bromley CAF form.  

 

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  

 If invited to a Child Protection Case Conference staff will be given priority to attend 

 A full report should be made using the multi-agency conference report format. This report 

should be made available to the chair and other attendees two working days in advance of the 

conference and five working days for a review conference 

 

Confidentiality  
Safeguarding children raises issues of confidentiality that must be clearly understood by all 

members of staff.  

 

 We recognise that all matters relating to Child Protection are confidential  

 The DSL will disclose any information about a pupil to other staff on a „need to know‟ basis 

only 

  All members of staff must be aware that they have a professional responsibility to disclose 

information with other agencies in order to safeguard children  

 All members of staff must be aware that they cannot promise a child complete confidentiality – 

instead they must explain that they may need to pass information to other professionals to help 

keep the child or other children safe. Ultimately, this may not be in the best interests of the child 

  Members of staff who receive information about children and their families in the course of 

their work should share that information only within an appropriate professional context 

   

Supporting Children  

 We recognise that children who are abused or witness violence may find it difficult to develop 

and maintain a sense of self-worth. We recognise that a child in these circumstances may feel 

helpless and humiliated. We recognise that a child may feel self-blame  

 We recognise that we may provide the only stability in the lives of children who have been 

abused or who are at risk of 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 

  We are aware of peer on peer abuse and of the many ways in which it may manifest itself and 

of the different gender issues that can be prevalent 

  We are aware that additional barriers can exist when recognising abuse and neglect in children 

with SEN and disabilities, as this group of children are more likely to be impacted by bullying, 

and to have communication barriers 

  We recognise that children and young people may experience mental health difficulties and 

require a range of support (medical and non-medical) (see Mental Health & Guidance Policy).  
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 We are able to respond to pupils who go missing from school, particularly on repeat occasions, 

to help identify any risk of abuse and neglect including sexual abuse or exploitation and to help 

prevent the risks of them going missing in future  

 We are able to recognise children who may be vulnerable to being drawn into terrorism, to 

challenge extremist ideas which can be used to legitimise terrorism and to know when and how to 

make a referral to the relevant agencies. 

  We 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.  

 

Support will be given to all pupils by:  

 Encouraging self-esteem and self-assertiveness while not condoning aggression or bullying  

 Promoting a caring, safe and positive environment  

 Liaising and working together with all other support services and those agencies involved with 

the safeguarding of children 

  Notifying Children‟s 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 forwarded to the pupil‟s new school under 

confidential cover 

  Establish and maintain an ethos where children feel secure and are encouraged to talk and are 

always listened to 

  Ensure all children know there is an adult in the school whom they can approach if they are 

worried or in difficulty  

 Include in the curriculum opportunities for PSHCE and Citizenship, which equip children with 

the skills they need to stay safe from harm, and to know whom they should turn to for help if their 

safety is threatened  

 

Supporting staff  

 

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 DSL and to seek further support as appropriate. 

 

Protecting Staff 

 

Physical contact 

The school recognises that there are times when a child will need to be touched such as to 

comfort them, to administer First Aid, to give „well done‟ handshake or pat on the shoulder.  

Inappropriate touching is not acceptable. 

 

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. 

 Dress appropriately for your role. 

 Not give any personal contact details to pupils. 

 Not favour individual pupils. 

 Not use a personal camera or mobile phone. 

 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 
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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  

 Not give lifts to pupils in their car or offer to take them to their home. 

 Be aware of their behaviour or that of their partner, outside school.  

 Act with responsibility around pupils as staff are in a position of power and trust. 

 Maintain professional boundaries with pupils. 

 

 

Monitoring and Evaluation 

This policy will be updated in line with any new developments in the school and/or any new 

government guidance.  

 

This Policy will be renewed annually.   

 

It was last reviewed in: September 2018 

It will next be reviewed in: September 2019 

 

 

This statement of policy was approved by the Governing Body at their meeting on:-  

 

Date:    _____________________________________ 

 

Signed:                                                             

                                                                      

___________________________________ (Chairperson)   

  

___________________________________ (Head teacher)  
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Appendix 1: 

 

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 

 

Physical Abuse: Physical abuse 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 fabricates the symptoms of, or deliberately induces illness in a 

child.  

 

Emotional Abuse: Emotional abuse is the persistent emotional maltreatment of a child such as to 

cause severe and persistent effects on the child's emotional development, and may involve:  

 Conveying to children that they are worthless or unloved, inadequate, or valued only insofar as 

they meet the needs of another person  

 Imposing age or developmentally inappropriate expectations on children. These may include 

interactions that are beyond the child's developmental capability, as well as overprotection and 

limitation of exploration and learning, or preventing the child participating in normal social 

interaction  

 Seeing or hearing the ill-treatment of another e.g. where there is domestic violence and abuse  

 Serious bullying, causing children frequently to feel frightened or in danger  Exploiting and 

corrupting children  

 Some level of emotional abuse is involved in all types of maltreatment of a child, though it may 

occur alone. 

 

 Signs of Emotional Abuse: 

 Physical, mental and emotional development lags  

 Admission of punishment which appears excessive  

 Over-reaction to mistakes  

 Continual self-deprecation  

 Sudden speech disorders  

 Fear of new situations  

 Inappropriate emotional responses to painful situations  

 Neurotic behaviour, rocking, hair twisting, thumb-sucking  

 Self-mutilation 

 Fear of parents being contacted 

 Extremes of passivity or aggression  

 Drug/solvent abuse  

 Running away  

 Compulsive stealing, scavenging  
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Sexual Abuse:  

 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 

(e.g. rape or oral sex) or non-penetrative acts such as masturbation, kissing, rubbing and touching 

outside of clothing  

 Sexual abuse includes non-contact activities, such as involving children in looking at, including 

online and with mobile phones, or in the production of pornographic materials, watching sexual 

activities or encouraging children to behave in sexually inappropriate ways or grooming a child in 

preparation for abuse (including via the internet). Adult males do not solely perpetrate sexual 

abuse. Women can also commit acts of sexual abuse, as can other children  

 Sexual abuse includes abuse of children through sexual exploitation. Penetrative sex where one 

of the partners is under the age of 16 is illegal, although prosecution of similar age, consenting 

partners is not usual. However, where a child is under the age of 13 it is classified as rape under 

s5 Sexual Offences Act 2003  

 

Signs of Sexual Abuse:  

 Sudden changes in behaviour or academic performance 

  Displays of affection in a sexual way inappropriate to age 

  Tendency to cling or need constant reassurance 

 Tendency to cry easily  

 Regression to younger behaviour, such as thumb-sucking, playing with discarded toys, acting 

like a baby  

 Complaints of genital itching or pain 

 Distrust of a familiar adult, or anxiety about being left with a relative, a baby-sitter or lodger 

 Unexplained gifts or money  

 Depression and withdrawal  

 

Neglect:  

 Neglect is 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 misuse, maternal mental 

ill health or learning difficulties or a cluster of such issues. Where there is domestic abuse and 

violence towards a carer, the needs of the child may be neglected 

  Once a child is born, neglect may involve a parent failing to:  

 Provide adequate food, clothing and shelter (including from home or abandonment)  

 Protect a child from physical and emotional harm or danger  

 Ensure adequate supervision (including the use of inadequate care-givers) 

 Ensure access to appropriate medical care or treatment  

 It may also include neglect of, or unresponsiveness to, a child's basic emotional, social and 

educational needs  

 

Signs of Neglect: 

 Constant hunger  

 Poor personal hygiene 

 Constant tiredness 

 Poor state of clothing 

 Emaciation 
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 Frequent lateness or non-attendance  

 Untreated medical problems  

 Destructive tendencies  

 Low self esteem  

 Neurotic behaviours  

 No social behaviours  

 Running away  

 Compulsive stealing or scavenging  

 

Domestic Violence: We recognise that children who grow up in families where there is domestic 

violence are at increased risk of harm. It usually impacts on all aspects of a child‟s life only 

varying according to the child‟s resilience or otherwise to his or her own circumstances. Even 

where the child is not a direct target, the harm can be caused to the children by emotional abuse 

and/or neglect. Often this is because a victim‟s ability to parent effectively and protect their 

children is diminished through a preoccupation about their own survival. Any abusive 

relationship at home will have a significant impact on their children. We will be alert to the 

possibility of domestic violence and allow an opportunity for the abused partner to disclose. We 

will treat any disclosure sensitively and refer the matter to children‟s LA social care services 

where the child is at risk of significant harm and/or neglect.  

 

Drug/alcohol abuse: If a parent or carer appears to be under the influence of alcohol or drugs or 

to be totally distressed and unable to provide appropriate supervision for their child when they 

collect them, the Headteacher will be notified immediately. In their absence the Deputy Head will 

be informed. Any known agency already involved with the child or family will be informed.  

 

Children Missing in Education: Children missing in education are a potential indicator of abuse 

or neglect and such children are at risk of being victims of harm, exploitation or radicalisation. St 

James‟ follows the procedures laid out by the LA Safeguarding Children Board.  

 

Peer on Peer Abuse: Education settings are an important part of the inter-agency framework not 

only in terms of evaluating and referring concerns to Children‟s Services and the Police, but also 

in the assessment and management of risk that the child or young person may pose to themselves 

and others in the education setting. If one child or young person causes harm to another, this 

should not necessarily be dealt with as abuse. When considering whether behaviour is abusive, it 

is important to consider: 

 Whether there is a large difference in power (for example age, size, ability, development) 

between the young people concerned; or 

 Whether the perpetrator has repeatedly tried to harm one or more other children; or 

 Whether there are concerns about the intention of the alleged perpetrator. Peer on peer abuse 

can manifest itself in many ways and different gender issues can be prevalent. Severe harm may 

be caused to children by abusive and bullying behaviour of other children, which may be 

physical, sexual or emotional and can include gender based violence/ sexual assaults, sexting, 

teenage relationship abuse, peer-on-peer exploitation, serious youth violence, sexual bullying or 

harmful sexual behaviour. Abuse is abuse and should never be tolerated or passed off as „banter‟ 

or „part of growing up‟. Equally, abuse issues can sometimes be gender specific e.g. girls being 

sexually touched/assaulted and boys being subject to initiation/hazing type violence (Keeping 

Children Safe in Education (KCSIE) DfE, September 2018) It is important to consider the forms 

abuse may take and the subsequent actions required. Refer to the school‟s Anti-Bullying Policy 

for further information. We must be alert to this possibility and respond as we would if the abuser 
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was an adult; following the procedures laid down in Chapter 15 and Chapter 16 of the London 

Child Protection Procedures (5th Edition).  

 

Sexting. (Also referred to as Youth Produced Sexual Imagery) With the rise of sexting incidents 

involving young people, staff should be familiar with the process for identifying, managing and 

escalating sexting incidents. Remember the production and distribution of sexting images 

involving anyone under the age of 18 is illegal and needs careful management for all those 

involved. Staff should:  

 Confiscate the device involved and either set to flight mode or switch it off.  

 Seek advice – report to the DSL Further information on responding to and managing sexting 

incidents can be found within Keeping Children Safe in Education (DfE, September 2018)  

 

Child sexual exploitation can occur through the use of technology without the child's immediate 

recognition; for example being persuaded to post sexual images on the Internet/mobile phones 

without immediate payment or gain. In all cases, those exploiting the child/young person have 

power over them by virtue of their age, gender, intellect, physical strength and/or economic or 

other resources. Violence, coercion and intimidation are common, involvement in exploitative 

relationships being characterised in the main by the child or young person's limited availability of 

choice resulting from their social/economic and/or emotional vulnerability. For further 

information, refer to WWW.GOV.UK website: Statutory definition of child sexual exploitation 

February 2016  

 

Female Genital Mutilation (FGM):  

Please refer to our FGM Policy. 

It is accepted that some female pupils in our school may be at risk of being subject to Female 

Genital Mutilation (FGM). FGM is defined by the World Health Organisation as: all procedures, 

but not therapeutic or essential surgical operations, which involve partial or total removal of the 

external female genitalia or injury to female genital organs for nontherapeutic reasons. FGM is 

considered as a cultural norm by some communities and some also consider FGM necessary for 

religious reasons. We will always challenge such abusive cultural norms as the welfare and safety 

of the child is always paramount, equally we also recognise that FGM is not endorsed as a 

religious practice. In any event it is illegal in the UK to subject any child to FGM or to take a 

child abroad to undergo FGM. We will follow the procedures for dealing with cases of FGM as 

set out in the London Child Protection Procedures and the guidelines set out in the Local Borough 

Safeguarding Children Board FGM Guidance & Protocol. From a Child Protection perspective a 

child for whom FGM is planned is at risk of significant harm through physical and emotional 

abuse, it may also be considered as sexual abuse. Typical identifiers are:  

 Family comes from a community known to practice FGM 

 Family / child talks about a long holiday  

 Family / child may ask to be excused PE/swimming on return  

 Family / child may confide that she is going to a „special ceremony‟ when on holiday  

 Female child is known to have a mother that has been subject to FGM  

 Female child is known to have a sister that has already undergone FGM. 

 

Equally the child may be aware of what is going to happen and make disclosure or seek help. If 

any member of staff receives a disclosure or is aware that a FGM is about to happen this must be 

disclosed to their DSL for Child Protection without delay so that the appropriate referrals may be 

made and/or protective measures may be put in place, especially as the child/ren may be taken out 

of the country. If a teacher, in the course of their work in their profession, discovers that an act of 

FGM has been carried out on a girl under the age of 18, the teacher must report this to the police. 
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Refer to guidelines set out in Keeping Children Safe in Education (DfE September 2018) FGM is 

child abuse and against the law. It causes serious physical and emotional harm. Professionals who 

are worried a child is at risk can either email call the NSPCC FGM helpline.  

 

 

Extremism and Radicalisation:  

Please refer to the Radicalisation Policy for the full procedural framework on our safeguarding 

duties in protecting our pupils from extremism and radicalisation. We will help support pupils 

who may be vulnerable to such influences as part of our wider safeguarding responsibilities and 

where we believe a pupil is being directly influenced by extremist materials or influences we will 

ensure that pupil is offered mentoring. In such instances our school will seek external support 

from local partnership structures working to prevent extremism. However, staff should be alert to 

the fact that whilst Extremism and Radicalisation is broadly a safeguarding issue there may be 

some instances where a child or children may be at direct risk of harm or neglect. For example, 

this could be due to a child displaying risky behaviours in terms of the activities they are involved 

in or the groups they are associated with or staff may be aware of information about a child‟s 

family that may equally place a child at risk of harm. Therefore all visiting staff, volunteers‟ 

contractors, and students on placement are required to report instances where they believe a child 

may be at risk of harm or neglect to the DSL, including any harm through extremism or 

radicalisation. Always email then you have evidence that you have sent a concern. Include as 

much information as possible in your email.  

 

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. 

 Day to day behaviour becomes increasingly centred around and extremist ideology/group 

or cause. 

 Possession of materials or symbols associate with an extremist ideology. 

 Attempts to recruit others into a cause/group/ideology. 

 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 DSL 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. 
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Appendix 2:  

What to do When a Child Discloses Abuse  

 Stay calm and reassuring  

 Arrange a time and place to talk privately immediately after the child has initiated 

contact  

 Explain that you cannot promise to keep what the child tells you a secret - you may 

have to contact a social worker or the police  

 Don‟t make any other promises to the child - the situation may cause you to react 

emotionally  

 Listen and reassure  

 Do not press for details - this is likely to need further and possibly extensive 

investigation. It is better for the child if s/he does not have to repeat the details 

unnecessarily. This could also compromise a potential criminal investigation  

 Tell the child that s/he was right to tell - that s/he is not to blame for the incident. Let 

the child know that you understand how difficult it is to talk about such experiences. 

Thank the child  

 As soon as possible afterwards, record your conversation with the child. Remember the 

child‟s exact words. Record your own statements to the child.  

 Debrief with your DSL immediately  

 Ensure that all handwritten notes are retained, do not throw them away, as they may be 

required as evidence in court  

 

A wide range of situations can fall into the category of “disclosure”. Because it is 

impossible to know in advance what a child will say, it is advisable to always follow 

these suggestions. Many victims of child abuse say that having the first person they told 

be supportive was the first step in recovering from their experience. It isn‟t easy to give 

precise guidance about helping a child who wants to talk about abuse, but the following 

may be of help:  

General Point:  

 Accept what the child is saying 

 Keep calm  

 Look the child in the eye  

 Be honest  

 Let the child know you‟ll need to tell someone – don‟t promise confidentiality  

 Even when a child has broken a rule he/she is not to blame for the abuse  

 Be aware that the child may have been threatened  

 Never push for information  

Helpful Things to say:  

 I believe you  

 I‟m glad you have told me  

 It‟s not your fault  

 I‟ll help you  
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Appendix 3:  

Safeguarding Concern  

 

 Report your concerns to DSL as soon as you are aware of them and record them 

on the school’s incident form attached to this policy. 

 

 Take any immediate/urgent action required to assist the child eg. Emergency 

medical treatment, dial 999. 

 

 REMEMBER TO KEEP YOUR CONCERNS CONFIDENTIAL, only the DSL 

should be made aware. 

 

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

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

yourself. 

 

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). 

 

Guidance on Completing Concern Forms  

It is important that concern forms are fully completed in a timely way. The details are 

important. To help the DSL respond appropriately, please follow the guidance below.  

• Use ink, not pencil, cross through errors and never use corrective fluid  

• Enter all the admin details, including date of birth (This will be required when a concern 

is reported to Children's Services or the police)  

• Include your full name (not initials)  

• Make sure the concern is given in detail, preferably in the child's own words  

• Don't report what other people have told you - they must write their own concern form  

• Only write about one child on each concern form (use a separate form for each child)  

• Remember that concern forms are used in court cases and inquests as primary 

documents, so they must be complete and accurate.  

• Make sure you use a Concern Form to record your concern. Do not use any other form 

or piece of paper. Writing on the back of other forms can cause confusion and error  

• If you jotted your notes down on a piece of paper whilst talking to the student or 

immediately afterwards, attach that to the completed concern form  

• If there are no Concern Forms available in the box, please refer to the DSL or in their 

absence, the DDSL  

• Do not use email to send your concern, complete a hard copy concern form instead. 

Emails get missed, go to the wrong person and cannot be signed  

• Please alert the DSL to concerns as soon as possible. It can take several hours to deal 

with even urgent concerns and the earlier we start the better  

• Finally, please sign, date and time the concern form.  

• Completed concern forms must be handed to the DSL or in their absence, the DDSL for 

sign off and escalation  
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Appendix 4:  

Physical Injury to Children Checklist for Recording:  

The NSPCC states that particular attention should be paid to bruises that have petechiae 

(dots of blood under the skin) around them, which are found more commonly in children 

who have been abused than in those injured accidentally. Clusters of bruises are also a 

common feature in abused children. These are often on the upper arm, outside of the 

thigh or on the body. Refer to the NSPCC website for further guidance. When you notice 

an injury to a child that needs to be recorded, try to record the following information in 

respect of each mark.  

 Exact position of injury on the body, e.g. upper outer arm/left cheek  

 Size of injury - in approximate centimetres or inches (or use indicators e.g. size of one 

pence coin, etc.)  

 Approximate shape of injury, e.g. round/square or straight line  

 Colour of injury - if more than one colour, say so  

 Is the skin broken?  

 Is there any swelling at the site of the injury, or elsewhere?  

 Is there a scab/any blistering/any bleeding?  

 Is the injury clean or is there grit/fluff, etc.?  

 Is mobility restricted as a result of the injury?  

 Does the site of the injury feel hot/does the child feel hot?  

 Does the child feel pain?  

 

Staff should not attempt to guess at things beyond their own field of expertise, e.g. age of 

injury. It is important to remember that you should only record visible injuries. A child‟s 

clothing should never be removed for an inspection. There must always 2 members of 

staff to ensure that the child is never put in an uncompromising position. If the child is 

injured Children‟s Social Care will arrange for a Child Protection Medical. When 

recording injuries you should never photograph the child.  

Also record  

 Explanation for the injury: Child (use child‟s own words) Adult  

 General appearance of the child: Clothing Hygiene  Child‟s attitude/demeanour  

 Parent‟s attitude  

 Action taken/proposed. In your view, does the child need treatment? 

 Your name, designation, agency, telephone number  

 Date and time of your observation  
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Appendix 5: 

Identifying Children and Families who would benefit from early help  
Members of staff should be aware of the early help process, and understand their role in 

identifying emerging problems, sharing information with other professionals to support 

early identification and assessment of a child‟s needs. It is important for children to 

receive the right help at the right time to address risks and prevent issues escalating. This 

also includes staff monitoring the situation and feeding back to the DSL any on-

going/escalating concerns so that consideration can be given to a referral to the Children 

& Young People Services if the child‟s situation doesn‟t appear to be improving.  

 

Members of staff working within the school should be alert to the potential need for early 

help for all children but even more so for those children who are more vulnerable.  

For example:  

 Children with a disability and/or specific additional need  

 Children with a special educational need  

 Children who are acting as a young carer  

 Children who are showing signs of engaging in anti-social or criminal behaviour  

 Children whose family circumstances present challenges, such as substance abuse, adult 

mental health or learning disability, domestic violence  

 Children who are showing early signs of abuse and/or neglect  

 

Members of staff should be aware of the main categories of maltreatment: physical abuse, 

emotional abuse, sexual abuse and neglect. They should also be aware of the indicators of 

maltreatment and specific safeguarding issues so that they are able to identify cases of 

children who may be in need of help or protection.  

 

For further information refer to the guidelines set out in Working Together to Safeguard 

Children (DfE 2015) Assessing Need and Providing Help.  
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Appendix 6:  

Information Sources and Key Contacts  
 

1. Internal Policies  

All Supporting Policies and Procedures are publicly available on the school‟s website  

1. Accessibility Policy  

2. Allegations of Abuse Against Staff in School Policy  

3. Anti-Bullying Policy  

4. Attendance Policy  

5. Behaviour Policy  

6. Code of Conduct Policy  

7. E-Safety Policy  

8. Educational Visits Policy  

9. First Aid & Medicines Policy  

10.Health & Safety Policy  

11.Lock Down Policy  

12.Mental Health & Guidance Policy  

13.Prevent Policy  

14.Sex & Relationships Education Policy  

15.Special Educational Needs and Disabilities Policy  

16.Staff Disciplinary Policy  

17.The Equality Act  

18.Whistle-Blowing Policy  

 

2. Key Contacts  

 

Education Lead Officer for Education Safeguarding 

Local Authority Designated Officer (LADO)  

Contact: Sharon Brown or Rita Dada Telephone: 0208 461 7669 / 0208 313 4325  

Lado@bromley.gov.uk 

 

Bromley Safeguarding Children Board (BSCB)  

Address: St Blaise, Room B40a, Civic Centre, Stockwell Close, Bromley, BR1 3UH  

Telephone: 020 8461 7816  

Email: BSCB@bromley.gov.uk  

 

Common Assessment Framework (CAF) Referral Team  
Address: Bromley Children‟s Social Care. Referral & Assessment Team, London Borough of 

Bromley, Civic Centre, St Blaise, Stockwell Close, Bromley BR1 3UH  

Telephone: 020 8461 7373/ 7379/ 7404/ 7309  

Email: referral.assessment@bromley.gov.uk Fax: 01689 897 475  

 

Bromley Children’s Social Care Children’s Referral & Assessment Team, 

               Multi-Agency Safeguarding Hub 

Address: London Borough of Bromley Civic Centre, Stockwell Close, Bromley, BR1 3UH  

Telephone: 020 8461 7373/ 7379/ 7026  

Fax: 020 8313 4400  

Email: Multi –Agency Safeguarding Hub (MASH): mash@bromley.gov.uk Secure Email: 

mash@bromley.gcsx.gov.uk  

 

Out of hours – Emergency Duty Team: 

0208 464 4848 

030 0303 8671 or 999 if a child is in immediate danger.  

 

 

 

mailto:Lado@bromley.gov.uk
mailto:BSCB@bromley.gov.uk
mailto:mash@bromley.gcsx.gov.uk
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NSPCC  
Telephone: 0808 800 5000  

Text: 88858  

Email: help@nspcc.org.uk  

Or refer to the NSPCC specialised helplines that can provide support for: 

 Inquiries into abuse  

 Advice about female genital mutilation (FGM)  

 Advice about extremism & radicalisation  

 Advice about young people affected by gangs  

 Advice with concerns that someone may be a victim of modern slavery  

 

Extremism and Radicalisation  
Contact the confidential Anti-Terrorist Hotline: 0800 789 321 or in an emergency contact 999  

Local Police Stations - 101 

Local SO15 Counter Terrorism Intelligence Officer for area:  

Jill Bartlett - SO15 Counter Terrorism Intelligence Officer – Bromley and Lewisham  

Email: Jill.Bartlett@met.pnn.police.uk  

Mob: 07769 164201  

Local Prevent Engagement Officer for area: Robert Affleck - PC1402CT Prevent Engagement 

Officer  

Email: Robert.P.Affleck@met.police.uk  

Mob: 07775 036482 

For further information, refer to WWW.GOV.UK website: Protecting children from radicalisation: 

the prevent duty  

 

Female Genital Mutilation (FGM):  
NSPCC FGM Helpline Telephone: 0800 028 3550 

Email: fgmhelp@nspcc.org.uk  

    

Whistleblowing  

 Children‟s Services 0300 123 4043  

 Public Concern at Work (PCAW) 020 7 404 6609  

 NSPCC whistleblowing helpline is available for staffs that do not feel able to raise concerns 

regarding child protection failures internally.  

Staff can call: 0800 028 0285 – line is available from 8:00 AM to 8:00 PM, Monday to Friday and 

Email: help@nspcc.org.uk  

 

If a child is injured – Local Casualty Department 

 

Useful Resources  
London Safeguarding Children Board – London Child Protection Procedures 4 th Edition 2010: 

www.londonscb.gov.uk  

Keeping children safe in education (DfE) September 2018: www.gov.uk  

Working together to safeguard children (DfE) March 2015: www.gov.uk Safeguarding Training 

and Consultancy for schools and colleges: www.safeguardinginschools.co.uk  

 

 

 

 

 

 

 
 
 

mailto:help@nspcc.org.uk
mailto:Jill.Bartlett@met.pnn.police.uk
mailto:Robert.P.Affleck@met.police.uk
http://www.londonscb.gov.uk/
http://www.gov.uk/
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Appendix 7:  

St. James’ RC Primary School 

Cause for Concern Form 

Name of Child:    Class:  Person raising concern: 

 

Concerns Raised 

 

 

 

 

 

 

 

 

 

 

 

 

Actions 

 

 

 

 

 

 

 

 

 

 

 

Signed:        

Date: 

Time: 

 

 

Please put as much detail as possible using children’s own words where possible.  

Hand this form to the DSL or DDSL and it will be stored in a secure file in the HTs 

office. 
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Appendix 8:  
St. James’ RC Primary School 

Safeguarding Significant Incident Form 
Name of Child: 
Age:                                  DOB: 
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 parents? 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 DSL or the DDSL in their absence.  
 
Name of person completing form:……………………………………………  
 
To whom reported: …………………………………………………………….  
 
Date and time: ………………….. 
 

 


