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Child Protection (Safeguarding) and Staff Code of Conduct 

Policy 
 

STATEMENT OF INTENT 

The safety and welfare of all our pupils at Colfe’s School is our highest priority. Our business 

is to know everyone as an individual and to provide a secure and caring environment so that 

every pupil can learn in safety.  In all matters relating to child protection the school will follow 

the procedures laid down by our own (or where appropriate the relevant child's) Local 

Safeguarding Children Board (LSCB) which is Greenwich,  together with DfE guidance 

contained in Working Together to Safeguard Children (2015) and Keeping Children Safe in 

Education (September 2016).  This policy is applicable to the whole school community, 

[including those pupils in the Early Years Foundation Stage (EYFS)] and considers at all times 

what is in the best interests of the child. 

 

All members of staff have a duty to safeguard our pupils' welfare and must therefore familiarise 

themselves, and comply at all times with this policy.  All school staff should be aware that 

safeguarding incidents can happen at any time and anywhere and are required to be alert to 

any possible concerns. 

 

WHAT IS CHILD ABUSE? 

The DfE guidance in KCSIE dated September 2016 should be referred to by all staff in raising 

their awareness of and helping them to identify the signs of child abuse. Staff should be aware 

that abuse, neglect and safeguarding issues are complex and can overlap with one another. 

Appendix 1 KCSIE September 2016 Part 1 

 

WHAT PUTS CHILDREN/YOUNG PEOPLE AT RISK OF SIGNIFICANT 

HARM? 

www.nspcc.org.uk/preventing-abuse/child-abuse-and-neglect/   

Young people place themselves at risk of harm through a wide range of activities and 

experiences located in their home, at school, in the wider community and increasingly online. 

 

Domestic Violence www.refuge.org.uk  

 

Domestic violence and emotional abuse are behaviours used by one person in a relationship 

to control the other. Violence can be criminal and includes physical assault (hitting, pushing, 

shoving, etc.), sexual abuse (unwanted or forced sexual activity), and stalking. This could also 

include honour based violence. Although emotional, psychological and financial abuse are not 

criminal behaviours, they are forms of abuse which can lead to criminal violence. Overt and 

covert exposure to domestic violence has traumatic impacts on children of all ages, from birth 

to adolescence. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419595/Working_Together_to_Safeguard_Children.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/447595/KCSIE_July_2015.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/447595/KCSIE_July_2015.pdf
http://www.colfes.com/
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Parental Drug Use  

Parents with drug dependencies may lack the capacity to care for their children if meeting the 

needs of their addiction becomes their highest priority throughout the day. Their children are 

also exposed to increased risk from drug paraphernalia, other drug users and drug dealers. 

 

Toxic Trio  

The term 'Toxic Trio' has been used to describe the issues of domestic violence, mental ill-

health and substance misuse occurring in the same household. They are viewed as indicators 

of significantly increased risk of harm to children and young people. 

 

Poor Diet and Hygiene  

Providing a balanced and nutritious diet to growing children is an essential element of their 

healthy development. This can be more difficult for households on low incomes and requires 

very careful household management. When a family is being affected by other risks, such as 

Domestic Violence, important aspects and routines of child care may be neglected, impacting 

on the child’s well-being. 

 
Self-Harm - www.nshn.co.uk/whatis.html  

Self-harm (also known as self-injury or self-mutilation) is the act of deliberately causing harm 

to oneself either by causing a physical injury, by putting oneself in dangerous situations and/or 

self-neglect. Each individual’s relationship with self-harm is complex and will differ. There can 

be many reasons behind self-harm such as childhood abuse, sexual assault, bullying, stress, low 

self-esteem, family breakdown, dysfunctional relationships, mental ill health and financial 

worries.  

 

Self-harm is primarily a coping strategy, providing a release from emotional distress and can 

enable an individual to regain feelings of control. Self-harm can be a form of self-punishment 

for feelings of guilt. It can also be a way to physically express feelings and emotions when 

individuals struggle to communicate with others. It is, therefore, important that individuals 

that self-harm are able to express these feelings, thoughts and emotions in other ways 

whenever possible. It can be difficult to share the reasons behind the self-harm with others 

and to gain the help and support that may be needed. 

 

Bullying - www.stopbullying.gov/index.html  

Bullying is unwanted, aggressive behaviour among school-aged children that involves a real or 

perceived power imbalance. It is a form of emotional and/or physical abuse and the school-

based context should not distract from its very serious impacts on those who are bullied, 

those who bully, and those who witness bullying. A significant amount of bullying now takes 

place over the internet [cyber-bullying]. This adds a complexity to the risk as it is 

simultaneously more private [from adults] and more public [to peers]. Bullying is linked to 

many negative outcomes including impacts on mental health, substance use, and suicide. 

 

Children with special educational needs and disabilities  

Children with special educational needs (SEN) and disabilities can face additional safeguarding 

challenges. In consultation with our Governing body and proprietor, we ensure that our child 

protection policy reflects the fact that additional barriers can exist when recognising abuse 
and neglect in this group of children. These can include:  
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 assumptions that indicators of possible abuse such as behaviour, mood and injury 

relate to the child’s disability without further exploration;  

 the potential for children with SEN and disabilities being disproportionally impacted 

by behaviours such as bullying, without outwardly showing any signs; and  

 communication barriers and difficulties in overcoming these barriers.  

 

Peer on peer abuse 

Peer on peer abuse can manifest itself in many ways such as those listed here. It is important 

that staff take action to address these issues seriously and report them to the Designated 

Safeguarding Person (DSP). Abuse is abuse and should never be tolerated or passed off as 

“banter” or “part of growing up”. Victims will be supported through the pastoral system. 

 

 

The most recent guidelines from ISI (May 2017) are: 

 

Peer-on-peer abuse  

When dealing with abuse by young people on peers, schools should follow the key 

safeguarding documents, Keeping Children Safe in Education and Working Together to Safeguard 

Children, even where an alleged perpetrator is a child. This will entail:  

• effective implementation of the school’s usual safeguarding and anti-bullying policies (and 

recognition that sexualised abuse, including verbal abuse, by peers is a potential safeguarding 

issue);  

• seeking advice from statutory agencies, as appropriate, and readiness to make a referral if 

an incident meets the referral threshold set by the Local Safeguarding Children Board;  

• if a child is in immediate danger or is at risk of harm, an immediate referral to children’s 

social care and/or the police;  

• following the advice for practitioners in: What to do if you’re worried a child is being abused;  

• effective information sharing with any agencies or other professionals involved;  

• where allegations of abuse or assault have been made against one or more of its own 

pupils, a thorough risk-assessment of the situation and risk-based decision-making (with the 

benefit of the advice of statutory authorities, where appropriate) should be carried out with 

a view to ensuring the safety of all pupils and that both alleged victims and perpetrator 

pupils receive appropriate support. Decisions arising might include, for example, whether 

the accused pupil should be removed from school for a period, or from certain classes, 

whether sleeping arrangements should be changed for boarders, whether contact with 

certain individuals should be prevented or supervised, the availability of counselling, the 

adequacy of arrangements for listening to children etc;  

• good record keeping of related conversations, meetings and communications.  

 
Please also refer to guidance sent out in December 2017 by the government, 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/667862/Sexual

_Harassment_and_Sexual_Violence_-_Advice.pdf  
 

 

Harmful sexual behaviour (HSB) 

www.nspcc.org.uk/preventing-abuse/healthysexualbehaviour 

Sexual behaviour between children is considered harmful if one or more of these conditions 

are met  

• The experience is non-consensual  

• It is enabled by a power imbalance, involving coercion or threat  

• It involves sexual activity which is not age appropriate  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/667862/Sexual_Harassment_and_Sexual_Violence_-_Advice.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/667862/Sexual_Harassment_and_Sexual_Violence_-_Advice.pdf
http://www.nspcc.org.uk/preventing-abuse/healthysexual
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HSB has a clear cross-over with issues such as Child Sexual Exploitation and Peer-on-Peer 
abuse.  HSB occurs in a number of forms which may be generalised into ‘contact and ‘non-

contact’ types.  

• Touching  

• Sexual Exploitation  

• Exposure  

• Sexualised Language  

• Pornography  

• Sexting – for more information on procedure for dealing with sexting see Sexting in 

schools and colleges, UK Council for Child Internet Safety  

• Initiation / Hazing type violence 

 

Child Sexual Exploitation - www.nspcc.org.uk/preventing-abuse/child-abuse-and-

neglect/child-sexual-exploitation/  

Child sexual exploitation (CSE) involves exploitative situations, contexts and relationships 

where young people receive something (for example food, accommodation, drugs, alcohol, 

gifts, money or in some cases simply affection) as a result of engaging in sexual activities. Sexual 

exploitation can take many forms ranging from the seemingly ‘consensual’ relationship [where 

sex is exchanged for affection or gifts], to serious organised crime by gangs and groups. What 

marks out exploitation is an imbalance of power in the relationship. The perpetrator always 

holds some kind of power over the victim which increases as the exploitative relationship 

develops. Sexual exploitation involves varying degrees of coercion, intimidation or enticement, 

including unwanted pressure from peers to have sex, sexual bullying including cyber-bullying 

and grooming. However, it also important to recognise that some young people who are being 

sexually exploited do not exhibit any external signs of this abuse. 

 

Radicalisation - www.preventforschools.org/index.php?category_id=83  

Radicalisation is defined as the process by which people come to support terrorism and 

extremism and, in some cases, to then participate in terrorist activity. The process of 

radicalising children involves the identification of vulnerable individuals who are susceptible to 

the grooming process and drawing them into increasingly active involvement. This can put 

young people at risk of exposure to violent imagery as well as involvement in criminal and 

violent activities. 

 

Gangs and Serious Youth Violence - www.nspcc.org.uk/preventing-abuse/keeping-

children-safe/staying-safe-away-from-home/gangs-young-people/  

Young people who feel excluded from family, education and other normative 

social/community structures may be drawn into gangs. These young people are often targeted 

because of their vulnerability and brought into the gang through a grooming process. Gang 

involvement for young people exists as a hierarchy, progression though the hierarchy requires 

increased involvement in criminality [stealing, carrying drugs or weapons] and violence. This 

exposes them to a very significant risk of harm. This can include honour-based violence. 

 

Female Genital Mutilation [FGM] - www.nspcc.org.uk/preventing-abuse/child-abuse-

and-neglect/female-genital-mutilation-fgm/what-is-fgm/Female genital mutilation (FGM) is the 

partial or total removal of external female genitalia for non-medical reasons. It's also known 

as female circumcision, cutting or sunna. Religious, social or cultural reasons are sometimes 

given for FGM. However, FGM is child abuse. It's dangerous and a criminal offence. There are 

no medical reasons to carry out FGM. It doesn't enhance fertility and it doesn't make childbirth 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551575/6.2439_KG_NCA_Sexting_in_Schools_WEB__1_.PDF
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/551575/6.2439_KG_NCA_Sexting_in_Schools_WEB__1_.PDF


5 

 

safer. It is used to control female sexuality and can cause severe and long-lasting damage to 

physical and emotional health. 
 

Further Information on Private fostering Private fostering is when a child under the age 

of 16 (under 18 if disabled) is cared for by someone who is not their parent or a 'close relative'. 

This is a private arrangement made between a parent and a carer, for 28 days or more. Close 

relatives are defined as stepparents, grandparents, brothers, sisters, uncles or aunts (whether 

of full blood, half blood or marriage/affinity). To help keep children safe and support families, 

all parents and private foster carers must notify the Local Authority of care arrangements for 

children so they can ensure a child is well cared for. If you suspect a child may be being 

privately fostered without formal arrangement it is important you share this information in 

case a child is at risk of harm. 

 

TRANSPARENCY 

Colfe’s School prides itself on its culture of respect and mutual tolerance.  Parents/guardians 

have an important role in supporting Colfe’s School.  Copies of this policy, together with our 

other policies relating to issues of child protection are on our website and we hope that 

parents and guardians will always feel able to take up any issues or worries that they may have 

with the school.  Allegations of child abuse or concerns about the welfare of any child will be 

dealt with consistently in accordance with this policy.  Open communications are essential. 

 

SAFER EMPLOYMENT PRACTICES 

Colfe’s School follows the Government's recommendations for the safer recruitment and 

employment of staff who work with children and acts at all times in compliance with the 

Independent School Standards Regulations.  In addition to carrying out safe recruitment 

procedures as set out in the DfE's guidance 'Keeping Children Safe in Education', members of 

the teaching and support staff at the school including part-time staff, temporary and supply 

staff, and visiting staff, such as musicians and sports coaches are subject to the necessary 

statutory child protection checks before starting work, which includes disqualification and 

disqualification by association.  All governors, volunteers, contractors working regularly 

during term-time, such as contract catering staff, are also subject to the relevant statutory 

checks.  All visitors are registered on arrival and wear an identification badge. All visitors who 

have not been checked under the Disclosure and Barring Service (DBS) are supervised whilst 

on site. Confirmation is obtained that appropriate child protection checks and procedures 

are in place for any staff employed by another organisation and working with the school's 

pupils at school or on another site.  Our policies are reviewed by governors annually. Please 

refer to the school's Recruitment Policy for further details.   

 

DESIGNATED PERSONS WITH RESPONSIBILITY FOR CHILD 

PROTECTION  

Colfe’s School has seven Designated Persons with responsibility for Child Protection (DSPs), 

two Lead Persons and four Deputies. Staff work collaboratively to ensure best practice: 

• Jane German - Senior School. Designated Safeguarding Lead. (DSL) 

• Christopher Morriss - Senior School. Deputy Designated Safeguarding Person. (DDSP) 

• Spencer Drury - Senior School. Deputy Designated Safeguarding Person. (DDSP) 

• Adam Greenwood - Senior School. Deputy Designated Safeguarding Person. (DDSP) 

• Catriona Macleod – Head of Junior School. Designated Safeguarding Lead. (DSL) 

• Alison Manning – Junior School. Deputy Designated Safeguarding Person. (DDSP) 
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• Sue Gurr – EYFS and KS1. Deputy Designated Safeguarding Person. (DDSP) 

• Victoria Welch – KS2. Deputy Designated Safeguarding Person. (DDSP) 
 

Belinda Canham is the Designated Governor for Child Protection. 

 

All the DSPs regularly attend courses with child support agencies to ensure that they remain 

conversant with best practice.  They undergo refresher training at least annually and they have 

a job description for their safeguarding roles and key activities.  Their training meets the 

requirements of the DfE's 'Keeping Children Safe in Education' (KCSIE).  

 

The DSPs maintain close links with the LSCBs and reports at least once a year to the 

governors' on the child protection issues outlined above.  DSPs are the point of contact to 

oversee and coordinate the school’s implementation of the Prevent duty.  

 

Jane German is a member of the Greenwich Safeguarding Children’s Board for Education. 

These meetings take place each half term and she regularly updates the safeguarding team. 

 

Safeguarding Roles and Responsibilities 

 

The Headteacher: 

In line with the statutory guidance Keeping Children Safe in Education (DfES, 2016), the 

Headteacher will ensure that:  

• All staff will receive a copy of this policy and new staff will be given a copy as part of 

their induction programme. All staff will also receive a copy of the document “Keeping 
Children Safe in Education: information for all school and college staff” as 

recommended in the statutory guidance “Keeping Children Safe in Education” 2016.  

• The policies and procedures adopted by the governing body or proprietor are fully 

implemented, and followed by all staff.  

• Sufficient resources and time are allocated to enable the DSP and other staff to 

discharge their responsibilities, including taking part in strategy discussions and other 

interagency meetings, and contributing to the assessment of children.  

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

regard to children, and such concerns are addressed sensitively and effectively in a 

timely manner in accordance with agreed whistle blowing policies, where appropriate.  

• Safe recruitment practice is followed whenever recruiting to posts.  

• Appropriate action is taken whenever an allegation is made against a member of staff 

in line with Keeping Children Safe in Education 2016  

 

The Designated Safeguarding Lead and Deputy Designated Person: 

Broad areas of responsibility proposed: 

• Recognise how to identify signs of abuse and neglect and when it is appropriate, to 

make a referral to other agencies.  

• Refer cases of suspected abuse or allegations to the relevant statutory agencies 

(children’s social care or the police).  

• Act as a source of support, advice and expertise to staff within the educational 

establishment when deciding whether and when to make a referral to relevant 

statutory agencies.  

• Seek advice from, and share information with, relevant statutory agencies before 

seeking consent or informing parents of a referral. Where practicable, concerns should 

be discussed with the family and agreement sought for a referral to children’s services 
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unless this may, either by delay or the behavioural response it prompts, place the child 

at risk of significant harm.  
• Liaise with the Headteacher to inform him of any issues and ongoing enquiries under 

section 47 of the Children Act 1989 and police investigations and ensure there is 

always cover for this role.  

• Understand the assessment process for providing early help and intervention; for 

example, through locally agreed common and shared assessment processes, such as 

the Royal Greenwich Early Help Guidance.  

• Have a working knowledge of how local authorities conduct a child protection case 

conference and a child protection review conference and be able to attend and 

contribute to these effectively when required to do so.  

• Ensure each member of staff has access to and understands the school’s child 

protection policy and procedures, especially new or part-time staff. 

• Ensure all staff have induction training covering child protection and are able to 

recognise and report any concerns about children’s safety and welfare immediately 

they arise.  

• Feedback and reassure staff who have raised a child protection concern.  

• Be able to keep detailed, accurate, secure written records of referrals and/or concerns.  

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

• Ensure the establishment’s child protection policy and procedures are updated and 

reviewed annually and work with the governing body.  

• Ensure parents can see copies of the child protection policy and procedures which 

alerts them to the fact that referrals about suspected abuse or neglect may be made 

and the role of Colfe’s School in this.  

• Where children leave Colfe’s, to ensure their child protection file is provided for any 

new establishment as soon as possible but transferred separately from the main pupil 

file.  

 

 

 

All Staff within School: 

• Staff are not responsible for investigating cases of suspected abuse – this is the role of 
the Social Services Department, the police and other agencies. Staff must pass on their 

concerns to the Designated Safeguarding Persons for Child Protection and then co-

operate, as required with external agencies. They can also make a referral directly to 

the Local Authority should they wish to. 

• The importance of recording cannot be over stressed, however trivial an incident may 

seem. If a member of staff feels concerned, then they must record it. It is by doing this 

that significant patterns emerge.  

• All staff will ensure they are aware of their responsibilities for safeguarding and child 

protection in being alert to the signs of abuse and of their responsibility to report and 

record any concerns. This means that they must:  

• Recognise that a disclosure may come directly from the child, or from a third party, 

e.g. friend, neighbour, other family member. Alternatively, it may be through the 

suspicion of staff based on a variety of symptoms and knowledge of possible indicators 

of abuse.  

• Take seriously any disclosures made to them.  

• If concerned then, all staff should follow the section: PROCEDURES FOR 

DEALING WITH ALLEGATIONS OF ABUSE OR CONCERNS ABOUT A 

CHILD 

 

The Governing Body:  
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Keeping Children Safe in Education (DfES, 2016) provides the following statutory guidance:  

• Governing bodies and proprietors are accountable for ensuring their school has 
effective policies and procedures in place in accordance with this guidance and for 

monitoring their school’s compliance with them. They should ensure that an 

appropriate senior member of staff is designated to take lead responsibility for dealing 

with child protection issues, providing advice and support to other staff liaising with 

the local authority and working with other agencies.  

• In light of this statutory guidance, the Governing Body will nominate a governor who 

will be responsible for Safeguarding and Child Protection and will liaise with the DSP 

on matters relating to Safeguarding and Child Protection.  

• The Governing Body will ensure that: 

• The school has a child protection policy and procedures in place that are in accordance 

with local authority guidance and locally agreed interagency procedures, and the policy 

is made available to parents on request.  

• The school operates safe recruitment procedures and makes sure that all appropriate 

checks are carried out on staff and volunteers who work with children.  

• The school has procedures for dealing with allegations of abuse against members of 

staff and volunteers that comply with guidance from the local authority and locally 

agreed interagency procedures.  

• A senior member of the school’s leadership team is designated to take lead 

responsibility for dealing with safeguarding and child protection issues, providing advice 

and support to other staff, liaising with the local authority, and working with other 

agencies.  

• The Headteacher, and all other staff who work with children, undertake appropriate 

training to equip them to carry out their responsibilities for child protection effectively; 

that it is kept up to date by annual refresher training, and temporary staff and 

volunteers who work with children are made aware of the school’s arrangements for 

child protection and their responsibilities.  

• The Headteacher remedies without delay any deficiencies or weaknesses in regard to 

child protection arrangements that are brought to his attention.  

• A member of the governing body (Belinda Canham) is nominated to be responsible 

for liaising with the Local Authority Designated Officer (LADO) in the event of 
allegations of abuse being made against the Headteacher.  

• There are appropriate safeguarding responses to children who go missing from 

education, particularly on repeat occasions, to help identify the risk of abuse and 

neglect including sexual abuse or exploitation and to help prevent the risks of their 

going missing in future. 

• The Governing Body reviews the child protection policy and procedures annually.  

 

Early Help 

We follow the guidance from Greenwich Early Help Partnership in relation to providing good 

quality early help based on our learning of what works. 

Early help is, amongst other things:  

 taking the initiative to tackle issues and difficulties and resolve problems for children 

and their parents/carers as early as possible from the foundation years through to 

the teenage years. In the first instance, staff should discuss early help with the DSL. 

Staff may be required to support other agencies and professionals in an early help 

assessment.  

 ensuring children and their parents/carers and families are consulted and engaged in 

the assessment, planning and review of early help interventions and support  

 all agencies taking responsibility for the delivery of meaningful, purposeful early help 

responses  
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 interventions with children and their parents/carers and families led by those who 

know them best  

The DSL would contact the Early Help Consultation line for advice as necessary. 

 

Record Keeping  

Child protection and Safeguarding records are kept securely in a locked cabinet and access is 

restricted to the DSP, the Head and the Designated Governor. They are separated from 

routine pupil records and filed under a differentiated system.  

• Stage 1 - A Child Welfare Concern form can be filled in by any member of Colfe’s staff 

and handed to the DSP in order to share a concern. This is the first stage of 

information gathering and closer monitoring by a selected member of staff will result. 

• Stage 2* - If further forms are gathered then a meeting will be held and appropriate 

action will be taken. A separate pupil file will be created and a yellow sticker will 

indicate this second stage. Outside agencies such as GP, Children and Adolescent 

mental Health Service (CAMHS) involved as appropriate. 

• Stage 3* - If it is necessary to involve Children’s Services then this constitutes the third 

stage and we show this with a red sticker on the file. 

 

*Obviously some concerns are raised and move immediately to involvement of outside 

agencies and move straight to stage 2 or 3. 

 

• The completed forms/records will be kept for the duration of the child's school career 

and where a child changes school, the forms/records will be forwarded to the DSP at 

the receiving school.  

• The school will retain a receipt for the records signed by the receiving school.  

• The information contained will be regarded as confidential. Any request for access to 
the information by non-borough related Safeguarding Children Board Agencies (e.g. 

Solicitor, investigating agent), will be referred to the Headteacher/ Designated 

Safeguarding Lead who is advised to seek legal advice before acting.  

 

 

Preventing Radicalisation  

The Counter -Terrorism and Security Act, July 2015, places a duty on specified authorities, 

including local authorities and childcare, education and other children’s services providers, in 

the exercise of their functions, to have due regard to the need to prevent people from being 

drawn into terrorism (“the Prevent Duty”).  

• Radicalisation is defined as the process by which people come to support terrorism 

and extremism and, in some cases, to then participate in terrorist activity.  

• Extremism is defined as vocal or active opposition to fundamental British values 

including democracy, the rule of law, individual liberty and mutual respect and 

tolerance of different faiths and beliefs; we also include in our definition of extremism 

calls for the death of members of the armed forces:  

 

Reporting Prevent Concerns  

The Counter -Terrorism and Security Act 2015 places a duty on local authorities to ensure 

Channel panels are in place. The panel must include the local authority and chief officer of the 

local police. Panels will assess the extent to which identified individuals are vulnerable to being 

drawn into terrorism, following a referral from the police and where considered appropriate 

and necessary consent is obtained, arrange for support to be provided to those individuals. 

The Act will require partners of Channel panels to co-operate with the panel in the carrying 

out of its functions and with the police in undertaking the initial assessment as to whether a 
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referral is appropriate. Schools and colleges which are required to have regard to Keeping 

Children Safe in Education 2016 are listed in the Act as partners of the panel.  
Colfe’s will follow the guidance set in Keeping Children Safe in Education 2016 

• If any member of staff has concerns about the possible radicalisation of a student, they 

should report it immediately to the DSL.  

• The DSL will contact the Royal Greenwich Borough (RGB) Prevent Team.  

 

PC Claire Farrell - Met Police Prevent Engagement Officer  

Email: Claire.L.Farrell@met.pnn.police.uk 

Telephone 020 8284 5706 or 07775 821592  

 

Adam Browne – Royal Borough of Greenwich Prevent Coordinator  

Email: Adam.Browne@royalgreenwich.gov.uk 

Telephone 0208 921 8324 or 07791701077  

 

• If additional support is required, the case will be taken by Adam Brown to the Channel 

Panel. If the concerns relate to an imminent threat (or are out of normal working 

hours), then the DSL should contact the anti-terrorism hotline or 999 [the RGB 

Prevent Team should be alerted at the next available opportunity].  

 

Reporting FGM Concerns  

All schools have a mandatory duty to report FGM concerns:  

• If an incidence of FGM is disclosed by a student, this should be reported to the Police 

– 101  

• If you have concerns that incidence of FGM may have occurred or may be arranged, 

this should be reported directly to the RBG Multi Agency Service Hub (MASH) Team 

as with all other Child Protection concerns.  

 

 

 

eSafety (see also Appendix 5: Annex C guidance from KCSIE 2016) 

• Colfe’s enforces, an Acceptable Use Policy and ensures web connected computers are 
in public areas, and all browsing history is monitored.  

• Colfe’s internet security and layered filtering ensure that access to extremist or 

abusive websites is restricted.  

• Staff and pupils should alert the DSP if they find, see or receive something they are 

concerned about online, or in their emails.  

 

Children missing education 

If a pupil goes missing during the day: 

• first check with the pupil's friends 

• search school and alert relevant members of staff 

• if pupil can still not be found, contact the parents 

• in consultation with parents decide on next steps 

• if the parents are not contactable, it may be deemed necessary to contact the police 

Consideration will be given to the age, the emotional state and the circumstances of the pupil 

before decisions about action are taken.  
 

If a pupil is missing over a period of time: 

mailto:Claire.L.Farrell@met.pnn.police.uk
mailto:Adam.Browne@royalgreenwich.gov.uk
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A record is kept by the school of any instances in which a pupil is missing from school without 

satisfactory permission and documentation, including the action taken and the pupil's 

explanation. 

 

Checks are made regularly to check on attendance (see Attendance Policy). 

 

The DSL will notify the LEA if a pupil leaves the school without giving information on the 

receiving school. 

 

INDUCTION AND TRAINING  

Every new member of staff, teaching and support, including part-timers, temporary, visiting 

and contract staff working in the school, receives appropriate induction training on their 

responsibilities in being alert to the signs of abuse and bullying, including indicators of pupils 

who are at risk of FGM (female genital mutilation) or radicalisation with reference to Prevent 

strategy training. Members of staff are also trained on the procedures for recording and 

referring any concerns to the DSPs or the Head. Child protection training is also given to new 

governors and volunteers.  Everyone attends annual refresher training in line with advice 

from Greenwich Safeguarding Children Board, with the Designated Persons receiving training 

at least annually.  Training in child protection is an important part of the induction process. 

Training includes a review of the school's child protection policy including the staff code of 

conduct policy/behaviour policy, the identity of the DSP and a copy of Part 1 and Annexe A 

of KCSIE. All staff receive part 1 and annexe A to KCSIE and this is recirculated as any updates 

are issued.  All staff are required to sign off that they have read and understood this 

information, including any updates, and a central register is maintained.  New members of staff 

are provided with the above information and have to sign that they have read and understood 

this prior to commencing their employment at the School. 

 

Training also promotes staff awareness of child sexual exploitation, forced marriage and 

female genital mutilation.  Staff are made aware of the signs, symptoms and indicators of such 

practices and are required to take action without delay if such a practice is suspected.  

 

Date Staff Training Provider 

9 November 

2017 

Adam 

Greenwood 

Safeguarding and Named Professionals 

level 3 

Educare 

30 August 

2017 

All Staff Level 1 Safeguarding – updated 

Safeguarding, Prevent and Staff Code of 

Conduct training. Circulated then read 

and understood part 1 / annexe A of 

KCSIE and updated Child Protection and 

Staff Behaviour Policy 

DSLs Senior 

and Junior 

schools 

8 June 2017 Chris 

Morriss 

Safeguarding and Named Professionals 

level 3 

Safeguarding 

Plus 

24 May 2017 

 

 

Jane 

German,  

Alison 

Manning 

 

 Safeguarding 

Plus 
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September 

2016 

All Staff Level 1 Safeguarding – update training 

Received, read and understood part 1 / 

annexe A of KCSIE and Child protection 

and Staff Behaviour Policy 

Ken Palmer – 

LADO 

Greenwich 

 

Jane German - 

DSL 

July 2016 Spencer 

Drury 

Safeguarding and Named Professionals 

level 3 

Safeguarding 

Plus 

 

June 2016 Victoria 

Welch 

Safeguarding and Named Professionals 

level 3 

Safeguarding 

Plus 

May 2016 Sue Gurr Safeguarding and Named Professionals 

level 3 

Safeguarding 

Plus 

April 2016 Catriona 

Macleod 

Safeguarding and Named Professionals 

level 3 

Silver Cloud 

Academy 

6th January 

2016 

All Staff Prevent Awareness Training Ken Palmer 

Greenwich 

LADO 

16th October 

2015 

All DSPs General Channel Awareness Module College of 

Policing 

September 

2015 

New Staff Safeguarding at Colfe’s DH Pastoral 

and DSP 

30th August 

2015 

All Staff Channel and FGM DH Pastoral 

 

PROCEDURES FOR DEALING WITH ALLEGATIONS OF ABUSE OR 

CONCERNS ABOUT A CHILD 

 

The school treats the safeguarding of the pupils in its care as the highest priority and 

recognises the important role it has to play in the recognition and referral of children who 

may be in need or at risk.  All our school staff are made aware of the importance of early help 

for example, through locally agreed common and shared assessment processes, such as the 

Royal Greenwich Early Help Guidance. They also understand that it is their duty to safeguard 

and promote the welfare of children in the school's care. Staff members are informed that 

they can make a referral directly to children’s social services.  Staff members are alerted to 

the particular potential vulnerabilities of looked after children.   

 

All members of staff are encouraged to raise concerns about pupils who may be at risk, using 

a Child Welfare Concern form.  This includes pupils who have emotional, behavioural and 

mental health problems.   The School Counsellor is available to students who are distressed 

or need guidance through a difficult time.  Where pupils are exhibiting signs of very low mood 

or anxiety the matter will be referred to either children’s social care, their GP or CAMHS.  

Where there are concerns that a child is at risk of radicalisation the DSP will liaise with the 

Local Authority Designated Officer or team of officers (LADO(s) to decide if a referral to 

Channel (Prevent) programme is warranted. 

 

Every member of staff, including part-timers, temporary, visiting, contract and volunteer staff 

working in school is required to report instances of actual or suspected child abuse or neglect 

to a DSP.  This includes alleged abuse by one or more pupils against another pupil.  Where 

the allegation(s) concern the DSP the staff member should report the matter to the Head, or 
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where they concern the Head to the Chairman of Governors and/or direct to the school's 

local authority.  

 

Allegations of abuse against teachers and other staff, volunteers, governors, pupils or any 

other person connected to the School will be dealt with according to the statutory guidance 

set out in part four of KCSIE.  

 

On hearing an allegation of abuse or complaint about abuse directly from a child, a member 

of staff should limit questioning to the minimum necessary for clarification.  

 

It is his/her duty to listen to the child, to provide re-assurance and to record the child’s 

statements, but not to probe or put words into the child’s mouth. Leading questions should 

be avoided.   

 

No inappropriate guarantees of confidentiality should be given; rather the child should be told 

that the matter will be referred in confidence to the appropriate people in positions of 

responsibility.   

 

It is important to reassure the pupil that they have done the right thing by telling. It should 

then be explained what the next steps are and which teacher (the DSP) has to be told. 

 

Confidentiality should be observed and staff should not discuss any observations with 

colleagues, pupils, parents or carers unless it is deemed necessary for the protection of the 

child. This decision will be made by the DSP/Head. 

 

The member of staff should make and submit a factual written record, citing, as far as possible, 

the language used by the pupil. Subjective comments should be avoided. 

 

They should inform a DSP immediately so that appropriate agencies can be informed within 

24 hours and the matter resolved without delay.   

 

The DSP will contact the LADO(s) for advice or direction and will inform Ofsted if 

appropriate.  In relation to our EYFS setting, the school will inform Independent Schools 

Inspectorate (ISI) within 14 days of any allegations of serious harm or abuse by any person 

living, working or looking after children at the premises (whether that allegation relates to 

harm or abuse committed on the premises or elsewhere) or any other abuse which is alleged 

to have taken place on the premises, and of the action taken in respect of these allegations.  

 

Should the allegation of abuse be by one or more pupils against another pupil, the school’s 

Anti-Bullying Policy and procedures will be followed.  

 

Should the allegation of abuse concern the DSP the member of staff should inform the Head 

and one of the other DSPs who will act as the DSP in this case.  Should the allegation be 

against the Head the DSP will immediately inform the Chairman of Governors, Matthew 

Pellereau, without the Head being informed first.  Contact details: 020 8463 8670. 
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The Head/DSP will refer all allegations or suspicions of abuse or cases where there is 

reasonable cause to suspect a child is suffering, or is likely to suffer significant harm, to the 

LADO(s) within 24 hours. The subject of the allegation will not be informed of the allegation 

before consulting the LADO(s) unless the situation is so clear cut that immediate suspension 

from duties is necessary.  

 

Borderline cases will be discussed with the LADO(s) without identifying individuals in the first 

instance and following discussions the LADO(s) will judge whether or not an allegation or 

concern meet the relevant threshold.  The LADO(s) and the Head/DSP will decide in the 

circumstances what further steps should be taken.  This could involve informing parents and 

calling the police.  

 

In case of serious harm, or where a crime has been committed, after discussion with the Head 

and/or the LADO(s), the DSP will refer the matter to the police as soon as possible. In urgent 

cases the DSP would contact the police immediately. 

 

If the allegation concerns a member of staff, a volunteer or another pupil he/she would 

normally be informed as soon as possible after the result of any initial investigation authorised 

or conducted by the LADO(s) is known.  Advice will always be sought from the LADO(s) 

first, however.  The school will normally appoint a member of staff to keep the person 

informed of the likely course of action and the progress of the case.   

 

The outcome of investigation of an allegation will record whether it is substantiated (sufficient 

evidence either to prove or disprove it), unsubstantiated (insufficient evidence either to prove 

or disprove it), false (sufficient evidence to disprove it) or malicious (sufficient evidence to 

disprove it and that there has been a deliberate act to deceive).  If it is established that the 

allegation is malicious, no details of the allegation will be retained on the individual's personnel 

records.  In all other circumstances a written record will be made of the decision and retained 

on the individual's personnel file in accordance with DfE advice.        

 

If the LADO(s) or any of the statutory child protection authorities decide to take the case 

further, any staff member concerned may be suspended if this is felt appropriate.  The reasons 

and justification for suspension will be recorded and the staff member informed of them.  In 

the case of staff the matter will be dealt with in accordance with the Disciplinary Procedure.  In 

the case of a pupil the matter will be dealt with under the school Sanctions Policy.   

 

During the course of the investigation the school, in consultation with the LADO(s), will 

decide what information should be given to parents, staff and other pupils and how press 

enquiries are to be dealt with.  In reaching their decision due consideration will be given to 

the provisions in the Education Act 2011 relating to reporting restrictions identifying teachers 

who are the subject of allegations from pupils.  

 

Any pupils who are involved will receive appropriate care.  If an investigation leads to the 

dismissal or resignation prior to dismissal of a member of teaching staff, the school will 

consider making a referral to the National College for Teaching and Leadership (NCTL) and 

a prohibition order may be appropriate (because that teacher has displayed unacceptable 
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professional conduct, conduct that may bring the profession into disrepute or a conviction at 

any time for a relevant offence).The school will make a serious incident report to the Charity 

Commission whenever the Commission's guidelines deem it appropriate to do so.  

 

We follow Disclosure and Barring Services (DBS) guidance and procedures regarding referrals 

and barring decisions and the Safeguarding Vulnerable Groups Act 2006 and the Safeguarding 

Vulnerable Groups Act (Prescribed Criteria and Miscellaneous Provisions) Regulations 

2009.  The school will report to the DBS, within one month of leaving the school any person 

(whether employed, contracted, a volunteer or a student) whose services are no longer used 

because he or she is considered unsuitable to work with children.  This includes dismissal, 

non-renewal of a fixed term contract, no longer using a supply teacher engaged directly or 

supplied by an agency, terminating the placement of a trainee or volunteer, no longer using 

staff employed by a contractor and resignation and voluntary withdrawal from any of the 

above.   

  

The school's local authority is Greenwich which operates the Greenwich Safeguarding 

Children Board.  Although the school is in Greenwich, a number of our students live in 

Lewisham and Bromley, therefore their contact details are included. 

 

Points of contact are as follows. 

 

Internal and External Agency Contact Information  

Contact details: 

Senior School - DSL  

(Designated 

Safeguarding lead) 

Jane German 

 

020 8463 8142 

 

Deputy Designated 

persons 

Christopher Morriss 

Spencer Drury 

Adam Greenwood 

020 8463 8186 

020 8463 8204 

020 8463 8121 

Junior School – DSL 

(Designated 

Safeguarding lead) 

Deputy Designated 

persons 

 

Catriona Macleod (Head) 

 

Alison Manning 

Victoria Welch (KS2) 

Sue Gurr (EYFS and KS1) 

020 8463 8239 

 

020 8463 8240 

Designated Named 

Governor for Child 

Protection c/o Senior 

School 

Belinda Canham 020 8463 8102  
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Greenwich Multi-Agency Safeguarding Hub 

Consultation Line 

020 89213172 

020 8921 2267 

Greenwich Emergency Duty team out of hours  020 8854 8888 

Greenwich Early Help Consultation Line 020 8921 4590 

Greenwich Safeguarding Coordinator for Schools: 

Ken Palmer 

Quality Improvement Leaders (Greenwich – to consult 

in absence of LADO) 

020 8921 4438 

Ken.Palmer@royalgreenwich.gov.uk 

0208 921 3930 

Lewisham Children’s services  020 8314 6660 

Lewisham Emergency Duty team out of hours 020 8314 6000 

Lewisham Prevent Team  07775036482 or 07710387930 

Bromley Children’s Services  020 8461 7373/7379/7026  

Bromley out of hours emergency contact 0300 303 8671 

ChildLine - NSPCC 0800 1111 

NSPCC Advice Line 0808 800 5000 

OFSTED Safeguarding Children  08456 404046 (Monday to Friday from 

8am to 

6pm)  Whistleblowing@ofsted.gov.uk 

Whistleblowing NSPCC Whistleblowing helpline 0800 028 

0285 email help@nspcc.org.uk 

Disclosure and Barring Service  PO Box 181, Darlington, DL1 9FA 

01325 953795  

Greenwich Prevent Team 

DfE helpline – advice for staff and governors 

020 8921 8324 

 

020 7340 7264  

counter-extremism@education.gsi.gov.uk  

National College for Teaching and Leadership 0345 609 0009 

Police – non-emergency number 

Local Policing Team – Middle Park and Sutcliffe 

101 

 

020 8649 3538 

  

mailto:Ken.Palmer@royalgreenwich.gov.uk
mailto:Whistleblowing@ofsted.gov.uk
mailto:help@nspcc.org.uk
mailto:counter-extremism@education.gsi.gov.uk
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PARENTS  

In general, we believe that parents should be informed about any concerns regarding their 

children.  It is important that we are honest and open in our dealings with parents.   However, 

concerns of this nature must be referred to the DSP or the Head who will decide on the 

appropriate response.  In a very few cases, it may not be right to inform them of our concerns 

immediately as that action could prejudice any investigation, or place the child at further 

risk.  In such cases, advice will be sought from the LADO(s). Please see Appendix 2 for further 

guidelines about communication with parents in the event of an allegation of child abuse. 

 

PROMOTING AWARENESS – teaching children how to be safe 

The School's curriculum and pastoral systems are designed to foster the spiritual, moral, social 

and cultural development of all our pupils.  All teaching staff play a vital role in this process, 

helping to ensure that all pupils relate well to one another and feel safe and comfortable within 

the school.  We expect all the teaching and medical staff to lead by example and to play a full 

part in promoting an awareness that is appropriate to their age amongst all our pupils on 

issues relating to health, safety and well-being.  All staff, including all support staff, have an 

important role in insisting that pupils always adhere to the standards of behaviour set out in 

our behaviour policy and in enforcing our anti-bullying policy.  

 

Time is allocated in Personal, Social and Health Education (PSHE) to discussions of what 

constitutes appropriate behaviour and on why bullying and lack of respect for others is never 

right.  Assemblies, Drama and RP lessons are used to promote tolerance, mutual respect and 

understanding. There is an extensive programme covering material that helps pupils adjust 

their behaviours in order to reduce risks and build resilience, including to radicalisation and 

to online safety. 

 

All pupils know that there are adults to whom they can turn to if they are worried, including 

the school counsellor and the medical staff.  If the school has concerns about a child there is 

always a recognised requirement for sensitive communication and designated staff members 

are aware of the need to avoid asking leading questions. Our support to pupils includes the 

following:  

• All pupils have access to a telephone helpline enabling them to call for support in private. 

• Advice on where to seek help is displayed around the school. 

• In the Senior School we operate a peer counselling scheme whereby trained older pupils 

are encouraged to offer advice and support to younger pupils.  

• In the Senior School we provide leadership training to our pupil mentors which specifically 

covers child protection issues and the importance of offering support and assistance to 

younger and to vulnerable pupils. 

• We provide regular lessons to pupils on e-safety and ensure that all pupils understand and 

adhere to the school's guidelines in this area. For more details on cyber-bullying please 

refer to the school's anti-bullying policy.  

 

STAFF BEHAVIOUR AND CODE OF CONDUCT POLICY 
 

POSITION OF TRUST  
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As a result of their knowledge, position and/or the authority invested in their role, all adults 

working with children and young people in education settings are in positions of trust in 

relation to the young people in their care.  A relationship between a member of staff and a 

pupil cannot be a relationship between equals.  There is potential for exploitation and harm 

of vulnerable young people and all members of staff have a responsibility to ensure that an 

unequal balance of power is not used for personal advantage or gratification.  

 

Staff should bear in mind that it is an offence for a person aged 18 or over, such as a teacher, 

to have a sexual relationship with a child under 18 where that person is in a position of trust 

in respect of that child, even if, in the case of those over 18, the relationship is consensual. 

 

Wherever possible, staff should avoid behaviour which might be misinterpreted by others, 

including their use of social media, and report and record any incident with this potential. 

 

In general, pupils should be encouraged to discuss with their parents or guardians issues that 

are troubling them.  It may be appropriate to suggest that a pupil sees the school counsellor 

or member of the medical staff.  

 

Staff need to ensure that their behaviour does not inadvertently lay them open to allegations 

of abuse.  They need to treat all pupils with respect and try, as far as possible, not to be alone 

with a child or young person.  Where this is not possible, for example, in an instrumental 

music lesson, or sports coaching lesson, it is good practice to ensure that others are within 

earshot, and if there are no windows in the door the door should be left open. Where 

possible, a gap or barrier should be maintained between teacher and child at all times.  Any 

physical contact should be the minimum required for care, instruction or restraint.  Staff 

should avoid taking one pupil on his/her own in a car.   

 

Communication with Pupils  

Staff should not give their personal mobile phone numbers or email addresses to pupils, nor 

should they communicate with them by text message, personal email or personal social media 

sites.  If they need to speak to a pupil by telephone, they should use one of the school's 

telephones and email using the school system.  The group leader on all trips and visits involving 

an overnight stay should take a school mobile phone with him/her and may ask the pupils for 

their mobile numbers before allowing them out in small, unsupervised groups.  The school 

mobile should be used for any contact with pupils that may be necessary.   The group leader 

will delete any record of pupils' mobile phone numbers at the end of the trip or visit and 

should ensure that pupils delete any staff numbers that they may have acquired during the 

trip.   

 

Physical contact with pupils  

There are occasions when it is entirely appropriate and proper for staff to have physical 

contact with pupils, but it is crucial that they only do so in ways appropriate to their 

professional role.  Staff should, therefore, use their professional judgement at all times.  Staff 

should not have unnecessary physical contact with pupils and should be alert to the fact that 

minor forms of friendly physical contact can be misconstrued by pupils or onlookers.   
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A member of staff can never take the place of a parent in providing physical comfort and 

should be cautious of any demonstration of affection.  

 

Physical contact should never be secretive, or for the gratification of the adult, or represent 

a misuse of authority.  If a member of staff believes that an action could be misinterpreted, 

the incident and circumstances should be recorded as soon as possible, the DSP informed 

and, if appropriate, a copy placed on the pupil's file. It is an offence for a person aged 18 or 

over, such as a teacher, to have a sexual relationship with a child under 18 where that person 

is in a position of trust in respect of that child, even if, in the case of those over 16, the 

relationship is consensual. 

 

Physical Restraint  

Any physical restraint is only permissible when a child is in imminent danger of inflicting an 

injury on himself/herself or on another, and then only as a last resort when all efforts to defuse 

the situation have failed.  Another member of staff should, if possible, be present to act as a 

witness.  All incidents of the use of physical restraint should be recorded in writing and 

reported immediately to the DSP/Head who will decide what to do next.  Where this relates 

to the school's EYFS setting, parents will be informed of any physical restraint used on their 

child the same day or as soon as reasonably practicable. Please see our school policy on 

restraint for further details. 

 

Physical education and other activities requiring physical contact  

Where exercises or procedures need to be demonstrated, extreme caution should be used 

if the demonstration involves contact with pupils and, wherever possible, contact should be 

avoided.  It is acknowledged that some staff, for example, those who teach PE and games, or 

who offer music tuition, will, on occasions, have to initiate physical contact with pupils in 

order to support a pupil so they can perform a task safely, to demonstrate the use of a 

particular piece of equipment/instrument or assist them with an exercise.  This should be 

done with the pupil's agreement.  

Contact under these circumstances should be for the minimum time necessary to complete 

the activity and take place in an open environment.  Staff should remain sensitive to any 

discomfort expressed verbally or non-verbally by the child.  

 

Transporting pupils  

It is inadvisable for a teacher to give a lift in a car to a pupil alone.  Wherever possible and 

practicable it is advisable that transport is undertaken other than in private vehicles, with at 

least one adult additional to the driver acting as an escort.  If there are exceptional 

circumstances that make unaccompanied transportation of pupils unavoidable, the journey 

should be made known to a senior member of staff.  

 

Confidentiality  

Staff members should never give absolute guarantees of confidentiality to pupils or adults 

wishing to tell them about something serious.  They should guarantee only that they will pass 

on information to the minimum number of people who must be told in order to ensure that 

the proper action is taken to sort out the problem and that they will not tell anyone who 

does not have a clear need to know.  They will also take whatever steps they can to protect 
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the informing pupil or adult from any retaliation or unnecessary stress that might be feared 

after a disclosure has been made. 

   

EQUAL TREATMENT  

We are committed to equal treatment for all pupils regardless of gender, sexual orientation, 

race, disability, religion or belief.  We keep a record of racist incidents.    

 

We aim to create a friendly, caring and perceptive environment in which every individual is 

valued.  We endeavour to contribute positively towards the growing autonomy, self-esteem 

and safety of each pupil.  Our staff undertake regular consultation activities with our pupils 

e.g. through questionnaires, participation in anti-bullying activities and speaking to children 

about their experiences at lunchtime and play-times. 

 

BULLYING  

Bullying, harassment, victimisation and discrimination will not be tolerated.  We treat all our 

pupils and their parents fairly and with consideration and we expect them to reciprocate 

towards each other, the staff and the school. Any kind of bullying is unacceptable and the 

school keeps a record of any incidents.  Please see our school policy on anti-bullying for 

further details. 

 

COMPLAINTS  

Copies of the school's complaints procedure can be sent to any parent on request. Any 

complaint arising from the implementation of this policy will be considered under the school's 

complaints procedure.  

 

WHISTLEBLOWING   

(Chairman of Governors, Matthew Pellereau 020 8463 8670) 

NSPCC Whistleblowing helpline 0800 028 0285 email help@nspcc.org.uk 

If a teacher or member of staff has concerns about the behaviour of another member of staff 

towards a pupil, he or she should report it at once to the Head and to the DSP (or to the 

Chairman of Governors where the concern relates to the Head).  Any concern will be 

thoroughly investigated under the school's whistle-blowing procedures.  Where there are 

allegations of criminal activity, the statutory authorities will always be informed.  Wherever 

possible, and subject to the rights of the pupil, the member of staff will be informed of the 

outcome of the investigation.  No one who reports a genuine concern in good faith needs to 

fear retribution.  Under the Public Interest Disclosure Act 1998 the member of staff may be 

entitled to raise a concern directly with an external body where the circumstances justify it.  

 

VISITING SPEAKERS 

Colfe’s School works with a multitude of external staff and visiting speakers to help us deliver 

a range of support and/or additional learning opportunities which will enable our students to 

develop and reach their potential. Any outside agencies/partners /consultants will be expected 

to provide proof of identification on the request of a Colfe’s School member of staff. A 

checklist must be completed prior to an outside agencies/partners/consultants/visiting speaker 
working with students at Colfe’s School. 
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All visitors working with pupils are vetted and, where appropriate, we will ask for evidence 

of their DBS clearance. A member of Colfe’s staff will be present during sessions to support 
visitors and pupils. 

 

A Checklist (see Appendix 3) is completed by visiting speakers and they are given a copy of 

our Safeguarding policy and KCSIE Guidance and are asked to read them. 

 

DAILY CONDUCT REQUIREMENTS FOR STAFF    

 

Attendance and Timekeeping  

Should a staff member need to be absent or expect to be late for any reason, he/she should 

ask their Head of Department in advance when possible. If this is not possible, he/she is asked 

to contact the Head of Department at the earliest opportunity.   

 

Smoking  

To promote a healthy and pleasant working environment and because of the fire risk, smoking 

is not allowed anywhere on site.   

 

Alcohol and Illegal Drugs  

Consumption of illegal drugs is not permitted on site. Consumption of alcohol is not permitted 

on site save at a school function or where otherwise agreed when modest amounts of alcohol 

may be consumed. Employees conduct and performance must not be adversely impacted by 

alcohol or drugs when undertaking their duties. Please see the school’s Alcohol and Illegal 

Drugs Policy for more details. 

Security  

Staff must not remove any school documents from the site nor take any photographs without 

due permission. The school reserves the right to search the outer clothing, bags, lockers and 

vehicles etc. of staff members whilst on site. The staff member may have a colleague in 

attendance on such (rare) occasions.   

 

Personal Appearance  

The school regularly receives visits from parents, potential parents and others, and naturally 

wishes to convey an impression of efficiency and organisation.  Therefore whilst not wishing 

to impose unreasonable obligations of staff they are, nonetheless, required to look smart in 

appearance.   

 

Mobility and Flexibility  

Due to the demands and nature of the school, staff should be prepared to transfer upon 

request within departments either temporarily or permanently, to undertake work of a 

different nature, providing it is reasonable and safe to do so and the staff member is adequately 

trained.  

 

ACCEPTABLE USE OF TECHNOLOGIES 

Use of Mobile Phones and Cameras  

Photographs will only be taken of children with their parents’ permission (provided in writing 

via consent form).  Photographs will only be taken by designated staff member/s.  Where 
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photographs are taken by staff to give evidence of children’s progress, photos can only be 

taken on school cameras.  They must then be downloaded onto school computers, where 

they will be monitored. Photos cannot be used or passed on outside the school.  NO photos 

must be taken on a member of staff’s personal electronic devices. 

 

In the Junior school mobile phones are not permitted to be used anywhere within the junior 

school buildings with the exception of school owned technology which is monitored. There 

must be no photography with in the swimming pool area and at school productions, which 

we will have filmed and a photographer present. Video/ photographic images of pupils can 

be taken by parents, carers or relatives at school events with in the grounds, on the basis 

that they are for private retention and not for publication in any manner, including use on 

personal websites.  

 

Social Media 

Staff are advised to closely and regularly monitor their presence on social media. 

 

MONITORING AND EVALUATION OF THIS POLICY  

The school monitors and evaluates its child protection policy and procedures through the 

following activities:  

 Governing body visits to the school; 

 Senior leadership team discussion sessions with children and staff 

 Pupil questionnaires 

 Frequent scrutiny of attendance data 

 Regular analysis of a range of risk assessments 

 Regular analysis of appropriate provision for the fulfilment of other safeguarding 

responsibilities relevant to the school [e.g. sufficient account must be taken of the 

nature, age range and other significant features of the school, such as historical 

issues, in the provisions made for safeguarding]. 

 Frequent scrutiny of governing body meeting minutes 

 Logs of bullying and/or racist behaviour incidents are reviewed regularly by the 

senior leadership team and the governing body 

 Regular review of parental concerns and parental questionnaires 

 Regular review of the use of pupil-specific leisure rooms and clubs at lunchtime and 

after school  

 

 RELATED CHILD PROTECTION POLICIES 

These policies are available upon request from the Headmaster’s Secretary 

 

 Educational Visits Policy 

 Health and Safety Policy 

 Missing Child Policy 

 Safer Recruitment Policy 

 ICT Acceptable Use Policy 

 Restraint Policy 

 First Aid Policy 

 Anti-bullying Policy 

 Intimate Care Policy (Junior) 
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List of Appendices 

 

Appendix 1: KCSIE (September 2016)  

Appendix 2: Guidelines for communication with parents when there has been an allegation of 

child abuse 

Appendix 3; Working with School Visitors checklist 

Appendix 4: ‘Action to take when there are concerns about a child’ Flowchart 

Appendix 5: Annex C KCSIE (September 2016) Online Safety.  
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https://www.education.gov.uk/publications/standard/publicationDetail/Page1/DfES/1081/2004 

F. Signs of Abuse NSPCC fact sheet www.nspcc.org.uk/signsofabuse 

G. 'Child Protection in Academies: Setting the Scene', Browne Jacobson Solicitors 2009 

H. 'School Staff as Police Officers'- an ISBA briefing document by Farrer & Co, February 2012 

I. Evidence from the NSPCC Policy Adviser - Safeguarding, Emily Arkell, to Sir Roger 

Singleton's Review, dated 2 February 2009 http://www.nspcc.org.uk 

J. ‘What to do if you’re worried a child is being abused: advice for practitioners’ March 2015 

DfE 

K. Sexual Violence and Sexual harassment between children in schools and colleges 2017: 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/667862/Sexual

_Harassment_and_Sexual_Violence_-_Advice.pdf 

 

 

 

http://www.isi.net/
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/299391/DFE-00337-2014.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/299391/DFE-00337-2014.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/526153/Keeping_children_safe_in_education_guidance_from_5_September_2016.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/526153/Keeping_children_safe_in_education_guidance_from_5_September_2016.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419595/Working_Together_to_Safeguard_Children.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419595/Working_Together_to_Safeguard_Children.pdf
https://www.education.gov.uk/publications/standard/publicationDetail/Page1/DfES/1081/2004
http://www.nspcc.org.uk/signsofabuse
http://www.nspcc.org.uk/
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/667862/Sexual_Harassment_and_Sexual_Violence_-_Advice.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/667862/Sexual_Harassment_and_Sexual_Violence_-_Advice.pdf
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Appendix 1 reference: KCSIE Part 1 September 2016 

Types of abuse and neglect  

30. All school and college staff should be aware abuse, neglect and safeguarding issues are 

rarely standalone events that can be covered by one definition or label. In most cases multiple 

issues will overlap with one another.  

31. Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by 
inflicting harm or by failing to act to prevent harm. Children may be abused in a family or in 

an institutional or community setting by those known to them or, more rarely, by others (e.g. 

via the internet). They may be abused by an adult or adults or another child or children.  

32. Physical abuse: a form of abuse which may involve hitting, shaking, throwing, poisoning, 

burning or scalding, drowning, suffocating or otherwise causing physical harm to a child. 

Physical harm may also be caused when a parent or carer fabricates the symptoms of, or 

deliberately induces, illness in a child.  

33. Emotional abuse: the persistent emotional maltreatment of a child such as to cause 

severe and adverse effects on the child’s emotional development. It may involve conveying to 

a child that they are worthless or unloved, inadequate, or valued only insofar as they meet 

the needs of another person. It may include not giving the child opportunities to express their 

views, deliberately silencing them or ‘making fun’ of what they say or how they communicate. 

It may feature age or developmentally inappropriate expectations being imposed on children. 

These may include interactions that are beyond a child’s developmental capability as well as 

overprotection and limitation of exploration and learning, or preventing the child participating 

in normal social interaction. It may involve seeing or hearing the ill-treatment of another. It 

may involve serious bullying (including cyberbullying), causing children frequently to feel 

frightened or in danger, or the exploitation or corruption of children. Some level of emotional 

abuse is involved in all types of maltreatment of a child, although it may occur alone.  

34. Sexual abuse: involves forcing or enticing a child or young person to take part in sexual 

activities, not necessarily involving a high level of violence, whether or not the child is aware 

of what is happening. The activities may involve physical contact, including assault by 

penetration (for example rape or oral sex) or non-penetrative acts such as masturbation, 

kissing, rubbing and touching outside of clothing. They may also include non-contact activities, 

such as involving children in looking at, or in the production of, sexual images, watching sexual 

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

in preparation for abuse (including via the internet). Sexual abuse is not solely perpetrated by 

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

 

35. Neglect: the persistent failure to meet a child’s basic physical and/or psychological needs, 

likely to result in the serious impairment of the child’s health or development. Neglect may 

occur during pregnancy as a result of maternal substance abuse. Once a  

child is born, neglect may involve a parent or carer failing to: provide adequate food, clothing 

and shelter (including exclusion from home or abandonment); protect a child from physical 

and emotional harm or danger; ensure adequate supervision (including the use of inadequate 

care-givers); or ensure access to appropriate medical care or treatment.  
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Appendix 2 

 

Guidelines for communication with parents when there has been an allegation of 

child abuse 

 

Where an allegation is made which does not involve the parents,  

 the parents of the alleged victim should be informed immediately or as soon as 

reasonably practicable.  

 unless there are good reasons not to do so, the school should not allow the victim to 

be formally interviewed by the police or any statutory agency unless the parent(s) have 

been informed and have given their consent.  

 unless there are good reasons not to do so, the parents of the victim should be 

informed privately and separately from other parents at the school or parents of 

children involved in the school activity at which the incident is said to have occurred.  

 unless there are good reasons not to do so, the parents of the victim should be 

informed before (even if that period be very brief) the other parents at the school or 

parents of children involved in the school activity at which the incident is said to have 

occurred.  

 Parents of victims should be offered the opportunity to have a member of the school 

staff to act as liaison officer with them. This would ordinarily be the designated person 

for child protection but if the parents prefer, it could be another member of staff not 

involved in the incident. The role of the liaison member of staff would be to speak to 

the parents on a regular basis and to maintain support and communication from the 

school. This role is independent of the role of the head teacher and/or other school 

staff in meeting with and informing the parents of developments in respect of the 

incident.  

 All communications by the school to the parents of a pupil involved in an incident in 

respect of the alleged incident should be personal and not school wide. Any school 

wide letter about the incident should only be sent to the parents if accompanied by a 

personal detailed covering letter  

Where an allegation is made which involves the parents, the designated person will contact 
the LADO(s) for advice on whether or not the school should contact the parents.  
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Appendix 3 

 

Colfe’s School 

Working with School Visitors 

Safeguarding Checklist  

 

Colfe’s School works with a multitude of external staff and visiting speakers to help us deliver 

a range of support and/or additional learning opportunities which will enable our students to 

develop and reach their potential. 

Any outside agencies/partners /consultants will be expected to provide proof of identification 

on the request of a Colfe’s School member of staff. 

The following checklist must be completed prior to an outside 

agencies/partners/consultants/visiting speaker working with students at Colfe’s School. 

Instructions on how to complete this form: 

1. Please complete the form on pages 1 and 2 for each visiting speaker or group 

to the school who will have interaction with our students.   

2. You must provide the visitors with a copy of the Child Protection policy and 

Keeping Children Safe in Education (part 1) to the visitor prior to their arrival. 

Both documents can be found on the T drive. 

3. Details of controls / risk assessment undertaken is required if any of the 

following questions are answered No. 

                  

Details of Event: 

 

 

 

Name of Visitor(s):  

 

Name of the External Organisation:  

 

 

 

 

Lead Colfe’s School Contact person: 

 

 

 

 

Date(s) visitor will be in school: 

 

 

Duration of Project/Meeting/Visit and 

exact times when visitor(s) will be in 

school: 

 

 

Key Information Yes(√) 

No(X) 

Comment (required 

if question is 

answered no) 

Signature 

and Date 
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1. Will the organisation be briefed about the 

Colfe’s School Child Protection Policy? 

   

2. Have you checked for any recent published 

reports, statements or speeches made by the 

individual(s), and are you satisfied that the 

content is not in any way contrary to school 

policy or the ethos of inclusion in the 

school? Are you satisfied that no statements have 

been retracted or apologies publically given? 

If any concerns exist, staff should refer these to 

the designated CP lead in the first instance. 

   

3.  Please make a note of the DBS details (within 

the last three years) if available: 

- Name of visitor: 

- DBS number: 

- Date of Issue: 

   

4.  Will the individual(s) be left alone with 

students?  (If the answer is “yes” your answer to 

question 2 and 3 should also be yes. If the 

answer to question 2 or 3 is “no” then the 

visitor must be accompanied by a member of 

Colfe’s School staff at all times and details of how 
this will be achieved, entered in the comment 

box.) 

   

5.  Will the provider be working alongside a 

member of Colfe’s School staff?  If Yes who? 

   

6.  Have the organisation / individual(s) been 

briefed about the school procedures for signing 

in and signing out, and moving around our site?                         

***If No this must be done prior to the 

organisation / individual(s) working in the school 

   

7.  Have the organisation / individuals given you a 

copy of their own safeguarding /Child Protection 

Policy?     

 ***If No consideration should be given as to 

whether this is required. 

   

          What happens now? 

Give a copy of the completed Checklist to Anna Ross (Senior School) or Catriona Macleod (Junior 

School*).   

*A copy of the completed form should be given to Anna Ross in the Bursary so details of the visitor 

can be recorded in the Central Register.   
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Appendix 4 

 

‘Action to take when there are concerns about a child’ Flowchart 
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Appendix 5 

 

KCSIE September 2016 Annex C: Online safety  

 

The use of technology has become a significant component of many safeguarding issues. Child sexual 

exploitation; radicalisation; sexual predation: technology often provides the platform that facilitates 

harm. An effective approach to online safety empowers a school or college to protect and educate 

the whole school or college community in their use of technology and establishes mechanisms to 

identify, intervene in and escalate any incident where appropriate.  

 

The breadth of issues classified within online safety is considerable, but can be categorised into three 

areas of risk:  

• content: being exposed to illegal, inappropriate or harmful material;  

• contact: being subjected to harmful online interaction with other users; and  

• conduct: personal online behaviour that increases the likelihood of, or causes, harm.  

 

Filters and monitoring  

Governing bodies and proprietors should be doing all that they reasonably can to limit children’s 

exposure to the above risks from the school or college’s IT system. As part of this process, 

governing bodies and proprietors should ensure their school or college has appropriate filters and 

monitoring systems in place. Whilst considering their responsibility to safeguard and promote the 

welfare of children, and provide them with a safe environment in which to learn, governing bodies 

and proprietors should consider the age range of their pupils, the number of pupils, how often they 

access the IT system and the proportionality of costs vs risks.  

 

The appropriateness of any filters and monitoring systems are a matter for individual schools and 

colleges and will be informed in part by the risk assessment required by the Prevent Duty. 

 

The UK Safer Internet Centre has published guidance as to what “appropriate” might look like:  

• UK Safer Internet Centre: appropriate filtering and monitoring  

 

Guidance on e-security is available from the National Education Network-NEN. Buying advice for 

schools is available here: buying for schools.  

Whilst filtering and monitoring are an important part of the online safety picture for schools and 

colleges to consider, it is only one part. Governors and proprietors should consider a whole school 

approach to online safety. This will include a clear policy on the use of mobile technology in the 

school. Many children have unlimited and unrestricted access to the internet via 3G and 4G in 

particular and the school and college should carefully consider how this is managed on their 

premises.  

Whilst it is essential that governing bodies and proprietors ensure that appropriate filters and 

monitoring systems are in place, they should be careful that “over blocking” does not lead to 

unreasonable restrictions as to what children can be taught with regards to online teaching and 

safeguarding.  

Staff training  

Governors and proprietors should ensure that, as part of the requirement for staff to undergo 

regularly updated safeguarding training (paragraph 64) and the requirement to ensure children are 

taught about safeguarding, including online (paragraph 68), that online safety training for staff is 

integrated, aligned and considered as part of the overarching safeguarding approach.  

Information and support  

There is a wealth of information available to support schools and colleges to keep children safe 

online. The following is not exhaustive but should provide a useful starting point:  

www.thinkuknow.co.uk  
www.disrespectnobody.co.uk  

www.saferinternet.org.uk  
www.internetmatters.org  

www.childnet.com/cyberbullying-guidance  
www.pshe-association.org.uk  

http://www.thinkuknow.co.uk/
http://www.disrespectnobody.co.uk/
http://www.saferinternet.org.uk/
http://www.internetmatters.org/
http://www.childnet.com/cyberbullying-guidance
http://www.pshe-association.org.uk/
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www.educateagainsthate.com  

www.gov.uk/government/publications/the-use-of-social-media-for-online-radicalisation 
 

 

Document updated January 2018 

This policy was approved by the Board of Governors on 17 October 2017. 

 

 

 
 

http://www.educateagainsthate.com/
http://www.gov.uk/government/publications/the-use-of-social-media-for-online-radicalisation

