The Old Hall School

Child Protection and Safeguarding Policy

Context

Section 11 of the Children Act and section 175 of the Education Act 2002 places duties on
organisations to ensure that their functions are discharged with regard to the need to safeguard and

promote the welfare of children taken from HM Government “Working Together to Safeguard
Children” 2006. (Revised 2010)

Introduction

The aim of the school policy is to make all within the school feel safe and have clear roles
and responsibilities in place for that to happen

The school’s duty of care wil!/| be in |ine
Safeguarding Children Board Procedures

The protection of children is the responsibility of everyone. Primary responsibility for the
care and protection of children rests with parents, but a range of services is available to help
them in this task. Many referrals to agencies are made by parents seeking help for
themselves. Relatives, friends and neighbours may also directly, or encourage families to,
seek help or alert statutory authorities to children about whom they are concerned. All
agencies with staff who are in direct contact with children and families must be involved.

The safety and protection of all children is of paramount importance to all those involved in
Education. The role of the Governing Body is set out in paragraph 2.18 page 14,
‘Safeguarding Children and Safer recruitment in Education” (2007). This guidance, coupled
with “Working Together to Safeguard Children” 2006, 2010 chapter 2, 2.155 page77 is the blue
print for all inter agency working and is available and accessible to all those responsible for
children’s welfare. This policy reflects this guidance with the previous DCSF Status
‘Statutory / strongly recommended’. These can be viewed at
www.teachernet.gov.uk/childprotection

Children can develop a special and close relationship with the school community and view all

the adults who work in the school as significant and trustworthy. For the purpose of this
policy and for avoidance of doubt, the school community shall include those that work at the
school, governors, children, parents that play an active role regularly at school and
volunteers.

All of the school community 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.

It is not surprising therefore that a child, if they have been abused, may confide or disclose to
a teacher or other member of staff. It is important to note that the four defined categories of
abuse being; Physical, Sexual, Emotional and Neglect.
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The School staff are also in a unique position to notice any change in demeanour or
circumstances, or notice injuries, marks or bruises when children are doing PE, games or
swimming, which might indicate a child has been abused.

(In line with Telford &Wrekin Safeguarding Children Board (SCB)l€Rrotection Procedure2010

Statement on Child Protection

At The Old Hall School we agree that the safety, welfare and protection of all children is paramount
and any delay in reporting concerns unacceptable. All staff will adhere to this principle and the child
protection procedures established by the Telford & Wrekin Safeguarding Children Board (SCB).

We will work appropriately with each child, their family and other agencies to protect in, all
cases, the welfare of the child.

The school’s role is to refer with the information received and under no circumstances become
the investigator.

The school also works to the Safeguarding Children Board procedures for all staff who work
with children, where allegations may be made by a child of abuse in any form. All staff will
adhere to the procedures drawn up by the Board in line with national guidelines and
supported by the SCB managing allegations against those working with children, where this
is managed by the Local Authority Designated Officer (LADO). The process for managing
allegations can be viewed at www.telfordsafeguardingboard.org.uk

This school believes that those who work within the school community are in positions of
trust and, as such, codes of conduct are based on the underlying principle that the highest
standards are expected from all.

The document ‘Guidance for Safer Working Practice in Educational Settings” produced by the
Government Office for the West Midlands (March 2009), provides guidance on the expected
standards of all those that work with children. This is attached for reference and all those in
the school community will be made aware of its existence.

Key Responsibilities

1. Headteacher and Governors

The Headteacher and Governors are committed to working together to create and maintain a safe
learning environment for the children attending the school.

The Headteacher and Governors will follow the specific guidance as set out in paragraph 2.155 of
‘“Working Together to Safeguard Children’ (2006 &2010) and will ensure that:

clear arrangements are in place to encourage, facilitate and support the reporting of child
welfare concerns.

a designated person is available at all times whilst pupils are under direct supervision of
school staff
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provision is made for appropriate training, induction, support and supervision of school staff

the school works with the LADO and appropriate partner agencies proactively to safeguard
pupils

records relating to safeguarding are kept safely and shared appropriately
appropriate safeguarding policies are adopted, monitored and evaluated.
the school premises are safe and that the school grounds are not open to unwanted intruders

appointments to staff positions and other roles within the school community are made
following the safer recruitment guidance issued by the DCSF and all appropriate vetting
checks have been completed

safer recruitment training, as designated by the National College for School Leadership of
Schools and Children’s Services, has been completed by appropriate members of selection
panels

the school’s single central record of recruitment and vetting checks covering all staff and
others identified by the school as having regular contact with the children is kept up to date in
line with OFSTED and ISI requirements

the identity of visitors to the school is checked, a record made in the visitors book and that
visitors are not left unsupervised within the school.

the Governor responsible for Child Protection will undertake an annual review of the school’s
child protection policies and procedures and report on the efficiency with which the related
duties have been carried out to the Governing Body.

2. The Designated Persons

The designated persons for child protection are:

Elaine Moore (Governor responsible for Child Protection)

Gareth Davies (Deputy Head)

Christine Hurd (EYFS Coordinator- Takes lead responsibility for safeguarding children within the
EYFS setting (Kindergarten) and liaising with local statutory child agencies as appropriate)

The Deputy Head and EYFS Coordinator have received designated persons child protection
training and will liaise in accordance with the SCB procedures and Telford & Wrekin
Children’s Services Human Resources procedures. It is the professional responsibility of the
designated to update their own training needs with Level 2 updates which are held
throughout the year and regularly offered by the SCB and other mainstream providers.
Clarification is available in ‘Safeguarding Children and Safer Recruitment in Education’.

The designated persons will ensure that whole school child protection training is made
available to all staff, including inducting temporary staff and the content of which will meet
the requirements identified in “Training for Working Together to Safeguard” and ‘Suggested
Outcomes for Targeted Groups” at: www.education.gov.uk
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e The designated persons will make known to the whole school community the location of the
SCB website address www.telfordsafeguardingboard.org.uk where the policies and
procedures are on view; these are regularly reviewed and updated by the SCB.

e The designated persons have direct referral links with the Social Care Safeguarding Team
Helpdesk at The Mount in Wellington 01952 385700. For avoidance of doubt, one of the
designated persons should be the point of contact with regard to referring a child if there are
concerns about possible abuse. A formal written referral should not delay a verbal discussion
so that immediate action can be taken if necessary. However, any referral should be
confirmed in writing within 48 hours.

e The designated persons must make it clear to all staff that if a designated person or someone
from the Senior Management Team is not available, then this should not delay in sharing any
concerns about a child. E safety (technology related abuse) will be treated as any other form
of abuse.

e The designated persons keep all written records of concerns about a child even if there is no
need to make an immediate referral for action; this will include any e technology use issues
that may cause indirect abuse to a child. E safety will be treated as any other form of abuse
and recognition that bullying can transgress across all four defined categories of abuse.

e The designated persons must ensure that all records are kept confidentially and securely and
are separate from pupil records.

e The designated persons must ensure that they or a senior colleague are available to attend
any Strategy/Resolution/Planning Meetings as deemed necessary in the remit of child
protection. Also that attendance by any school staff includes key information to be tabled at
the meeting, especially attendance figures which are considered a key element of all
conference reports.

e The designated persons must ensure that information regarding any pupil currently subject to
a Child Protection Plan and deemed ‘at risk’, who is absent without explanation for two days,
is shared with the Children’s Services Care Team.

3. The Staff

e Allegations against staff, volunteers or a designated person with responsibility for
safeguarding should be reported to the head. If the head is absent, the allegation should be
passed to the chair of governors. If the allegation concerns the head, the person receiving the
allegation should immediately inform the chair of governors without notifying the head first.
In case of serious harm the police should be notified from the outset.

e All those in the school community are informed of the name of the designated persons and
the school’s procedures for protecting children, for example, how to report their concerns,
suspicions and how to receive, record and report disclosures during their first induction to
the school and through a copy of this policy.

e All staff need to be alert to signs of abuse. They should report any concerns or suspicions as
soon as possible that day to the designated persons. If in doubt they should talk with the
designated persons, delay is unacceptable.
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e We recognise that children cannot be expected to raise concerns in an environment where
staff fail to do so. All of the school community should be aware of their duty to raise
concerns, where they exist, about the attitude or actions of colleagues. Unacceptable
standards, conduct or behaviour should be challenged appropriately at the outset, and will
not be tolerated.

e  We will adopt the ‘Speak Up” Telford & Wrekin Policy (attached) on raising concerns.

e Provision to view the SCB website should be made accessible to all staff. In the first instance,
if computer access is needed, this should be requested through Gareth Davies.

Response in School

1. Reporting to the Designated Persons

Any concern must be discussed with Gareth Davies, or another member of the Senior Management
Team, EYFS to Chris Hurd as soon as is possible, no later than the end of the morning or afternoon
session of that day.

2. Immediate Responses to the Child

It is vital that our actions do not cause further distress to the child or prejudice an investigation, for
example:

e listen to the student, if you are shocked by what is being said, try not to show it
e itis OK to observe bruises but not to ask a child to remove their clothing to observe them

e if a disclosure is made, the pace should be dictated by the student, without the child being
pressed for detail or by asking leading questions such as ‘what did he/she do next?” or ‘where
did he/she touch you?” It is our role to listen not to investigate. Use open questions such as
‘is there anything else you want to tell me?” or “yes?” or ‘and?’

e accept what the student says. Be careful not to burden them with guilt by asking “why didn’t
you tell me this before?’

e do acknowledge how hard it was for them to tell you this and reassure them that that they
have done the right thing by telling you

e don't criticise the perpetrator, the student may have warm feelings for them, but merely
wishes any abuse to stop

e don’t promise confidentiality, reassure the student that they have done the right thing,
explain who you will have to tell (a designated person) and why. It is important that you
don’t make promises that you cannot keep such as ‘I'll stay with you all the time” or “it will be
all right now’.

3. Recording Information
(Forms are available in the staff room on the Child Protection notice board to assist with this)




e Make some brief handwritten notes at the time or immediately afterwards; record the date,
time, place and context of disclosure or concern, recording facts, who you shared them with
and not assumption, supposition or interpretation.

e Also record where you spoke with them and personal safety details such as ‘I discussed the
incident with the child in the Deputy Head'’s office with the door open’ or justify if it were
closed, but naming those who you told this to be the case. If alone, reason that rationale
stating “the child stated they would only confide in me if I was alone’.

e Ifitis observation of bruising or an injury try to record detail, e.g. ‘right arm above elbow’,
‘bruise noticed on fleshy part of leg’.

e Note the non-verbal behaviour and the key words in the language used by the student (try
not to translate into ‘proper terms’ ensuring that you use the child’s own words). Body
language should be noted to support any disclosure.

e [t is important to retain on file signed original handwritten notes and pass them on to a

designated person who may ask you to complete a Social Care Safeguarding Team referral
form.

4. Support for Children and Staff

Children

e Recognition that a child who is abused or witnesses violence may find it difficult to develop
and maintain a sense of self-worth. We recognise that a child may feel self blame and we will
ensure that all children know there is an adult in the school who they can approach if they are
worried or in difficulty.

e Recognition that the school may provide the only stability in the lives of children who have
been, or who are at risk, from harm. The school community will therefore establish an ethos
where children feel secure and are encouraged to talk and are always listened to.

e Acceptance 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. PSHE
opportunities in the curriculum ensure children are equipped with the skills they need to stay
safe from harm.

e  Our policy on bullying and racist incidents is set out in a separate document and
acknowledges that to allow or condone bullying or racism may lead to consideration under
child protection procedures. These will be documented like all other incidents. Any bullying
whether racist, emotional, physical, sexist, homophobic, cyber or in any other forms will not
be tolerated under any circumstances.

Staff — Disclosures and Allegations

e Staff (to whom the disclosure was made, who will be supporting the child and who might be
attending strategy and case conferences) would be able to liaise with the designated persons,
with the minimum number of people involved who have ‘a need to know basis” of detail.

e Of the staff not directly involved, they will be informed on a ‘need to know basis’.



e Staff may also need support, either as a person who has received a disclosure or, if an
allegation has been made against them and subsequently needs investigation to conclusion.
In both cases support should be offered.

e Staff should be advised to seek support from their Professional Association or Trade Union.

e Staff should not accept personal invitation visits to the homes of children unless permission or
instruction has been sought from the Head teacher and it is viewed as a professional
appointment, for example supporting Education Welfare issues etc. This should be viewed on
a case by case basis.

e All staff/governor meetings will have Child Protection and Safeguarding as a standing
agenda item on all meetings; this is testament to our school making these priority areas and at
the forefront of our minds.

e The process of managing allegations against those who work with children can be viewed on
the SCB website www.telfordsafeguardingboard.org.uk section 4.1 Managing Allegations
Against Adults who work with Children and Young People.

e The school has internal procedures and processes in place for dealing with allegations and
will follow SCB Policies & Procedures and involve the Designated Person in school. The
procedures make it clear that all allegations are to be reported straight away, normally to the
Head teacher for referral if necessary. The procedures also allow for the Chair of Governors to
be informed. If the Head teacher himself is the subject of the allegation, the Deputy head or
Designated Person will liaise with the Chair of Governors and follow the appropriate process.
The SCB procedures allow for the Local Authority Designated Officer (LADO) to be party and
responsible for monitoring cases to conclusion.

Confidentiality

e If abuse is suspected, information should be given directly to the designated persons for child
protection or, in their absence, to another member of the Senior Management Team.

e The personal information about all families is regarded by those who work in this school as
confidential. All staff need to be aware of the confidential nature of personal information and
will maintain this confidentiality in all areas of the school.

e The staff should understand they need know only enough to prepare them to act with
sensitivity to a child and to refer concerns appropriately. It is inappropriate to provide all
staff with detailed information about the child, the incident, the family and the consequent
actions.

e Staff have a professional responsibility to share relevant information about the protection of
children with other professionals, particularly investigating agencies.

e If a child confides in a member of staff and requests that relevant information is kept secret, it
is important that the member of staff tells the child sensitively that he/she has a responsibility
to refer cases of alleged abuse to the appropriate agencies for the welfare of that child.

e Within that context, the child should however be reassured that this will be shared on a ‘need
to know’ basis. If conversations need to take place and confidentiality is paramount to
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welfare, then these conversations will be held in appropriate settings and away from any
general areas, where that confidentiality may be compromised. Further details on
information sharing currently viewed at www.education.gov.uk

Parents

e Parents play an important role in protecting their children from abuse. The school is required
to consider the safety of the child and should a concern arise, professional advice will be
sought prior to contacting parents. If deemed appropriate parents will be contacted, and the
school will continue to work with the parents to support the needs of their child.

e The school aims to help parents understand that the school, like all others, has a responsibility
for the welfare of all children and has a duty to refer cases to Social Care in the interests of the
child.

e Parents that may have concerns regarding a whole school/college staff member can in the
first instance raise those with the Head teacher, Designated Person or Governing Body of the
school for further exploration. This may involve sharing those concerns with the relevant
agencies. Where the parent may have concerns regarding the Head teacher, the Governor for
Child Protection or Deputy Head should be consulted in the first instance.

Recording and Monitoring

e All records will be retained in a ‘Child Protection’ file, separate from the child’s main file.
This will be locked away and only accessible to the Headmaster and the designated persons.
Concerns will be recorded chronologically, including details of times, staff involved and
action taken. These should be handwritten but can be typed up to sit alongside handwritten
notes. Never discard handwritten notes. These records will be copied and transferred to any
school or setting the child moves to clearly marked ‘Child Protection, Confidential, for the
attention of Designated Person Child Protection’.

e Accurate records will be made as soon as practicable and will clearly distinguish between
observation, fact, opinion and hypothesis. All records will be signed on each page with the
name printed and dated, any information given will be recorded verbatim where possible
and a note made of the location and description of any injuries seen.

e The records are reviewed termly by the designated persons and checked to be chronological,
tidy, legible and factual in content.

e Upon releasing records the school will request ID badges for release.

e No named statistics in relation to Child Protection are an important part of performance
information. From 1 October 2011 each Designated Person will have access to a Designated
Person’s Workbook. This information will be collated in the Workbook and will inform the
Head and the Governing Body of how our school is coping with child protection issues. These
will be entered and updated on a regular basis.

When a child transfers to another school/college

e If a child is subject to a Child Protection Plan deemed at risk, the child’s key worker within Social
Care will be contacted by the Designated Person(s).

e  When a child changes school/college within the authority, all child protection records will be
passed on to the Designated Person(s) of the next educational setting by the Designated Persons
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or Headteacher, or to Social Care within the authority if the child is transferring to another
authority. If the child is transferring/leaving to another school within term time, best practice
would be for a signed record/or hard copy acknowledgement that the transfer of files has taken
place.

Ret enti on of Children’s Fil es

All schools must keep educational records on their children. These should include:
e copies of the reports which have been sent to parents/carers on the child’s achievements, as

well as other records about those achievements
e exchanges of correspondence between parents and the school
e any information the school has on the child's education from the local authority
e any statement of special educational needs
e any personal educational plan

The educational record does not include the notes that a teacher makes for his or her own use only.

The Child Protection file is a separate file to the educational records. It must be noted that if files are
asked to be secured, both files are key elements in any processes for which they are needed. It is
important that on releasing files they are signed for on release and on return.

Pupil record files must be kept until the individual reaches the age of 25 years. At this point the file
should be shredded.

Further information is available via: www.education.gov.uk and www.direct.cov.uk

Children missing from education, poor or irregular attendance and children abused through
exploitation(CATE)

e “School staff need to be particularly sensitive to signs which may indicate possible safeguarding
concerns. This could include for example, poor or irregular attendance or children missing from
education” (Ofsted September 2009). The recognised figure for persistence absence being less
than 80%, although concerns may still be raised if above this .

e Inrespect of this, the school will require behaviour and attendance leads to refer to and use the
established protocol document of notification to the Local Authority, filling out the appropriate
paperwork, “Protocol For Identifying and Maintaining Contact with Children Not receiving
Education” Telford & Wrekin Council (September 2007 updated October 2009)

e Where we as a school/college may feel that children may be being abused through exploitation,
we will consult in the normal way with the Safeguarding Team Helpdesk at The Mount and seek
advice and follow those concerns through sensitively and appropriately with fellow
professionals

Training

e Designated persons require training (updated every two years) in child protection and inter
agency working.
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Staff receive regular training to raise their awareness of abuse and their knowledge of the
child protection procedures that have been agreed locally. This will occur at least every three
years.

All new staff receives knowledge of how to access the SCB policies on induction and access
whole school training when held - next due on or before September 2011.

Safer Recruitment and E Safety

All staff working in the school community will be subject to enhanced CRB checks and
registered with the Independent Safeguarding Authority (ISA) upon its inception of
registration requirements. Reference to this process can be viewed at www.isa-gov.org.uk

From the 1st January 2010 it is a requirement that at least 1 person involved in interviewing an
applicant for a post of Head teacher, Deputy Head teacher, Teacher or member of the whole
school support staff must have completed the safer recruitment training developed by the
DCSF/NCSL.

All within the school community must adhere to an Information Communication Technology
(ICT) Acceptable Use Policy (AUP); the school will make all aware of its existence and
importance. Where appropriate, intervention will take place when anyone uses e-technology
in an unacceptable fashion. Any monitoring software that is used within the school will be
reviewed and checked regularly.

Some useful guidance around social networking “Using Facebook Safely: A Guide for
Professionals Working with Young People”will form part of staff awareness training. Social
networking sites are not available for children to use and pupil e-mails are only sent or
receieved under close supervision.

Taking photographs in School

Recent good practice guidance from the Information Commissioners Office, on taking
photographs in educational institutions will be followed. This is attached for information. In
the interests of safeguarding a common sense approach on a case by case basis will be taken
in this area. A full copy of the guidance can be viewed at www.ico.gov.uk

** All staff and the wider school community will be given a copy of

this policy.
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Further references

4.1

e Mrs Elaine Moore: Governor with responsibility for Child Protection matters. Contactable
through school.

e Mark Turner: Principal Officer Child Protection (Schools and Early Years). Tel:01952 250421

e David Goss: Principal Officer Child Protection. Tel: 01952 250 421

e Anne Cole: Safeguarding Advisory Service Manager. Tel: 01952 250421

e Jane Weaving: Integrating Children and Young People’s Service Manager. (ISM Wellington)
Tel: 07973 454572 or 01953 385 576

Copies of the following are available in the Deputy Head’s office for staff perusal:

e Working Together to Safeguard Children (HM Government 2006)

e Safeguarding Children and Safer Recruitment in Education (DCFS 2007)

e Local Safeguarding Children Boards: A Review of Progress (DCFS 2007)

e Staying Safe: A Consultation Document (HM Government 2007)

e Safer Working Practice for Adults who work with Children and Young People (DCSF 2009)

e Safeguarding Children and Safer Recruitment in Education (DCSF 2007)

e NCSL Safer Recruitment e-learning module and assessment (Headmaster and Deputy Head)
2009

Monitoring and review
This policy is reviewed annually by the S.M.T. and Mrs Elaine Moore (Governor responsible
for Child Protection).

Signed:

Date:
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Safe use of ICT Systems

Please:-

e Under no circumstances should staff give personal mobile numbers or e mail addresses to
students. If tuition is to take place via computer make sure this is done through school based
computer equipment. Never involve yourself in personal text messaging

e Under no circumstances shoul d staff t ake
addresses other than for school records

¢ Never knowingly give permission for students to take your photograph with their own mobile
phone

¢ Remember that if you, or others, load images of yourself on the Internet, they will remain there
and may find their way into Internet searches prior to interview. Staff should be cautious about
publishing photographs or other sensitive information on social networking sites such as My
Space, Bebo or Facebook. Al s o, it would be unwise to acc
on social networking sites, even if a child may have left the school, this could lead to false
interpretation. For more information on how to use facebook safely see the folder on the staff
room notice board or visit the oO0Safeguardi

e Al ways keep passwords secure and | imited t
if you leave a computer running and leave the room it can be tampered with by students and
may leave you open to exploitation. Wherever possible, good practice would be to lock the
computer by pressing Ctl-Alt-Del and press K for the duration of your absence

e Be very careful what you store on your mobile phone, if it is taken by students they may get
information which could be embarrassing in a number of ways

e If you visit inappropriate sites, this could lead, in the worst cases, to a criminal prosecution and
disciplinary action. Also if sites are visited inadvertently make your Senior Management Team
aware and seek advice from the ICT Team.

¢ Inrelation to this, the British Educational Communications and Technology Agency (BECTA)
have pr oesafalyd®evelopiryBhole-school policies to support effectiveprac t i ¢c e 0 .
recommended ICT Advice and provides useful flowcharts for quick reference.

The Telford & Wrekin SCB O6Latest advice on
Technol ogy systems at home and i n témeéintheor k p
Safeguarding file in Oresourcesao.
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Speak Up !!!

This leaflet explains the Council's "Speak Up Policy".
What is the policy about?

The Policy is intended to encourage you as an employee, elected member, volunteer, school
governor, partner, supplier or contractor to raise issues that are of serious concern within the
Council. The Council needs you to speak up rather than ignoring something that may require action.

The policy aims to:

* give you ways to raise concerns and receive feedback;

* allow you to take the matter further if you are dissatisfied with the Council's response;

* reassure you that as far as possible you will be protected from reprisals or victimisation for
speaking up in good faith.

What if my concern is about my employment?

The Council’s grievance procedure is in place to enable employees to lodge a grievance relating to
their employment.

What types of concern does the Speak Up Policy cover?

A concern may be something that you think

¢ is unlawful;

* is against the Council's Standing Orders, Financial Regulations and policies or falls below
established standards of practice;

* amounts to improper conduct.

Examples of concerns include:

* possible fraud and corruption,

e theft,

* dangerous procedures risking health and safety,
* abuse of clients/pupils,

* evasion of statutory responsibilities,

* damage to the environment,

* discriminatory behaviour,

* other perceived unethical conduct.

The overriding principle should be that it would be in the public interest for the practice to be
corrected and, if appropriate, sanctions applied.
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How do I raise a concern?

If you are an employee, volunteer or partner you may raise the matter with:-

* your supervisor or Business Manager / Head of Service,
* your Head of Establishment / Headteacher,

* the Audit & Risk Manager,

* a Corporate Director / the Chief Executive,

* the Council’s Monitoring Officer,

* a Trade Union Representative

What if my concern involves my line manager?

If your concern is connected with your direct line manager/supervisor then your Human Resources
Officer will provide confidential advice on who best to contact.

If you are a school governor you may raise the matter with:-

* the Corporate Director: Resources or Corporate Director: Children & Young People or the Chief
Executive or the Audit & Risk Manager

If you are asupplier or contractor you may raise the matter with:-
* the Procurement Manager,

* the Council’s Monitoring Officer, or

* the Audit & Risk Manager

If you are an elected member you may raise the matter with either:-

¢ the Council’s Monitoring Officer or
* the Chief Executive

Does the concern have to be in writing?

Concerns are better in writing (written or e-mail). You should set out the background and history of
the concern giving names, dates and places where possible, and the reason why you are particularly
concerned about the situation.

What if I do not feel able to put the concern in writing?

If you do not feel able to put your concern in writing, you can telephone or meet with the appropriate
officer as specified above.

OR you can leave a message on the 24 hour Audit Services answer phone number 01952 383115. This
service is secure and you do not have to give your name if you do not want to, although it is helpful
if you do so as further information may be needed.
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Speak Up !!!

The earlier you express the concern and the more detail you provide, the easier it will be to take
action. At this stage you are not expected to prove the allegation but you will need to demonstrate to
the person contacted that there are sufficient grounds for your concern. When raising any concern
your rights under the Human Rights Act 1998 will be maintained.

Can I remain anonymous?

This policy encourages you to put your name to your concerns. Concerns expressed anonymously
are more difficult to effectively action, but they will be considered. In these circumstances the
Council will take the following factors into account when establishing the scope of the investigation:-
* the seriousness of the issues raised;

* the credibility of the concern;

* the likelihood of confirming the allegation in a satisfactory manner.

Can I ask someone else to raise the concern on my behalf?
YES. You may ask your Trade Union or other representative to raise a matter on your behalf.
What will happen if I raise a concern?

This will depend on what it is. The matters raised maybe:

* investigated internally by an appropriately skilled and experienced officer, knowledgeable in the
area concerned;

¢ referred to the Police;

* referred to the External Auditor, the National Standards Board for England or the Local
Government Ombudsman

To protect individuals and the Council, initial enquiries will always be made to decide whether an
investigation is appropriate and, if so, what form it should take. Concerns or allegations that fall
within the scope of specific procedures (for example, child protection, discrimination issues or other
specific protocols) will normally be referred for consideration

under those procedures. Some concerns may be resolved by agreed action without the need for
investigation.

What is the procedure if I raise a concern?

Within ten working days of a concern being received the person you raised the concern with will
write to you:

* acknowledging the concern has been received;

¢ indicating how it is proposed to deal with the matter;

* giving an estimate of how long it may take to complete the investigation.
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How do I raise a concern?

During the Investigation you will be:

* given information on progress to date, and
* told whether further investigations will be made, and if not, the reasons why.

What other contact will there be with me?

The amount of contact between the officer(s) considering the issues and you will depend on the
nature of the matters raised and the clarity of the information you provide. If necessary, you will be
asked for further information. This will be done discreetly. You have the right to be accompanied by
a Trade Union or other representative at any meeting. The meeting can be off site if you prefer.

How will the Council support me?

The Council will take steps to minimise any difficulties which you may experience as a result of
raising a concern and provide any appropriate support.

How will I know the outcome?

The Council understands that you need to be assured that the matter has been properly dealt with.
Unless there is a legal reason why it can't be done, you will receive information about the outcomes
of investigations and any changes to procedures that have been made.

What if I fear harassment or victimisation? How will I be protected?

The decision to report a concern can be a difficult one to make, not least because of the fear of reprisal
from those responsible for the malpractice. The Council will not tolerate harassment or victimisation
and will take action to protect you when you raise a concern in good faith.

What if I change my mind?

You do have the option to withdraw at any stage but you or your representative must inform the
person with whom you raised the initial concerns and the investigating officer. You will be requested
to give a reason for the withdrawal. If you do withdraw, investigations may continue dependant on
the issues raised and progress to date.

How can I be assured of confidentiality?

The Council will endeavour to maintain confidentiality where possible, but this cannot be
guaranteed. Depending on the nature of the concern in order to undertake a proper investigation
confidential information may have to be shared with a third party, including the party or parties’
subject of the concern. You will be informed if this is necessary.
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Speak Up !!!

What if my concern is unfounded?

If you raise an issue in good faith, but it is not confirmed by the investigation, no action will be taken
against you. If, however, you make malicious allegations, disciplinary action may be taken against
employees and members may be referred to Group Leaders.

What if a concern is raised about me?

You will be informed of the concern following initial investigations if it is considered that there is an
issue to be investigated. You will be supported in an appropriate manner and will be informed of
progress.

What if I am not satisfied with the outcome?

This policy provides you with an avenue to raise concerns within the Council. The Council hopes
you will be satisfied with the response to your concern. If you are not satisfied you must inform
the Corporate Director: Resources, with the reasons for your dissatisfaction.

Contacts:

* Audit & Risk Manager 383101

* Monitoring Officer 383200

* Corporate Director : Resources 383000

* Corporate Director : Children & Young Peoples Services 385007

* External Auditor - KPMG 0121 335 2440

* Trade Union/Professional Association - details are available from Human Resources.
* Your Local Council Member (if you are an employee and live in the area of the Council) - if you are
not sure who this is contact Member Services on 380110

* National Standards Board 0845 0788181 or e-mail enquiries@standards board.co.uk

* The Local Government Ombudsman 0845 602 1983

* Relevant professional bodies or regulatory organisations

* Your solicitor

* The Police 08457 444888

* Public Concern at Work 0207 404 6609

Speak Up Hotline - 01952 383115

-17 -



Restraint-Points to note

General Awareness

e It is important that you know and adhere to the behaviour policy of your school and follow the
legal requirements as laid down by the DfES (now DCSF) in The Education and Inspections
Act 2006

e Many students are unlikely to respond to loud remonstration or shouting. Always try to speak
calmly, engage eye contact and give them an opportunity to explain their point of view.

e Senior Management Team and staff should familiarise and have risk assessments in place for
pupils in their care, as particular child may have differing needs and methods of care.

e All staff should adhere to the guidelines within their school behaviour policy. However, in
principle, i f a student I's intending to
Management Team for advice and assistance.

e Never attempt to restrain a student unless it is to prevent them from immediate harm of
themselves or others i DfES Guidance (Circular 10/98) states that force may be permissible
where:

0 A criminal offence is being committed;
U Pupils are at risk of injuring themselves or others or damaging property;

U Pupil behaviour is prejudicial to maintaining good order and discipline

General Safety Awareness-Home Visits

e Unless home visits have been approved by Senior Management Team, it is not acceptable to
visit or invite children to your home or visit their home. Some staff such as Education Welfare
Officers are obvious exceptions to this but none the less should be vigilant as to protecting
t hemsel ves. I n t hese ispeci aloadures should ubens t a
followed.

Signposting

If you have any concerns relating to child protection always discuss them with a Designated Person
(Teacher) for Child Protection within the School.

The Safeguarding Team at the Mount have a Helpdesk on (01952) 385700 and are the first point of
contact for advice, support or referral.

Also your relevant teaching Union is a useful source of personal advice and guidance.

The information provided in this raising awareness sheet may be useful to issue to all in the school
community on a whole school basis.
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www.becta.org.uk
www.wrekin-nut.org.uk
www.atl.org.uk
www.naht.org.uk
www.unite.org.uk
www.unison.org.uk

Useful Contacts
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http://www.wrekin-nut.org.uk/
http://www.naht.org.uk/
http://www.unite.org.uk/

(The following pages are also to be found in the Staff Handbook)

IDENTIFYING CHILDREN AND YOUNG PEOPLE WHO MAY BE SUFFERING SIGNIFICANT
HARM

Teachers and other adults in school are well placed to observe any physical, emotional or
behavioural signs which could give rise to concerns that a child may be suffering significant
harm. The relationships between staff, pupils, parents and the public which foster respect,
confidence and trust can lead to disclosures of abuse, and/or school staff being alerted to
concerns.

Definitions

As in the Children Acts 1989 and 2004, a child is anyone who has not yet reached his/her 18t
birthday.

Harm means ill-treatment or impairment of health and development, including, for example,
impairment suffered from seeing or hearing the ill-treatment of another; Development means
physical, intellectual, emotional, social or behavioural development; Health includes physical
and mental health; Ill-treatment includes sexual abuse and other forms of ill-treatment which are
not physical.

Abuse and Neglect are forms of maltreatment. Somebody may abuse or neglect a child by
inflicting harm or 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.

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 or carer fabricates the symptoms of or deliberately induces illness in a
child.

Sexual Abuse involves forcing or enticing a child or young person to take part in sexual
activities, including prostitution, whether or not the child is aware of what is happening. The
activities may involve physical contact, including penetrative (e.g. rape, buggery or oral sex) or
non-penetrative acts. They may include non-contact activities, such as involving children in
looking at, or in the production of, pornographic material or watching sexual activities, or
encouraging children to behave in sexually inappropriate ways.

Emotional Abuse is the persistent emotional maltreatment of a child such as to cause severe and
persistent adverse effects on the child’s emotional development. It may involve conveying to
children that they are worthless or unloved, inadequate, or valued only insofar as they meet the
needs of another person. It may feature age or developmentally inappropriate expectations being
imposed 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. It may involve seeing or hearing the ill treatment
of another. It may involve serious bullying 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, though it may occur alone.

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 abuse. Once a child is born, neglect may
involve a parent or carer failing to provide adequate food and clothing, shelter including
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exclusion from home or abandonment, failing to protect a child from physical and emotional
harm or danger, failure to ensure adequate supervision including the use of inadequate
caretakers, or the failure to ensure access to appropriate medical care or treatment. It may also
include neglect of, or unresponsiveness to, a child’s basic emotional needs.

SYMPTONS
The NSPCC lists some of the signs and behaviours which may indicate that a child is being abused:

e repeated minor injuries

e children who are dirty, smelly, poorly clothed or who appear underfed

e children who have lingering illnesses which are not attended to, deterioration in school work, or
significant changes in behaviour, aggressive behaviour, severe tantrums

e an air of 'detachment’ or 'don't care' attitude

e overly compliant behaviour

e a'watchful attitude'

e sexually explicit behaviour (e.g. playing games and showing awareness which is inappropriate
for the child's age), continual open masturbation, aggressive and inappropriate sex play

e achild who is reluctant to go home, or is kept away from school for no apparent reason

e does not trust adults, particularly those who are close

e 'tummy pains' with no medical reason

e eating problems, including over-eating, loss of appetite

e disturbed sleep, nightmares, bed wetting

e running away from home, suicide attempts

e self inflicted wounds

e reverting to younger behaviour

e depression, withdrawal

e relationships between child and adults which are secretive and exclude others

e pregnancy

These signs are not evidence themselves; but may be a warning, particularly if a child exhibits several

of them or a pattern emerges. It is important to remember that there may be other explanations for a
child showing such signs. Abuse is not easy to diagnose, even for experts.
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TAKING ACTION TO ENSURE THAT CHILDREN ARE SAFE AT SCHOOL AND AT
HOME.

All staff follow the Telford and Wrekin Safeguarding Children Board (TWSCB) Child Protection
Procedures which are consistent with “Working Together to Safeguard Children” and “What to do
if you are Worried a Child is Being Abused’.

It is not the responsibility of the school staff to investigate welfare concerns or determine the truth
or any disclosure or allegation. All staff, however, have a duty to recognise concerns and
maintain an open mind. Accordingly all concerns regarding the welfare of pupils will be recorded
and discussed with the designated senior person with responsibility for child protection (or
another senior member of staff in the absence of the designated persons) prior to any discussion
with parents.

1. Staff will immediately report:

e Any suspicion that a child is injured, marked, or bruised in a way which is not readily
attributable to the normal knocks or scrapes received in play

e Any explanation given which appears inconsistent or suspicious

e Any behaviours which give rise to suspicions that a child may have suffered harm (e.g.
worrying drawings or play)

e Any concerns that a child may be suffering from inadequate care, ill treatment, or
emotional maltreatment

e Any concerns that a child is presenting signs or symptoms known to be indicators of
abuse or neglect

e Any significant changes in a child’s presentation, including non-attendance

e Any hint or disclosure of abuse from any person

e Any concerns regarding person(s) who may pose a risk to children (e.g. living in a
household with children present)

2. Responding to Disclosure.

Disclosures or information may be received from pupils, parents or other members of the public.
School recognises that those who disclose such information may do so with difficulty, having
chosen carefully to whom they will speak. Accordingly all staff will handle disclosures with
sensitivity.

Such information cannot remain confidential and staff will immediately communicate what they
have been told to a designated person and make contemporaneous record. A dedicated form
entitled ‘Logging a Concern about a Child’s Safety and Welfare’ is within the appendix at the
back of this policy.

Principles.

Staff will not investigate but will, wherever possible, elicit enough information to pass on to a
designated person in order that she can make an informed decision of what to do next.

Staff will:
e listen to and take seriously any disclosure or information that a child may be at risk of harm
e try to ensure that the person disclosing does not have to speak to another member of school

staff
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e clarify the information

e try to keep questions to a minimum and of an ‘open’ nature e.g. ‘Can you tell me what
happened ?" rather than ‘Did x hit you?’

e try not to show signs of shock, horror or surprise
e not express feelings or judgements regarding any person alleged to have harmed the child

e explain sensitively to the person that they have a responsibility to refer the information to the
senior designated person

e reassure and support the person as far as possible
e explain that only those who ‘need to know” will be told

e explain what will happen next and that the person will be involved as appropriate

3. Action by the Designated Senior Person (or other senior persons in their absence)
Following any information raising concern, the senior designated person will consider:
e any urgent medical needs of the child

e discussing the matter with the Headmaster and relevant and appropriate staff e.g. school
Matron on a minuted and confidential basis

e making an enquiry to the Child Protection Register

e discussing the matter with other agencies involved with the family

e consulting with appropriate persons e.g. Local Safeguarding Board, Social Services
e the child’s wishes

Then decide:

e wherever possible, to talk to parents, unless to do so may place a child at risk of significant
harm, impede any police investigation and/or place the member of staff or others at risk

e whether to make a formal referral to social services and if this needs to be undertaken
immediately because a child may be at immedjiate risk

e not to make a referral at this stage

e if further monitoring is necessary

e if it would be appropriate to make a referral for other services

All information and actions taken, including the reasons for any decisions made, will be fully
documented. All referrals to social services will be accompanied by a standard referral form.
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4. Action following a child protection referral
The designated senior person or other appropriate member of staff will:

e make regular contact with Social Services

e wherever possible, contribute to the Strategy Discussion

e provide a report for, attend and contribute to any subsequent Child Protection Conference

e if the child or children are placed on the Child Protection Register, contribute to the Child
Protection Plan and attend Core Group Meetings and Review Child Protection Conferences

e where possible, share all reports with parents prior to meetings

e where in disagreement with a decision made e.g. not to apply Child Protection Procedures or
not to convene a Child Protection Conference, discuss this with a senior member of Local
Safeguarding Board staff to agree how to proceed

e have a symbiotic and continuing contact and information flow with Social Services where
possible when a referral /concern is made.

5. Recording and monitoring

Accurate records will be made as soon as practicable and will clearly distinguish between
observation, fact, opinion and hypothesis. All records will be signed on each page with the name
printed and dated, any information given will be recorded verbatim where possible and a note made
of the location and description of any injuries seen.

All C.P. documents will be retained in a “Child Protection’ file, separate from the child’s main file.
This will be locked away and only accessible to the Headmaster and senior designated person. These
records will be copied and transferred to any school or setting the child moves to, clearly marked
‘Child Protection, Confidential, for attention of Designated Person Child Protection.” Original copies
will be retained until the child’s 25t birthday.

6. Supporting the Child and Partnership with Parents

e School recognises that the child’s welfare is paramount, however good child protection
practice and outcome relies on a positive, open and honest working partnership with parents

e Whilst we may, on occasion, need to make referrals without consultation with parents, we
will make every effort to maintain a positive working relationship with them whilst fulfilling
our duties to protect any child

e We will provide a secure, caring, supportive and protective relationship for the child

e Children will be given a proper explanation (appropriate to age & understanding) of what
action is being taken on their behalf and why

e We will endeavour always to preserve the privacy, dignity and right to confidentiality of the
child. The Designated Senior Person will determine which members of staff “need to know”
personal information and what they “need to know” for the purpose of supporting and
protecting the child
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7. Allegations regarding person(s) working in or on behalf of school
These procedures should be used in respect of all cases in which it is alleged that such a person has

a. behaved in a way that has harmed a child or may have harmed a child

b. possibly committed a criminal offence against or related to a child or

c. has behaved towards a child or children in a way that indicates s/he is unsuitable to work with
children. DfES 2005

Whilst we acknowledge such allegations, (as all others), may be false, malicious or misplaced, we
also acknowledge they may be founded. It is, therefore, essential that all allegations are investigated
properly and in line with agreed procedures.

Initial Action

e The person who has received an allegation or witnessed an event will immediately inform

the Headmaster and make a record

e In the event that an allegation is made against the Headmaster the matter will be reported to

the Chairman of Governors who will proceed as the ‘Headteacher” as follows:

e The Headteacher will take steps, where necessary, to secure the immediate safety of children

and any urgent medical needs

e The member of staff will not be approached at this stage unless it is necessary to address the

immediate safety of children

e The Headmaster may need to clarify any information regarding the allegation, however no

person will be interviewed at this stage

e The Headmaster will consult with the Local Safeguarding Officer in order to determine if it is

appropriate for the allegation to be dealt with by school or if there needs to be a referral to
social care and/or the police for investigation

e Consideration will be given throughout to the support and information needs of pupils,

parents and staff

e The Headmaster will inform the Chair of Governors of any allegation.

e The School will report to the ISA within one month of leaving the School any person
(whether employed, contracted, a volunteer or student) whose services are no longer
used because he or she is considered unsuitable to work with children. In this context,
ceasing to use a person’s services includes: dismissal; non-renewal of a fixed term
contract; no longer engaging/refusing to engage a supply teacher provided by an
employment agency; terminating the placement of a student teacher or other trainee;
no longer using staff employed by contractors; no longer using volunteers;
resignation, and voluntary withdrawal from supply teaching, contract working, a
course of initial teacher training, or volunteering. The report will include as much
evidence about the circumstances of the case as possible. The address of the ISA is PO
Box 181, Darlington DL1 9FA (tel 0300 123 1111)
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Appendix

Referral Form to Social Services - Personal Details (Page 1)

Surname: First Name: Title:
Preferred Name/Mode of Address:
D.O.B.: M/F/Unborn
Permanent Address Temporary Address
Tel: Tel:
School attended: Name of School Contact:
First Language: Interpreter Required?
Ethnic Origin: Religion:
If Refugee/Asylum Seeker:
tiNationality: Status:
Any Risk to Professionals?
Does the Child have any Special Needs?
G.P. (Inc. Telephone Number)
FAMILY/OTHER MEMBERS OF THE HOUSEHOLD
Name Address/Telephone Age/DOB Relationship | Parental
Responsibility
OTHER PROFESSIONALS INVOLVED
Name Address & Telephone Number Role
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Referral Form to Social Services - Personal Details (Page 2)

Surname: First Name(s):

Subject aware of Referral? Responsible Adult aware ?
Referred By:

Designation: Date & Time:

Address:

Telephone Number

Reason for Referral:

Current Issues:

(Continue on separate sheet if necessary)
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Logging a Concern about

a —dll staff add other Schoble t vy

personnel.
Pupil’'s Name D.O.B
Date: Time:
Name Signature
Print
Position:
Note the reason(s) for recording the
incident.
Record the following factually: Who?
What?
Where?
When?

Offer an opinion where relevant (how and why might this have happened?)

Substantiate the opinion. Note action taken, including names of anyone to whom

your information was passed.

Check to make sure your report is clear now, and will also be clear to a stranger reading
it next year. PLEASE PASS THIS FORM TO YOUR DESIGNATED PERSON FOR

CHILD PROTECTION.
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FRONT SHEET: CHILD PROTECTION RECORD.

Date file sta I' T & A oot e

Name of (O o T T o

Any other names by which child known, iif relevar

Date of Bi rt h oo, .

Other family members (include full name, relationship e.g mother, stepfather etc. For
U18s include age if known.

Are any other child protection files held in school relating to this child or another
child closely connected to him/her YES/NO

If yes, which files are relevant?

Name and contact number of key worker (Social Services), if known.

Name and contact number of GP, if known.
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Guidance for Safer Working Practice for Adults
who work with Children and Young People in
Education Settings.

March 2009

Updated from an original dogment produced by a DCSF network of Advisors
department for
children, schools and families
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This guidancehas been updated from an original IRSC'document- 6 Gu i dfariSafeeWorking
Practice for the Protection of Children and Adults in Education Settirg@06commissioned by DfES,

! Investigation Referral and Support Co-ordinators network
2 Department for Education and Skills. now known as Department for Children, Schools and Families
(DCSF)
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For further information, please contact your Safeguarding Advisor in your local
Government Office or the Local Authority Designated officer (LADO) in the
Safeguarding unit of your local council.
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Section 1: Overview
1.1.  Background

All adults who come into contact with pupils in their work have a duty of care’ to
safeguard and promote their welfare.

The Children Act 2004, through the Stay Safe outcome of the Every Child Matters
Change for Children programme?, places a duty on schools/services to safeguard>
and promote the well-being of pupils. This includes the need to ensure that all adults
who work with or on behalf of pupils are competent, confident and safe to do so.

The vast majority of adults who work with children act professionally and aim to
provide a safe and supportive environment which secures the well-being and very
best outcomes for pupils in their care. However, it is recognised that in this area of
work tensions and misunderstandings can occur. It is here that the behaviour of
adults can give rise to allegations of abuse being made against them. Allegations may
be malicious or misplaced. They may arise from differing perceptions of the same
event, but when they occur, they are inevitably distressing and difficult for all
concerned. Equally, it must be recognised that some allegations will be genuine and
there are adults who will deliberately seek out, create or exploit opportunities to
abuse children. It is therefore essential that all possible steps are taken to safeguard
pupils and ensure that the adults working with them are safe to do so.

Some concerns have been raised about the potential vulnerability of adults in this
area of work. It has been suggested that there is a need for clearer advice about what
constitutes illegal behaviour and what might be considered as misconduct. This
document has been produced in response to these concerns and provides practical
guidance for anyone who works with, or on behalf of pupils regardless of their role,
responsibilities or status. It seeks to ensure that the duty to promote and safeguard
the wellbeing of children is in part, achieved by raising awareness of illegal, unsafe
and inappropriate behaviours.

Whilst every attempt has been made to cover a wide range of situations, it is
recognised that this guidance cannot cover all eventualities. There may be times
when professional judgements are made in situations not covered by this document,
or which directly contravene the guidance given by their employer. It is expected

% The duty which rests upon an individual to ensure that all reasonable steps are taken to ensure the safety
of a child or young person involved in any activity, or interaction for which that individual is responsible. Any
person in charge of, or working with pupils in any capacity is considered, both legally and morally, to owe
them a duty of care

4 www.everychildmatters.gov.uk

® Process of protecting children from abuse or neglect, preventing impairment of their health and
development, and ensuring they are growing up in circumstances consistent with the provision of safe and
effective care that enables them to have optimum life chancesé Working Together to Safeguard Children:
2006 HM Government
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that in these circumstances adults will always advise their senior colleagues of the
justification for any such action already taken or proposed.

It is also recognised that not all adults who work with pupils work as paid or
contracted employees. The principles and guidance outlined in this document still
apply and should be followed by any adult whose work brings them into contact
with pupils.

The guidance contained in this document has due regard to current legislation and
statutory guidance. It has been updated from a previous 2006 version.

1.2.  What to do if you are worried a child is being abused®

Everyone working with pupils should be familiar with local procedures and protocols
for safeguarding the welfare of pupils. Adults have a duty to report any child protection
or welfare concerns to a designated member of staff in their school/service and/or
report any concerns to the local social care office. Anyone who has concerns or is in
doubt should refer to the document "What To Do If You're Worried a Child Is Being
Abused" and follow that guidance.

® What to do If You are Worried a Child is Being Abused HM Government 2006
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Section 2:Using the Guidance
21.  Status of Document

This guidance document was originally commissioned by the Department for Children,
Schools and Families?. (DCSF). It does not replace or take priority over advice or codes
of conduct produced by employers or national bodies, but is intended to both
supplement and complement any such documents.

The document should also complement existing professional procedures, protocols and
guidance which relate to specific roles, responsibilities or professional practices within
an Education setting.

2.2.  Purpose of Guidance

It is important that all adults working with children understand that the nature of their
work and the responsibilities related to it, place them in a position of trust. This practice
guidance provides clear advice on appropriate and safe behaviours for all adults
working with children in paid or unpaid capacities, in all settings and in all contexts.
The guidance aims to:

e keep children safe by clarifying which behaviours constitute safe practice and
which behaviours should be avoided;

e assist adults working with children to work safely and responsibly and to
monitor their own standards and practice;

e support managers and employers in setting clear expectations of behaviour
and/or codes of practice relevant to the services being provided;

e support employers in giving a clear message that unlawful or unsafe behaviour
is unacceptable and that, where appropriate, disciplinary or legal action will be
taken;

e support safer recruitment practice;

e minimise the risk of misplaced or malicious allegations made against adults who
work with pupils;

e reduce the incidence of positions of trust being abused or misused.

Employers should be familiar with, and know how to access, their Local Safeguarding
Children Board’s policy and procedures for managing allegations against staff.
2.3. Underpinning Principles

e The welfare of the child is paramount.8

! Previously DFES
® Children Act 1989
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e It is the responsibility of all adults to safeguard and promote the welfare of
pupils. This responsibility extends to a duty of care for those adults employed,
commissioned or contracted to work with pupils.

e Adults who work with children are responsible for their own actions and
behaviour and should avoid any conduct which would lead any reasonable
person to question their motivation and intentions.

e Adults should work and be seen to work, in an open and transparent way.

e The same professional standards should always be applied regardless of culture,
disability, gender, language, racial origin, religious belief and/or sexual identity.

e Adults should continually monitor and review their practice and ensure they
follow the guidance contained in this document.

2.4. Definitions

For ease of reading, references are often made to "school". This term is interchangeable
with all other types of educational establishments e.g. FE Institutions, Sixth Form
Colleges, Pupil Referral Units.

Pupils/Students/Children and Young people: Throughout this document references are
made to "pupils, students and children and young people'. These terms are
interchangeable and refer to children who have not yet reached their 18t birthday.

Adults: References to ‘adults’ or ‘volunteers’ refer to any adult who is employed,
commissioned or contracted to work with or on behalf of pupils in either a paid or
unpaid capacity.

Headteacher/Manager: These terms refers to those adults who have responsibility for
managing staff and/or services including the supervision of employees and/or
volunteers at any level.

Employer: The term ‘employer’ refers to the school/service which employs, or contracts
to use the services of individuals in pursuit of the goals of that school/service. In the
context of this document, the term ‘employer’ is also taken to include ‘employing’ the
unpaid services of volunteers.

Safeguarding: Process of protecting children from abuse or neglect, preventing
impairment of their health and development, and ensuring they are growing up in
circumstances consistent with the provision of safe and effective care that enables
children to have optimum life chances and enter adulthood successfully®.

o Working Together to Safeguard Children 2006. HM Government (WT 2006)
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Duty of Care: The duty which rests upon an individual or school/service to ensure that
all reasonable steps are taken to ensure the safety of a child or young person involved in
any activity or interaction for which that individual or school/service is responsible.
Any person in charge of, or working with pupils in any capacity is considered, both
legally and morally to owe them a duty of care.

http:/ /www.safetyline.wa.gov.au/institute/levell/course2/lecture2/102_01.asp

2.5. How to Use the Document

This document is relevant to both individuals and schools/services working with or on
behalf of pupils. Where an individual works independently and does not work as part of
a school/service references made to the ‘senior manager’ should be taken to refer to
parents or those with parenting responsibilities.

Each section provides general guidance about a particular aspect of work undertaken
with pupils with, in the right hand column, specific guidance about which behaviours
should be avoided and which are recommended. Some schools/services may need to
adapt or add to the guidance to meet their specific practices or contexts. There are also
variations of this document which have been written specifically for a generic audience
or have been adapted for specific agencies. The diagram in Appendix 1 illustrates how
the guidance could be used as a basis for developing specific agency guidance.
Appendix 2 provides a visual framework for understanding how the document fits with
safer recruitment and selection and procedures and those which relate to disciplinary
proceedings.

It is recommended that schools/services use this guidance to develop and promote safer
working practice by ensuring that all employees and volunteers are made aware of its
contents, have access to the document and understand the expectation that they will
work to it.

Incorporating the use of this document in recruitment and selection processes will help
to prevent and deter unsuitable people from working with children and young people.
Providing employees and volunteers with clear guidance on appointment and revisiting
this guidance through induction, supervision, performance management, training
programmes etc, will also help to ensure a safer children’s workforce. Headteachers,
Chairs and Governing bodies will be better placed to deal with unsuitable or
inappropriate behaviour if their expectations have been made clear and reinforced
throughout a person’s employment and there is evidence that this has been done.

Individuals should follow this guidance in their day to day practice. It should also be
referred to when taking on new work, different duties or additional responsibilities.
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Section 3: Guidance for Safe Working Practice

1. Context

Staff working in education settings have a crucial role to play
in shaping the lives of young people. They have a unique
opportunity to interact with children and young people in
ways that are both affirming and inspiring. This guidance
has been produced to help adults establish the safest
possible learning and working environments which
safeguard children and young people and reduce the risk of
adults working with them being falsely accused of improper
or unprofessional conduct.

2. " Unsawiitlg t y’

The guidance contained in this document is an attempt to
identify what behaviours are expected of adults who work
with pupils. Adults whose practice deviates from this
guidance and/or their professional or employment-related
code of conduct may bring into question their suitability to
work with pupils or children and young people in any

capacity.

3. Duty of Care

Teachers and other education staff are accountable for the
way in which they exercise authority; manage risk; use
resources; and protect pupils from discrimination and
avoidable harm.

All staff, whether paid or voluntary, have a duty to keep
young people safe and to protect them from sexual, physical
and emotional harm. Children have a right to be safe and to
be treated with respect and dignity. It follows that trusted
adults are expected to take reasonable steps to ensure the
safety and well-being of pupils. Failure to do so may be
regarded as professional neglect.

The duty of care is, in part, exercised through the
development of respectful, caring and professional
relationships between staff and pupils and behaviour by staff

19 \WT 2006 Chapter 6, page 153.

-41 -

This means that these guidelines:

A

apply toall adults working in
education settings whatever their
position, role, or responsibilities
may provide guidance where an
individual s sui
pupils has been called into questior

This means that adults should:

A

A

have a clear understanding about t
nature and content of this documer
discuss any uncertainties or
confusion wih their Headteacher or
line manager

understand what behaviours may
call into question their suitability to
continue to work with children and
young people.

This means that adults should:

A

understand the responsibilities,
which are part of their employment
or role, and be aware that sanction:
will be applied if these provisions ai
breached

always act, and be seen to act, in tt
c hi | didteyestb e s

avoid any conduct which would leac
any reasonable person to question
their motivation and intentions

take responsibility for their own
actions and behaviour



that demonstrates integrity, maturity and good judgement.

The public, local authorities, employers and parents have
legitimate expectations about the nature of professional
involvement in the lives of pupils. When individuals accept
a role that involves working with children and young people,
they need to wunderstand and acknowledge the
responsibilities and trust inherent in that role.

Employers have a duty of care towards their employees
under the Health and Safety at Work Act 1974!! which
requires them to provide a safe working environment for
staff and guidance about safe working practices. Thus,
employers have a duty of care for the well-being of
employees and to ensure that employees are treated fairly
and reasonably in all circumstances. Staff who are subject to
an allegation should therefore be supported and the
principles of natural justice applied

The Health and Safety Act 1974 also imposes a duty on
employees!? to take care of themselves and anyone else who
may be affected by their actions or failings. An employer’s
duty of care and the staff duty of care towards children
should not conflict. This ‘duty” can be demonstrated through
the use and implementation of these guidelines.

The Governing Body of a school controls the use of the
school premises both during and outside school hours,
except where a trust deed allows a person other than the
governing body to control the use of premises, or a transfer
of control agreement has been made.

Where the Governing Body provides services or activities
directly under the supervision or management of school staff
the school’s arrangements for safeguarding must be
followed.

4. Confidentiality

Members of staff may have access to confidential information
about pupils in order to undertake their every day
responsibilities. In some circumstances staff may be given
highly sensitive or private information. They should never

! Health and Safety at Work Act 1974 Part I, Section. 2 (1) and (2)
12 Health and Safety at Work Act 1974 Part I, Section.7
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This means that employers should:

A foster a culture of openness and
support

A engure that systems are in place for
concerns to be raised

A ensure that there is in place effectiv
recording systems which confirm
discussions, decisions and the
outcomes of any actions taken.

A ensure that staff are not placed in
situations which render them
particularly vulnerable

A ensure that all staff are aware of
expectations, policies and procedur

This means that Governing Bodies
should:

A ensure that appropriate safeguardir
and child protection polices and
procedures are adopted, implemen
and moniored in school

A ensure that, where services or
activities are provided by another
body, the body concerned has
appropriate safeguarding polices ar
procedures

This means that adults:

A be clear about when information ce
be shared and in what circumstanc



use confidential or personal information about a pupil or
her/his family for their own, or others” advantage (including
that of partners, friends, relatives or other schools/services).
Information must never be used to intimidate, humiliate, or
embarrass the pupil.

Confidential information about a child or young person
should never be used casually in conversation or shared with
any person other than on a need-to-know basis. In
circumstances where the child’s identity does not need to be
disclosed the information should be used anonymously.

There are some circumstances in which a member of staff
may be expected to share information about a child, for
example when abuse is alleged or suspected. In such cases,
individuals have a duty to pass information on without
delay, but only to those with designated child protection
responsibilities.

If a member of staff is in any doubt about whether to share
information or keep it confidential he or she should seek
guidance from a senior member of staff. Any media or legal
enquiries should be passed to senior management.

The storing and processing of personal information about
pupils is governed by the Data Protection Act 1998.
Employers should provide clear advice to staff about their
responsibilities under this legislation.

The booklet "What To Do If You're Worried A Child Is Being
Abused"? contains further guidance* on sharing information
to protect children.

5. Making a Professional Judgement

This guidance cannot provide a complete checklist of what is,
or is not appropriate behaviour for adults in all
circumstances. There may be occasions and circumstances
in which adults have to make decisions or take action in the
best interests of the child or young person which could
contravene this guidance or where no guidance exists.
Individuals are expected to make judgements about their
behaviour in order to secure the best interests and welfare of
the children in their charge. Such judgements should always

it is appropriate to do so

A are expected to treat information th
receive about pupils in dastreet and
confidential manner

A should seek advice from a senior
member of staff if they are in any
doubt about sharing information
they hold or which has been
requested of them

A need to know to whom any concerr
or allegations should be reported

This means that where no specific
guidance exists adults should:

A discuss the circumstances that
informed their action, or their
proposed action, with the
Headteacher, senior membéthe
team and the parent/carer.

A report any actions which could be
-interpreted to their senior manager

3 What to Do if you are Worried that a Child is Being Abused. Department of Health May 2003

14 www.doh.gov.uk/safequardingchildren/index.htm
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be recorded and shared a member of the senior management
team and with the parent or carer. In undertaking these
actions individuals will be seen to be acting reasonably.

Adults should always consider whether their actions are
warranted, proportionate and safe and applied equitably.

6. Power and Positions of Trust

As a result of their knowledge, position and/or the authority
invested in their role, all adults working in education settings
are in positions of trust in relation to the young people in
their care. Broadly speaking, a relationship of trust can be
described as one in which one party is in a position of power
or influence over the other by virtue of their work or the
nature of their activity. It is vital for all those in positions of
trust to understand the power this can give them over those
they care for and the responsibility they must exercise as a
consequence of this relationship.15

A relationship between an adult and a child or young person
is not a relationship between equals. There is potential for
exploitation and harm of vulnerable young people. Adults
therefore have a responsibility to ensure that an unequal
balance of power is not used for personal advantage or
gratification.

Adults should always maintain appropriate professional
boundaries and avoid behaviour which might be
misinterpreted by others. They should report and record any
incident with this potential.

Where a person aged 18 or over is in a specified position of
trust!6 with a child under 18, it is an offence for that person to
engage in sexual activity with or in the presence of that child,
or to cause or incite that child to engage in or watch sexual
activity.

A always discuss any
misunderstanding, accidents or
threats with a senior manager

A record any areas of disagreement
about course of action taken ahd
necessary referred to a higher
authority

A ensure they have copies of records
which confirm decisions, discussion:
and reasons why actions were taker

This means that adults should not:

A use their position to gain access to
information for
advantage

A use their position to intimidate,
bully, humiliate, threaten, coerce or
undermine pupils

A use their status and standirtg form
or promote relationships which are
of a sexual nature, or which may
become so

15 Caring for Young People and the Vulnerable. Guidance for Preventing Abuse of Trust Home Office
16 Sexual Offences Act 2003.Sect 16-19 re-enacts and amends offence of abuse of position of trust
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7. Propriety and Behaviour

All adults working with pupils have a responsibility to
maintain public confidence in their ability to safeguard the
welfare and best interests of pupils. It is therefore expected
that they will adopt high standards of personal conduct in
order to maintain the confidence and respect of their
colleagues, pupils or students public in general and all those
with whom they work.

There may be times, for example, when an adult’s behaviour
or actions in their personal life come under scrutiny from
local communities, the media or public authorities. This
could be because their behaviour is considered to
compromise their position in their workplace or indicate an
unsuitability to work with pupils. Misuse of drugs, alcohol or
acts of violence would be examples of such behaviour.

Adults in contact with pupils should therefore understand
and be aware, that safe practice also involves using
judgement and integrity about behaviours in places other
than the work setting.

The behaviour of an adult’s partner or other family members
may raise similar concerns and require careful consideration
by an employer as to whether there may be a potential risk to
pupils in the workplace.

8. Dress and Appearance

A person's dress and appearance are matters of personal
choice and self-expression. However adults should dress in
ways which are appropriate to their role and this may need
to be different to how they dress when not at work.

Adults who work with pupils should ensure they are dressed
appropriately for the tasks and the work they undertake.

Those who dress in a manner which could be considered as

inappropriate could render themselves vulnerable to
criticism or allegations.
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This means that adults should not:

A

behave in a manner which would
lead any reasonable person to
guestion their suitability to work
with children or act as a role model
make, or encourage others to mak
unprofessional persoheomments
which scapegoat, demean or
humiliate, or which might be
interpreted as such

This means that adults should:

A

be aware that behaviour in their
personal lives may impact upon
their work with pupils

follow any codes of conduct deeme
appropriateby their school/service
understand that the behaviour and
actions of their partner (or other
family members) may raise
guestions about their suitability to
work with pupils

This means that adults should wear
clothing which:

A
A

is appropriate teheir role

is not likely to be viewed as offensi
revealing, or sexually provocative
does not distract, cause
embarrassment or give rise to
misunderstanding

is absent of any political or otherwis
contentious slogans

is not considered to be discriminato
and is culturally sensitive



9. The Use of Personal Living Space?’

No child or young person should be in or invited into, the
home!8 of an adult who works with them, unless the reason
for this has been firmly established and agreed with parents/
carers and a senior manager or Headteacher.

It is not appropriate for any school/service to expect or
request that private living space be used for work with
pupils. Neither is it appropriate for school authorities to
expect or request that private living space be used to see
pupils for e.g. discussion of reports, academic reviews,
tutorials, pastoral care or counselling. If these activities are
required, management should ensure that appropriate
accommodation is found elsewhere in the school.

Under no circumstances should pupils assist with chores or
tasks in the home of an adult who works with them. Neither
should they be asked to do so by friends or family of that
adult.

10. Gifts, Rewards and Favouritism

All adults should be aware of their school or school/service
guidance on rewards including arrangements for the
declaration of gifts received and given.

The giving of gifts or rewards to pupils should be part of an
agreed policy for supporting positive behaviour or
recognising particular achievements. In some situations, the
giving of gifts as rewards may be accepted practice for a
group of children, whilst in other situations the giving of a
gift to an individual child or young person will be part of an
agreed plan, recorded and discussed with senior manager
and the parent or carer.

It is acknowledged that there may specific occasions when
adult working with a child or young person may consider it
appropriate to give a child or young person a small personal
gift if insignificant value. This is only acceptable practice
where, in line with the agreed policy, the adult has first
discussed the giving of the gift and the reason for it, with the
Headteacher, senior manager and the parent or carer and the
action is recorded. Any gifts should be given openly and not

1 see also Section 13 Social Contact

18 This includes any home or domestic settings used or frequented by the adult
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This means that adults should:

A be vigilant in maintaining their
privacy and mindfulof the need to
avoid placing themselves in
vulnerable situations

A challenge any request for their
accommodation to be used as an
additional resource for the school o
school/service

A be mindful of the need to maintain
professional boundaries

A refrain from &king pupils/students
to undertake personal jobs or
errands

This means that adults should:

Abe aware of thei
policy on the giving and receiving of
gifts

A ensure that gifts received or given in
situations which may be misconstrue
are declared

A generally, only give gifts to an
individual young person as part of a
agreed reward system

A where giving gifts other than as abo\
ensure that these are of insignificant
value

A ensure that all selection processe
which concern pupils are fair and the
wherever practicable these are
undertaken and agreed by more thai
one member of staff



be based on favouritism. Adults need to be aware however,
that the giving of gifts can be misinterpreted by others as a
gesture either to bribe or ‘groom’ 1% a young person.

Staff should exercise care when selecting pupils for school
teams, productions, trips and/or specific work tasks in order
to avoid perceptions of favouritism or injustice. Similar care
should be exercised when pupils are excluded from an
activity. Methods of selection and exclusion should always
be subject to clear, agreed criteria.

Care should also be taken to ensure that adults do not accept
any gift that might be construed as a bribe by others, or lead
the giver to expect preferential treatment.

There are occasions when children, young people or parents
wish to pass small tokens of appreciation to adults e.g. on
special occasions or as a thank-you and this is acceptable.
However, it is unacceptable to receive gifts on a regular basis
or of any significant value.

11. Infatuations

Occasionally, a child or young person may develop an
infatuation with an adult who works with them. These adults
should deal with these situations sensitively and
appropriately to maintain the dignity and safety of all
concerned. They should remain aware, however, that such
infatuations carry a high risk of words or actions being
misinterpreted and should therefore make every effort to
ensure that their own behaviour is above reproach.

An adult, who becomes aware that a child or young person is
developing an infatuation, should discuss this at the earliest
opportunity with a Headteacher, senior manager and
parent/carer so appropriate action can be taken to avoid any
hurt, distress or embarrassment.

12. Communication with Pupils (including the Use of
Technology)

In order to make best use of the many educational and social
benefits of new technologies, pupils need opportunities to
use and explore the digital world, using multiple devices

This means that adults should:

A report and record any incidents or
indications (verbal, written or
physical) that suggest a child or
young person may have dbmed an
infatuation with a member of staff

A always acknowledge and maintain
professional boundaries

This means that schools/services shou

19 @ r o o miitme@ad of gaining the trust of a child so that sexual abuse can take place.
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from multiple locations. It is now recognised that that
e.safety risks are posed more by behaviours and values than
the technology itself.20 Adults working in this area must
therefore ensure that they establish safe and responsible
online behaviours. This means working to local and national
guidelines on acceptable user policies.2? These detail the way
in which new and emerging technologies may and may not
be used and identify the sanctions for misuse. Learning
Platforms are now widely established and clear agreement
by all parties about acceptable and responsible use is
essential.

Communication between pupils and adults, by whatever
method, should take place within clear and explicit
professional boundaries. This includes the wider use of
technology such as mobile phones text messaging, e-mails,
digital cameras, videos, web-cams, websites and blogs.
Adults should not share any personal information with a
child or young person. They should not request, or respond
to, any personal information from the child/young person,
other than that which might be appropriate as part of their
professional role. Adults should ensure that all
communications are transparent and open to scrutiny.

Adults should also be circumspect in their communications
with children so as to avoid any possible misinterpretation of
their motives or any behaviour which could be construed as
grooming. They should not give their personal contact details
to pupils including e-mail, home or mobile telephone
numbers, unless the need to do so is agreed with senior
management and parents/carers. E-mail or text
communications between an adult and a child young person
outside agreed protocols may lead to disciplinary and/or
criminal investigations. This also includes communications
through internet based web sites.

Internal e-mail systems should only be used in accordance
with the school/service’s policy.

Further information can be obtained from
http:/ /www.becta.org.uk/

%% AUPs in Context: Establishing safe and responsible online behaviours

2 www.becta.org.uk/publications/aupsincontext
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A have in place an Acceptable Use
policy (AUP)

A continually selfreview e.safety
policies in the light of new and
emerging technologies

A have a communication poy which
specifies acceptable and permissi
modes of communication

This means that adults should:

A ensure that personal social
networking sites are set at private
and pupils are never listed as
approved contacts

A never use or access social netwak
sites of pupils.

A not give their personal contact deta
to pupils, including their mobile
telephone number

A only use equipment e.g. mobile
phones, provided by school/service
communicate with children, making
sure that parents have given
permission dr this form of
communication to be used

A only make contact with children for
professional reasons and in
accordance with any school/service
policy

A recognise that text messaging shot
only be used as part of an agreed
protocol and when other forms of
comnunication are not possible

A not use internet or webased
communication channels to send
personal messages to a child/youn
person


http://www.becta.org.uk/

13. Social Contact

Adults should not establish or seek to establish social contact
with pupils for the purpose of securing a friendship or to
pursue or strengthen a relationship. If a pupil or parent seeks
to establish social contact, or if this occurs coincidentally, the
member of staff should exercise her/his professional
judgement in making a response. There will be occasions
when there are social contacts between pupils and staff,
where for example the parent and teacher are part of the
same social circle. These contacts however, will be easily
recognised and openly acknowledged.

Nevertheless, there must be awareness on the part of those
working with children and young people that some social
contacts, especially where these are not common knowledge
can be misconstrued as being part a grooming process. This
can also apply to social contacts made through outside
interests or through the staff member’s own family.

It is recognised that staff can support a parent who may be in
particular difficulty. Care needs to be exercised in those
situations where the parent comes to depend upon the staff
member for support outside their professional role. This
situation should be discussed with senior management and
where necessary referrals made to the appropriate support
agency.

14. Sexual Contact

All adults should clearly understand the need to maintain
appropriate boundaries in their contacts with pupils.
Intimate or sexual relationships between children/young
people and the adults who work with them will be regarded
as a grave breach of trust. Allowing or encouraging a
relationship to develop in a way which might lead to a sexual
relationship is also unacceptable.

Any sexual activity between an adult and the child or young
person with whom they work may be regarded as a criminal
offence and will always be a matter for disciplinary action.
All children and young people are protected by specific legal
provisions in this respect regardless of whether the child or
young person consents or not. The sexual activity referred to
does not just involve physical contact including penetrative
and non-penetrative acts. It may also include non-contact
activities, such as causing children to engage in or watch
sexual activity or the production of pornographic material.
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This means that adults should:

A have no secret social contact with
pupils or their parents

A consider the gpropriateness of the
social contact according to their role
and nature of their work

A always approve any planned social
contact with children or parents with
senior colleagues,

A advise senior management of any
social contact they have with a child
a paent with who whom they work,
which may give rise to concern

A report and record any situation, whic
may place a child at risk or which me
compromise the school/service or th
own professional standing

A be aware that the sending of person:
communicatios such as birthday or
faith cards should always be recorde
and/or discussed with line manager.

A understand that some
communications may be called into
question and need to be justified.

This means that adults should not:

A have sexual relationships with pupil:

A have any form of communication wi
a child or young person which could
be interpreted as sexually suggestivt
or provocative i.e. verbal camnts,
letters, notes, electronic mail, phone
calls, texts, physical contact

A make sexual remarks to, or about, a
child/young person

A discuss their own sexual relationshig
with or in the presence of pupils

This means that adults should:

A ensure that theirelationships with
pupils clearly take place within the



'Working Together to Safeguard Children'?? defines sexual
abuse as “forcing or enticing a child or young person to take
part in sexual activities, whether or not the child is aware of
what is happening”.

There are occasions when adults embark on a course of
behaviour known as 'grooming' where the sole purpose is to
gain the trust of a child, and manipulate that relationship so
sexual abuse can take place. Adults should be aware that
consistently conferring inappropriate special attention and
favour upon a child might be construed as being part of a
'grooming' process and as such will give rise to concerns
about their behaviour.

15. Physical Contact

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.

A 'mo touch' approach is impractical for most staff and will in
some circumstances be inappropriate. When physical contact
is made with pupils this should be in response to their needs
at the time, of limited duration and appropriate to their age,
stage of development, gender, ethnicity and background.
Appropriate physical contact in schools will occur most often
with younger pupils.

It is not possible to be specific about the appropriateness of
each physical contact, since an action that is appropriate with
one child in one set of circumstances may be inappropriate in
another, or with a different child. Staff should therefore, use
their professional judgement at all times.

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 in the school's incident book
and, if appropriate, a copy placed on the child’s file.

Physical contact, which occurs regularly with an individual
child or young person, is likely to raise questions unless the

boundaries of a respectful professio
relationship

A take care that their language or

conduct does not give rise to comme
or speculation. Attitudes, demeanoul
and language all require care and
thought, particularly when members
of staff are dealing with adolescent
boys and girls.

This means that adults shalil

A be aware that even well intentioned

physical contact may be misconstrue
by the child, an observer or by anyor
to whom this action is described
never touch a child in a way which
may be considered indecent

A always be prepared to report and

explain actons and accept that all
physical contact be open to scrutiny

A not indulge in horseplay
A always encourage children, where

possible, to undertake selre tasks
independently

A work within Health and Safety

regulations

A be aware of cultural or religious view

alout touching and always be
sensitive to issues of gender

A understand that physical contact in

some circumstances can be easily
misinterpreted

This means that schools/services shou

A ensure they have a system in place

for recording incidents and the
means by which information about

= Working Together to Safeguard Children .A guide to interagency working to safeguard and promote the

welfare of children HM Government 2006
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justification for this is part of a formally agreed plan (for
example in relation to pupils with SEN or physical
disabilities). Any such contact should be the subject of an
agreed and open school policy and subject to review. Where
feasible, staff should seek the child's permission before
initiating contact. Staff should listen, observe and take note
of the child's reaction or feelings and - so far as is possible -
use a level of contact and/or form of communication which
is acceptable to the child for the minimum time necessary.

The general culture of 'limited touch' should be adapted,
where appropriate, to the individual requirements of each
child. Children with special needs may require more
physical contact to assist their everyday learning. The
arrangements should be understood and agreed by all
concerned, justified in terms of the child's needs, consistently
applied and open to scrutiny.

It is recognised that some children may seek inappropriate
physical contact. Adults should be particularly aware of this
especially when it is known that a child has suffered
previous abuse or neglect. In the child's view, physical
contact might be associated with such experiences and lead
to some actions being misinterpreted. In all circumstances
where a child or young person initiates inappropriate
physical contact, it is the responsibility of the adult to
sensitively deter the child and help them understand the
importance of personal boundaries. Such circumstances must
always be reported and discussed with a senior manager and
the parent/carer.

16. Other Activities that require Physical Contact

Some adults who work in certain settings, for example
sports, drama or outdoor activities or teach specific subjects
such as PE or music, will have to initiate some physical
contact with children, for example to demonstrate
technique in the use of a particular piece of equipment,
adjust posture, or perhaps to support a child so they can
perform an activity safely or prevent injury. Such activities
should be carried out in accordance with existing codes of

23 gection 93 of the Education and Inspections Act 2006

incidents and outcomes can be eas
accessed by senior management
make adults aware of relevant
professional or school/service
guidance in respect of physical
contact with children and meeting
medical needs of pupils where
appropriate

be explicit about what physical
contact is appropriate for adults
working in their setting

provide staff, on a "need to know"
basis, with relevant information
about vulnerable pupils in their care
make staff aware of most recent
government guidace in respect of
physical contact with pupit§ and
meeting medical needs of children
and young people in sch&bl

This means that adults should:

A

treat children with dignity and
respect and avoid contact with
intimate parts of the body

always explain to a child the reasol
why contact is necessary and what
form that contact will take

seek consent of parents where a cl

2 Managing Medicines in schools and early years settings: DCSF/Department of Health 2005
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conduct, regulations and best practice.

Physical contact should take place only when it is necessary
in relation to a particular activity. It should take place in a
safe and open environment i.e. one easily observed by
others and last for the minimum time necessary. The extent
of the contact should be made clear to the parent/carer and
once agreed, should be undertaken with the permission of
the child/young person. Contact should be relevant to their
age or understanding and adults should remain sensitive to
any discomfort expressed verbally or non-verbally by the
child.

Guidance and protocols around safe and appropriate
physical contact are provided by national school/service,
for example sports governing bodies or major arts
school/service, or the school employing school/service
and should be understood and applied consistently. Any
incidents of physical contact that cause concern or fall
outside of these protocols and guidance should be reported
to the senior manager and parent or carer.

It is good practice if all parties clearly understand at the
outset, what physical contact is necessary and appropriate in
undertaking specific activities. Keeping parents/carers,
pupils informed of the extent and nature of any physical
contact may also prevent allegations of misconduct or abuse
arising.

17. Behaviour Management

All pupils have a right to be treated with respect and dignity
even in those circumstances where they display difficult or
challenging behaviour.

Adults should not use any form of degrading treatment to
punish a child. The use of sarcasm, demeaning or insensitive
comments towards pupils is not acceptable in any situation.
Any sanctions or rewards used should be part of a behaviour
management policy which is widely publicised and regularly
reviewed.

The use of corporal punishment is not acceptable and is
unlawful in schools. Whilst there may a legal defence for
parents who physically chastise their children, this does not
extend, in any circumstances, to those adults who work with
or on behalf of pupils.
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or young person is unable to do so
because of a disability.

consider alternatives, wheitas
anticipated that a pupil might
misinterpret any such contact,

be familiar with and follow
recommended guidance and
protocols

conduct activities where they can b
seen by others

be aware of gender, cultural or
religious issues that may need to b
considered prior to initiating
physical contact

This means that schools/services shou

A

have up to date guidance and
protocols on appropriate physical
contact in place that promote safe
practice and include clear
expectations of behaviour and
conduct.

ensure that staff are made aware of
this guidance and that safe practice
continually promoted through
supervision and training.

This means thzadults should:

not use force as a form of punishme
try to defuse situations before they
escalate

inform parents of any behaviour
management techniques used
adhere to the sc
behaviour management policy

be mindful of factors which may
impact wupon a chil
behaviour e.g. bullying, abuse and
where necessary take appropriate
action



Where children display difficult or challenging behaviour,
adults must follow the behaviour policy outlined by their
school or service and use strategies appropriate to the
circumstance and situation. The use of physical intervention
can only be justified in exceptional circumstances and must
be used as a last resort when other behaviour management
strategies have failed.

Where a child has specific needs in respect of particularly
challenging behaviour, a positive handling plan may be
drawn up and agreed by all parties. Only in these
circumstances should an adult deviate from the behaviour
management policy of the school/service.

18. Use of Control and Physical Intervention

There are circumstances in which adults working with
children displaying extreme behaviours can legitimately
intervene by using either non-restrictive or restrictive
physical interventions. This is a complex area and adults and
school/service must have regard to legislation®> and
government guidance??” in the development and
implementation of their own policies and practice.

The use of physical intervention should, wherever possible,
be avoided. It should only be used to manage a child or
young person’s behaviour if it is necessary to prevent
personal injury to the child, other children or an adult, to
prevent serious damage to property or in what would
reasonably be regarded as exceptional circumstances. When
physical intervention is used it should be undertaken in
such a way that maintains the safety and dignity of all
concerned

The scale and nature of any physical intervention must be
proportionate to both the behaviour of the individual to be
controlled and the nature of the harm they may cause. The
minimum necessary force should be used and the techniques
deployed in line with recommended policy and practice.

% Education and Inspections Act 2006 (93)

This means that schools/services shou

A

A

have in place appropriate behaviou
management policies

where appropriate, develop positive
handlingplans in respect of an
individual child or young person.

This means that adults should:

A

A
A

A

adhere to the sc
intervention policy
always seek to defuse situations

always use minimum force for the
shortest period necessary

record and report as soon as possibl
after the event any incident where
physical intervention has heesed.

This means that schools/services shou

have a policy on the use of physica
intervention in place that complies
with government guidance and
legislation and describes the conte»
in which it is appropriate to use
physical intervention

ensure tlat an effective recording
system is pace which allows for
incidents to be tracked and monitor
ensure adults are familiar with the
above

ensure that staff are appropriately

% The use of force to control or restrain pupils: non statutory guidance for schools in England

(DCSF 2007)

’ Screening and searching pupils for weapons: guidance for school staff (DCSF 2007)

-53-



Under no circumstances should physical force or
intervention be used as a form of punishment. The duty of
care which applies to all adults and school/service working
with pupils requires that reasonable measures are taken to
prevent children being harmed. The use of unwarranted
physical force is likely to constitute a criminal offence.

In settings where restrictive physical interventions may need
to be employed regularly, i.e. where adults are working with
children with extreme behaviours associated with learning
disability or autistic spectrum disorders, the employer
should have a policy on the use of such intervention, as part
of a wider behaviour management policy. Individual care
plans, drawn up in consultation with parents/carers and
where appropriate, the child, should set out the strategies
and techniques to be used and those which should be
avoided. Risk assessments should be carried out where it is
foreseeable that restrictive physical intervention may be
required.

In all cases where physical intervention is employed the
incident and subsequent actions should be documented and
reported. This should include written and signed accounts of
all those involved, including the child or young person. The
parents/carers should be informed the same day.

19. Children and Young People in Distress

There may be occasions when a distressed child needs
comfort and reassurance and this may involve physical
contact. Young children, in particular, may need immediate
physical comfort, for example after a fall, separation from
parent etc. Adults should use their professional judgement to
comfort or reassure a child in an age-appropriate way whilst
maintaining clear professional boundaries.

Where an adult has a particular concern about the need to
provide this type of care and reassurance, or is concerned
that an action may be misinterpreted, this should be reported
and discussed with a senior manager and parents/carers.
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trained

This means the adult should:

consider the way in which they offe
comfort and reassurance to a
distressed child and do it in an age
appropriate way

be @rcumspect in offering
reassurance in one to one situatior
but always record such actions in
these circumstances

follow professional guidance or cod
of practice

never touch a child in a way which
may be considered indecent
record and report situationshich
may give rise to concern from eithe
party

not assume that all children seek
physical comfort if they are



20. Intimate Care

Some job responsibilities necessitate intimate physical
contact with children on a regular basis, for example
assisting young children with toileting, providing intimate
care for children with disabilities or in the provision of
medical care. The nature, circumstances and context of such
contact should comply with professional codes of practice or
guidance and/or be part of a formally agreed plan, which is
regularly reviewed. The additional vulnerabilities that may
arise from a physical or learning disability should be taken
into account and be recorded as part of an agreed care plan.
The emotional responses of any child to intimate care should
be carefully and sensitively observed, and where necessary,
any concerns passed to Headteacher or senior managers and
parents/carers.

All children have a right to safety, privacy and dignity when
contact of a physical or intimate nature is required and
depending on their abilities, age and maturity should be
encouraged to act as independently as possible.

The views of the child should be actively sought, wherever
possible, when drawing up and reviewing formal
arrangements. As with all individual arrangements for
intimate care needs, agreements between the child,
parents/carers and the school/service must be negotiated
and recorded.

21. Personal Care

Young people are entitled to respect and privacy at all times
and especially when in a state of undress, changing clothes,
bathing or undertaking any form of personal care. There are
occasions where there will be a need for an appropriate level
of supervision in order to safeguard young people and/or
satisfy health and safety considerations. This supervision
should be appropriate to the needs and age of the young
people concerned and sensitive to the potential for
embarrassment.

Adults need to be vigilant about their own behaviour, ensure

they follow agreed guidelines and be mindful of the needs of
the pupils with whom they work.
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distressed

This means that adults should:

Aadhere to the sc
care guidelines arode of practice

A make other staff aware of the task
being undertaken

A explain to the child what is happenin

A consult with senior managers and
parents/carers where any variation
from agreed procedure/care plan is
necessary

A record the justification for any
variations to the agreed procedure/ci
plan and share this information with
parents

A ensure that any changes to the agre
care plan are discussed, agreed anc
recorded.

This means that adults should:

A avoid any physical contact when
children are in a state of undress

A avoid any visually intrusive behaviou

A where there are changing rooms
announce their intentiof entering

This means that adults should not:

A change in the same place as childre!

A shower or bathe with children

A assist with any personal care task
which a child or young person can



22. First Aid and Administration of Medication

Health and safety legislation places duties on all employers
to ensure appropriate health and safety polices and
equipment are in place and an appropriate person is
appointed to take charge of first-aid arrangements. ~ Any
employee may volunteer to undertake this task but it is not a
contractual requirement and appropriate training should be
given before an individual takes on a role which may require
administering first aid or medication.

Some pupils may need medication during school hours. In
circumstances where children need medication regularly a
health care plan should be drawn up to ensure the safety and
protection of pupils and staff. With the permission of
parents, children should be encouraged to self administer
medication or treatment including, for example any
ointment, sun cream or use of inhalers.

If a member of staff is concerned or uncertain about the
amount or type of medication being given to a pupil, this
should be discussed with the appropriate senior colleague at
the earliest opportunity. When administering first aid,
wherever possible, staff should ensure that another adult is
present, or aware of the action being taken. Parents should
always be informed when first aid has been administered.

There should be due regard to current guidance.282

undertake by themselves

This means that schools/services shou

A

ensure staff understand the extent
and limitations of their role in
applying basic care and hygiene
tasks for minor abrasions and
understand where an injury require
more experienced interviém
ensure there are trained and name
individuals to undertake first aid
responsibilities

ensure training is regularly
monitored and updated

always ensure that arrangements a
in place to obtain parental consent
for the administration of first aid or
medication

This means that adults should:

A

adhere to the sc
for administering first aid or
medication

comply with the necessary reporting
requirements

make other adults aware of the tasl
being undertaken

explain to the child what is

happening.
always act and be seen to act in the
chil dds best int

report and record any administratio
of first aid or medication

have regard to any health plan whic
is in place

always ensure that an appropriate
health/risk assessment is undertake
prior to undertaking certain
activities

8 DfES/DOH Managing Medicine in Schools and Early Years Ref 1448-2005 DCL-EN March

2005
% DfES Guidance for First Aid in School 1988.
http://www.teachernet.gov.uk/wholeschool/healthandsafety/firstaid/
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23. One to One Situations

Every organisations working with or on behalf of children
and young people should consider one to one situations
when drawing up their policies. This includes schools and
other education settings.

It is not realistic to state that one to one situations should
never take place. It is however, appropriate to state that
where there is a need, agreed with a senior manager and/or
parents/carers, for an adult to be alone with a child or young
person, certain procedures and explicit safeguards must be in
place. Adults should be offered training and guidance in the
use of any areas of the workplace which may place
themselves or children in vulnerable situations.

One to one situations have the potential to make
child/young person more vulnerable to harm by those who
seek to exploit their position of trust. Adults working in one
to one settings with pupils may also be more vulnerable to
unjust or unfounded allegations being made against them.
Both possibilities should be recognised so that when one to
one situations are unavoidable, reasonable and sensible
precautions are taken. Every attempt should be made to
ensure the safety and security of pupils and the adults who
work with them.

There are occasions where managers will need to undertake
a risk assessment in relation to the specific nature and
implications of one to one work. These assessments should
take into account the individual needs of the child/young
person and the individual worker and any arrangements
should be reviewed on a regular basis.

Pre-arranged meetings with pupils away from the school
premises should not be permitted unless approval is
obtained from their parent and the Headteacher or other
senior colleague with delegated authority.

24. Home Visits

All work with pupils and parents should, wherever possible,
be undertaken in the school or other recognised workplace,
There are however occasions, in response to urgent or
specific situations where it is necessary to make one-off or
regular home visits.
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This means that adults should:

A ensure that when lone working is an

integral part of their role, full and
appropriate risk assessments have
conducted and agreed.

A avoid meetings with a child or young

person in remote, secluded areas,

A always inform other colleagues and/(

parents/carers about the contact(s)
beforehand, assessing the need to h
them present or close by

A avoid use of 'engaged’ or equivalent

signs wherever possible. Such sign:
may create an opportunity for secrec
or theinterpretation of secrecy

A always report any situation where a

child becomes distressed or angry tc
senior colleague

A carefully consider the needs and

circumstances of the child/children
when in one to one situations

These means that adults should:

A agree the purpose for any home vis

with senior management, unless thi



In these circumstances it is essential that appropriate policies
and related risk assessments are in place to safeguard pupils
and the adults who work with them.

A risk assessment should include an evaluation of any
known factors regarding the child/young person, parents
and others living in the household. Risk factors such as
hostility, child protection concerns, complaints or grievances
can make adults more vulnerable to an allegation. Specific
consideration should be given to visits outside of ‘office
hours” or in remote or secluded locations. Following an
assessment, appropriate risk management measures should
be in place before visits are agreed. Where little or no
information is available, visits should not be made alone.

Where a programme of work is to be undertaken in the home
an appropriate works space should be provided and a
written work plan/contract should be agreed with the pupil
and parent. This should include: clear objectives; content;
timing; and duration of sessions; ground-rules; child
protection and confidentiality statements. The plan should
take into account the preferences of pupil and parent. There
should also be an agreement that the parent or other suitable
adult will remain in the home throughout the session.

Where the situation is such that changes in agreed work
arrangements are required, a quick assessment will be
necessary to determine if the session can continue. The
Headteacher or line manager should then be informed as
soon as is practically possible. Emergency situations should
be reported to the police or social care and to the
Headteacher/parent as appropriate.

25. Transporting Pupils

In certain situations e.g. out of school activities, staff or
volunteers may agree to transport children. A designated
member of staff should be appointed to plan and provide
oversight of all transporting arrangements and respond to
any difficulties that may arise.

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.

There will be occasions when adults are expected or asked to
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is an acknowledged and integral pa
of their role e.g. homaetors

adhere to agreed risk management
strategies

always make detailed records
including times of arrival and
departure and work undertaken
ensure any behaviour or situation
which gives rise to concern is
discussed with their manager and,
where appropri@ action is taken
never make a home visit outside
agreed working arrangements

This means that employers should:

A

ensure that they have home visit ar
loneworking policies of which all
adults are made aware. These shot
include arrangements for risk
assessment and management
ensure that all visits are justified
and recorded

ensure that adults are not exposed
unacceptable risk

ensure that adults have access to €
mobile telephone and an emergenc
contact person

This means that all school/service:

A should have appropriate policies for

transporting pupils

This meanshat adults should:

A

ensure they are fit to drive and free
from any drugs, alcohol or medicine
which is likely to impair judgement



transport children as part of their duties. Adults, who are
expected to use their own vehicles for transporting children
should ensure that the vehicle is roadworthy, appropriately
insured and that the maximum capacity is not exceeded.

It is a legal requirement that all passengers should wear seat
belts and it is the responsibility of the staff member to ensure
that this requirement is met. Adults should also be aware of
current legislation and adhere to the use of car seats for
younger children. Where adults transport children in a
vehicle which requires a specialist license/insurance e.g.
PCV or LGV*- staff should ensure that they have an
appropriate licence and insurance to drive such a vehicle.

It is inappropriate for adults to offer lifts to a child or young
person outside their normal working duties, unless this has
been brought to the attention of the line manager and has
been agreed with the parents/carers.

There may be occasions where the child or young person
requires transport in an emergency situation or where not to
give a lift may place a child at risk. Such circumstances must
always be recorded and reported to a senior manager and
parents/carers.

26. Educational Visits and After-School Activities

Adults should take particular care when supervising pupils
on trips and outings, where the setting is less formal than the
usual workplace. Adults remain in a position of trust and
need to ensure that their behaviour remains professional at
all times and stays within clearly defined professional
boundaries. .

Where out of school activities include overnight stays, careful
consideration needs to be given to sleeping arrangements.
Children, young people, adults and parents should be
informed of these prior to the start of the trip. In all
circumstances, those organising trips and outings must pay
careful attention to ensuring safe staff/child ratios and to the
gender mix of staff especially on overnight stays.

Health and Safety arrangements require members of staff to
keep colleagues/employers aware of their whereabouts,

%9 For further information see www.dvla.gov.uk
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and/ or ability to drive

A be aware that the safety and welfare
the child is their responsibility until
they are safg passed over to a
parent/carer

A record details of the journey in
accordance with agreed procedures

A ensure that their behaviour is
appropriate at all times

A ensure that there are proper
arrangements in place to ensure
vehicle, passenger and driver safet
This includes having proper and
appropriate insurance for the type of
vehicle being driven

A ensure that any impromptu or
emergency arrangements of lifts are
recorded and can be justified if
guestioned

This means that adults should:

A always have another adult present ir
out of workplace activities, unless
otherwise agreed with a senior
manager

A undertake risk assessments in line
with their schoo
where applicable

A have parental consent to the activity

A ensure that their behaviour remains
professional at all times(see section

A never share beds Witn child/pupils.

A not share bedrooms unless it involve
a dormitory situation and the
arrangements have been previously
discussed with senior manager,
parents and pupils


http://www.dvla.gov.uk/

especially when involved in activities outside the usual
workplace.

27. Photography and Videos

Working with pupils may involve the taking or recording of
images. Any such work should take place with due regard to
the law and the need to safeguard the privacy, dignity, safety
and well being of pupils. Informed written consent from
parents or carers and agreement, where possible, from the
child or young person, should always be sought before an
image is taken for any purpose.

Careful consideration should be given as to how activities
involving the taking of images are organised and
undertaken. Care should be taken to ensure that all parties
understand the implications of the image being taken
especially if it is to be used for any publicity purposes or
published in the media, or on the Internet. There also needs
to be an agreement as to whether the images will be
destroyed or retained for further use, where these will be
stored and who will have access to them.

Adults need to remain sensitive to any children who appear
uncomfortable, for whatever reason, and should recognise
the potential for such activities to raise concerns or lead to
misunderstandings.

It is not appropriate for adults to take photographs of
children for their personal use.

It is recommended that when using a photograph the
following guidance should be followed:

e if the photograph is used, avoid naming the pupil

e if the pupil is named, avoid using their photograph

e schools should establish whether the image will be
retained for further use

e images should be securely stored and used only by those
authorised to do so.

28. Access to Inappropriate Images and Internet Usage
There are no circumstances that will justify adults possessing

indecent images of children. Adults who access and possess
links to such websites will be viewed as a significant and
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This means that adults should:

A be clear about the purpose of the
activity and about what will happen
to the images when the activity is
concluded

A be able to justify images of children
in their possession

A avoid making images in one to one
situations or which show a single
child with no surrounding context

A ensure the childgung person
understands why the images are
being taken and has agreed to the
activity and that they are
appropriately dressed.

A only use equipment provided or
authorised by the school

A report any concerns about any
inappropriate or intrusive
photographs foush

A always ensure they have parental
permission to take and/or display
photographs

This means that adults should not:

A display or distribute images of
children unless they have consent 1
do so from parents/carers

A use images which may cause distr

A usemobile telephones or any other
similar devices to take images of
children

A take images 0in
images in situations that may be
construed as being secretive.

This means that schools/services shou

A have clear-safety policies in place



potential threat to children. Accessing, making and storing
indecent images of children is illegal. This will lead to
criminal investigation and the individual being barred from
working with pupils, if proven.

Adults should not use equipment belonging to their
school/service to access adult pornography; neither should
personal equipment containing these images or links to them
be brought into the workplace. This will raise serious
concerns about the suitability of the adult to continue to
work with children.

Adults should ensure that pupils are not exposed to any
inappropriate images or web links. School/service and
adults need to ensure that internet equipment used by
children have the appropriate controls with regards to access.
e.g. personal passwords should be kept confidential.

Where indecent images of children or other unsuitable
material are found, the police and Local Authority
Designated Officer (LADO) should be immediately
informed. Adults should not attempt to investigate the
matter or evaluate the material themselves, as this may lead
to evidence being contaminated which in itself can lead to a
criminal prosecution.

29. Overnight Supervision and Examinations

There are occasions during exam periods when timetables
clash and arrangements need to be made to preserve the
integrity of the examination process. In these circumstances,
staff may be asked to volunteer to supervise students
perhaps in their own homes.

Most Local Authorities, professional bodies and teaching
unions do not endorse this practice. Where there are no staff
volunteers, the examination awarding bodies allow for
alternative supervisory arrangements to be made.
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about access to and use of the
internet

A make guidance available to both
adults and pupils about appropriate
usage.

This means that adults should:

A follow their sch
on the use of IT equipment

A ensure that children are not expose
to unsuitable material on the
internet

A ensure that any films or material
shown to pupils are age appropriat

This means that:

A afull health and safety risk
assessment should have been
undertaken

A all members of the household shoulc
have the appropriate checks made.

A all arrangements should be made in
partnership and agreement with the
student and parents/carers

A arrangements involvig one to one
supervision should be avoided
wherever possible.

A staff should have regard to any
guidance that exists

A as much choice, flexibility and conta
with ‘'the outside world’, should be
incorporated into any arrangement s
far as is consistent with gpopriate
supervision

A whenever possible, independent



30. Curriculum

Many areas of the curriculum can include or raise subject
matter which is sexually explicit, or of an otherwise sensitive
nature. Care should be taken to ensure that resource
materials cannot be misinterpreted and clearly relate to the
learning outcomes identified by the lesson plan. This plan
should highlight particular areas of risk and sensitivity and
care should especially be taken in those areas of the
curriculum where wusual boundaries or rules are less
rigorously applied, ie drama

The curriculum can sometimes include or lead to unplanned
discussion about subject matter of a sexually explicit or
otherwise sensitive nature. Responding to pupils' questions
can require careful judgement and staff may wish to take
guidance in these circumstances from a senior member of
staff.

Care should also be taken to abide by the governing body's
required policy on sex and relationships education and the
wishes of parents. Parents have the right to withdraw their
children from all or part of any sex education provided (but
not from the biological aspects of human growth and
reproduction necessary under the science curriculum)

31. Whistle blowing

Whistle blowing is the mechanism by which adults can voice
their concerns, made in good faith, without fear of
repercussion. Each employer should have a clear and
accessible whistle blowing policy that meets the terms of the
Public Interest Disclosure Act 1998. Adults who use
whistleblowing procedure should be made aware that their
employment rights are protected.

Adults should acknowledge their individual responsibilities
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oversight of arrangements should be
made

A any situation which gives rise to
complaint, disagreement or
misunderstanding should be reporte

A LEAs and schools should ensure the
all arrangements reflect a tuof care
towards pupils and staff

This means that adults should:

A have clear written lesson plans

A take care when ena@ging pupils
to use self expression, not to
overstep personal and profession:
boundaries

A be able to justify all curriculum
materials and relate these to clearl
identifiable lessons plans.

This means that adults should not:

A enter into or encourage appropriate
discussions about sexual activity or
any behaviours which may offend o
harm others

This means that schools/services shou

A ensure they have appropriate
whistle-blowing policies in place

A ensure that they have clear
procedures for dealing with
allegations against staff which are |
line with their Local Safeguarding
Chil dren Boar dos



to bring matters of concern to the attention of senior
management and/or relevant external agencies. This is
particularly important where the welfare of children may be
at risk.

32. Sharing Concerns and Recording Incidents

Individuals should be aware of their school/service’s child
protection procedures, including procedures for dealing with
allegations against adults. All allegations must be taken
seriously and properly investigated in accordance with local
procedures and statutory guidance. Adults who are the
subject of allegations are advised to contact their professional
association.

In the event of any allegation being made, to someone other
than a manager, information should be clearly and promptly
recorded and reported to a senior manager without delay.

Adults should always feel able to discuss with their line
manager any difficulties or problems that may affect their
relationship with pupils so that appropriate support can be
provided or action can be taken.

It is essential that accurate and comprehensive records are

maintained wherever concerns are raised about the conduct
or actions of adults working with or on behalf of pupils.
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This means that adults should:

A

report any behaviour by colleague
that raises concern regardless of
source

This means that adults:

A

should be familiar with their
school /servicebo
recording concerns

should take responsibility for
recording any incident, and passin
on that information where they ha\
concens about any matter
pertaining to the welfare of an
individual in the workplace

This means that schools/services:

A

should have an effective, transpare
and accessible system for recordini
and managing concerns raised by
any individual in the workplace
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APPENDIX 1

This (Education) document has now been adapted for use by a generic audience and
other versions are being developed which relate to specific disciplines/agencies.

- This document

Additional
Sections
may include
for e.g.

Amoredetail M W W W W

about lupt
informal . Erﬂuiy.

activities

a.KNm

Based on .:C(Htltcag’lhi| Serris

thesame (I B B B B

format, a

separate ARAEN

document

might be !)C!I !ir! Additional sections
more BB BB may include for e.g.
useful.

AResidential Care
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Additional
Sections may
include for e.g

APhysicaI
examinations

Additional
sections may
include for e.g.:

Astop and Search



APPENDIX 2

This generic document can be used to support safer recruitment and selection

practices, induction and on-going training programmes and where necessary,
disciplinary and child protection procedures.

Guidance
amended
and adapted

Guidance

sent out with

letter of appointmen
Staff asked to si

M Ust_ed b/yD_Strgtle_gy ¥ Gui@afice Used as part of

eetings/Disciplinary _
Investigations | 'iqusé_i‘el rlg]drl;%tqlr?]rés

exploring d&insuitabilityd Practice prog

$

Used to remind

R Included on
individuals o

. Training
of required

. Programmes
behaviours

4
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