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Non-emergency
Buntingford Police Station (Local
Police)
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staff & governors
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0207 340 7264

0300 123 4043
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01992 533 330
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Childline
NSPCC Helpline
Disclosure and Barring
Service
The Children’s Rights
Director for England

PO Box 181, Darlington, DL1 9FA

0800 1111
0808 8005000
01325 953795

Roger Morgan

0800 528 0731
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SECTION A: TERMS OF REFERENCE
A1 Terminology
Throughout this Policy, the Designated Safeguarding Lead (DSL) for St Edmund’s College is the Assistant
Head (Pastoral) and the Designated Safeguarding Lead (DSL) for St Edmund’s Prep School is the Deputy
Head of St Edmund’s Prep School. There is a designated member of staff who is responsible for Child
Protection matters in the EYFS setting.
For both St Edmund’s College and St Edmund’s Prep School, the Designated Senior Manager (DSM) is
the Headmaster of St Edmund’s.
There is a School Governor with specific responsibility for Child
Protection.
Personnel:
College:
Designated Safeguarding Lead:
Deputy Designated Safeguarding Lead:

Mr G West (Overarching responsibility College & Prep)
Miss M-C Simon

Prep:
Designated Safeguarding Lead:
Deputy Designated Safeguarding Lead:
EYFS Designated Safeguarding Lead:

Dr F McLauchlan
Ms V Penfold
Ms V Penfold

College & Prep:
Designated Senior Manager:

Mr M Mostyn

School Governor:

Mrs J Ranzetta

Safeguarding and promoting the welfare of children is defined as:
•
•
•
•

Protecting children from maltreatment;
Preventing impairment of children’s mental health and physical health or development;
Ensuring children grow up in circumstances consistent with the provision of safe and effective care;
Taking action to enable all children to have the best outcomes.
(Working Together to Safeguard Children)

Child protection refers to the processes undertaken to protect children who have been identified as
suffering, or being at risk of suffering significant harm.
Staff refers to all those working for or on behalf of the school, full time or part time, including supply staff,
in either a paid or voluntary capacity.
Child refers to any young person who has not yet reached their 18th birthday. However, the policy covers
all students, including those who are over the age of 18, in line with the school duty of care to all its students,
including those already 18.
Parent refers to birth parents and other adults who are in a parenting role, for example step-parents, foster
carers and adoptive parents.
School refers to St Edmund’s College & Prep.
4
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HSCP refers to Hertfordshire Safeguarding Children Partnership
PSHE refers to Personal, Social and Health Education
A2 Related safeguarding portfolio policies:
•
•
•
•
•
•
•
•
•
•
•

Behaviour
Code of Conduct for Staff
Complaints procedure
Grievance and Disciplinary
Prevention of Bullying
Prevention of Cyberbullying
Safer Recruitment and Selection
SEN
Restraint and Physical Intervention
Whistle blowing
ICT and E-Safety Policy
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A3 Policy Statement:

Rooted in Christ and Catholic tradition and under the guidance of its patron, St Edmund’s aims to
realise the God-given potential, in body, mind and spirit, of all members of its community through
service and leadership.
Avita Pro Fide
St Edmund’s is committed to ensuring the welfare and protection of children in their care and this
commitment is a fundamental part of the role of every employee.
The Governors and staff believe that the very highest priority must be given at all times to our moral and
statutory duty to safeguard and promote the welfare and safety of our students. In line with our Mission
Statement we aim to be a community with an ethos in which students feel secure, valued and listened to,
and in which their views are taken seriously and responded to appropriately.
Child abuse is an unacceptable aspect of society. St Edmund’s believes that children should be
protected from abuse in all its forms. Safeguarding is defined as protecting children from maltreatment,
preventing impairment of health and/or development, ensuring that children grow up in the provision of safe
and effective care and optimising children's life chances
Safeguarding and promoting the welfare of children is everyone’s responsibility. Everyone who comes
into contact with children and their families and carers has a role to play in safeguarding children. In order
to fulfil this responsibility effectively, all professionals should make sure their approach is child-centred.
This means that they should consider, at all times, what is in the best interests of the child.
Everyone who comes into contact with children and their families has a role to play in safeguarding children,
identifying concerns, sharing information and taking prompt action where necessary. College and Prep staff
are particularly important as they are in a position to identify concerns early and provide help for children, to
prevent concerns from escalating. We form part of the wider safeguarding system for children. This system
is described in statutory guidance Working Together to Safeguard Children 2018 (updated February 2019).
It is incumbent upon us to work with social care, the police, health services and other services to promote
the welfare of children and protect them from harm.
This Safeguarding & Child Protection Policy forms part of a portfolio of policies which relate to the
safeguarding responsibilities of the school. In particular, this policy should be read in conjunction with the
portfolio of safeguarding policies including the Safer Recruitment and Selection Policy, Behavioural
Standards Policy, Anti Bullying Policy and Whistle Blowing Policy. These policies will be reviewed annually,
unless an incident or new legislation or guidance suggests the need for an interim review.
St Edmund’s College and St Edmund’s Prep School strive to provide the very highest standards of
education and pastoral support for the children in its care. They recognise both its legal and its moral
responsibilities for the care and protection of all children. We will operate safe recruitment procedures at all
times in accordance with Hertfordshire and local inter-agency procedures. If a concern arises over the
welfare of a child, we will adhere to the Hertfordshire Safeguarding Children Partnership (HSCP)
procedures which can be found at https://www.hertfordshire.gov.uk/services/Childrens-social-care/Childprotection/Hertfordshire-Safeguarding-Children-Partnership/hscp.aspx and
http://hertsscb.proceduresonline.com/
St Edmund’s College and St Edmund’s Prep School will have regard to and comply with (unless exceptional
circumstances arise):
o

Section 157 and 175 of Education Act 2002 and the Education (Independent Schools
Standards) (England) Regulations 2003 which require proprietors of independent schools
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(including academies and city technology colleges) to have arrangements to safeguard
and promote the welfare of children who are pupils at the school.
Keeping Children Safe in Education Sept 2020
Working Together to Safeguard Children 2018 (updated February 2019)
Hertfordshire Guidelines for Child Protection
Archdiocese Guidelines for Child Protection
Requirements of Independent Schools Inspectorate
“Safeguarding Children and Safer Recruitment in Education”
“Dealing with allegations of abuse against teachers and other staff”
Prevent Duty Guidance, issued under section 29 of the Counter Terrorism Security Advisors,
updated April 2019
Section 36(7) and section 38(6) of the CTSA 2015 in respect of Channel
Other legislation and publications as appropriate.

All College and Prep staff (including volunteers) are expected to have read at least Part 1, including
Annex A of the statutory Government Guidance Keeping Children Safe in Education. This document is
provided to all staff each time it changes, and to new staff as part of their induction,

7
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A4 Overview of Safeguarding & Child Protection Policy
If a concern arises over the welfare of a child, the School has a legal obligation to follow current
child protection procedures. Sometimes this will mean sharing our concerns with Social Services
or other agencies before contacting parents if we feel this is in the best interest of the child's
safety. Our belief is that it is better to be overcautious than to risk harm being caused to a child.
Where appropriate an appropriate member of staff will try to discuss those concerns openly with the
parents/carers and we will work as closely as possible in partnership with them to find a solution.
The Assistant Head (Pastoral) (College) and Deputy Head (Prep), as DSLs, have the responsibility
for co-ordinating Child Protection procedures within St Edmund’s College and St Edmund’s Prep
School and liaising with other agencies. Where the DSL is not available for any reason, the
Designated Deputy Safeguarding Lead (Assistant Head (Community Life)) for St Edmund’s College
or Assistant Head St Edmund’s Prep School) will assume the role of DSL. The Deputy DSL for St
Edmund’s Prep School is the designated person for Child Protection matters in the EYFS setting.
The Assistant Heads and Deputy Heads have been trained in Child Protection matters and this
training in Child Protection and inter-agency working will be updated every two years.
All teaching and non-teaching staff must be alert to signs of abuse. Training will be provided for the
Headmaster (DSM) and for all staff, which will be updated every three years if face to face training or
updated every two years if completed online. All part-time and voluntary staff are made aware of
Child Protection procedures through induction (refer to B3 Training section) and through the use
of the ‘Visiting Staff Child Protection Information Leaflet’ (see appendix 2) given to all staff
containing the basic details of Child Protection procedures in St Edmund’s College and St
Edmund’s Prep School. Our staff are aware of our procedures for handling suspected cases of the
abuse of students, including procedures to be followed if a member of staff is the person suspected
through the arrangements of this policy.
There are different referral systems:
• disclosure from a student or concern raised by a member of staff about a student (refer to
section C2 – Dealing with a Disclosure)
• allegations against staff (refer to section C10 – Allegations involving SEC and SEP staff,
including volunteers and supply staff)
Parents are made aware of the School’s arrangements for Child Protection through this policy and
of the fact that in the interests of the child this may require cases to be reported to the Education
and Social Services Departments without the parents themselves being informed.
Heads of House are briefed on action to take should they receive allegations of abuse and they
receive a leaflet to remind them.

What College and Prep staff should do if they have a concern about a child
If staff members have concerns about a child they should raise these with the Designated
Safeguarding Lead. The safeguarding lead will usually decide whether to make a referral to children’s
social care, but it is important to note that any staff member can refer their concerns to children’s
social care directly. Where a child and family would benefit from coordinated support from more than
one agency (for example education, health, housing, police) there should be an inter-agency
assessment. These assessments should identify what help the child and family require to prevent
needs escalating to a point where intervention would be needed via a statutory assessment under
the Children Act 1989. The early help assessment should be undertaken by a lead professional who
8
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could be a teacher, special educational needs coordinator, General Practitioner (GP), family support
worker, and/or health visitor.

Where a child is suffering significant harm, or is likely to do so, action should be taken
to protect that child. This will involve reporting to children’s social care (and if
appropriate the police) immediately. Staff should report to the DSL, who can make a
referral to Children’s Social Care and/or the police if a crime has been committed.
Anybody can make a referral, but the DSL should be informed as soon as possible. The
referral should be made as soon as possible, immediately or at least within 24 hours or
one working day.

It is important for children to receive the right help at the right time to address risks and prevent issues
escalating. Research and Serious Case Reviews have repeatedly shown the dangers of failing to
take effective action. Poor practice includes: failing to act on and refer the early signs of abuse and
neglect, poor record keeping, failing to listen to the views of the child, failing to re-assess concerns
when situations do not improve, sharing information too slowly and a lack of challenge to those who
appear not to be taking action.
The Department for Education has produced advice What to do if you are worried a child is being
abused 2015- Advice for practitioners to help practitioners identify child abuse and neglect and take
appropriate action in response.
Where information needs to be shared, the School will have regard to the Data Protection Act 1998.
However, this will not act as a barrier to promoting the welfare and protecting the safety of children.
Action should also be taken to promote the welfare of a child in need of additional support, even if
they are not suffering harm or are at immediate risk. This will lead to inter-agency processes using
local processes. Staff should report to the DSL, who will refer to Children’s Social Care within 24
hours or within one working day A child in need is defined under section 17(10) of the Children Act
1989, as a child who is unlikely to achieve or maintain a reasonable level of health or development,
or whose health or development is likely to be significantly or further impaired, without the provision
of services; or a child who is disabled.
What School staff should do if they have concerns about another staff member
If staff members have concerns about another staff member then this should be referred to the
Headmaster. Where there are concerns about the Headmaster, this should be referred to the Chair
of Governors. Where there are concerns about the Chair of Governors, this should be referred to
the police or directly to the LADO. Full details can be found in Part 4 of Keeping Children Safe in
Education.
What School staff should do if they have concerns about safeguarding practices within St
Edmund’s College & Prep School.
Staff and volunteers should feel able to raise concerns about poor or unsafe practice and potential
failures in School’s safeguarding regime. The School has a whistleblowing policy. This is referred
to during staff briefings and as part of new staff induction. Through this, staff can raise concerns
and these will be taken seriously by the School.
Where a staff member feels unable to raise the issue with their employer or feels that their genuine
concerns are not being addressed, other whistleblowing channels may be open to them. For
9
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example, the NSPCC whistleblowing helpine (0800 028 0285 or help@nspcc.org.uk or
https://www.nspcc.org.uk/what-you-can-do/report-abuse/dedicated-helplines/whistleblowingadvice-line/)
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A5 Roles & Responsibilities
The Headmaster: the Designated Senior Manager (DSM)
•
•
•
•
•
•

ensures that the Safeguarding & Child Protection policy and procedures are implemented
and followed by all staff;
allocates sufficient time and resources to enable the DSLs and DDSLs to carry out their
roles effectively, including the assessment of students and attendance at strategy
discussions and other necessary meetings;
ensures that all staff feel able to raise concerns about poor or unsafe practice and that
such concerns are handled sensitively and if necessary in accordance with the whistle
blowing procedures;
Contact the Local Authority Designated Officer (LADO) for concerns about staff members,
including volunteers;
Ensure that contact is made with the Disclosure and Barring Service where a person is
dismissed or has left due to risk/harm to a child
Contact the Police in cases where a crime may have been committed.

The Designated Safeguarding Lead (DSL) – Child Protection Officer
Throughout this note, reference to the DSL refers to the Child Protection Officer who takes
lead responsibility for safeguarding and child protection and online safety. The DSL must be
appropriately trained and have an understanding of HSCP procedures.
The broad areas of responsibility for the designated safeguarding lead are:
Manage referrals
The designated safeguarding lead is expected to:
•

Refer cases of suspected abuse to the local authority children’s social care as
required;

•

Support staff who make referrals to local authority children’s social care;

•

Refer cases to the Channel programme where there is a radicalisation concern as
required;

•

Support staff who make referrals to the Channel programme;

•

Refer cases where a person is dismissed or left due to risk/harm to a child to the
Disclosure and Barring Service as required; and
• Refer cases where a crime may have been committed to the Police as required. NPCCWhen to call the police should help designated safeguarding leads understand when they
should consider calling the police and what to expect when they do.
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Work with others
•

Liaise with the Head to inform him or her of issues especially
ongoing enquiries under section 47 of the Children Act 1989 and police investigations;

•

As required, liaise with the “case manager” (as per Part four) and the designated officer(s) at the local
authority for child protection concerns (all cases which concern a
staff member); and

•

Liaise with staff on matters of safety and safeguarding and when deciding whether to make a referral
by liaising with relevant agencies. Act as a source of support, advice
and expertise for staff.

Undertake training
The designated safeguarding lead and any deputies will undergo training to provide them with the
knowledge and skills required to carry out the role. This training will be
updated at least every two years.
The designated safeguarding lead will undertake Prevent awareness training.
In addition to the formal training set out above, their knowledge and skills will be refreshed (this might be
via e-bulletins, meeting other designated safeguarding leads, or simply taking time to read and digest
safeguarding developments) at regular intervals, as required, but at least annually, to allow them to
understand and keep up with any developments relevant to their role so they:
•

Understand the assessment process for providing early help and intervention, for example through
locally agreed common and shared assessment processes such as early help assessments;

•

Have a working knowledge of how local authorities conduct a child protection case conference
and a child protection review conference and be able to attend and contribute to these effectively
when required to do so;

•

Ensure each member of staff has access to and understands the School’s child protection policy and
procedures, especially new and part time staff;

•

Are alert to the specific needs of children in need, those with special educational needs and
young carers;

•

Are able to keep detailed, accurate, secure written records of concerns and referrals;

•

Understand and support the School with regards to the requirements of the Prevent duty and are able
to provide advice and support to staff on protecting children from the risk of radicalisation;

•

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

•

Encourage a culture of listening to children and taking account of their wishes and feelings,
among all staff, in any measures the School may put in place to protect them.

13

SEC & SEP SAFEGUARDING & CHILD PROTECTION POLICY
Raise Awareness
•

The designated safeguarding lead should ensure the School’s child protection policies are
known, understood and used appropriately;

•

Ensure the School’s child protection policy is reviewed whenever necessary and at least
annually and the procedures and implementation are updated and reviewed regularly, and
work with governing bodies or proprietors regarding this;

•

Ensure the child protection policy is available publicly and parents are aware of the fact that referrals
about suspected abuse or neglect may be made and the role of the School in this; and

•

Link with the local HSCP to make sure staff are aware of training opportunities and the latest local
policies on safeguarding.

Child protection file
•

Where children leave the School ensure their child protection file is transferred to the new
School as soon as possible. This should be transferred separately from the main student
file, ensuring secure transit and confirmation of receipt should be obtained.

Availability
•

During term time the designated safeguarding lead (or a deputy) will always be available (during
School hours) for staff in the School to discuss any safeguarding concerns.

The Deputy Designated Safeguarding Lead (DDSL)
The Deputy Designated Safeguarding Leads are appropriately trained and, in the absence of the DSL,
carry out those functions necessary to ensure the ongoing safety and protection of students. In the event
of the long-term absence of the DSL, the Deputy DSL will assume all of the functions above.
The Governing Body
The Governing body must ensure that they comply with their duties under legislation. They must also have
regard to the guidance Keeping children safe in education to ensure that the policies, procedures and
training in their School are effective and comply with the law at all times. There is a Governor responsible
for taking leadership responsibility for the School’s safeguarding arrangements.
The Governing body ensures that:
•

•
•
•

there are appropriate policies and procedures in place in order for appropriate action to be taken in
a timely manner to safeguard and promote children’s welfare. These include: an effective child
protection policy and a staff code of conduct, which are updated whenever necessary and at least
annually. Also, that they are also publicly available and provided to all staff, including temporary
teachers, supply staff and volunteers
a DSL for Child Protection is appointed, who is a member of the senior leadership team and who has
undertaken training in inter-agency working, in addition to basic Child Protection training, this person
will undertake the role of safeguarding lead
the College and Prep contributes to inter-agency working in line with statutory guidance Working
Together to Safeguard Children 2018 (updated February 2019)
safeguarding arrangements take into account the procedures and practice of the local authority as
part of the inter-agency safeguarding procedures put in place by the Hertfordshire Safeguarding
Children Partnership (HSCP)
14

•
•
•
•
•
•
•
•
•
•
•

SEC & SEP SAFEGUARDING & CHILD PROTECTION POLICY
safeguarding arrangements are reviewed annually and the policy made available to parents through
the website and upon request
one of its members is nominated to liaise with the local authority and/or partner agencies on issues
of child protection and in the event of allegations of abuse made against the Headmaster, or member
of governing body of an independent school
there is a training strategy that ensures all staff, including the Headmaster, receive Child Protection
training, with refresher training at three-yearly intervals and that the DSLs should receive refresher
training at two-yearly intervals
people who pose a risk of harm are prevented from working with children by adhering to statutory
responsibilities to check staff who work with children, taking proportionate decisions on whether to
ask for any checks beyond what is required; and ensuring volunteers are appropriately supervised
there are procedures in place to handle allegations against members of staff, including the
Headmaster, and volunteers and supply staff
there are procedures in place to handle allegations against other children
There are safeguarding responses to children who go missing from education, particularly on repeat
occasions.
the child’s wishes or feelings are taken into account when determining what action to take and what
services to provide to protect individual children through ensuring there are systems in place for
children to express their views and give feedback
members do not promise confidentiality to the child and always act in the interests of the child
a teacher is appointed to promote the educational achievement of children who are looked after and
to ensure that this person has appropriate training and that staff have the skills, knowledge and
understanding necessary to keeping looked after children safe
appropriate safeguarding responses to children who go missing are put in place, particularly on
repeat occasions, to help identify any risk of abuse and neglect including sexual abuse or
exploitation and to help prevent the risks of their going missing in future.

DSL
Further notes:
A Governor is appointed as Child Protection Governor (CPG) who has specific responsibility for Child
Protection. At each meeting of the Academic Sub-Committee of the Governors, there is a standing agenda
item on Child Protection. The DSLs and DSM report to Governors under this heading any incidents that
have occurred and the effectiveness/outcome of the action taken. A report is compiled annually by the
DSL and the CPG and this is then reported to the full Board of Governors for discussion which will be
carefully minuted, including any actions which need taking The Policy itself is reviewed annually by the
Academic Sub-Committee of Governors. It is important that any deficiencies or weaknesses found in this
policy are remedied without delay and the fact that they have been remedied should be reported at the
formal review. The full board approve the findings of the annual review.
The Chair of the Governing body is nominated as the person responsible for liaising with the local authority
and other agencies in the event of an allegation being made against the Head.
The DSLs are nominated as the safeguarding leads for the College and Prep and teachers are nominated
to promote the educational achievement of children who are looked after.
School Staff:
Liaise with the Designated Safeguarding Lead regarding any matter which may be a cause for
concern regarding the welfare of a child.
Be prepared to identify children who may benefit from early help; providing support as soon as a
problem emerges at any point in the child’s life, from the foundation years through to the teenage
years. All staff should be particularly alert to the potential need for early help for a child who:
• is disabled and has specific additional needs;
• has special educational needs (whether or not they have a statutory Education, Health and
Care Plan);
• is a young carer
15
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is showing signs of being drawn in to anti-social or criminal behaviour, including gang
involvement and association with organised crime groups;
is frequently missing/goes missing from care or from home;
is at risk of modern slavery, trafficking or exploitation;
is at risk of being radicalised or exploited;
is in a family circumstance presenting challenges for the child, such as drug and alcohol
misuse, adult mental health issues and domestic abuse;
is misusing drugs or alcohol themselves
has returned home to their family from care; and
is privately fostered child.

Follow the School procedures and if necessary referral processes set out in paragraphs 38-47 of
Keeping Children Safe in Education.
Maintain public trust in the teaching profession as part of their professional duties
Be aware of systems within the School which support safeguarding including:
• The Safeguarding and Child Protection Policy;
• The staff Code of Conduct and Good Practice Guidelines
• The role of the Designated Safeguarding Lead.
Ensure that their safeguarding and child protection training is regularly updated.
Be aware of the process for making referrals to children’s social care and for statutory assessments
under the Children Act 1989 that may follow a referral, along with the role they might be expected to
play in such assessments.
Know what to do if a child tells them he/she is being abused or neglected. Staff should know how to manage
the requirement to maintain an appropriate level of confidentiality whilst at the same time liaising with relevant
professionals such as the Designated Safeguarding Lead and children’s social care.
Never promise a child that they will not tell anyone about an allegation- as this may ultimately not be in the
best interests of the child.
All School staff members should be aware of the signs of abuse and neglect so that they are able to
identify cases of children who may be in need of help or protection.
Maintain an attitude of ‘it could happen here’ where safeguarding is concerned. When concerned
about the welfare of a child, staff members should always act in the best interests of the child.
Knowing what to look for is vital to the early identification of abuse and neglect. If staff members are
unsure they should always speak to the designated safeguarding lead.

SECTION B – PREVENTION & SAFEGUARDING
B1 Good Practice Guidelines
16
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To meet and maintain our responsibilities towards students we need to agree standards of good practice.
Good practice includes:
•
•
•
•
•
•
•
•
•
•
•

treating all students with respect
setting a good example by conducting ourselves appropriately
involving students in decisions that affect them
encouraging positive and safe behaviour among students
being a good listener
being alert to changes in students’ behaviour
recognising that challenging behaviour may be an indicator of abuse
reading and understanding our Safeguarding & Child Protection policy and guidance documents
on wider safeguarding issues, for example bullying, physical contact and information-sharing
asking the student’s permission before doing anything for them of a physical nature, such as
assisting with dressing, physical support during PE or administering first aid
maintaining appropriate standards of conversation and interaction with and between students
and avoiding the use of sexualised or derogatory language
being aware that the personal and family circumstances and lifestyles of some students lead to
an increased risk of abuse.

B2 Abuse of trust
All our staff are aware that inappropriate behaviour towards students is unacceptable and that their conduct
towards students must be beyond reproach.
In addition, staff should understand that, under the Sexual Offences Act 2003, it is an offence for a person
over the age of 18 to have a sexual relationship with a person under the age of 18, where that person is in
a position of trust, even if the relationship is consensual. This means that any sexual activity between a
member of the school staff and a student under 18 may be a criminal offence, even if that student is over the
age of consent.
The Code of Conduct Policy sets out our expectations of staff, with reference to the ‘Guidance for Safer
Working Practices’ document (see Appendix 1).
B3 Training
It is important that all staff have training to enable them to recognise the possible signs of abuse and
neglect and to know what to do if they have a concern. New staff, including temporary and volunteer staff and
Governors will receive training during their induction. During this induction, they will be informed of the
identities of the DSLs, and the DSM. The DSL will go through with them the Hertfordshire safeguarding
and Child Protection presentation (they also receive a copy of this for future reference). They will also
be given SEC quick reference guides, guidance of good practice for staff, a copy of the cause for
concern referral form and a copy of part one of Keeping Children safe in Education.
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All staff, including the Head and Governors will receive training that is updated at least every three years
and the DSLs and DDSLs will receive training updated at least every two years, including training in interagency procedures. Supply staff and other visiting staff will be given St Edmund’s
‘Visiting Staff Child Protection Information Leaflet’ (see: appendix 2).
•

•
•
•
•
•
•

The Designated Safeguarding Leads have undertaken child protection training and training in
inter-agency working and will attend refresher training at two yearly intervals. The Deputy
Designated Safeguarding Leads with responsibilities for child protection issues, as detailed in this
policy, also undertake this same training.
The Headmaster and staff undertake training in child protection and safeguarding and this is
updated at least every three years.
At least once a year, all staff and volunteers who work in the school are reminded of the provisions
in this Child Protection and Safeguarding Policy, including online safety. Further information
regarding Online Safety is provided in Annex C of KCSIE.
Every recruitment panel includes at least one member of staff who has undergone safer
recruitment training with refresher training every five years.
The Governors will receive appropriate and up-to-date child protection and safer recruitment
training to ensure they have the knowledge and information needed to perform their functions and
understand their responsibilities.
If they have not attended the training for staff generally, temporary and voluntary staff who work
with children are made aware of the School’s arrangements for safeguarding and their
responsibilities as above.
The Executive Assistant (Pastoral) will keep a central record of all safeguarding training
undertaken by members of staff and others.

B4 Safer Recruitment
St Edmund’s endeavours to ensure that we do our utmost to employ ‘safe’ staff by following the guidance
in Keeping Children Safe in Education (pages 30-52) together with the local authority guidelines and St
Edmund’s Safer Recruitment and Selection Policy (See Staff Handbook).
All staff, including volunteers and contractors will undergo necessary checks as required in part 3 of
Keeping Children Safe in Education.
Safer recruitment means that all applicants will:
• complete an application form;
• provide two referees, including at least one who can comment on the applicant’s suitability to work
with children;
• provide evidence of identity and qualifications;
• be checked and their role registered through the Disclosure and Barring Service;
• be interviewed.
All new members of staff will undergo an induction that includes familiarisation with the St Edmund’s
Safeguarding & Child Protection Policy, which includes online safety and identification of their Child
Protection training needs. During the induction process and in line with the induction policy, new
members of staff are provided with the following:
• Child Protection ‘Quick Reference’ leaflet
• Child Protection quick reference laminated card
• Copy of the ‘Safeguarding Children Induction for Adults Working in Schools’ powerpoint
presentation
• Good Practice Guidance for Staff sheet
• Keeping Children Safe in Education: Information for all school and college staff
• Student Behaviour Policy including Exclusions
All staff sign a ‘Confirmation of receipt of Safeguarding & Child Protection Policy’ form (see: appendix 3).
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B5 Recognising abuse
To ensure that our students are protected from harm, we need to understand what types of behaviour
constitute abuse and neglect.
Abuse and neglect are forms of maltreatment. Somebody may abuse or neglect a child by inflicting harm,
for example by hitting them, or by failing to act to prevent harm, for example by leaving a small child home
alone, or leaving knives or matches within reach of an unattended toddler.
Through the PHSE programme, the School teaches children about staying safe. Topics covered include:
road safety, travelling on School buses and public transport, protection of mobile phones and property,
trespassing, getting lost, foreign travel, bullying, on-line safety, medical conditions, alcohol, smoking, drugs,
lifestyle, exercise, healthy eating etc.
Staff and volunteers should understand that they are not making a diagnosis, only receiving concerns.
None of the signs listed above may actually prove that a child is being abused and these indications should
not be taken as proof. They may be indicators, which when put into context, provide justification for action.
Types of abuse and neglect
Abuse, neglect and safeguarding issues are rarely standalone events that can be covered by one
definition or label. In most cases multiple issues will overlap with one another.
Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm, or by
failing to act to prevent harm. Children may be abused in a family or in an institutional or community setting
by those known to them or, more rarely, by others. Abuse can take place wholly online, or technology may
be used to facilitate offline abuse. Children may be abused by an adult or adults or by another child or
children.
Physical abuse: a form of abuse which may involve hitting, shaking, throwing, poisoning, burning or
scalding, drowning, suffocating or otherwise causing physical harm to a child. Physical harm may also be
caused when a parent or carer fabricates the symptoms of, or deliberately induces, illness in a child.
Emotional abuse: the persistent emotional maltreatment of a child such as to cause severe and adverse
effects on the child’s emotional development. It may involve conveying to a child that they are worthless or
unloved, inadequate, or valued only insofar as they meet the needs of another person. It may include not
giving the child opportunities to express their views, deliberately silencing them or ‘making fun’ of what they
say or how they communicate. It may feature age or developmentally inappropriate expectations being
imposed on children. These may include interactions that are beyond a child’s developmental capability as
well as overprotection and limitation of exploration and learning, or preventing the child participating in
normal social interaction. It may involve seeing or hearing the ill-treatment of another. It may involve serious
bullying (including cyberbullying), causing children frequently to feel frightened or in danger, or the
exploitation or corruption of children. Some level of emotional abuse is involved in all types of maltreatment
of a child, although it may occur alone.
Sexual abuse: involves forcing or enticing a child or young person to take part in sexual activities, not
necessarily involving a high level of violence, whether or not the child is aware of what is happening. The
activities may involve physical contact, including assault by penetration (for example rape or oral sex) or
non-penetrative acts such as masturbation, kissing, rubbing and touching outside of clothing. They may
also include non-contact activities, such as involving children in looking at, or in the production of, sexual
images, watching sexual activities, encouraging children to behave in sexually inappropriate ways, or
grooming a child in preparation for abuse. (including via the internet). Sexual abuse is not solely perpetrated
by adult males. Women can also commit acts of sexual abuse, as can other children. The sexual abuse of
children by other children is a specific safeguarding issue in education. See section B7.
Neglect: the persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in
the serious impairment of the child’s health or development. Neglect may occur during pregnancy as a
19

SEC & SEP SAFEGUARDING & CHILD PROTECTION POLICY
result of maternal substance abuse. Once a child is born, neglect may involve a parent or carer failing to:
provide adequate food, clothing and shelter (including exclusion from home or abandonment); protect a
child from physical and emotional harm or danger; ensure adequate supervision (including the use of
inadequate care-givers); or ensure access to appropriate medical care or treatment. It may also include
neglect of, or unresponsiveness to, a child’s basic emotional needs.

(Taken from Keeping Children Safe in Education)
Behaviours linked to the likes of drug taking, alcohol abuse, truanting and sexting put children in danger.
Safeguarding issues can manifest themselves via peer on peer abuse. This is most likely to include, but not
limited to: bullying (including cyber bullying), physical abuse, causing physical harm, sexual violence, sexual
assault and sexual harassment, upskirting, sexting, initiation/hazing type violence and rituals and gender
based violence (see sections B7 and C7). As with any form of abuse, this must be reported to the
Designated Safeguarding Lead and appropriate action taken to protect.
Protecting children from Radicalisation is part of the school’s wider safeguarding duties. Staff should use
their professional judgment in identifying children who might be at risk from radicalisaton and should discuss
any concerns with the DSL. The DSL will act proportionately and this may include making a referral to the
Channel programme.
Expert and professional organisations are best placed to provide up-to-date guidance and practical support
on specific safeguarding issues. For example information for Schools can be found on the TES, MindEd
and the NSPCC websites. School staff can access government guidance as required on the issues listed
below via GOV.UK or other government websites or on pages 78 – 91 of Annex A of KCSIE:
•
•
•

•
•
•

•

•

•
•
•
•
•
•
•

Bullying including cyberbullying
Children and the courts
Children missing education - The School must inform the local authority of any student who
fails to attend regularly, or has been absent without permission for a continuous period of
10 school days or more, at such intervals as are agreed between the School and the local
authority. If a student is missing during the school day please refer to section C5
Child missing from home or care
Children with family members in prison
Child sexual exploitation (CSE) – occurs where an individual or group take advantage of an imbalance
of power to coerce, manipulate or deceive a child into sexual activity (a) in exchange for something
the victim needs or wants, and/or (b) for the financial advantage or increased status of the
perpetrator or facilitator. The victim may have been sexually exploited even if the sexual activity
appears consensual.
Child criminal exploitation (CCE) – is where an individual or group takes advantage of an imbalance
of power to coerce, control, manipulative or deceived a child into any criminal activity (a) in exchange
of something the victim needs or wants, and/or (b) for the financial or other advantage the perpetrator
or facilitator and/or (c) through violence or the threat of violence.
County lines – is a term used to describe gangs and organised criminal networks involved in
exporting illegal drugs (primarily crack cocaine and heroin) into one or more importing areas [within
the UK], using dedicated mobile phone lines or other form of “deal line”. Exploitation is an integral
part of the county lines offending model with children and vulnerable adults exploited to move (and
store) drugs and money.
Domestic Abuse
Homelessness
‘Honour-based’ abuse (HBA), which includes female genital mutilation (FGM), forced marriage, and
practices such as breast ironing
Drugs
Fabricated or induced illness
Faith abuse
Female genital mutilation (FGM) - . Whilst all staff should speak to the designated safeguarding lead
(or deputy) with regard to any concerns about female genital mutilation (FGM), there is a specific
legal duty on teachers. If a teacher, in the course of their work in the profession, discovers that an
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act of FGM appears to have been carried out on a girl under the age of 18, the teacher must report
this to the police. This matter should also be reported to the DSL/DDL.
Forced marriage
Gangs and youth violence
Gender-based violence/violence against women and girls (VAWG)
Hate
Mental health – all staff should also be aware that mental health problems can, in some cases, be
an indicator that a child has suffered or is at risk of suffering abuse, neglect or exploitation. Only
appropriately trained professional should attempt to make a diagnosis of a mental health problem.
Staff however, are well placed to observe children day-to-day and identify those whose behaviour
suggests that they may be experiencing a mental health problem or at risk of developing one. If
staff have a mental health concern about a child that is also a safeguarding concern, immediate
action should be taken and follow the correct safeguarding procedures.
Missing children and adults strategy
Private fostering
Peer on peer abuse
Preventing radicalisation - The School must act according to “The Revised Prevent duty guidance:
for England and Wales”
Relationship abuse
Sexting
Serious violence – all staff should be aware of the indicators, which may signal that children are at
risk from, or are involved with serious violent crime. These may include increased absence from
school, change in friendships or relationships with older individuals or groups, a significant decline
in performance, signs of self-harm, significant change in wellbeing, signs of assault or unexplained
injuries. Unexplained gifts or new possessions could also indicate that children have been
approached by, or involved with, individuals associated with criminal networks or gangs.
Sexual violence and sexual harassment between students
Trafficking
Upskirting - which typically involves taking a picture under a person’s clothing without them
knowing, with the intention of viewing their genitals or buttocks to obtain sexual gratification, or
cause the victim humiliation, distress or alarm. It is now a criminal offence. Anyone of any gender,
can be a victim. The Voyeurism (Offences) Act, which is commonly known as the Upskirting Act,
came into force on 12 April 2019.

Additional Support or Guidance:

Abuse or
Safeguarding
issue

Link to Guidance/Advice

Abuse

What to do if you're worried a child is being abused:
DfE advice
https://www.gov.uk/government/publications/what-to-do-if-youre-worrieda-child-is-being-abused--2

Bullying

Children and the
courts

Source

Domestic abuse: Various Information/Guidance:
https://www.gov.uk/guidance/domestic-violence-and-abuse

Home Office

Faith based abuse: National Action Plan
https://www.gov.uk/government/publications/national-action-plan-totackle-child-abuse-linked-to-faith-or-belief

DfE advice

Relationship abuse: disrespect nobody
Home Office website
https://www.disrespectnobody.co.uk/relationship-abuse/what-isrelationship-abuse/
Preventing bullying including cyberbullying:
DfE advice
https://www.gov.uk/government/publications/preventing-and-tacklingbullying
Advice for 5-11-year olds witnesses in criminal courts:
MoJ advice
https://www.gov.uk/government/publications/young-witness-bookletfor-5-to-11-year-olds
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Children missing
from education,
home or care

Children with
family members in
prison

Advice for 12-17 year old witnesses in criminal courts:
https://www.gov.uk/government/publications/young-witness-bookletfor-12-to-17-year-olds

MoJ advice

Children missing education:
https://www.gov.uk/government/publications/children-missingeducation

DfE statutory guidance

Child missing from home or care:
https://www.gov.uk/government/publications/children-who-run-awayor-go-missing-from-home-or-care
Children and adults missing strategy:
https://www.gov.uk/government/publications/missing-children-andadults-strategy

DfE statutory guidance

National Information Centre on Children of Offenders:
https://www.nicco.org.uk/

Barnardo’s in partnership
with Her Majesty’s Prison
and Probation Service
(HMPPS) advice

Trafficking: safeguarding children
https://www.gov.uk/government/publications/safeguarding-childrenwho-may-have-been-trafficked-practice-guidance

DfE and HO guidance

Home Office strategy

Child Exploitation

Drugs

“Honour Based
Abuse”
(so called)
Health and
Wellbeing

Drugs: advice for schools:
DfE and ACPO advice
https://www.gov.uk/government/publications/drugs-advice-for-schools
Drug strategy:
https://www.gov.uk/government/publications/drug-strategy-2017

Home Office strategy

Information and advice on drugs:
https://www.talktofrank.com/

Talk to Frank website

ADEPIS platform sharing information and resources for schools:
http://mentor-adepis.org/

Website developed by
Mentor UK

Female genital mutilation: information and resources:

Home Office

https://www.gov.uk/government/collections/female-genitalFemale genital mutilation: multi agency statutory guidance:
mutilation
https://www.gov.uk/government/publications/multi-agencystatutory-guidance-on-female-genital-mutilation

DfE, DH, and HO statutory
guidance

Fabricated or induced illness: safeguarding children:

https://www.gov.uk/government/publications/safeguardingRise Above: Free PSHE resources on health, wellbeing and
children-in-whom-illness-is-fabricated-or-induced
resilience:

DfE, Department for Health
and Home Office
Public Health England
Resources

https://www.pshe-association.org.uk/curriculum-andresources/resources/rise-above-schools-teaching-resources
Medical Conditions: supporting students at school:

DfE statutory guidance

https://www.gov.uk/government/publications/supportingpupils-at-school-with-medical-conditions--3
Mental Health and behaviour:

DfE advice

https://www.gov.uk/government/publications/mental-healthand-behaviour-in-schools--2
Homelessness

Homelessness: how local authorities should exercise their functions:

https://www.gov.uk/guidance/homelessness-code-of-guidancefor-local-authorities
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Online (see also
Annex C

Sexting: responding to incidents and safeguarding children:

Private Fostering

Private Fostering: Local Authorities:

https://www.gov.uk/government/groups/uk-council-for-childinternet-safety-ukccis

UK Council for Child
Internet Safety
DfE – statutory guidance

https://www.gov.uk/government/publications/children-act1989-private-fostering
Radicalisation

Prevent Duty Guidance:

Home Office Guidance

https://www.gov.uk/government/publications/prevent-dutyguidance
Prevent Duty advice for schools:

DfE advice

https://www.gov.uk/government/publications/protectingchildren-from-radicalisation-the-prevent-duty
Educate Against Hate Website:

DfE and Home Office

https://educateagainsthate.com/
Prevent for FE and Training:

Upskirting

https://preventforfeandtraining.org.uk/

Education and Training
Foundation (ETF)

Upskirting know your rights:

UK Government

https://www.gov.uk/government/news/upskirting-know-yourrights
Violence

Gangs and youth violence: for Schools and Colleges:

Home Office Advice

https://www.gov.uk/government/publications/advice-toschools-and-colleges-on-gangs-and-youth-violence
Ending violence against women and girls:

Home Office Strategy

https://www.gov.uk/government/publications/strategy-to-endviolence-against-women-and-girls-2016-to-2020
Violence against women and girls: national statement of expectations Home Office guidance
for victims:

https://www.gov.uk/government/publications/violence-againstwomen-and-girls-national-statement-of-expectations
Sexual violence and sexual harassment between children in schools
and colleges:

DfE advice

https://www.gov.uk/government/publications/sexual-violenceand-sexual-harassment-between-children-in-schools-andcolleges
Serious violence strategy:

Home Office Strategy

https://www.gov.uk/government/publications/serious-violencestrategy

Bullying
While bullying between children is not a separate category of abuse and neglect, it is a very serious issue
that can cause considerable anxiety and distress. At its most serious level, bullying is thought to result in
up to 12 child suicides each year.
All incidences of bullying should be reported and will be managed through the anti-bullying procedures. All
students and parents receive a copy of the Prevention of Bullying Policy on joining the school and the subject
of bullying is addressed at regular intervals in the personal, social and health education (PSHE) curriculum.
If the bullying is particularly serious, or the anti-bullying procedures are deemed to be ineffective, the Head
and the DSL will consider implementing Child Protection procedures.
B6 Indicators of abuse: when to be concerned
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Physical signs define some types of abuse, for example, bruising, bleeding, or broken bones resulting from
physical or sexual abuse, or injuries sustained while a child has been inadequately supervised. The
identification of physical signs is complicated, as children may go to great lengths to hide injuries, often
because they are ashamed or embarrassed, or their abuser has threatened further violence or trauma if
they ‘tell’. It is also quite difficult for anyone without medical training to categorise injuries into accidental or
deliberate with any degree of certainty. For these reasons it is vital that staff are also aware of the range of
behavioural indicators of abuse and report any concerns to the Designated Safeguarding Lead.
Remember, it is the responsibility of all members of staff to report their concerns. It is not their responsibility
to investigate or decide whether a child has been abused.
Staff should be concerned about a student if she/he:
• has any injury which is not typical of the bumps and scrapes normally associated with children’s
activities;
• regularly has unexplained injuries;
• frequently has injuries (even when apparently reasonable explanations are given);
• gives confused or conflicting explanations of how injuries were sustained;
• exhibits significant changes in behaviour, performance or attitude;
• indulges in sexual behaviour which is unusually explicit and/or inappropriate to his/her age;
• discloses an experience in which he/she may have been significantly harmed.
• goes missing from school or home, particularly in the case of repeated
incidences.
(See appendix 6 for further examples of ‘possible indicators of abuse’)
Children with special educational needs (SEN) and disabilities can face additional safeguarding
challenges. Additional barriers can exist when recognising abuse and neglect in this group of children.
This can include:
•
•
•
•

assumptions that indicators of possible abuse such as behaviour, mood and injury relate to the child’s
disability without further exploration;
being more prone to peer group isolation than other children;
children with SEN and disabilities can be disproportionally impacted by things like bullying- without
outwardly showing any signs; and
communication barriers and difficulties in overcoming these barriers

B7 Child on Child Abuse
(Peer on peer abuse)
Children may be harmed by other children or young people of any age and sex. It is important that staff
are aware of the potential for inappropriate student relationships and peer on peer abuse particularly,
but not exclusively in the boarding context. All staff should be aware that safeguarding issues can
manifest themselves via peer on peer abuse. This is most likely to include, but may not be limited to:
•
•
•
•
•
•

bullying (including cyberbullying);
physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise causing
physical harm;
sexual violence, such as rape, assault by penetration and sexual assault;
sexual harassment, such as sexual comments, remarks, jokes and online sexual harassment,
which may stand alone or be part of a broader pattern of abuse;
upskirting, which typically involves taking a picture under a person’s clothing without them knowing,
with the intention of viewing their genitals or buttocks to obtain sexual gratification, or cause the
victim humiliation, distress or alarm. It is now a criminal offence;
sexting (also known as youth produced sexual imagery); and
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initiation/hazing type violence and rituals.

Staff duty and supervision rotas are organised to maintain vigilance during the school day and in boarding.
Age appropriate RSE and PSHE will address this matter including responsibilities and consequences of
being involved in this abuse. Reference to the DSL is the same as for any other form of abuse but there is
also the need to look after the welfare of the alleged abuser during the procedures.
Peer on peer abuse is abuse and will never be tolerated by the School, nor passed off as “banter” or “part
of growing up”. Such abuse often involves social media, sexting etc. Such instances will also be dealt with
under the School pastoral and disciplinary procedures and reported to the police or referred to Children’s
Social care, as necessary.
Where there is reasonable cause to suspect that a child is suffering or likely to suffer significant harm, any
such abuse will be referred to local agencies.
Staff will be aware of the harm caused by bullying and will use the school’s anti-bullying procedures where
necessary. However, there will be occasions when a student’s behaviour warrants a response under Child
Protection rather than anti-bullying procedures. In particular, research suggests that up to 30 per cent of
child sexual abuse is committed by someone under the age of 18.
The management of children and young people with sexually harmful behaviour is complex and the school
will work with other relevant agencies to maintain the safety of the whole school community. Young people
who display such behaviour may be victims of abuse themselves and the Child Protection procedures will
be followed for both victim and perpetrator.
B8 Impact of abuse
The impact of child abuse should not be underestimated. Many children do recover well and go on to lead
healthy, happy and productive lives, although most adult survivors agree that the emotional scars remain,
however well buried. For some children, full recovery is beyond their reach, and the rest of their childhood
and their adulthood may be characterised by anxiety or depression, self-harm, eating disorders, alcohol
and substance misuse, unequal and destructive relationships and long-term medical or psychiatric
difficulties.
B9 Child who is subject to a Child Protection Plan
Particular attention will be paid by all teachers to the attendance, welfare, progress and development of
any child who has been identified as at risk or who has been placed on the “Child who is Subject to a Child
Protection Plan” file.
If a student leaves St Edmund’s who is known to be on the Child who is Subject to a Child Protection Plan
file, the DSL will inform the social worker responsible for the case and transfer the appropriate records to
the receiving school. Records on all matters related to Child Protection are kept by the DSL.
B10 School Watch
Separate arrangements exist where children may be at risk from strangers who have approached other
children in the neighbourhood or who have been seen acting suspiciously in other parts of Hertfordshire.
Through the School Watch system, run by the Metropolitan Police in conjunction with the Education
Welfare Service and institutions themselves, information is passed rapidly from school to school so that
warnings can be given to teachers, parents and students as appropriate. The Headmaster is the St
Edmund’s contact person for this arrangement.
B10 Visitors
Visitors to St Edmund’s College should report to the Main Reception and visitors to the Prep School should
report to the Prep School Main Office. Visitors will be allocated red lanyards and will be accompanied at all
times.
Visiting speakers will be checked in line with recommendations in the Prevent strategy
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B11 E-Safety
Most of our students will use mobile ‘phones and computers at some time. They are a source of fun,
entertainment, communication and education. However, we know that some men, women and young
people will use these technologies to harm children. Appropriate filters and monitoring systems are in
place to avoid students being exposed to illegal, inappropriate or harmful material. Chatrooms and social
networking sites are the more obvious sources of inappropriate and harmful online interaction with other users
and students are not allowed to access these sites in school. The harm might range from making, sending
or receiving explicit images, hurtful or abusive texts and emails or online bullying, to enticing children to
engage in sexually harmful conversations, webcam photography or face-to-face meetings. The school’s
IT and E-safety policy explains how we try to keep students safe in school and educate them in safe usage
Cyber-bullying by students, via texts and emails, will be treated as seriously as any other type of
bullying and will be managed through our anti-bullying procedures.
Staff should refer to paragraph 49 of the Code of Conduct for Staff (Procedure) for guidance on usage of
electronic devices.
B12 Extended school and off-site arrangements
Where extended school activities are provided by and managed by the school, our own Safeguarding &
Child Protection Policy and procedures apply. If other organisations provide services or activities on our
site we will check that they have appropriate procedures in place, including safer recruitment procedures.
When our students attend off-site activities, the trip organiser, in liaison with the Educational Visits
Coordinator (EVC) will check that effective Child Protection arrangements are in place.
B13 Boarding: safeguarding statement
All boarding staff are in a privileged position with regards to identifying signs of abuse and/or neglect,
promoting the overall well-being of boarders and taking steps to prevent abuse in all its forms. Bullying is
one obvious example and any sort of 'initiation rite' is expressly forbidden.
Particular care is taken by St Edmund’s in the recruitment of staff to a post in boarding and those who work
with boarders in line with our Safer Recruitment and Selection Policy; the importance of our safeguarding
procedures in the context of boarding and how this may differ from the 'day' experience is stressed as part
of the induction process of boarding staff. Senior boarding students are briefed as to the outlines of the St
Edmund’s Safeguarding & Child Protection policy and they are given a leaflet with guidelines to follow if
they suspect or spot any form of abuse. Protective behaviours training and boarding specific PSHE on this
topic are also provided to all. For further guidance and information on boarding, please refer to the
boarding handbooks.
B14 Independent Listener(s) for Boarders
A number of agencies are suggested to boarders if they need to talk to someone from outside the School.
These are displayed in boarding corridors near communal telephones and include the School Doctor, the
Catholic Children’s Society, Childline and the Samaritans. The school’s appointed Independent Listener
can be contacted on 01920 824316.
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SECTION C: TAKING ACTION
C1 St Edmund’s procedures
Key points to remember for taking action are:
•
•

in an emergency take the action necessary to help the child, for example, call 999
report your concern to the DSL as soon as possible, immediately if necessary and in call cases, by
the end of the day
do not start your own investigation
share information on a need-to-know basis only – do not discuss the issue with colleagues, friends
or family
complete a record of concern
seek support for yourself if you are distressed.
Appendix 4 provides a flowchart for reporting a concern.

•
•
•
•
•

If any member of staff is concerned about a child, he or she must inform the DSL, using the “Child
Protection Initial Concern Form” which must be completed as soon as possible after the event and, in any
case, within 24 hours. The term ‘member of staff’ includes all adults who work in St Edmund’s. The form
must contain a clear, precise, factual account of the observations. Forms are available in the Common
Room.
C2 Dealing with a disclosure
It takes courage for a child to disclose that they are being abused. They may feel ashamed, particularly
if the abuse is sexual, their abuser may have threatened what will happen if they tell, they may have lost all
trust in adults, or they may believe, or have been told, that the abuse is their own fault.
If a student talks to you about any risks to their safety or wellbeing you will need to let them know that you
must pass the information on – you are not allowed to keep secrets. The point at which you do this is a
matter for professional judgement. If you jump in immediately the student may think that you do not want
to listen, if you leave it till the very end of the conversation, the student may feel that you have misled them
into revealing more than they would have otherwise.
If a student discloses that he or she has been abused in some way, the member of staff should:
•
•
•
•
•
•
•
•
•
•
•

listen to what is being said without displaying shock or disbelief;
accept what is being said;
allow the child to talk freely;
reassure the child but do not make promises which it might not be possible to keep;
do not promise confidentiality – it will be necessary to refer the matter to the DSL and then possibly
to people outside St Edmund’s;
reassure him/her that what has happened is not his/her fault;
stress that it was the right thing to talk about it;
listen, rather than ask direct questions;
ask open questions not leading questions;
do not criticise the perpetrator;
explain what has to be done next and who has to be told.
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C3 Record keeping
If a student has disclosed some information which gives rise to concern, the member of staff should:
•
•
•
•
•
•

make some brief notes as soon as possible after the conversation;
record the date, time, place and any noticeable non-verbal behaviour and the words used by the
child;
draw a diagram to indicate the position of any bruising or other injury;
record statements and observations, rather than interpretations or assumptions;
complete the ‘Child Protection Initial Concern’ form;
do not destroy the original notes in case they are needed by a court.

Child protection information will be stored and handled in line with Data Protection Act 1998 principles.
Information is:
• processed for limited purposes
• adequate, relevant and not excessive
• accurate
• kept no longer than necessary
• processed in accordance with the data subject’s rights
• secure
Whenever any issue arises that might involve abuse, whether generated by a complaint or by observation
within the school, a separate paper and electronic file should be opened and maintained in a secure
store/computer file with limited, appropriate access. Every step should be recorded in both paper and
electronic form, so that there is no possibility of loss. Any meetings should be minuted contemporaneously
by a person not otherwise involved in the meeting. The Governor in charge of Child Protection should
audit the files at least annually, to ensure that good record-keeping is followed. It should be borne in mind
that such files might be required for the purposes of criminal and civil litigation, so their accuracy and
integrity as solid paper trails is paramount.
Single Record
A single record will be implemented giving a full history of child protection matters at the School which will
be given to successive Headmasters and Governors. This record will help the School in upholding the
highest standards of safeguarding.
C4 If you suspect a student is at risk of harm
There will be occasions when you suspect that a student may be at risk, but you have no ‘real’ evidence.
The student’s behaviour may have changed, their artwork could be bizarre, they may write stories or poetry
that reveal confusion or distress, or you may have noticed physical but inconclusive signs. In these
circumstances, you should try to give the student the opportunity to talk. The signs you have noticed may
be due to a variety of factors, for example, a pet has died, a grandparent is very ill, a parent has moved out.
It is fine to ask the student if they are OK or if you can help in any way.
There is a 'Cause for Concern' file for staff to note these concerns which do not merit referral but, added
up, may give a worrying picture. This file is securely stored by the Headmaster and DSLs (and Deputy
DSLs). An oblique mention will be placed on the child’s file. Use the ‘Child Protection Initial Concern
form’ (see appendix 5) to record these early concerns. If the student does begin to reveal that they are being
harmed you should follow the advice in the section ‘If a student discloses to you’.
If, following your conversation, you remain concerned, you should discuss your concerns with the
Designated Safeguarding Lead, although any staff member can make a referral to children’s social care. If
you do make a referral, you should inform the Designated Safeguarding Lead as soon as possible. The
local authority will follow its own procedures and should make a decision within one working day and let the
referrer know the outcome. Should such information not be forthcoming, you should follow this up, possibly
through the Designated Safeguarding Lead.
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If, a child is in immediate danger or is at risk of harm a referral should be made to children’s social
care and/or the police immediately. Anyone can make a referral and parental consent in this instance is
not required. Where referrals are not made by the designated safeguarding lead the designated
safeguarding lead should be informed, as soon as possible, that a referral has been made. The telephone
number can be found on page 2 of this Policy.

All concerns, discussions and decisions made and the reasons for those decisions should be recorded in
writing. If in doubt about recording requirements staff should discuss with the designated safeguarding lead.
If after a referral the child’s situation does not appear to be improving the designated safeguarding lead
(or the person that made the referral) should press for re- consideration to ensure their concerns have
been addressed and, most importantly, that the child’s situation improves.
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The flow charts that follow illustrate the process for safeguarding and promoting the welfare of children
from the point that concerns are raised about a child:
Actions where there are concerns about a child – from Keeping Children Safe in Education

30

SEC & SEP SAFEGUARDING & CHILD PROTECTION POLICY

Reporting a concern flowchart – School internal procedures
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C5 What to do if a student is missing during the school day
Any student who has failed to register without giving prior notice will be flagged up via registers and the
front office will contact parents. If, after an hour, parents cannot be contacted then the matter should be
referred to the Head of House or Head of Year, or if they are not directly contactable, 'up' to the DSL or
Deputy DSL and/or Headmaster and the police will be contacted if no further reassurance as to the
whereabouts of the student has been obtained.
If a student is reported missing during the school day, the following procedures will be observed: check
register;
• alert HoH and/or Head of Year; alert DSL or DDSL;
• speak to friends, tutor, HoH for any information that might be relevant (i.e. 's/he said they were staying at
their aunt's house today'), but this must not delay the process of looking for the student in question;
• search school premises;
• check CCTV.
If, after following the above procedures, a student cannot be traced within an hour of his or her being
reported missing, parents or guardians should be contacted; if they cannot be contacted then it should be
referred to the police by the DSL or his/her Deputy and in their absence, by the Headmaster. Even if the
parents are contactable, the police should be always be contacted if the child has not returned, or their
whereabouts are unknown.
The same procedures should be followed in the case of an EYFS student, but parents should be contacted
immediately. The DSL, DDSLs and the Head reserve the right to do so in any case, irrespective of
student age, if they feel they have reasonable grounds for immediate concern (this could be based on the
school's knowledge of the student in question or perhaps connected to weather conditions etc.). These
rules apply, as does the whole policy, to school off-site provision.
Staff should be mindful, particularly with international students, that there is always the risk of abduction or
kidnap. Any concerns about estranged parents or parents in dispute over custody where one party is
resident abroad should be raised with the DSL; in the case of an abduction or kidnap the School will work
with the police and relevant authorities to ensure the safe and prompt return of the child and the protection
of all concerned.
If it transpires that the child has decided to “run away”, then the matter will be fully investigated and the
DSL will assess the situation. It may be necessary to liaise with the CPSLO, and particularly for repeated
occasions, as a child going missing can be an indicator of abuse and neglect, including sexual abuse or
exploitation. It is important to monitor and help prevent the risk of their going missing again in the future.
C6 Reporting directly to Child Protection agencies
Staff should follow the reporting procedures outlined in this policy. However, they may also share
information directly with children’s social care, the police or the NSPCC.
Guidelines for when this may be appropriate are:
• the situation is an emergency and the Designated Safeguarding Lead, their deputy, the Headmaster
and the Chair of Governors are all unavailable
• they are convinced that a direct report is the only way to ensure the student’s
safety.
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C7 Allegations against students
Children are capable of abusing their peers. The School procedures regarding referrals will be followed in
cases of peer on peer abuse.
A student against whom an allegation of abuse has been made may be suspended from the School and
the School's policy on behaviour, discipline and sanctions will apply. The School will take advice from the
Local Authority Designated Officer (LADO) and/or the Child Protections Schools Liaison Officer (CPSLO)
on such allegations and will take all appropriate action to ensure the safety and welfare of all students
involved, including the student or students accused of abuse. If it is necessary for a student to be
interviewed by the police in relation to allegations of abuse, the School will ensure that, subject to the
advice of the LADO/CPSLO, parents are informed as soon as possible and that the student is supported
during the interview by an appropriate adult. In the case of students whose parents are abroad, the
student's Education Guardian will be requested to provide support to the student and to accommodate
him/her if it is necessary to suspend him/her.
C8 Harm from outside the School
Suspected harm from outside the School
A member of staff who suspects that a student is suffering harm from outside the School should seek
information from the child with tact and sympathy using "open" and not leading questions. A sufficient
record should be made of the conversation and he or she should refer the matter to the Designated
Safeguarding Lead.
C9 Former Students
The Governors will ensure that nothing will be allowed to take precedence over concerns for the current
physical and emotional health of former students.
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C10 Allegations involving St Edmund’s College and St Edmund’s Prep School Staff,
including volunteers and supply staff.
It is essential in all cases of suspected abuse by a member of staff that action is taken quickly and
professionally in the interest and welfare of the child. Allegations will be addressed in accordance with part
4 of Keeping Children Safe in Education.
This procedure will be used in respect of all cases in which it is alleged that a teacher or member of staff
(including volunteers and supply staff) in the College or Prep that provides education for children under 18
years of age has:
•
•
•
•

behaved in a way that has harmed a child, or may have harmed a child;
possibly committed a criminal offence against or related to a child; or
behaved towards a child or children in a way that indicates he or she would pose a risk of harm if
they work regularly or closely with children; or
behaved or may have behaved in a way that indicates they may not be suitable to work with
children,

It relates to members of staff who are currently working in the College or Prep (including volunteers and
supply staff) regardless of whether or not the alleged abuse took place at the College or Prep. If the
allegation is regarding supply staff, the School will take the lead but keep the supply agency fully informed
and involved.
If staff members have concerns about another staff member then this should be referred to the Headmaster.
Where there are concerns about the Headmaster, this should be referred to the Chair of Governors. Where
there are concerns about the Chair of Governors, this should be referred to the police or directly to the
LADO. Full details can be found in Part 4 of Keeping Children Safe in Education.
Allegations against a teacher who is no longer teaching should be referred to the police.
Actions to be taken
1. The Headmaster will immediately discuss the allegation with the LADO to consider the nature,
content and context of the allegation and agree a course of action. The LADO has overall
responsibility for oversight of the procedures for dealing with allegations; for resolving any interagency issues; and for liaison with the Hertfordshire Safeguarding Children Partnership (HSCP) on
the subject.
2.

A case manager will be appointed, in agreement with the LADO. If the LADO is unavailable, he
will decide whether it is necessary to contact the police immediately. The LADO will provide advice
and guidance to the case manager, in addition to liaising with the police and other agencies, and
monitoring the progress of cases.

3.

The possible risk of harm to children will be evaluated, medical attention will be sought where
necessary and appropriate support as required.

4.

Decision taken about the seriousness of the allegation.
Discussion of possible outcomes:
a. No Further Action:
i. Decision and justification to be recorded by the case manager and LADO
ii. Agreement on what information should be put in writing to the individual concerned
and by whom.
iii. Decision as to action in respect of whoever made the initial allegation.
b. Police Involvement: In cases where a crime may have been committed. The School will cooperate with any police investigation, as necessary. The police will inform The School and
LADO immediately when a criminal investigation is complete.
34

SEC & SEP SAFEGUARDING & CHILD PROTECTION POLICY

c. Children’s Social Care Involvement: When a child is in need of protection or services.
d. Strategy Discussion in accordance with Working Together to Safeguard Children: This will be
necessary in cases where there is cause to suspect that a child is suffering or likely to suffer
significant harm.
e. Further Enquiries: In this case the LADO will decide with the case manager how and by whom
the investigation will take place, either by a senior member of staff or in complex cases by an
external investigator.

5.

Depending upon the outcomes of investigations and actions above, the LADO will discuss the
next steps with the case manager. Information will be shared with relevant agencies, as
appropriate and in consultation with the LADO.

6.

The Headmaster and case manager will decide whether the individual is to be suspended,
taking into consideration the guidance in paragraphs 230-236 of the Government Guidance Keeping
Children Safe in Education.

7.

The case manager will inform the individual of concerns or allegations as soon as possible,
taking into account any restrictions imposed, as above. An explanation will be given of the likely
course of action. The individual will be advised to contact their trade union and a named
representative will be appointed to keep the person who is the subject of the allegation informed of
the progress of the case. Consideration will be given as any other appropriate support which may
be necessary.

8.

If the individual is suspended, they will be kept informed of both their case and current workrelated issues.

9.

As soon as possible after appropriate agencies have been consulted, the parents or carers
of any child involved will be informed about the allegation. They will be kept informed of the
progress of the case and told the outcome, where there is not a criminal prosecution. They will be
told, in confidence, the outcome, but not the deliberations, of a disciplinary hearing.

10. Parents and carers will also be made aware of the prohibition on reporting or publishing
allegations about teachers in section 141F of the Education Act 2002 (see below). If parents or
carers wish to apply to the court to have reporting restrictions removed, they will be told to seek
legal advice.
11. The School will maintain confidentiality, with regard to paragraphs 213-216 of the Government
Guidance Keeping Children Safe in Education. In particular, the case manager should take advice
from the LADO, police and children’s social care services to agree the following:
a. who needs to know and, importantly, exactly what information can be shared;
b. how to manage speculation, leaks and gossip;
c. what, if any information can be reasonably given to the wider community to reduce
speculation; and
d. how to manage press interest if and when it should arise.
12. Cases will be resolved as quickly as possible:
Target timescales (KCSIE) are shown below:
It is expected that:
• 80 per cent of cases should be resolved within one month,
• 90 per cent within three months
• all but the most exceptional cases should be completed within 12 months.
For cases where it is clear immediately that the allegation is unsubstantiated or malicious, they
should be resolved within one week.
If the allegation does not require a criminal investigation, discussion will take place with the LADO:
• In cases where no disciplinary action is required, appropriate action will be implemented
within three working days.
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•

If a disciplinary hearing is required and it can be held without further investigation, it
should take place within 15 working days (not including weekends).

13. Records will be kept: A clear and comprehensive summary of the allegation, details of how the
allegation was followed up and resolved, and a note of any action taken and decisions reached, will
kept on the confidential personnel file of the accused, and a copy provided to the person concerned.
In the case of malicious allegations, such records will be removed form personnel records.
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Conclusion
Every effort will be made to reach a conclusion, including any in which the person concerned refuses to
co-operate.
Where it is decided on the conclusion of a case that a person who has been suspended can return
to work, the case manager will consider how best to facilitate that. Help and support to return to work
will be offered, as this will have been a stressful experience. Depending on the individual’s circumstances, a
phased return and/or the provision of a mentor to provide assistance and support in the short term may be
appropriate. The case manager should also consider how the person’s contact with the child or children who
made the allegation can best be managed if they are still a student at the College or Prep.
A referral to the DBS must be made in the case of anyone who has harmed, or poses a risk of harm,
to a child, or if there is reason to believe the member of staff has committed one of a number of listed
offences, and who has been removed from working (paid or unpaid) in regulated activity, or would
have been removed had they not left. The legal duty to refer applies equally in circumstances where
an individual is deployed to another area of work that is not regulated activity, or they are suspended.
Referrals should be made as soon as possible after the resignation, removal or redeployment of the
individual.
The following definitions will be used when determining the outcome of allegation investigations:
•
•
•
•

Substantiated: there is sufficient evidence to prove the allegation;
Malicious: there is sufficient evidence to disprove the allegation and there has been a deliberate
act to deceive;
False: there is sufficient evidence to disprove the allegation.
Unsubstantiated: there is insufficient evidence to either to prove or disprove the allegation. The
term, therefore, does not imply guilt or innocence.

Malicious Allegation
1. The LADO will refer the matter to Children’s social care services to determine whether the child
is in need of any services.
2. The Headmaster will consider whether any disciplinary action is appropriate against the student
or whether the police should be asked to consider if action might be appropriate against the person
responsible.
Unsubstantiated Allegation
1. The LADO will refer the matter to Children’s social care services to determine whether the child
is in need of any services.
Substantiated Allegation
1. If the person is dismissed or the School ceases to use the person’s services, or the person
resigns or otherwise ceases to provide his or her services, the LADO will discuss with the Headmaster
or case manager and the HR Director whether the School will decide to make a referral to the DBS
for consideration of whether inclusion on the barred lists is required; and in the case of a member of
teaching staff whether to refer the matter to the Teaching Regulation Agency (TRA) to consider
prohibiting the individual from teaching. Where the LADO advises referral to DBS, it constitutes an
offence if the School does not do so.
2. A settlement/compromise agreement will not be used in cases where the person resigns or
services cease to be used and the criteria for referral to DBS are met. Nor will they be used in cases
of no co-operation or when the person resigns before their notice period expires.
3. The LADO will review the circumstances of the case with the case manager to determine
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whether there are any improvements to be made to the school’s procedures or practice to help
prevent similar events in the future. This should include issues arising from the decision to suspend
the member of staff, the duration of the suspension and whether or not suspension was justified.

Lessons should also be learnt from the use of suspension when the individual is subsequently
reinstated. The LADO and case manager should consider how future investigations of a similar nature
could be carried out without suspending the individual.
C11 Support for staff
Dealing with a disclosure from a student, and being involved in a Child Protection case in general is likely
to be a stressful experience. The member of staff concerned should therefore consider seeking support and
possibly discuss this with the Deputy Head (Pastoral).
C12 EYFS
Failure to collect a student / Missing student procedure
Failure to collect a student - the care of your child is paramount. However, if a student is “not collected”
the
following steps will be taken:
•

If a part-time Nursery student is not collected at 11.30 am then the student will be taken for lunch
and remain with the other students. The teacher or office staff will ‘phone the parents. If no
contact has been made after an hour then the emergency contact will be used.
• If a student is not collected at 3.30 or 4.30 pm then the student will be placed in our Tea Timer Club
and
these staff will ‘phone parents and then the emergency contact number.
• If this student is not collected by 6.00 pm then care will be passed on to COLLEGE
BOARDING
STAFF AND A MEMBER OF THE ST EDMUND’S LEADERSHIP TEAM INFORMED.
Missing Student Procedure - the care of your child is paramount. However, if a student is “missing”
the
following steps will be taken:
•
•
•
•
•

We will immediately raise the alarm, inform Senior Management and involve all available staff to
enlist help to look for them.
We will quickly alert the ICT Technicians so that they can check our CCTV.
We will provide everyone involved in the search with a description of the student.
We will then alert the police and provide a full description of the missing student and inform
the parents/emergency contact of the situation.
We will continue to search and take advice from the police on their arrival.

Staff Mobile Phones
Members of staff are not permitted to use their personal mobile phones to take photographs of students
either in the school or on outings or trips. School mobile phones and EYFS tablets may be used for this
purpose. (See Photography section below).
Photography
Photographs taken of students at school are taken for valid reasons: for the recording of curriculum
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activities in action, recording of the learning and development of students for observation records and
profiles. We also use photographs for displays within the setting.
The permission of parents and carers to use images of student in promotional material is sought by the
Director of Admissions and Marketing as specified in point 30 of the Parent Contract.
St Edmund’s Prep EYFS use the secure, on-line Tapestry software to store observations. Parents are
asked to sign a user agreement to agree not to share or upload these images to social media and to give
their permission for images of their child to appear in observations of other children.
Parents are reminded that photographing or recording of their own children at special events should not
include other children, unless permission is sought from those parents.
Images are stored on-site in the shared drive for staff access only. No external access is available. Staff
are discouraged from taking documents including photographs off-site.
On occasion, images of student may appear in promotional material, for example on the school website, in
College Life or in the weekly Prep newsletter. If parents do not wish images of their child to appear
in promotional material, they must write to the Director of Admissions and Marketing requesting an
acknowledgement of their letter.

C13 What to do if a boarding student is missing whilst you are on duty
All students must be presumed to be present in St Edmund’s unless they have been given specific
permission to be absent, or are absent as part of their status (i.e. day students or weekly boarders).
Whilst you are on duty, there are specific occasions when the whereabouts of students must be checked,
e.g. Roll Calls, study periods, Night Prayers, bedtimes. Random checks are also undertaken, especially
at the weekends when there are longer periods of ‘free time’ (e.g. Saturday and Sunday afternoons). See
the notes on boarding routines.
If students are not where they should be at a particular time, the following procedure should be followed:
• Check the duty file for details of authorised absences.
• Check the signing out sheets, and follow up as appropriate.
• Ask other students if they are aware of any reason for the absence - though their information
should only be taken as a guide to be followed up, and certainly not as the only evidence. Obtain
mobile ‘phone numbers to make direct contact if possible.
• If there are any other staff in residence, ask if they know any reason for absence.
• Begin a search of the House - other rooms, showers and lavatories.
• Ask duty staff in other areas to check their areas and ask their students for any information
• Check other areas of the school, e.g. library, Music School, IT room, corridors, outside in the
grounds - use senior students to assist as and where appropriate; check CCTV.
If none of this produces any information, parents or guardians should be contacted. However, it is preferable
that this should be done by the most senior member of the duty staff in residence. If you are the most senior
tutor in residence, you should now report the matter ‘up’ to the Assistant Head (Pastoral), or if they are not
contactable then the Headmaster. The police should be contacted if the student has not returned, or their
whereabouts are unknown.
C14 Complaints Procedure
Our complaints procedure will be followed where a student or parent raises a concern about poor practice
towards a student that initially does not reach the threshold for Child Protection action. Poor practice
examples include unfairly singling out a student, using sarcasm or humiliation as a form of control, bullying
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or belittling a student or discriminating against them in some way. Complaints are managed by senior staff,
the Head and Governors. Complaints from staff are dealt with under the school’s complaints and
disciplinary and grievance procedures.
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Safeguarding & Child Protection Appendices
Appendix 1: Staff Code of Conduct
The College Code of Conduct can be found in the staff handbook, located on the shared drive.
Safeguarding Adults
Good Practice Guidelines (Please also refer to sections B1 and B2 in the main body of the policy)
All St Edmund’s College and Prep, Staff should ensure that:
• They have read and understand the College Child Protection policy and procedures, including
restraint.
• They have read and understand the most recent edition of Part One of the Government Guidance
Keeping Children Safe in Education.
• Exercise caution in any physical contact with children.
• Behave in a professional manner towards children and staff.
• Be responsible for their behaviour
• Avoid conduct which would raise concern
• Work in an open and transparent way
• Exercise caution in one to one settings
• Discuss concerns / take advice from a senior member of staff
• Apply professional standards in a non-discriminatory manner
• Pupils’ privacy is respected, especially for boarders.
• Follow guidance
St Edmund’s College and Prep Staff should not:
• Show favouritism to a pupil or group of pupils.
• Use force to deal with challenging behaviour, except in cases where restraint is necessary and then
only in accordance with the restraint policy.
• Promise to keep secrets or ask pupils to keep secrets.
• Discuss personal matters with pupils or give out personal details.
• Discuss inappropriate matters with pupils.
• Gossip with or concerning either pupils or staff.
• Participate in or tolerate inappropriate physical activities, including any sexually provocative
behaviour
• Make suggestive or discriminatory remarks.
• Convey pupils by car, except in emergency situations, and if possible, with the permission of SLT
• Use social networking sites to contact or be contacted by pupils.
• Store pupils’ phone numbers in personal mobile phones.
• Text pupils, other than in necessary circumstances, for example on a school trip.
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Safeguarding & Child Protection Appendices
Appendix 2: Visiting Staff Child Protection Information Leaflet
WELCOME to St Edmund's College and St Edmund’s Prep School.
Rooted in Christ and Catholic tradition and under the guidance of its patron, St Edmund’s aims to realise
the God-given potential, in body, mind and spirit, of all members of its community through service and
leadership.
Avita Pro Fide!
St Edmund’s is committed to ensuring the welfare and protection of children in their care and this
commitment is a fundamental part of the role of every employee.
The Governors and staff believe that the very highest priority must be given at all times to our moral and
statutory duty to safeguard and promote the welfare and safety of our students. In line with our mission
statement we aim to be a community with an ethos in which students feel secure, valued and listened to,
and in which their views are taken seriously and responded to appropriately. We are alert to the signs of
abuse and neglect and follow our procedures to ensure that children receive effective support, protection
and justice. While working in our school we expect you to take care of our students and follow our
procedures.
Key facts about child abuse
Abuse and neglect can happen to any child, boy or girl, of any race, culture, ethnicity or sexuality. Disabled
children and children with SEN are particularly vulnerable. Many children are unable to disclose what is
happening to them and rely on us to interpret their behaviour and spot signs of abuse.
A student may: - have a bruise, burn or injury that seems
suspicious show signs of pain or discomfort
be unnaturally passive or withdrawn
be unpredictable and challenging
seem anxious, fearful or distressed
- provide an unlikely explanation for their injury or their behaviour.
If you are concerned for a child’s health, welfare or safety in any way you must speak to the Designated
Safeguarding Lead (DSL) Mr Gareth West (or in his absence the Deputy DSL, Miss Marie-Christine Simon)
or a senior member of staff before you leave the school site. At St Edmund’s Prep School the DSL is
Dr Fiona McLauchlan and the Deputy DSL and EYFS is Mrs Vicky Penfold.
Do not question the student or try to secure evidence. Your responsibility is to report your concern, not to
investigate.
If a student tells you something that suggests they are at risk of harm, allow them to tell you as much as they
wish and let them know that you must pass the information on to the DSL.
If you become concerned about a student’s immediate safety, notify the nearest member of staff and tell them
why you are concerned.
You should complete a welfare concern form and hand it to the DSL or a senior member of staff before you
leave the school site. Ask a senior member of staff if you would like help to complete the form. If you have
any questions or wish to see our Safeguarding & Child Protection Policy contact the DSL.

42

SEC & SEP SAFEGUARDING & CHILD PROTECTION POLICY

Safeguarding & Child Protection Appendices
Appendix 3

CONFIRMATION OF RECEIPT OF SAFEGUARDING &
CHILD PROTECTION POLICY
Name:
Date of joining school:
Post:
Date of induction:
Name and post holder of staff member
responsible for induction:
I confirm that I have received and read the St Edmund’s Safeguarding & Child Protection Policy
and in particular I have read and understood the Staff Code of Conduct at Appendix 1 of this Policy.
I have been made aware of my duty to safeguard and promote children’s welfare.
The procedure for reporting concerns about a pupil has been explained to me.
Signature:
Name:
Date:
Please sign and return this form
to the Designated Safeguarding Lead:
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Safeguarding & Child Protection Appendices
Appendix 4 Reporting a Concern Flowchart
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Safeguarding & Child Protection Appendices
Appendix 5

Child Protection Initial Concern Form
If you are approached by a child or a parent and are concerned that it may be a Child Protection issue, please fill in
this form as soon as possible and pass it immediately to the DSL or DDSL. Record statements and observations
rather than interpretations or assumptions. This form can also be used for staff to report their own concerns about a
child. If you have made notes beforehand or separately please attach these also.
See overleaf for “Reporting a concern flowchart”.
The form should then be passed to the Designated Safeguarding Lead for Child Protection:Mr G West (St Edmund’s College) or Mrs F McLauchlan (St Edmund’s Prep School)
Member of Staff:

Date:

Student name & Form:

Place:

Source: Parent / ‘phone call / student report / staff report
Statements & Observations:

Non-verbal behaviour during initial conversation noted, if appropriate:

Any other concerns? (Known background information that might help)

Date Form Received by Child Protection Officer:
Action Taken by Child Protection Officer:
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Safeguarding & Child Protection Appendices
Appendix 6: Possible Indicators of Abuse
Possible Signs of Physical Abuse
Unexplained injuries or burns, particularly if they are recurrent
Injuries not typical of accidental injury
Frequent injuries even with apparently reasonable explanations
Improbable or conflicting explanations for injuries
Refusal to discuss injuries
Admission of punishment which appears excessive
Fear of parents being contacted
Bald patches
Withdrawal from physical contact
Arms and legs kept covered in hot weather
Fear of returning home
Fear of medical help / parents not seeking medical help
Self-destructive tendencies
Aggression towards others
Chronic running away
Frequently absent from school

Possible Signs of Emotional Abuse
Probably the most difficult type of abuse to recognise. An emotionally abused child
is often withdrawn, introverted and depressed
Admission of punishment which appears excessive
Over-reaction to mistakes
Sudden speech disorders
Fear of new situations
Inappropriate emotional responses to painful situations
Neurotic behaviour (e.g. rocking, hair twisting, thumb sucking)
Self-mutilation
Fear of parents being contacted
Extremes of passivity or aggression
Drug/solvent abuse
Chronic running away
Compulsive stealing
Scavenging for food or clothes
Continual self-depreciation
Air of detachment – ‘don’t care’ attitude
Social isolation – does not join in and has few friends
Desperate attention-seeking behaviour
Eating problems, including over-eating or lack of appetite
Depression, withdrawal
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Possible Signs of Sexual Abuse
Demonstrate sexual knowledge or behaviour inappropriate to age/stage of
development, or that is unusually explicit
Wetting or other regressive behaviours e.g. thumb sucking
Inexplicable changes in behaviour, such as becoming aggressive or withdrawn
Stop enjoying previously liked activities
Be reluctant to undress for PE
Become fearful of, or refuse to see, certain adults for no apparent reason; show
dislike of a particular baby-sitter, relative or other adult
Draw sexually explicit pictures
Urinary infections, bleeding or soreness in the genital or anal areas
Soreness or bleeding in the throat
Chronic ailments, such as stomach pains or headaches
Take over the parental role at home; seem old beyond their years
Develop eating disorders, such as anorexia or bulimia
Depression, suicidal thoughts
Poor self-image, self-harm, self-hatred
Physical discomfort
Use drugs or drink to excess
Unexplained pregnancy
Memory loss
Frequent running away
Restricted social activities
Find excuses not to go home or to a particular place
Have recurring nightmares/be afraid of the dark
Be unable to concentrate; seem to be in a world of their own
Have a ‘friend who has a problem’ and then tell about the abuse of the friend
Sudden changes in school work habits, become truant
Withdrawal, isolation or excessive worrying
Outbursts of anger or irritability
Unexplained sums of money
Act in a sexually inappropriate/harmful or seductive way towards others
Possible Signs of Neglect
Constant hunger
Poor personal hygiene
Inappropriate clothing, clothing in a poor state of repair
Frequent lateness or non-attendance at school
Untreated medical problems
Low self-esteem
Poor social relationships
Compulsive stealing
Constant tiredness
Emaciation
Destructive tendencies
Neurotic behaviour (e.g. rocking, hair twisting, thumb sucking)
Chronic running away
Scavenging for food or clothes
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Appendix 7: Flow Chart 1: Action taken when a child is referred to local authority children's social
care services (Working Together to Safeguard Children, July 2018 (updated February 2019)
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Safeguarding & Child Protection Appendices
Appendix 8: Flow Chart 2: Immediate protection (Working Together to Safeguard Children
(July 2018 (updated February 2019)
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Safeguarding & Child Protection Appendices
Appendix 9: Flow Chart 3: Action taken for an assessment of a child under the Children Act
1989
(Working Together to Safeguard Children, July 2018 (updated February 2019)

50

SEC & SEP SAFEGUARDING & CHILD PROTECTION POLICY

Safeguarding & Child Protection Appendices
Appendix 10: Flow Chart 4: Action following a strategy discussion (Working Together
to Safeguard Children, July 2018 (updated February 2019)
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Safeguarding & Child Protection Appendices
Appendix 11: Flow Chart 5: What happens after the child protection conference, including
the review? (Working Together to Safeguard Children, July 2018 (updated February 2019)
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Safeguarding
& Child
Protection
Appendices
Appendix 12Self Harm
Care Pathway
July 2009 (Self
Harm and
Suicidal
Behaviour: A
Guide for Staff
working with
Children and
Young People
in
Hertfordshire,
January 2010)
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Safeguarding & Child Protection Appendices
Appendix 13 – Flowchart for key principles for information sharing (Hertfordshire
Safeguarding Children Board)
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Appendix 14 – M.A.S.H (Multi Agency Safeguarding Hub) Leaflet
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APPENDIX 15
Admission Register
The School has an admissions register and an attendance register. All students are
placed on both of these registers.
It is a legal requirement that the School must inform their local authority of any
student who is going to be removed from the admission register where the student:
•

•
•

•

•

has been taken out of school by their parents and the school has received written
notification from the parent they are being educated outside the school system e.g. home
education;
has ceased to attend school and no longer lives within reasonable distance of the school
at which they are registered;
has been certified by the school medical officer as unlikely to be in a fit state of health to
attend school before ceasing to be of compulsory school age, and neither he/she nor
his/her parent has indicated the intention to continue to attend the school after ceasing
to be of compulsory school age;
are in custody for a period of more than four months due to a final court order and the
proprietor does not reasonably believe they will be returning to the school at the end of
that period; or,
have been permanently excluded.
The local authority must be notified when the School is to remove a student from its
register for any of the five grounds above. This should be done as soon as these grounds
for removal from the register are met, and in any event no later than removing the
student’s name from the register.
The School must inform the local authority of any student who fails to attend
regularly, or has been absent without permission for a continuous period of 10
School days or more, at such intervals as are agreed between the School and the
local authority.
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