
Child Protection Policy July 2009 - CLR 
 

1 

Holme Grange 
 
 
 

 
THE SCHOOL’S COMMITMENT AND SUCCESS CRITERIA FOR TH IS POLICY: 
 
Holme Grange School is concerned about the welfare and safety of all its pupils and works to create 
an Ethos in which pupils feel secure and listened to. The safety and well being of all our pupils at 
Holme Grange School is our highest priority. Our business is to know everyone as an individual and 
to provide a secure and caring environment, so that every pupil can learn in safety.  We expect 
respect, good manners and fair play to be shown by everyone so that every pupil can develop his/her 
full potential and feel positive about him/herself as an individual.   All pupils should care for and 
support each other.   
 
If our Child Protection Policy is successful Child Protection concerns that arise will be dealt with as 
sensitively and effectively as possible. Records will be accurate and securely stored and passage of 
information will always occur when it is in the best interest of the child for this to take place. 
 
THE AIMS OF THE HOLME GRANGE SCHOOL CHILD PROTECTIO N POLICY: 

·  to provide clear direction to staff and others about expected codes of behaviour in dealing with 
Child Protection issues; 

·  to make explicit the school’s commitment to the development of good practice and sound  
procedures so that child protection concerns and referrals are handled sensitively, 
professionally and in ways that supports the needs of the child; 

·  to promote effective liaison with other agencies in order to work together for the protection of 
all members of the community; 

·  to integrate Child Protection issues into the curriculum; 
 
What is Child Abuse? 
The NSPCC defines child abuse as: 
“Child abuse is the term used when an adult harms a child or a young person under the age of 
18……………….Child abuse can take four forms, all of which can cause long term damage to a child: 
physical abuse, emotional abuse, neglect and child sexual abuse.  Bullying and domestic violence 
are also forms of child abuse. 
 
Definitions: (taken from Working Together to Safeguard Child DfES 2006). 

1. Neglect - The persistent or severe neglect of a child, which results in impairment of 
health or development; 

2. Physical Abuse - Actual or likely physical injury to a child, or failure to prevent physical 
injury or suffering; 

3. Sexual – Actual or likely exploitation of a child by involvement in sexual activities 
without informed consent or understanding, or that violate social taboos or family roles; 

4. Emotional – actual or likely severe adverse effects on the emotional and behavioural 
development of a child by persistent or severe emotional ill-treatment, inappropriacy, or 
rejection; 

5. Potential abuse – situations where children may not have been abused but where social 
and medical assessments indicate a high degree of risk that they might be abused in 
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the future, including situations where another child in the household has been abused, 
or where there is a known abuser; 

6. Bullying - any persistent and uninvited behaviour which insults, hurts or intimidates 
someone (includes cyberbullying).  

 
 
“Remember, this list does not cover every child abuse possibility.  You may have seen other 
things in the child’s behaviour in circumstances that worry you. 
 
“Abuse is always wrong and it is never the young person’s fault.” 

 
 
Signs of possible abuse include: (There are not exhaustive or necessarily indicative of abuse). 
(Taken from Working Together to SafeguardChildren DfES 2006). 

These signs are not evidence themselves; but may be a warning, particularly if a child exhibits 
several of them or a pattern emerges. It is important to remember that there may be other 
explanations for a child showing such signs. Abuse is not easy to diagnose, even for experts. 

 
a) Neglect – constant hunger or tiredness; frequent lateness or absence, poor personal hygiene, 

untreated medical problems; running away,     stealing, low self-esteem 
b) Physical - unexplained injuries/bruises; improbable or evasive excuses, untreated injuries; fear 

of treatment or medical help, fear of physical contact, fear of going home, over aggressive or 
defensive tendencies, fear of removing clothes, bites, lashes, facial injuries. 

c) Sexual - Tendency to cling, tendency to cry, genital itching, acting ‘like a baby’, distrust of 
familiar adults, wetting and/or soiling, fear of undressing, throat infections, depression, 
fearful/panic attacks. 

d) Emotional – Physical, emotional, developmental delay; over-reaction to mistakes; tearful, fear 
of losing, fear of parents being contacted, stealing, thumb-sucking, rocking, anxiety, 
Munchausen’s Syndrome by Proxy (If a parent of child deliberately fabricates or induces 
illness in that child). Signs may include; perceived illness, doctor shopping, enforced illness, 
fabricated illness, poisoning e.g. with salt, induced seizures, suffocation, bleeding, rashes, 
tampering with vomit/urine. Child may exhibit unusual or unnaturally prolonged illness; 
symptoms/signs have a temporal association with mother’s presence, mother unusually at 
ease in hospital environment, multiple illnesses/similar symptoms in family, unexplained death 
of siblings. 

 
STATUTORY FRAMEWORK 
 
‘Working Together Under The Children Act, 1989’ requires all schools to follow procedures for 
protecting children from abuse. A school is also expected to ensure that they have appropriate 
procedures in place for responding to situations in which they believe that a child has been abused or 
is at risk of abuse – these procedures should cover circumstances in which a member of staff is 
accused or suspected of abuse. 
 
DfES Circular ‘Working Together to Safeguard Children’ (2006) places the 
following responsibilities on all schools. 

·  Staff should be alert to signs of abuse and know to whom they should speak or address any 
concerns. DfES    Circular ‘Working Together to Safeguard Children’ (2006) places the 
following responsibilities on all schools. 

·  Staff should be alert to signs of abuse and know to whom they should report any concerns or 
suspicions. 
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·  Designated Teachers should have responsibility for co-ordinating action within the school and 
for liaising with other agencies. 

·  All staff should receive Child protection training appropriate to their role. 
·  Schools should have procedures, of which all staff are aware, for handling suspected cases of 

abuse of pupils, including procedures to be followed if a member of staff is accused of abuse. 
 
The above paper also states “parents should be made aware of the school’s Child Protection Policy 
and the fact that this may require cases to be referred to the investigative agencies in the interests of 
the child.” We have also taken into account the statutory duties for schools and governing bodies 
introduced in section 175 of the 2002 Education Act and the guidance for Safe Working Practice for 
the Protection of Children and Staff in Education Settings 2/2005. 
 
ROLES AND RESPONSIBILITIES 
 
The Designated Teachers 
The roles of the designated Teachers are: 

·  To ensure all staff are familiar with school, County and Local guidelines     for identifying and 
reporting abuse, including allegations of abuse against staff; 

·  To ensure the school operates an effective child protection policy; 
·  To ensure all staff receive foundation training in child protection; 
·  To be responsible for co-ordinating action and liaising with other agencies and support 

services over child protection issues; 
·  In consultation the Head Teacher will assist the Education Social Work (ESW) department and 

Social Services Department in enquiring into allegations of child abuse. This will include 
ensuring the school is represented at child protection case conferences and that information 
about the child is provided as required; 

·  To follow as appropriate recommendations made by the local Social Services Department; 
·  To be aware of ‘Every child matters document’ and the ‘What to do if you’re worried a child is 

being abused’ documents; 
·  To support and advise staff on child protection issues generally; 
·  To ensure they have had up to date training; 
·  To monitor the attendance and development of children on the child protection register; 
·  To disseminate relevant information between agencies to the appropriate staff e.g. to learning 

mentors or Teaching Support Assistants; 
·  To maintain accurate and secure child protection records. 

 
Child Protection Officer 
 
Mrs Claire Robinson, our Headteacher, is our Child Protection Officer.  She has been fully trained for 
the demands of this role in child protection and inter-Agency working.  She regularly attends courses 
with other child support agencies to ensure that he/she remains conversant with best practice.  She 
undergoes refresher training every two years. She maintains close links with the Local Safeguarding 
Children Board (LSCB) for Wokingham and reports at least once a year to the Governors on the child 
protection issues outlined above.   
 
The school’s records on child protection are kept locked in the Headteacher’s office, and are 
separated from routine pupil records.  Access is restricted to the CPO and the Headteacher.. 
 
Induction and Training 
 
Every new member of staff, including part-timers, temporary, visiting and contract staff working in 
school, receives basic training on their responsibilities in being alert to the signs of abuse and 
bullying and on the procedures for recording and referring any concerns to the Child Protection 
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Officer. Child protection training is also given to new Governors and volunteers.  Everyone attends 
refresher training at least every three years.  Training in child protection is an important part of the 
induction process. More detail is set out in our policy on Induction of New Staff, Governors and 
Volunteers in Child Protection 
 
Designated Teachers  
 
ALL child protection concerns will be made known to  the headteacher as primary child 
protection officer for the school.  
In the Pre-Prep Department 
 
The Head of Pre-Prep (Mrs Paula Mines) acts as Designated Teacher in her section, in that, 
concerns arising in that Department will be reported to them first. They will then decide whether the 
concern should be referred further. They will also collate detailed/accurate/secure written records of 
referrals and concerns in their departments. 
 
In the Preparatory Department – The Head teacher will be designated teacher.  
 
The School Bursar 
Their role is to be responsible for working in conjunction with the Designated Teachers to provide 
Child Protection Training for non-teaching school employees. 
 
The School Matrons 
As well as participating fully in Child Protection matters their role is to ensure that relevant information 
obtained in the course of their duties is communicated to the Designated teachers concerned. Types 
of injuries, attendance and frequency are recorded. 
 
The Responsibilities of the whole School Staff 
a) Governors recognize that all school staff has a responsibility to identify and report suspected 

abuse and to ensure the safety and well being of the pupils in their school. In doing so they should 
seek  advice and support as necessary from the Head/Designated Teachers. 

b) Staff is expected to provide a safe and caring environment in which children can develop the 
confidence to voice ideas, feelings and opinions. Children should be treated with respect within a 
framework of agreed and understood behaviour. 

c) All school staff is expected to: 
   • Be aware of signs and symptoms of abuse; 
   • Report concerns to the Designated Teacher or other senior staff members as appropriate; 
   • Monitor and report as required on the welfare, attendance and progress of pupils; 
   • Keep clear, dated, factual and confidential records of child protection concerns. 
 
Transparency 
Holme Grange School prides itself on its respect and mutual tolerance.  Parents/guardians have an 
important role in supporting the school.  Copies of this policy, together with our other policies relating 
to issues of child protection are on our web site, and we hope that parents and guardians will always 
feel able to take up any issues or worries that they may have with the school.  We will never ignore 
an allegation of child abuse and will always investigate any concerns thoroughly.  Open 
communications are essential.  
 
 
Safer Employment Practices 
 
Holme Grange School follows the Government’s recommendations for the safer recruitment and 
employment of staff who work with children.  All members of the teaching and non-teaching staff at 
the school, including part-time staff, temporary and supply staff, and visiting staff, such as musicians 
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and sports coaches, are checked with the Criminal Records Bureau before starting work.  All 
Governors, volunteer helpers, contractors working regularly during term-time, such as contract 
catering staff, and adult members of the families of members of staff who live on site are also vetted.  
Our policies are reviewed by Governors annually.   
 
When appointing staff the following safeguards will be undertaken; 
• that documentation sent out to potential candidates will make it clear that child protection is a high 
priority Holme Grange school and that rigorous checks will be made of any candidate before 
appointments are confirmed; 

• That a reference as to the suitability of a candidate to work with children will always be obtained  
   from the last employer; 
• That at interview candidates will be asked to account for any gaps in their career/employment 
  history; 
 
That Criminal Records Bureau checks, checks against the DCSF Register will be requested.  
Staff and helpers who have recently moved to the UK will be asked to produce a certificate of good 
conduct (or national equivalent) from the authorities representing the countries from which they have 
recently moved. 
Holme Grange School must within one month report to the Secretary of State via the DCSF 
Darlington any person whose services were no longer required because he/she was considered 
unsuitable to be working with children. This legislation is including in The Education [Provision of In 
formation by Independent Schools] [England] Regulations 2003.   
 
 
ALLEGATIONS AGAINST STAFF 
Where a pupil, their parent/carer(s) or another adult make allegations against a member of staff, 
these need to be treated seriously and managed in a similar way to other child protection matters (i.e. 
in respect of information gathering, internal reporting and record keeping).  Do not interview staff or 
pupils .  It is vitally important to ensure the matter is handled with the utmost sensitivity and 
confidentiality is maintained on a strictly need to know basis. 
 
Once the concern has been passed onto the designated member of staff, they should then report the 
matter, without delay, to the Head teacher who will discuss further with the Chair of Governors. It will 
then be determined what is the appropriate course of action to take.  Guidance will be sought from 
the Education Human Resources section if IAPS where necessary. The matter should not be 
discussed at this stage with the person(s) against whom the allegations are made. 
 
Any member of staff who has reason to suspect that a pupil may have been abused by another 
member of staff, either at school or elsewhere, must immediately inform the Head Teacher. A record 
of the concerns must be made, including a note of anyone else that witnessed the incident or 
allegation. 
 
If a pupil makes an allegation against one of the Designated Teachers the member of staff is 
responsible for informing the Head immediately.  If the Head is absent then they are obliged to inform 
the Chairman of the Governors immediately. 
 
The Head Teacher will investigate the allegation, and take written and detailed statements, they will 
assess whether it is necessary to refer to the local Social Services team in accordance with the child 
protection procedures. In doing this, the Head Teacher may consult with the Child Protection 
Education Welfare Officer, Head of Education Welfare Service, or a Senior Officer from Social 
Services.  If the Head Teacher decides that the allegation warrants further action through child 
protection procedures, they must make a referral direct to the local Social Services team or NSPCC 
and inform the Chairman of Governors. If the allegation constitutes a serious criminal offence, it will 
be necessary to contact Social Services before informing the member of staff. If it is decided that it is 
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not necessary to refer to Social Services the Head Teacher will consider whether there needs to be 
an internal investigation.  If the concerns are about the Head Teacher the Chairman of Governors 
must be contacted directly without notifying the Head first. In the case of serious harm, the Police 
must be informed from the outset. 
 
Interaction with Pupils:Code of Conduct for Staff 
 
New members of staff, Governors and volunteers are given copies of the school’s policy on 
Interaction with Pupils: Model Code of Conduct for Staff.  Discussion of the procedures set out in that 
document forms a vital part of our induction procedures. The model code of conduct provides 
guidance for teachers and other members of staff when faced with handling any issue relating to child 
abuse.  It is not intended to be a substitute for proper training.   
 
Mrs Claire Robinson, our designated Child Protection Officer, who has received specialist training in 
this topic, should always be informed if a member of staff  has any concerns. 
 
The code is placed on the agenda of a staff meeting once a year, so that it can be reviewed and 
updated, before being sent to Governors for approval.  
 
Conduct of Staff - Avoiding Allegations of Abuse 
 
It is unlikely that children make false allegations of abuse.  Where an allegation is made it will be 
investigated.  Nevertheless, the school is concerned to avoid false or malicious allegations against 
staff.   
 
Conduct of Pupils 
 
This school has a clear policy on the standards of behaviour that are expected of pupils, how these 
standards are to be maintained and how unacceptable behaviour is to be tackled.  The school 
ensures that parents are aware of the policy on behaviour and discipline, and endeavours to secure 
parents support in putting it into practice. 
 
Raising Awareness with Pupils 
 
Holme Grange School prides itself on its culture of open and effective communication between staff 
and pupils, and on its excellent pastoral support structures.  We prepare all of our pupils to make 
reasoned, informed choices, judgments and decisions.  Time is allocated in PSHE and form/ house 
time for discussion of child abuse and in developing in pupils the confidence which they require to 
recognise abuse and to stay safe.   
 
All pupils know that there are adults to whom they can turn to if they are worried, including the Head 
of Middle School / Head of Upper School or Head of Pre-Prep the Medical Staff.  In particular: 
 

·  All pupils have access to a telephone helpline, enabling them to call for support in private.  
·  Every child has a homework diary which contains guidance on where to turn for advice, 

including confidential help lines and web addresses for external specialists such as ChildLine, 
Kidscape, Get Connected and the Samaritans.   

·  Our Medical Centre displays advice on where pupils can seek help.     
·  We provide leadership training to our Head Boys/Girl and their team of prefects/heads of 

House/senior pupils which specifically covers the importance of offering support and 
assistance to younger and to vulnerable pupils. 

·  Pupils are made aware of our Policy for Pupils on Confidentiality, which deals with the issue in 
more depth. 

·   
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CHILD PROTECTION AND THE CURRICULUM 
The school curriculum is important in the protection of children. We aim to ensure that curriculum 
development meets the following objectives (these are often met through the PSHE and citizenship 
curriculum): 

·   developing pupil self-esteem;  
·   developing communication skills; 
·   informing about all aspects of risk; 
·   developing strategies for self-protection; 
·   developing a sense of the boundaries between appropriate and inappropriate behaviour in 

adults; 
·   developing non-abusive behaviour between pupils. 

 
A balanced view needs to be taken on the extent to which teaching should be directed towards 
warning children of the risks of child abuse, including sexual abuse. Sensitive professional 
judgements are required to balance the need for children to be able to protect themselves and the 
risks of causing anxiety and mistrust of any relationship 
 
STAFF CONTACT WITH PUPILS 
In order to minimize the risk of accusations being made against staff as a result of their daily contact 
with pupils all staff will be made aware of all documentation on the safety of themselves and the 
children in their care.  

·  Staff are responsible for their own actions and behaviour and should avoid any conduct which 
would lead to any reasonable person to question their motivation and intentions; 

·  Staff should work, and be seen to work in an open and transparent way (especially when 
working with individual pupils). Staff should not allow pupils to visit their place of residence; 

·  Staff should discuss and/or take advice promptly from their line manager or another senior 
member of staff over any incident, which may give rise for concern. 

·  Records should be made of any such incident and of decisions made/further actions agreed; 
·  Staff should be aware that breaches of the law and other professional guidelines could result 

in criminal or disciplinary action being taken against them. 
·  Through the Head, staff will follow the Guidance and Procedures for School Visits. 

 
SCHOOL PROCEDURES 

·  Any member of staff concerned about a child must inform the Designated Teacher for their 
Department immediately; 

·  The member of staff must record information regarding the concerns on the same day. The 
recording must be a clear, precise, and factual account of the observations; 

·  The designated teacher will consult the Head Teacher who will decide whether the concerns 
should be referred to the Social Services Department. If it is decided to make a referral to 
Social Services, this will be done, if necessary, without prior discussion with the parents 

·  If a referral is made to Social Services, the Designated Teachers will ensure that a written 
report of the concerns is sent to the Social Worker dealing with the case within 48 hours; 

·  Particular attention will be paid to the attendance and development of any child who has been 
identified as at risk, or who has been placed on the Child Protection Register; 

·  If a pupil who is on the Child Protection Register changes school, the Designated Teachers 
will inform the Social Worker responsible for the case and transfer the appropriate records to 
the receiving school. 

 
When to be concerned 
Staff should be concerned if a pupil: 

·  has any injury which is not typical of the bumps and scrapes normally associated with 
children’s activities; 

·  regularly has unexplained injuries; 
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·  frequently has injuries, even when apparently reasonable explanations are given; 
·  offers confused or conflicting explanations about on 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 or her age; 
·  discloses an experience in which he or she may have been significantly harmed. 

 
 
Dealing with a disclosure 
 
Where it is believed that a child may be suffering, or may be at risk of suffering significant harm, the 
school will follow the Area Child Protection Committee’s procedure 
If a pupil 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 not make promises which it might not be possible to keep; 
• not promise confidentially, as it might be necessary to refer the case to Social Services 
• reassure the pupil that what has happened is not their fault; 
• stress that it was the right thing to tell; 
• listen, rather than ask direct questions; 
• ask open questions rather than leading questions; 
• not criticize the perpetrator; 
• explain what has to be done next and who has to be told. 
 
Recording disclosure 
When a pupil has made a disclosure, the member of staff should: 
• make some brief notes as soon as possible after the conversation; 
• not destroy the original notes in case they are needed by a court; 
• 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. 
  
Where information gathering reveals cause for conce rn, in all cases  contact will be made 
immediately with the Duty Officer of the Social Care and Health Department, Duty and Assessment 
Team 01344 786543, or out of office hours the Emergency Duty Team 01189445300 by the 
designated teachers in consultation with the head teacher. 
 
As much information as possible should be given about: 
 

·  the nature of concerns; 
·  how and why concerns have arisen; 
·  what appear to be the needs of the child and family, including any special needs arising from 

cultural, physical, psychological, medical and other factors; 
·  any action already taken and its impact; 
·  if known, what other agencies and professionals are involved with the child and family; and  
·  whether there is any reason why the referrer’s identity cannot be shared with the family. 

 
At the end of the discussion both referrer and Social Services should be clear about: 
 

·  whether action will be taken (including whether the contact now constitutes a referral) 
·  what that action will be 
·  by whom 
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·  whether the referrer agrees with the planned action 
·  how and by whom the parents, or other relevant adults are to be informed 
·  when and in what manner feedback on the referral will be provided. 

 
ALL REFERRALS MADE BY PHONE MUST BE CONFIRMED IN WR ITING BY FAX WITHIN 24 
HOURS, REPEATING THE RELEVANT INFORMATION AND AGREE D ACTIONS.  A copy of the 
form should also be sent to the Principal Education  Welfare Officer. 
 

·  If it appears that urgent medical attention is requ ired , in conjunction with referral, arrange 
for the child to be taken into hospital, accompanied by a member of staff who must inform 
medical staff that non-accidental injury is suspected. 

 
·  Ensure that a record is kept of what has occurred  and that this and other relevant 

documents such as staff notes are kept securely. 
 

·  If it is feared that the child might be at immediat e risk on leaving school , take advice 
from the Social Services Department (for instance about difficulties if the school day has 
ended, or on whether to contact the Police), and remain with the child until the Social Worker 
takes responsibility.  If in these circumstances a parent arrives to collect the child, the member 
of staff has no right to withhold the child.  If there are clear signs of physical risk or threat, the 
Police should be contacted. 

 
 
Support for pupils and staff 
The Head, Designated Teachers/ Heads of Department /Teachers will make all reasonable attempts 
to protect and otherwise support pupils who have disclosed information about possible child abuse 
incidents. 
Dealing with a disclosure from a child is likely to be a stressful experience. The member of staff 
concerned should consider seeking support for him/herself and discuss this with Head Teacher. 
 
CONFIDENTIALITY 
Members of staff have access to confidential information about pupils in order to undertake their 
everyday responsibilities. Staff: 

·  are expected to treat information they receive about children and young people in a discreet 
and confidential manner. 

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

·  need to be cautious when passing information to others about a child/young person. 
 
If a child confides in a member of staff and request that the information is kept secret, the member of 
staff should tell the child sensitively that he or she has a responsibility to refer cases of alleged abuse 
to the appropriate agencies for the child's own sake.  Within that context, the child should, however 
be assured that the matter will be discussed only with people who need to know about it and that  
they will treat the matter confidentially. 
 
In all cases where abuse is suspected or alleged, t eachers and other members of staff must 
immediately share this concern with the designated teacher. 
 
In cases where the allegation or suspicion of child abuse involves the designated teacher, the 
member of staff concerned should share their concerns with the Chair of Governors. 
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Staff should be aware that their responsibility does not end with sharing their concerns with the 
designated teacher.  As a professional worker they are responsible for ensuring that, where 
appropriate, a referral is made to the appropriate agencies.   
 
The designated member of staff, (the Head teacher) is responsible for deciding whether or not 
concerns should be referred to the Social Care and Health Department.  S/he should gather relevant 
information about the concerns (i.e. preliminary inquiries), ensuring this is done without delay and 
taking care that this initial information gathering does not risk prejudicing any possible subsequent 
criminal investigation.   
 
The role of investigation rests with the police and /or Social Care and Health Department.  It is 
important that the person to whom a child discloses  information  or the designated member of 
staff, do not seek to question the child except to clarify what they have heard.  
 
Where initial enquiries do not justify a referral to the investigating agencies, the initiating adult should 
be informed and the situation monitored.  As part of the general responsibility for safeguarding 
children, consider the appropriateness of discussing the concerns with the parents/carers and 
signposting them towards other help. 
 
If in any doubt, seek advice from the Social Care and Health Department’s Duty and Assessment 
Service  01189746806. 
 
 
RECORDS and MONITORING 
 
Well kept records are essential to good Child Protection practice. Concerns and disclosures should 
be recorded in writing by the member of staff who receives them and passed to the Designated 
Teachers without delay. 
The Designated Teachers in consultation with the Head then decide on further action and any 
appropriate monitoring programme for the pupil. 
Records are stored in a dedicated locked filing system in the head teacher’s office maintained by the 
Designated Teachers. Items placed on record must distinguish clearly between f act, 
observation, allegation and opinion, and should ind icate clearly the author and date.    
 
When pupils with records in this filing system pass on to their next school the Head is responsible for 
transferring information they judge to be relevant to the child’s next school. 
 
STAFF TRAINING 
The Staff have access to the Child Protection Policy. 
Staff are informed of any changes subsequently made to this. Refresher training takes place for the 
Designated Teachers every two years and staff every three. 
 
PHOTOGRAPHING CHILDREN 

o We understand that parents like to take photos of or video record their children in the play, or 
at other events, or presentations. This is a normal part of family life, and we will not discourage 
parents from celebrating their child’s successes. 

o However, if there are Health and Safety issues associated with this - i.e. the use of a flash 
when taking photos could distract or dazzle the child, and cause them to have an accident, we 
will encourage parents to use film or settings on their camera that do not require flash. 

o We will not allow others to photograph or film children during an activity without the parent’s 
permission. 

o We will not allow images of children to be used on our website, publicity, or press releases, 
without express permission from the parent, and if we do obtain such permission, we will not 
identify individual children by name. 
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We cannot be held accountable for photographs or video footage taken by parents or members of the 
public at early years & childcare provision functions. 
 
 
 
COMMUNICATING POLICY TO PARENTS AND PUPILS 
 
All parents may request to see the Child Protection Policy.  Pupils are also made aware of how the 
system works and whom they should talk to if they have any concerns. This policy is published on the 
school web site to be viewed by those accessing it. 
 
 
EVALUATION OF THIS POLICY 
This is carried out annually taking into account any new requirements. 
 
Appendices  
 
Appendix A: Signs and Symptoms of Child Abuse 
Appendix B: Information Sharing & Dealing with Disc losures 
Appendix C: Telephone Contact Points for Child Prot ection Issues 
Appendix D: The Roles and Responsibilities of the A CPC and Procedures for Making Referrals 
Appendix E: Initial Child Protection Conferences 
Appendix F: Guidelines for Avoiding Allegations of Child Abuse 
Appendix G: Child Protection – Case Incident Form 
Appendix H: Form A – Notification of Child Abuse or  Non-accidental Injury 
Appendix I: Form B – Initial Child Protection Confe rence Report 
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Appendix A  
 
 
 
SIGNS AND SYMPTOMS OF CHILD ABUSE  
 
 
 Lists of signs and symptoms are not fail-safe mechanisms but they are often helpful indicators in 
certain combinations of the likelihood or reality of abuse.  Children may behave strangely or appear 
unhappy for many reasons, as they move through the inevitable stages of growing up, and their 
families experience change. 
 
These are lists of some of the signs and types of behaviour which may indicate that a child is being 
abused.  In themselves they are not evidence of abuse, but they may suggest abuse if a child 
exhibits several of them or if a pattern emerges. 
 
Remember that there can be other explanations for a child showing such signs or behaving in such 
ways.  There is a good deal of overlap between signs and symptoms of the different types of abuse, 
particularly between emotional and other types of abuse. 
 
 
POSSIBLE SIGNS OF PHYSICAL ABUSE   
 

·  Unexplained injuries or burns, particularly if they are recurrent 
·  Refusal to discuss injuries 
·  Improbable explanations for injuries 
·  Untreated injuries or lingering illness not attended to 
·  Admission of punishment which appears excessive 
·  Shrinking from physical contact 
·  Fear of returning home or of parents being contacted 
·  Fear of undressing 
·  Fear of medical help 
·  Aggression/bullying 
·  Over compliant behaviour or a ‘watchful attitude’ 
·  Running away 
·  Significant change in behaviour without explanation 
·  Deterioration in work 
·  Unexplained pattern of absence which may service to hide bruises or other physical injuries 
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POSSIBLE SIGNS OF EMOTIONAL ABUSE  
 

·  Continual self-deprecation 
·  Change of behaviour 
·  Fear of new situations 
·  Inappropriate emotional responses to painful situations 
·  Self-harm or mutilation 
·  Compulsive stealing/scrounging 
·  Drug/solvent abuse 
·  ‘Neurotic’ behaviour – obsessive rocking, thumb-sucking etc. 
·  Air of detachment – ‘don’t care’ attitude 
·  Social isolation – does not join in and has few friends 
·  Desperate attention-seeking behaviour 
·  Eating problems, including overeating and lack of appetite 
·  Depression, withdrawal 

 
 
 
POSSIBLE SIGNS OF NEGLECT  
 

·  Constant hunger 
·  Poor personal hygiene 
·  Inappropriate clothing 
·  Frequent lateness or non-attendance at school 
·  Untreated medical problems 
·  Low self-esteem 
·  Poor social relationships 
·  Compulsive stealing or scrounging 
·  Constant tiredness 

 
 
 
POSSIBLE SIGNS OF SEXUAL ABUSE  
 

·  Bruises, scratches, burns or bite marks on the body 
·  Scratches, abrasions or persistent infections in the anal or genital regions 
·  Pregnancy – particularly in the case of young adolescents who are evasive concerning the 

identity of the father 
·  Sexual awareness inappropriate to the child’s age – shown, for example, in drawings, 

vocabulary, games etc. 
·  Frequent public masturbation 
·  Attempts to teach other children about sexual activity 
·  Refusing to stay with certain people or go to certain places 
·  Aggressiveness, anger, anxiety, tearfulness 
·  Withdrawal from friends 
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Common Sites for Accidental Injury 

 
 
 
Common Sites for Non-accidental Injury 
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Appendix B 
 
INFORMATION SHARING 
 
All members of staff must be aware both of their duties to respect personal information provided by or 
about a child and his/her family, and the limits of their discretion in situations where suspicions of 
actual or likely significant harm arise.  They must not give blanket undertakings to keep suspicions or 
allegations of abuse secret, but should explain that they may need to refer to others.  This may be for 
the child’s safety or to safeguard other children.  The best interests of children are always paramount. 
 
It is particularly important for designated staff t o have an awareness of the thresholds 
between  developing concerns (i.e. child in need of  support [s.17 Children Act 1989]) and 
suspicions of significant harm (i.e. child in need of protection [s.47 Children Act 1989]).  Other 
staff should be encouraged to consult with them when in doubt, and need to be aware that the 
expectation is that staff are both alert to the possibility of a child being abused or neglected and must 
be able to justify a decision to keep information to themselves. 
 
Sensitive handling of information includes reaching a judgement about when to refer as a child 
protection matter and when/whether to inform the child and parents/carers about the intention to do 
so.  There are circumstances when informing the parents is inappropriate  because it puts the 
child, other family members or other children in da nger.  (Examples are provided on pages 4 
and 5 of the Child Protection Procedure Booklet) 
 
DEALING WITH DISCLOSURES  
 
Receive 
 

·  Listen to the child.  If you are shocked by what they tell you, try not to show it.  All allegations 
should be taken seriously.  Children are unlikely to lie about abuse and to be disbelieved adds 
to the traumatic nature of disclosing.  Children may retract what they have said if they meet 
with revulsion or disbelief. 

 
·  Accept what the child says.  Be careful not to burden them with guilt by asking ‘Why didn’t you 

tell me before?’ 
 
Reassure 
 

·  Stay calm and reassure the child that they have done the right thing in talking to you.  It’s 
essential to be honest with the child, so don’t make promises you may not be able to keep, like 
‘I’ll stay with you’ or ‘Everything will be alright now.’ 

 
·  Don’t promise confidentiality: you have a duty to refer a child who is at risk. 

 
·  Try to alleviate any feelings of guilt that the child displays.  For example, you could say: 

‘You’re not to blame’ or ‘You’re not alone, you’re not the only one this sort of thing has 
happened to’. 

 
·  Acknowledge how hard it must have been for the child to tell you what happened. 

 
·  Empathise with the child – don’t tell them what they should be feeling. 
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React 
 

·  React to the pupil only as far as is necessary for you to establish whether or not you need to 
refer this matter; but do not ‘interrogate’ them for full details. 

 
·  Do not ask ‘leading’ questions such as: ‘What did he do next?’ (this assumes that he did!) or 

‘Did he touch your private parts?’  Such questions may invalidate your evidence (and the 
child’s) in any later prosecution in court.  Instead ask open questions like ‘Anything else to tell 
me?’, ‘Yes’ or ‘And …..? 

 
·  Do not criticise the perpetrator: the pupil may love him/her and reconciliation may be possible. 

 
·  Do not ask the pupil to repeat everything to another member of staff. 

 
·  Explain what you have to do next and to whom you have to talk. 

 
·  Inform the designated teacher for child protection. 

 
·  Try to see the matter through yourself and keep in contact with the pupil. 

 
·  Ensure that if a Social Services interview is to follow, the pupil has a ‘support person’ present if 

they wish (possibly yourself). 
 
Record 
 

·  Make some very brief notes at the time on any paper which comes to hand and write them up. 
You have one hour to write your notes only . Time and date your notes 

 
·  Do not destroy your original notes in case they are required by a court. 

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

child.  If the child uses their family’s own private sexual words, record the actual words used, 
rather than translating them into ‘proper’ words. 

 
·  Use the diagram appendix to indicate the position of any bruising. 

 
·  Be objective in your recording: include statements and observable things, rather than your 

interpretations or assumptions. 
 
Support 
 

·  Make sure that you continue to support the child, providing time and a safe space throughout 
the process of investigation and afterwards. 

 
·  Get some support for yourself, without disclosing confidential information about the child to 

colleagues. 
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What stops children telling? 
 

·  Direct threats – children are taught to obey their parents. 
 

·  Fear of punishment. 
 

·  Guilt and shame. 
 

·  Lack of appropriate vocabulary to describe what is happening. 
 

·  Children may not recognise the abusive experience as abuse – they may believe sexual abuse 
is part of the affectionate relationship. 

 
·  In sexual abuse the abusive experience may be all they receive in response to their need for 

love and physical contact. 
 

·  In sexual abuse children may love the abuser and feel they are special, favoured in some way. 
 

·  Lack of opportunity to be heard. 
 

·  Awareness of the possible implications, such as family break-up, medical examination – 
children may think their silence protects others. 

 
·  Children ‘tell’ in a variety of ways – through their behaviour, play and creative work as well as 

through direct disclosure. 
 

·  Many children make some attempt to ‘tell’ but are not ‘heard’. 
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           Appendix C 
 
 
TELEPHONE CONTACT POINTS FOR CHILD PROTECTION ISSUE S –  
 
CHILD PROTECTION PROCEDURES - TELEPHONE CONTACT LIS T 
 
 
 EDUCATION DEPT 
 
        
1. Wokingham Social Services and Family Team  [Duty Officer]  01189445300 

Out of Hours Emergency Family Team    01344 786543   
     
 
 
 SOCIAL CARE AND HEALTH DEPT. 
 
1.   Child Protection Co-ordinator 01189746865 
2. Duty and Assessment Team   01189746800   
 
3. Out of hours Emergency Duty Team  0118774966   
 
 
 DISTRICT HEALTH AUTHORITY   
 
4. THE ROYAL BERKSHIRE  HOSPITAL   0118875111  
 
 
 POLICE 
 
5. FAMILY SUPPORT UNIT  0845850505   or  999  
 
 OTHER AGENCIES 
 
6. NSPCC HELPLINE    08088005000       
 
7. NSPCC FREETEXT   08000560566       
 
8. CHILDLINE  08001111        
 
9. KIDSCAPE (bullying) Parents’ Helpline 08451205204       
 
10. KIDSCAPE WEBSITE      www.kidscape.org.uk 
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Appendix D 
 
 
 
ROLES AND RESPONSIBILITIES OF THE ACPC  
(Area Child Protection Committee)  
 
 
The ACPC is an inter-agency forum for developing, monitoring and reviewing inter-agency child 
protection work.  It is made up of senior officers and professionals from all the main authorities and 
agencies involved in the prevention and management of child abuse. 
 
ACPC agencies are committed to work together to safeguard children.  Each agency has a specific 
role and an important part to play. 
 
Aims and Objectives of the ACPC 
 
The agreed aim of both ACPCs is: 
 

·  To prevent abuse and protect children by securing the effective collaboration of all agencies. 
 
 
 
 
REFERRALS TO SOCIAL SERVICES DEPARTMENT 
 
Any person who believes that a child is suffering, or is likely to suffer, significant harm should bring 
this to the attention of the Local Authority Social Care and Health Department. 
 
All referrals to the Social Care and Health Department will always be subject to an initial assessment 
to determine whether they should be responded to as children in need of support (Children Act 1989 
– Section 17) or children in need of protection (Children Act 1989 – Section 47).  This is in recognition 
that incidents of abuse and neglect within families are on a continuum and that situations where 
abuse is developing can, at times, be resolved by preventive services outside the child protection 
procedures. 
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Appendix E 
        
 
INITIAL CHILD PROTECTION CONFERENCES  
 
 
Child protection conferences play a vital role in ensuring the safety and welfare of children.  It is 
essential that all agencies ensure that those involved in child protection work are committed to: 
 

·  Attendance at conferences 
·  Careful preparation including the provision of notes for conference 
·  Sharing of information 
·  Contributing to decision making 
·  Following up agreed action to safeguard the child 

 
It may be necessary to attend child protection conferences held in school holidays or at short notice.  
Those responsible will need to make arrangements as appropriate.  It is to the benefit of the child that 
school staff attend child protection conferences wherever possible. 
 
It the school cannot be represented, a written report should be submitted to the key social worker 
setting out relevant information concerning: 
 

·  Involvement with the child(ren) and family 
·  Each child’s health and development 
·  The capacity of the parents to safeguard the child and promote each child’s health and 

development 
·  Other family and environmental factors – See Appendix I 

 
 
Staff should give early notification to the conference convenor of any confidential information which 
should not be divulged without the source’s permission. 
 
Most information will be shared with the family members, apart from that discussed at the 
‘professionals only section of the meeting’.  This will appear in the conference report in italics, and 
should not therefore be discussed with parents. 
 
The parent(s)/carer(s) will normally be invited to the conference together with children where they are 
of sufficient age and understanding. 
 
The conference will make a decision about whether the child(ren) should be placed on the child 
protection register and will prepare an outline child protection plan to be developed by the Core 
Group.  A Review Conference will be held within 3 months. 
 
Although child protection conferences are normally convened by the Social Services Department, 
other agencies, including Education Department staff, may exceptionally request a conference. 
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Appendix F 
 
 
 

GUIDELINES FOR AVOIDING ALLEGATIONS OF CHILD ABUSE  
 
Whilst they may in common law be regarded as acting in loco parentis, teachers and carers in school 
should remember that they are not able to take the place of parents in providing physical comfort. 
This is not to say that all physical contact is inappropriate, rather that the professional context 
demands circumspection and a sense of fitness for purpose. 
 
Teachers of very young children of nursery and Key Stage 1 age will naturally need to engage in 
more physical contact than teachers of older children. Comforting a distressed child who may just 
have started school will not be an unusual occurrence. Similarly, some children may tend towards 
demanding physical attention. In such circumstances, the contact by the adult will be for re-
assurance and may involve physical closeness (e.g. holding the child’s hand or placing hands on the 
child’s shoulders).  Hugging and kissing would be inappropriate for other than the parent, even 
though the child may want to initiate it. 
 
Administration of medicines and first aid requires careful codes of conduct and procedures. These 
should be laid down by local authority or health authority or in individual school guidelines and 
followed meticulously. As a rule of thumb, teachers should not administer medicines. If the child had 
an adverse reaction to a medicine given by a teacher, the teacher could be held liable and charged 
with negligence. 
 
Administration of first aid should be undertaken by a qualified first aider. Where none is available, the 
minimum steps should be taken to ensure the child’s safety and the emergency services should be 
called. 
 
Teachers may sometimes be called upon to intervene physically if a child or children are in danger of 
injuring themselves or others - as in a fight in the school yard. It is important that in such 
circumstances the minimum possible reasonable force is used. Where possible another colleague 
should be called upon to assist, both to minimise the risk of injury to the teacher intervening and to 
act as witness that reasonable force and no more was used. After such an event a clear record of 
what took place should be made, including where possible statements from witnesses. The Head 
teacher should be informed. 
 
One-to-one situations with pupils need to be carefully and consciously managed. Some teaching, as 
with peripatetic music staff, may often suggest one-to-one organisation. Where pupils can be paired 
for such lessons, it is preferable. Where this is not possible and in other situations of individual 
interviews with pupils, it is advisable to use a room with a window where others can see in or to leave 
the door open. If confidentiality makes this difficult, then another member of staff should be informed 
that the interview is taking place. If a child becomes distressed, support and re-assurance should be 
offered through calming words rather than through physical contact. Teachers should not become 
involved with children’s personal problems beyond listening and being sensitive to them in order to 
refer the child to the most appropriate source of help or counselling. 
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Appendix G 
Staff to complete 
 
CHILD PROTECTION - CASE INCIDENT FORM 
 
Child's Name:             
 
Class:               
 
 
Date of Incident:             
 
How Suspicions/Evidence of Possible Abuse Obtained:          
 
              
 
              
 
Nature of Possible Abuse:             
 
              
 
              
 
Evidence of Possible Abuse:            
 
              
 
              
 
               
 
 
Child's Explanation of Possible Abuse:           
 
              
 
              
 
              
 
 
 
Name of Member of Staff:        Signature:      
 
 
Date               
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FORM A 
NOTIFICATION OF CHILD ABUSE OR NON -ACCIDENTAL INJURY  
(CONFIDENTIAL) 
Date of Notification/  
Observation of Incident: 

 To whom initially 
reported 

 

Child’s Full Name  
(Surname Underlined) 

 Date of Birth   

Address:   
 

School/Establishment/  
Service: 

 Is the child subject to 
a Statement of SEN? 

 
YES / NO 

Reason for Notification: (include signs observed)  
 
 
 
 
 
 
 
 
Action Taken:  
 
Notification to Designated Member of Staff       YES / NO      Date ……………. Time ………… 
 
Child taken to hospital (if applicable)                 YES / NO      Date ……………. Time ………… 
 
Register Administration or LRI notified      YES / NO      Date ……………. Time ………… 
(if applicable) 
 
Social Services Department notified                    YES / NO      Date ……………. Time ………… 
 
Other (please specify)          YES / NO      Date ……………. Time 
………… 
 
Actions Agreed with Social Services:  
 
 
 
 
 
 
 
Signed …………………………………….  …………………………………………….……. 
      (Position in Establishment/Service if other  than 
Headteacher/Principal) 
 
This form should be forwarded immediately to:  
The Service Manager, Duty & Assessment Service, Berkshire Social Care and Health Department,  
 
 
 
 



Child Protection Policy July 2009 - CLR 
 

26 

Appendix I 
FORM B 
INITIAL CHILD PROTECTION CONFERENCE REPORT (where u nable to attend)  
(CONFIDENTIAL) 
Child’s Full Name  
(Surname Underlined) 

 Date of Birth   

Address:   
 

School/Establishment/  
Service: 

 

Date concern reported to 
Social Services and to 
whom: 

 

Involvement with the Child and Family:  
 
 
 
 
 
 
 
Child’s Health and Educational Development:  
 
 
 
 
 
 
 
Capacity of Parent(s) to Safegua rd Child and Promote their Health and Development:  
 
 
 
 
 
 
 
Other Family and Environmental Factors:  
 
 
 
 
 
 
 
  
 
 
Signed ………………………………….  Position …………………………. Date …………….……. 
 
 
 
References:  ACPC Child Protection Red Folder (kept in Headteacher’s Office) 
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  (Area Child Protection Committee) 
 
  Education Department Booklets issued by Wokingham Borough Council: 
  Child Protection Procedures (Policy) 
  Child Protection Training 
   
 

Child Protection Leaflet  – given to all staff each September and to each new       
member of staff when they join 

 
Making Referrals 
Referral & Assessment or Duty Teams: 

·  Wokingham 0118 944 5300 
·  Bracknell 01344 351 582 
·  Reading 0118 955 3600/41 
·  West Berkshire 01635 503405 
·  Emergency Duty Team4 01344 786543 
·  Police 0845 8505 505 or 999 
·  NSPCC Helpline 0808 800 5000 

 
 
 
Details of Confidentiality Counselling Helpline for Staff: 
 
08000562561– Available 8.30 am – 8.30 pm 365 days per year 
 
 
 
 


