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THE SCHOOL’S COMMITMENT AND SUCCESS CRITERIA FOR THIS 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 and it is the school’s duty to always consider the best
interests of the child and to take actions that will enable our children to have the best possible
outcomes. 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.
We believe it is essential that an appropriate school ethos is established where all members of the
school community work together in pursuit of a common goal. It is vital that the school welcomes
and indeed encourages the involvement of parents, school governors and others in the community.
If our Safeguarding Including 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.
In all matters relating to safeguarding and child protection the school will follow all local procedures,
as laid down by:
 Berkshire West Children’s Partnership (Wokingham) procedures
 Working Together to Safeguard Children (Sept 2018)
 Keeping Children Safe in Education (September 2019)
 Prevent Duty Guidance (July 2015)
 Use of Social Media for online radicalisation (July 2015)
Our Designated Officer for Berkshire West Children’s Partnership (Wokingham) is Rene Baron who
can be contacted via:
LADO@wokingham.gov.uk
Tel: 0118 974 6141
Mob: 07879608787]
This policy is applicable to the whole school community, including those pupils in the Early Years
Foundation Stage (EYFS).
Everyone has a duty to safeguard our pupils' welfare and must therefore familiarise themselves and
comply at all times with this policy. All school staff should be aware that safeguarding incidents can
happen at any time and anywhere and are required to be alert to any possible concerns.
This policy has been written in accordance with locally agreed inter-agency procedures and is
available on the School website. This Policy document applies to the whole school including the
Early Years Foundation Stage (EYFS - Little Grange and Reception Classes).
This policy is one of a series in the school’s integrated safeguarding portfolio. Policies will be reviewed
annually, unless an incident or new legislation or guidance suggests the need for an interim review.
This policy applies to the head, governors, all staff and volunteers working in the School. There are
five key elements:

•

Ensuring safe recruitment in checking the suitability of staff and volunteers to work
with children
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•
•
•
•

Raising awareness of safeguarding and child protection issues and equipping
children with the skills needed to keep them safe
Developing and then implementing procedures for identifying and reporting cases,
or suspected cases, of abuse
Establishing a safe environment in which children can learn and develop
In accordance with his / her agreed child protection plan, supporting pupils who
have been abused.
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Policy Principles
The provision of a secure, happy and caring school community where the welfare of each child is
paramount. All children, regardless of age, gender, ability, culture, race, language, religion or sexual
identity, have equal rights to protection. All staff, governors and volunteers have an equal
responsibility to act on any suspicion or disclosure that may suggest a child is at risk of harm. Pupils
and staff involved in child protection issues will receive appropriate support.

Policy aims
•
•

•
•
•
•

To establish a safe environment in which children can learn and develop.
To provide clear direction to staff and others about expected codes of behaviour in dealing with
Safeguarding and Child Protection issues, continuing to develop awareness in all staff of the need
for Child Protection and their responsibilities in identifying abuse, with particular care being
taken with children with disabilities and SEN who are especially vulnerable
To ensure consistent good practice
To demonstrate the school’s commitment with regard to safeguarding and child protection to
pupils, parents and other partners
To contribute to the school’s safeguarding portfolio
To equip children with the skills needed to keep them safe.

Holme Grange School Undertakes to:
•

•
•
•
•
•
•
•
•
•

Have regard to the safeguarding procedures as outlined in the DFE Guidance Keeping Children
Safe in Education September 2019 here, Working Together to Safeguard Children (Sept 2018) and
Dealing with Allegations of Abuse Against Teachers and Other Staff (August 2011), the latest
version of the ‘Working Together’ Document can be found here and Guidance for Safer Working
Practice for Adults who Work with Children and Young People in Education 2019 . Document can
be found here
Carry out the required checks of staff as outlined in the guidance Keeping Children Safe in
Education (September 2019)
Be assured that any staff employed by another organisation, and working with Holme Grange
School pupils outside of School premises, have undergone relevant safeguarding checks.
Ensure all staff and volunteers understand their duties in being alert to signs of abuse and the
procedures for referring any concerns to the Designated Person responsible for Safeguarding and
Child Protection without delay
Train all new staff and volunteers in Safeguarding and Child Protection matters as soon as
possible upon appointment, as part of their induction
Ensure that all staff know that it is an offence for a person (e.g. a teacher) over the age of 18 to
have a sexual relationship with a child under 18 where that person is in a position of trust, even
if the relationship is consensual.
Develop effective links with the relevant agencies and co-operate as required with their enquiries
regarding child protection matters, including attending case conferences.
Ensure safe recruitment practices are always followed
Ensure that all fears or allegations of abuse are reported to the Designated Person for the School
(as named in this policy), and that policy procedures are subsequently followed. Also, that reports
be referred to the LADO.
Keep records of concerns about children, even where there is no need to refer the matter
immediately, and ensure all records are kept securely, electronically and/or in confidential paper
files, separate from the main pupil file and in locked locations. (This duty falls upon the
Designated Person)

Holme Grange School Safeguarding including Child Protection Policy
6

•

Provide immunity from retribution or disciplinary action against staff for ‘whistle blowing’ in good
faith

Terminology
•

•
•
•
•

Safeguarding and promoting the welfare of children refers to the process of protecting children
from abuse or neglect, preventing the impairment of health or development, ensuring that
children grow up in circumstances consistent with the provision of safe and effective care and
undertaking that role so as to enable those children to have optimum life chances and to enter
adulthood successfully.
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, in either a
paid or voluntary capacity.
Child refers to all young people who have not yet reached their 18th birthday.
Parent refers to birth parents and other adults who are in a parenting role, for example stepparents, foster carers and adoptive parents.

Context
•
•
•

Section 175 of the Education Act 2002 gives schools a statutory duty to promote and safeguard
the welfare of children, and have due regard to guidance by issued by the Secretary of State.
Section 157 of the Education Act 2002 and the Education (Independent Schools Standards)
(England) Regulations 2003 require proprietors of independent schools to have arrangements to
safeguard and promote the welfare of children who are pupils at the school.
Research suggests that around 10 per cent of children will suffer some form of abuse, and
disabled children are more likely to be abused. Due to their day-to-day contact with pupils, school
staff are uniquely placed to observe changes in children’s behaviour and the outward signs of
abuse. Children may also turn to a trusted adult in school when they are in distress or at risk. It
is vital that school staff are alert to the signs of abuse and understand the procedures for
reporting their concerns

Key personnel (For the Whole School including the EYFS)
The Designated Safeguarding Lead for safeguarding and child protection including the EYFS is Mrs Jo
Cooke, Head of Pastoral Development and Head of Prep.
Contact details j.cooke@holmegrange.org 0118 978 1566 (07832 207309)
The Deputy Designated Safeguarding Leads are:
Headteacher – Mrs Claire Robinson head@holmegrange.org 0118 978 1566 (078797 78443)
Deputy Head- Mr Matthew Jelley m.jelley@holmegrange.org0118 978 1566 (07961 093761)
Head of Pre Prep – Mrs Claire Cox c.cox@holmegrange.org 0118 978 1566 (07769 758464)
Manager of Little Grange – Mrs Jane Fifield j.fifield@holmegrange.org 0118 978 1566 (07746
615402)
The Safeguarding Team consists of 5 members of staff and one govenror to ensure that staff are able
to discuss concerns at any time. Safeguarding lead contact details are made available for all
residential trips and out of school time visits.
The nominated safeguarding and child protection governor is:
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Mrs Delyth Lynch, tel 01344 751763. For postal address or email, please contact the School Office.
The Governing Body ensures that the school has:









A governor who oversees Safeguiarding and Child Protection Policies in the school
A Designated Safeguarding Lead (DSL) for safeguarding and child protection 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 and that this is renewed at least every two years.
A child protection policy and procedures that are consistent with LSCB requirements,
reviewed annually and made available to parents.
Procedures for dealing with allegations of abuse made against members of staff including
allegations made against the Headteacher
Safer recruitment procedures that include the requirement for statutory checks on staff
suitability to work with children
A training strategy that ensures all staff, including the Headteacher, receive safeguarding and
child protection training, with refresher training at three-yearly intervals. The DSL will receive
refresher training at two-yearly intervals
Arrangements to ensure that all temporary staff and volunteers are made aware of the
school’s arrangements for safeguarding and child protection.
The governing body nominates a member (Mr Alan Finch - the Chair) to be responsible for
liaising with the local authority and other agencies in the event of an allegation being made
against the Headteacher.

Role of the Designated Safeguarding Lead – DSL - see Appendix 11
The DSL is the first point of contact for parents, pupils, teaching and support staff, external agencies
and any other parties in all matters of safeguarding and child protection (except in the cases of an
allegation against the DSL where processes as outlined in this policy should be followed) and to provide
support, advice and expertise on all matters concerning safeguarding.
The DSL will 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.
It is the responsibility of the designated safeguarding lead (and the deputies) to be available to discuss
any safeguarding concerns and to arrange adequate and appropriate cover arrangements for any out
of hours/out of term activities to ensure that off site (for example local, national or international trips
and excursions) have appropriate safeguarding support/access to the DSL or deputy (via Skype, for
example, if the DSL or deputies are not in attendance on the trip).
Whilst the activities of the designated safeguarding lead can be delegated to appropriately trained
deputies, the ultimate lead responsibility for safeguarding and child protection remains with the
designated safeguarding lead; this lead responsibility should not be delegated.

Deputy Designated Leads
Deputy designated safeguarding leads are trained to the same standard as the designated safeguarding
lead and, in the absence of the designated lead, carry out those functions necessary to ensure the
ongoing safety and protection of pupils. In the event of the long-term absence of the designated lead,
the deputy will assume all of the functions above.
In accordance with Annex B of KCSIE, the broad areas of responsibility for the DSL are:
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Managing Referrals
•

Refer all cases of suspected abuse to the local authority children’s social care and to the Channel
programme where there is a radicalisation concern, and:
o The Local Authority Designated Officer (LADO) for child protection matters which
concern a staff member;
o The Disclosure and Barring Service (cases where a person is dismissed or left due to
risk/harm to a child) and, where applicable, the Teaching Regulation Authority and/or
the Police in cases where a crime may have been committed;
o Through liaison with the Deputy Designated Safeguarding Leads, be aware of any issues,
especially ongoing enquiries under section 47 of the Children Act 1989 and police
investigations
o Act as a source of support, advice and expertise to all staff on matters of safety and
safeguarding and in particular to those who make referrals to the local authority
children’s social care and those who make a referral to the Channel programme;
o Liaise with relevant agencies when deciding whether to make a referral.

Raising Awareness
•

The Designated Safeguarding Lead should ensure the School’s policies are known and used
appropriately and:o Ensure the School’s Child Protection policy is reviewed annually and the procedures and
implementation are updated and reviewed regularly, and work with the governing body
in this regard.
o Ensure the Safeguarding Including 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 School’s role in undertaking this.
o Link with the local LSCB to make sure staff are aware of training opportunities and the
latest local policies on safeguarding.
o When a pupil leaves the School, ensure that their child protection file is copied for any
new school, but is transferred separately from the main pupil file.

Training
•

The Designated Safeguarding Lead should ensure they keep up to date with Safeguarding
developments at least annually and, in addition, undergo refresher training every two years
(including Prevent Awareness training) to meet the training requirements of the DfE's 'Keeping
Children Safe in Education' (KCSIE) to:
o 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;
o 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;
o Ensure each member of staff has access to and understands the School’s Safeguarding
Including Child Protection Policy and procedures, especially new and part-time staff, and
the crucial guidance that staff should not assume that somebody else will take action
and share information that might be critical in keeping children safe. It is the DSL’s role
to ensure that this is everyone’s responsibility.
o Have confidence in the relevant knowledge, as set out in Annex B of KCSIE (2019) and of
supporting vulnerable pupils such as those with special educational needs and disabilities
with regard to online issues.
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o
o
o

o

Be alert to the specific needs of children in need, those with special educational needs and
young carers1;
Be able to keep detailed, accurate and secure written records of concerns and referrals;
Understand and support the School with regard 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.

Child Protection Files
The school's records on Child Protection are the responsibility of the DSL. They are kept securely, are
managed by the DSL with support, and delegated responsibility thereof, from the Deputy Designated
Leads. Child Protection records are separated from routine pupil records. Access is restricted to the
DSL, the deputies and if not on the safeguarding team, the Headteacher.
The DSL and deputies read and sign the “Role of the DSL” annually, with records kept on individual
staff files.

In Support of the DSL, The Headteacher:




Ensures, through the DSL, that the Safeguarding Including Child Protection policy and procedures
are implemented and followed by all staff
allocates sufficient time and resources to enable the DSL and deputies to carry out their roles
effectively, including the assessment and support of pupils 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 in accordance with the whistleblowing procedures ensures
that pupils’ safety and welfare is addressed through the curriculum.

Transparency
Holme Grange School prides itself on its respect and mutual tolerance. Parents/guardians have an
important role in supporting Holme Grange School. Copies of this policy, together with our other
policies relating to issues of safeguarding and child protection are on our website and we hope that
parents and guardians will always feel able to take up any issues or worries that they may have with
the school. Allegations of child abuse or concerns about the welfare of any child will be dealt with
consistently in accordance with this policy. Open communications are essential

Good practice guidelines
To meet and maintain our responsibilities towards pupils we agree the following standards of
good practice:
 treating all pupils with respect
 setting a good example by conducting ourselves appropriately
 involving pupils in decisions that affect them
 encouraging positive, respectful and safe behaviour among pupils
 being a good listener
 being alert to changes in pupils’ behaviour

11

Section 17(10) Children Act 1989: those unlikely to achieve a reasonable standard of health and development without
local authority services, those whose health and development is likely to be significantly impaired without the provision of
such services, or disabled children.
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recognising that challenging behaviour may be an indicator of abuse
reading and understanding the school’s Safeguarding Including Child Protection policy and
guidance documents on wider safeguarding issues, for example bullying, behaviour, physical
contact and information-sharing
asking the pupil’s permission before initiating physical contact such as assisting with dressing,
physical support during PE or, administering first aid
maintaining appropriate standards of conversation and interaction with and between pupils
and avoiding the use of sexualised or derogatory language
being aware that the personal and family circumstances and lifestyles of some pupils lead to
an increased risk of abuse
applying the use of reasonable force only as a last resort and in compliance with school and
LSCB procedures.

Abuse of trust
•
•
•

All school staff are aware that inappropriate behaviour towards pupils is unacceptable and that
their conduct towards pupils 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.
The School’s Staff Code of Conduct sets out our expectations of staff (see: Appendix 1).

Safer recruitment
•

•
•
•

Holme Grange follows the Government's recommendations for the safer recruitment and
employment of staff who work with children and acts at all times in compliance with the
Independent School Standards Regulations. All governors, volunteers, contractors working
regularly during term-time, such as contract catering staff, are also subject to the relevant
statutory checks. Confirmation is obtained that appropriate child protection checks and
procedures apply to any staff employed by another organisation and working with the school's
pupils at school or on another site. All staff at Holme Grange School are required to complete a
Declaration of Suitability Teach before they are contracted to work.
Our policies are reviewed by governors annually. Please refer to the school's Recruitment Policy
for further details.
Our school endeavours to ensure that we do our utmost to employ ‘safe’ staff by following the
guidance in Keeping Children Safe in Education September 2019 together with the LSCB and the
school’s individual procedures.
Safer recruitment means that all applicants will:
o Complete an application form
o Provide two referees, including at least one who can comment on the applicant’s
suitability to work with children, confirming the veracity of such, by telephone, when
received electronically.
o Provide evidence of identity and qualifications
o Be checked in accordance with the Disclosure and Barring Service regulations as
appropriate to their role
o Be interviewed.
o Complete a Staff Suitability Declaration (which all staff are required to complete
annually)

All new members of staff will undergo an induction that includes familiarisation with the school’s
Safeguarding Including Child Protection policy, the School’s Staff Code of Conduct and identification
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of their child protection training needs. New staff are provided with a copy of Part 1 and Annex A of
KCSIE in addition to the annual provision detailed in the paragraph below.
All staff sign to confirm they have received and understood the School’s Safeguarding Policy and Part
1, and Annex A Keeping Children Safe in Education September 2019 guidance. Staff are also
signposted to How Social Media is used to Encourage Travel to Syria and Iraq briefing note for Schools
and are asked to undertake online training regarding the Prevent strategy at least every 3 years.
The Designated Safeguarding Lead undertakes Prevent training and is able to provide advice and
support to other members of staff on protecting children from the risk of radicalisation.

Disqualification
The Childcare Act 2006 and the Childcare (Disqualification) Regulations 2009 disqualify staff from
registration for Early Years or later years provision if:




They have been cautioned for, or convicted of, certain violent and sexual criminal offences
against children and adults
There are grounds relating to the care of children, including where an order is made in respect
of a child’ under the person’s care
They have had registration refused, or cancelled, in relation to childcare or children’s homes
or have been disqualified from private fostering

All employees will be asked to provide the following information about themselves:





Details of any order (e.g. care order), determination, conviction, or other ground for
disqualification from registration under the Regulations
The date of the order, determination or conviction, or the date when the other ground for
disqualification arose
Information about the body or court which made the order, determination or conviction, and
the sentence (if any) imposed
A certified copy of the relevant order (in relation to an order or conviction)

During recruitment, candidates who are disqualified will be deterred from application or rejected.
Where existing members of staff reveal their disqualification they will need to be suspended. The
disqualification will be a potentially fair reason for dismissal as either a breach of a statutory enactment
and / or some other substantial reason. However, a fair procedure will be followed.
A staff suitability declaration will be required annually for all staff.

Raising Awareness
Mrs Delyth Lynch is the liaison governor for child protection issues. The governors carry out an
annual review of the school's Safeguarding Including Child Protection policy and procedures with
day-to-day issues being delegated to its Education Committee, which the Headteacher and DSL
attend. The governing body is responsible for:
• reviewing the procedures for and the efficiency with which the child protection duties have
been discharged;
• ensuring that any deficiencies or weaknesses in child protection arrangements are remedied
without delay;
• approving amendments to child protection arrangements in the light of changing
Regulations or recommended best practice.
• signing off the policy and annual safeguarding report annually at the June meeting or when
the policy has been amended
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Helping children to keep themselves safe
Children are taught to understand and manage risk through our personal, social, health and
economic (PSHE) education lessons and through all aspects of school life. Our approach is designed
to help children to think about risks they may encounter and with staff work out how those risks
might be overcome. Discussions about risk are empowering and enabling for all children and
promote sensible behaviour rather than fear or anxiety. Children are taught how to conduct
themselves and how to behave in a responsible manner. Children are also reminded regularly about
e-safety and tackling bullying procedures. The school continually promotes an ethos of respect for
children, and pupils are encouraged to speak to a member of staff in confidence about any worries
they may have.
• All pupils have access to a telephone helpline number and are able to use a telephone if
requested enabling them to call for support in private.
• Around the School notices are placed which contains guidance on where to turn for advice,
including confidential help lines and web addresses for external specialists such as ChildLine and
‘Worry notices’ are placed in each classroom.
• We provide workshops to pupils and parents on e-safety and ensure that all pupils understand
and adhere to the school's guidelines in this area. For more details on cyber-bullying please refer
to the school's Tackling Bullying policy.

Children who may be particularly vulnerable
•

•

Some children may have an increased risk of abuse. It is important to understand that this
increase in risk is due more to societal attitudes and assumptions, and child protection
procedures that fail to acknowledge children’s diverse circumstances, rather than the individual
child’s personality, impairment or circumstances. Many factors can contribute to an increase in
risk, including prejudice and discrimination, isolation, social exclusion, communication issues and
a reluctance on the part of some adults to accept that abuse can occur.
Any child may benefit from early help, but all school and college staff should be particularly alert
to the potential need for early help for a child who:
o is disabled and has specific additional needs;
o has special educational needs (whether or not they have a statutory education, health
and care plan);
o is a young carer;
o is showing signs of being drawn in to anti-social or criminal behaviour, including gang
involvement and association with organised crime groups;
o is frequently missing/goes missing from care or from home;
o is misusing drugs or alcohol themselves;
o is at risk of modern slavery, trafficking or exploitation;
o is in a family circumstance presenting challenges for the child, such as substance abuse,
adult mental health problems or domestic abuse;
o has returned home to their family from care;
o is showing early signs of abuse and/or neglect;
o is at risk of being radicalised or exploited;
o is a privately fostered child.

This list provides examples of additionally vulnerable groups and is not exhaustive.
The reasons why children with disabilities are more vulnerable to abuse are summarised below:
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 Many children with disabilities are at an increased likelihood of being socially isolated with







fewer outside contacts than children without disabilities;
Their dependency on parents and carers for practical assistance in daily living including
intimate personal care increases their risk of exposure to abusive behaviour;
They have an impaired capacity to resist or avoid abuse;
They may have speech, language and communication needs which may make it difficult to tell
others what is happening;
They often do not have access to someone they can trust to disclose that they have been
abused;
They are especially vulnerable to bullying and intimidation;
Looked after children with disabilities are not only vulnerable to the same factors that exist for
all children living away from home but are particularly susceptible to possible abuse because
of their additional dependency on residential and hospital staff for day to day physical needs

Holme Grange identifies children for whom vulnerabilities present (either permanent or transitory)
through pastoral processes, monitoring children’s welfare and development and supporting where
necessary.

Safeguarding, 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

Support for those involved in a child protection issue
Child abuse is devastating for the child and can also result in distress and anxiety for staff who
become involved. We will support pupils and their families and staff by:
• taking all suspicions and disclosures seriously
• nominating a link person who will keep all parties informed and be the central point of contact.
• Where a member of staff is the subject of an allegation made by a pupil, separate link people will
be nominated to avoid any conflict of interest
• responding sympathetically to any request from pupils or staff for time out to deal with distress
or anxiety
• maintaining confidentiality and sharing information on a need-to-know basis only with relevant
individuals and agencies
• storing records securely
• offering details of helplines, counselling or other avenues of external support
Holme Grange School Safeguarding including Child Protection Policy
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•
•

following the procedures laid down in our whistleblowing, complaints and disciplinary
procedures
co-operating fully with relevant statutory agencies.

Whistle Blowing
If you have concerns about a colleague
•

Staff who are concerned about the conduct of a colleague towards a pupil are undoubtedly
placed in a very difficult situation. They may worry that they have misunderstood the situation
and they will wonder whether a report could jeopardise their colleague’s career. All staff must
remember that the welfare of the child is paramount. The school’s Whistleblowing Policy,
included as a part of staff induction, enables staff to raise concerns or allegations in confidence
and for a sensitive enquiry to take place. All concerns of poor practice or possible child abuse
by colleagues should be reported to the Headteacher. Complaints about the Headteacher
should be reported to the Chair of Governors without informing the Head

•

Staff should also be aware that the NSPCC Whistleblowing Helpline – 0800 028 0285 – is available
if they do not feel that the issue can be raised through either the DSL or the Chair of Governors.

Staff who are the subject of an allegation
•

When an allegation is made against a member of staff, set procedures must be followed. It is
rare for a child to make an entirely false or malicious allegation, although misunderstandings
and misinterpretations of events can and do happen. A child may also make an allegation against
an innocent party because they are too afraid to name the real perpetrator. Even so, we must
accept that some professionals do pose a serious risk to pupils and we must act on every
allegation. Staff who are the subject of an allegation have the right to have their case dealt with
fairly, quickly and consistently and to be kept informed of its progress. Suspension is not the
default option and alternatives to suspension will always be considered. In some cases, staff
may be suspended where this is deemed to be the best way to ensure that children are
protected.

•

Allegations against staff should be reported to the Headteacher. Allegations against the
Headteacher should be reported to the chair of governors without informing the Head.

•

The full procedures for dealing with allegations against staff can be found in part four of Keeping
Children Safe in Education September 2019 here and Dealing with Allegations of Abuse against
Teachers and Other Staff (DfE, 2011) here . Further information is contained in the school’s
disciplinary procedures.

Staff 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 and governors will receive training during their induction which will include coverage
of the behaviour policy.
All staff, including the Headteacher (unless the Headteacher is the DSL) and governors will receive
training at least every three years (with regular updates as necessary and at least annually)
The DSL (and their deputies) will receive training at least every two years, including training in
inter-agency procedures with regular updates and at least annually.
Supply staff and all visitors will be given the School’s Safeguarding Leaflet.
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Procedures for dealing with allegations or concerns about a child
•
•
•
•

•

•

•
•
•
•

The school treats the safeguarding of the pupils in its care as the highest priority and recognises
the important role it has to play in the recognition and referral of children who may be at risk.
All our school staff are made aware of their duty to safeguard and promote the welfare of
children in the school's care.
Staff members are alerted to the particular potential vulnerabilities of looked after children.
Every member of staff, including part-timers, temporary, visiting, contract and volunteer staff
working in school is required to report instances of actual or suspected child abuse or neglect to
the DSLs. This includes alleged abuse by one or more pupils against another pupil. Where the
allegation(s) concern the DSL the staff member should report the matter to the Head, or where
they concern the Head, to the DSL, who will liaise with the Chairman of Governors and/or directly
with the school's local authority (see below).
If a member of staff is made aware of any allegation of abuse, or if knowledge of possible abuse
comes to his/her attention it is his/her duty to:
o listen to the child,
o provide re-assurance
o record the child's statements,
o not probe or put words into the child's mouth.
o For allegations of peer on peer abuse, involving illegal images of a child, staff must not
view these images and must seek the advice of the DSL who has regard for the DfE
guidance:
https://www.gov.uk/government/publications/searching-screening-andconfiscation
On hearing an allegation of abuse or complaint about abuse directly from a child, a member of
staff should limit questioning to the minimum necessary for clarification. Leading questions
should be avoided. No inappropriate guarantees of confidentiality should be given; rather the
child should be told that the matter will be referred in confidence to the appropriate people in
positions of responsibility.
The DSL/Deputy DSL will report safeguarding concerns to the Head.
Where there is reasonable cause to suspect that a child is suffering, or likely to suffer significant
harm, a referral to local agencies will be made within 24 hours of the safeguarding issue being
raised.
For children in need of additional support from one or more agencies, the school will liaise with
all external agencies as required.
Holme Grange School’s points of contact are as follows:

External Agency Contact Information
•
•
•
•
•
•
•

Berkshire West Children’s Partnership website for child protection
WBC Referral and Assessment Team (Children's Safeguarding and Social Care Team): 0118
908 8002, triage@wokingham.gov.uk.
For concerns out of hours contact the Emergency Duty Team - out of office hours:
telephone: 01344 786 543
Thames Valley Police: telephone 101
NSPCC (National Society for the Prevention of Cruelty to Children) 24 Hour Helpline: 0808
800 5000 5000 FREE
NSPCC Whistleblowing Helpline: 0800 028 0285
OFSTED Safeguarding Children
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•
•
•

0300 1233155 (8am to 6pm, Monday to Friday)
Whistleblowing@ofsted.gov.uk
Disclosure and Barring Service
PO Box 181, Darlington, DL1 9FA
Tel: 01325 953795
Independent Schools Inspectorate
Cap House, 9-12 Long Lane, London EC1A 9HA
Tel: 0207 600 0100
Teaching Regulation Agency (TRA)

Where Female Genital Mutilation (FGM) is suspected to have taken place Staff are to report the
incident directly to the Police and inform the DSL. The Single Non-Emergency Number 101 is to be
used.

Procedures for dealing with allegations of abuse against a member of staff















Allegations of abuse may be made against a member of staff, a volunteer, a governor, a pupil,
parent or other person connected to the school.
If an allegation is made against a member of staff, an accurate written record should be made
and the Headteacher informed immediately so that appropriate agencies can be contacted
within 24 hours and the matter resolved without delay.
The Head will immediately contact the Local Authority Designated Officer (LADO) for advice or
direction.
In relation to our nursery/EYFS setting, the school will inform Ofsted within 14 days of any
allegations of serious harm or abuse by any person living, working or looking after children at the
premises (whether that allegation relates to harm or abuse committed on the premises or
elsewhere) or any other abuse which is alleged to have taken place on the premises, and of the
action taken in respect of these allegations.
The School is not to undertake its own investigation prior to discussion with the LADO so as not
to jeopardise statutory investigations
Should the allegation of abuse concern the Headteacher the member of staff should inform the
DSL who will contact the Chair of Governors immediately without the head being informed first.
The Headteacher/DSL will refer all allegations or suspicions of abuse or cases where there is
reasonable cause to suspect a child is suffering, or is likely to suffer significant harm, to the local
authority designated officer (LADO) within 24 hours.
Borderline cases will be discussed with the LADO without identifying individuals in the first
instance and following discussions the LADO will judge whether or not an allegation or concern
meet the relevant threshold.
The LADO and the Headteacher/DSL will decide in the circumstances what further steps should
be taken. This could involve informing parents and calling the police.
If the allegation concerns a volunteer or another pupil then the Headteacher is to be informed
immediately or the DSL in the absence of the Headteacher.
The member of staff concerned would normally be informed as soon as possible after the result
of any initial investigation authorised or conducted by the LADO is known. Advice will always be
sought from the LADO first, however. The school will normally appoint a member of staff to keep
the person informed of the likely course of action and the progress of the case.
The outcome of investigation of an allegation will record whether it is substantiated (sufficient
evidence to prove it), unsubstantiated (insufficient evidence to prove it), false (sufficient
evidence to disprove it), malicious (sufficient evidence to disprove it and that there has been a
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deliberate act to deceive) or unfounded (to reflect cases where there is no evidence or proper
basis which supports the allegation being made.). If it is established that the allegation is
malicious, no details of the allegation will be retained on the individual's personnel records. In
all other circumstances a written record will be made of the decision and retained on the
individual's personnel file in accordance with DfE advice.


If the LADO or any of the statutory child protection authorities decide to take the case further,
any staff member concerned may be suspended if this is felt appropriate. The reasons and
justification for suspension will be recorded and the staff member informed of them. In the case
of staff the matter will be dealt with in accordance with the Disciplinary Procedure. Where a
member of the residential staff is suspended pending an investigation of a child protection
nature, suitable arrangements must be put in place for alternative accommodation away from
children. In the case of a pupil the matter will be dealt with under the Behaviour and Sanctions
Policy.



During the course of the investigation the school in consultation with the LADO will decide what
information should be given to parents, staff and other pupils and how press enquiries are to be
dealt with. In reaching their decision due consideration will be given to the provisions in the
Education Act 2011 relating to reporting restrictions identifying teachers who are the subject of
allegations from pupils.



Any pupils who are involved will receive appropriate care. If an investigation leads to the
dismissal or resignation prior to dismissal of a member of teaching staff, the school will consider
making a referral to the Teacher Regulation Authority (TRA) and a prohibition order may be
appropriate (because that teacher has displayed unacceptable professional conduct, conduct
that may bring the profession into disrepute or a conviction at any time for a relevant
offence).The school will make a serious incident report to the Charity Commission whenever the
Commission's guidelines deem it appropriate to do so.



We follow Disclosure and Barring Services (DBS) guidance and procedures regarding referrals and
barring decisions and the Safeguarding Vulnerable Groups Act 2006 and the Safeguarding
Vulnerable Groups Act (Prescribed Criteria and Miscellaneous Provisions) Regulations 2009. The
school will report to the DBS, within one month of leaving the school any person (whether
employed, contracted, a volunteer or a student) whose services are no longer used because he
or she is considered unsuitable to work with children. This includes dismissal, non-renewal of a
fixed term contract, no longer using a supply teacher engaged directly or supplied by an agency,
terminating the placement of a trainee or volunteer, no longer using staff employed by a
contractor and resignation and voluntary withdrawal from any of the above.

Extended services and off-site arrangements
•

Where extended school activities are provided by and managed by the school, our own
Safeguarding Including 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 pupils attend off-site activities, including day and residential visits and work related
activities, we will check that effective safeguarding, child protection and health and safety
arrangements are in place.
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Site security
•

Visitors to the school, including contractors, sign in via the School’s electronic registration
system, which produces a photo-card style lanyard badge, and confirms they have permission to
be on site. Parents who are simply delivering or collecting their children do not need to sign in.
All visitors are expected to observe the school’s safeguarding and health and safety regulations
to ensure children in school are kept safe.

Photography and images
•

The vast majority of people who take or view photographs or videos of children do so for entirely
innocent, understandable and acceptable reasons. Sadly, some people abuse children through
taking or using images, so we must ensure that we have safeguards in place. To protect pupils
we will:
o
o
o
o
o
o

(for all pupils) seek parental consent for photographs to be taken or published (for
example, on our website or in newspapers or publications)
(for pupils of 13 years of age and over) the School will make pupils aware that they can
change the consent (as above) previously given by their parents when joining the school.
use only the pupil’s first name with an image unless given express permission to do
otherwise by parents (e.g. some new items)
ensure pupils are appropriately dressed
encourage pupils to tell us if they are worried about any photographs that are taken of
them.
Collect parental consent for use of images via an image consent form.

Staff and Visitor Mobile Phones/Devices
Little Grange and Reception:
• Parents and visitors are alerted to the fact that Little Grange is a mobile phone-free zone through
clear signage to this effect. The Reception classroom is also a mobile free zone when children are
on site. Visitors using a mobile phone will not be allowed access to the premises until it is
switched off and put away. Personal mobile phones belonging to members of staff are not used
on the premises during working hours. The exception to this is in an emergency, when mobile
phones may be used in the Little Grange Staffroom, but only with the permission of the Nursery
Manager. Reception staff should not use their phones at any time during the school day, or when
children are on site.
• All personal mobile phones are stored in the staffroom of Little Grange.
• Members of staff ensure that the main telephone number of Holme Grange is known to
immediate family should they need to be contacted in an emergency. Early Years staff have
access to a School phone and all staff have access to a School mobile phone when taking children
off-site for trips or any visits.
•

In the event that staff take their own mobile phones on outings for use in case of an emergency,
the making or receiving of personal calls is not permitted. Members of staff do not use their
personal mobile phones to take photographs of children on outings or trips. School IPads are
available for this purpose.

Staff of Years 1-11:
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•

•

All other staff should keep their mobile devices (phones) securely, which are not to be used on
site in the presence of pupils unless there are reasonable and justified circumstances, aligned
with professional duties and expectations for staff behaviour. Further guidance is held in the Staff
Acceptable Use Policy and Code of Conduct.
Visitors to the site, including parents, are asked not to use their mobile phones in public spaces,
in front of the pupils.

Cameras and Use of Photographs
•

Members of staff are instructed not to bring their own camera into the School. Photographs
taken of children at School are taken for valid reasons: for the recording of curriculum activities
in action, recording of the learning and development of pupils for observation records and
profiles and for evidence for Ofsted and ISI Inspections. We also use photographs for displays
within the setting.

•

Images taken must be deemed suitable without putting a child / children in any compromising
positions that could cause embarrassment or distress. Under no circumstances must cameras of
any kind be taken into the toilet area. If photographs need to be taken in the toilet area i.e.
photographs of children washing their hands, then the Nursery Manager or Headteacher must
be asked first and staff supervised whilst carrying out this kind of activity. At all times the camera
must be placed in a prominent place where it can be seen.

•

The permission of parents and carers will always be sought before any images are used in outside
promotional materials.

Performances / Special Events
•
•

•

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.
Photographs may be taken during performances if permission has been granted by the Head who
will seek permission from parents prior to granting permission as there are restrictions for
security reasons. If permission is granted then parents are advised that photographs are only
for parent/carers’ personal use and MUST NOT be placed on any social network sites.
Staff are aware of their responsibilities under GDPR legislation and follow the guidelines laid out
in the ‘Staff Acceptable Use’ Policy. Images are stored on-site in the shared drive ‘Staffshare’ for
staff access only. No external access is available. Staff are discouraged, technologically and
through written guidance, from taking documents, and are not permitted to take photographs,
off-site. Should they do so, for example, for the purposes of working at home, they are aware
that they must take precautions to ensure the security of any such documentation.

Failure to adhere to these guidelines will lead to disciplinary / safeguarding procedures being
followed.

E-Safety - please see the School’s eSafety Policy for further guidance.
The School ensures that children are taught about keeping safe whilst online, through the curriculum
and PSHE. Particular attention is paid to build children’s resilience, including to radicalisation, when
engaging with social media and the internet. Where possible, these practices are age appropriate and
delivered through the curriculum. Children are helped to understand the risks posed by adults or young
people, who use the internet and social media to bully, groom, abuse or radicalise other people,
especially children, young people and vulnerable adults. Internet safety is also delivered as an integral
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part of the school’s ICT curriculum and is also embedded in PSHE and sex and relationships education
(SRE). The School has regard to:
 The use of social media for on-line radicalisation
 The UK Safer Internet Centre (https://www.saferinternet.org.uk/about)
 CEOP’s Thinkuknow website (www.thinkuknow.co.uk)

Recognising abuse
To ensure that our pupils 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.
There are four categories of abuse: physical abuse, emotional abuse, sexual abuse and neglect- see
appendices for detailed definitions.

Staff Recognised as Unsuitable to Work with Children
Any person who is released from the School’s services because he or she has been deemed unsuitable
to work with children must be reported to the Disclosures and Barring Service (DBS) via a referral
form:
http://www.homeoffice.gov.uk/publications/agencies-public-bodies/dbs/dbs-referralsguidance/dbs-referral-form
Reports must be made within one month of the person(s) leaving the school and provide as much
detailed evidence of the case as possible. Reports could be made in (but are not limited to) the
following cases:
 dismissal;
 non-renewal of a fixed-term contract;
 refusal to employ or discontinued use of a member of staff
 employed by a contractor,
 a supply teacher from an employment agency, or a volunteer; placement
 termination of a student teacher or other trainee; or resignation (and voluntary withdrawal)
from supply
 teaching, contract working, a course of initial teacher training, or volunteering
 Guidance for making referrals can be found on the DBS website
(http://www.homeoffice.gov.uk/agencies-public-bodies/dbs/
 Failure to report to the DBS constitutes an offence and the school may be removed from the
DFE register of independent schools
Where the School has dismissed a teacher for misconduct, or would have dismissed the teacher had
he/she not resigned first, the School will consider whether to refer the case to the Secretary of State
for Education for consideration as to whether the teacher should be prohibited from teaching. The
School will follow the advice set out in the Teaching Regulation Authority’s guidance, “Teacher
misconduct - the prohibition of teachers” (as updated or amended from time to time) to make a
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judgment about whether a prohibition order may be appropriate and whether an early referral is
advisable in order to consider an interim prohibition order. If in doubt, a referral will be made.
Safeguarding issues may also be reportable to the Charity Commission under their serious incident
reporting guidance, that is, if any one or more of the following things occur:
•
•
•
•

there has been an incident where the beneficiaries of Holme Grange School have been or are
being abused or mistreated while under the care of someone connected with Holme Grange
School such as a trustee, member of staff or volunteer;
there has been an incident where someone has been abused or mistreated and this is
connected with the activities of Holme Grange School;
allegations have been made that such an incident may have happened, regardless of when the
alleged abuse or mistreatment took place;
the school has grounds to suspect that such an incident may have occurred.

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
can have a disastrous effect on a child’s wellbeing and in very rare cases has been a feature in
the suicide of some young people.
All incidences of bullying, including cyber-bullying and prejudice-based bullying should be
reported and will be managed through our Tackling-Bullying procedures (see separate policy). A
copy of the procedures is available for parents and the subject of bullying is addressed at regular
intervals in PSHE education.
All staff should be aware that safeguarding issues can manifest themselves via peer on peer
abuse. Peer on peer abuse is not something that should be tolerated as “part of growing up” or
considered “banter between children”. Bullying is a form of peer on peer abuse.
Examples of behaviour by a pupil which may raise safeguarding concerns may include:
o violence, including gender based violence;
o threatening or intimidating behaviour;
o blackmail;
o misconduct of a sexual nature, including indecent exposure or touching or serious sexual
assaults;
o sexting;
o encouraging others to engage in inappropriate sexual behaviour;
o any form of inappropriate behaviour by an older pupil towards a younger or more
vulnerable pupil; bullying, including cyberbullying.
If there is reasonable cause to suspect that in the case of peer to peer abuse, a child is suffering,
or likely to suffer, significant harm then the matter should be referred to the DSL (see If You Are
Concerned About Pupil’s Welfare – below, p22 and Appendix 6) and the matter referred to local
agencies.
It is an expectation that in the event of disclosures about pupil-on-pupil abuse that all children
involved, whether perpetrator or victim, are treated as being ‘at risk’.

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 r ecovery is beyond
their reach, and the rest of their childhood and their adulthood may be characterised by
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anxiety or depression, self-harm, eating disorders, alcohol and substance misuse, unequal
and destructive relationships and long-term medical or psychiatric difficulties.

Taking action
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 and certainly before 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 6 provides a flowchart for reporting a concern.

If you are concerned about a pupil’s welfare

•
•
•

There will be occasions when you suspect that a pupil may be at risk, but you have no ‘real’
evidence. The pupil’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 pupil the opportunity to talk.
The signs you have noticed may be due to a variety of factors – for example, a parent has moved
out, a pet has died, a grandparent is very ill. It is fine to ask the pupil if they are OK or if you can
help in any way.
Log the concern via the School’s online portal “My Concern”.
If the pupil does begin to reveal that they are being harmed you should follow the advice in the
section ‘If a pupil discloses to you’.
If, following your conversation, you remain concerned, you should discuss your concerns with
the designated person.

If a pupil discloses to you
•

•
•

•

It takes a lot of 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 pupil 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 pupil may think that you do not want to listen, if you
leave it till the very end of the conversation, the pupil may feel that you have misled them into
revealing more than they would have otherwise.
During your conversation with the pupil:
o Allow them to speak freely.
o Remain calm and do not over react – the pupil may stop talking if they feel they are
upsetting you.
o Give reassuring nods or words of comfort – ‘I’m so sorry this has happened’, ‘I want
to help’, ‘This isn’t your fault’, ‘You are doing the right thing in talking to me’.
o Do not be afraid of silences – remember how hard this must be for the pupil.
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o

o
o
o

o
o
o

o

Under no circumstances ask investigative questions – such as how many times this
has happened, whether it happens to siblings too, or what does the pupil’s mother
thinks about all this.
At an appropriate time tell the pupil that in order to help them you must pass the
information on.
Do not automatically offer any physical touch as comfort. It may be anything but
comforting to a child who has been abused. Take your lead from the child.
Avoid admonishing the child for not disclosing earlier. Saying ‘I do wish you had told
me about this when it started’ or ‘I can’t believe what I’m hearing’ may be your way
of being supportive but the child may interpret it that they have done something
wrong.
Tell the pupil what will happen next. The pupil may agree to go with you to see the DSL.
Otherwise let them know that someone will come to see them before the end of the day.
Report verbally to the DSL as soon as possible.
Write up your conversation, objectively and with as much factual detail as possible using,
where possible, the child’s words, and record via My Concern, ensuring delivery to the
DSL contemporaneously.
Seek support if you feel distressed from the DSL or one of the deputies.

The DSL or deputy will action the concern and the member of staff reporting a concern should
receive an update.

Notifying parents
•
•

The school will normally seek to discuss any concerns about a pupil with their parents. This must
be handled sensitively and the DSL will make contact with the parent in the event of a concern,
suspicion or disclosure.
However, if the school believes that notifying parents could increase the risk to the child or
exacerbate the problem, then advice will first be sought from children’s social care.

Referral to children’s social care
•

The DSL will make a referral to children’s social care if it is believed that a pupil is suffering or is
at risk of suffering significant harm. The pupil (subject to their age and understanding) and the
parents will be told that a referral is being made, unless to do so would increase the risk to the
child.

Confidentiality and sharing information
•
•
•

All staff will understand that child protection issues warrant a high level of confidentiality, not
only out of respect for the pupil and staff involved but also to ensure that information being
released into the public domain does not compromise evidence.
Staff should only discuss concerns with the DSL or chair of governors (depending on who is the
subject of the concern). That person will then decide who else needs to have the information and
they will disseminate it on a ‘need-to-know’ basis.
Child protection information will be stored and handled in line with GDPR Legislation (2018)
principles. Information is:
o
o
o
o

processed for limited purposes
adequate, relevant and not excessive
accurate
kept no longer than necessary
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o
o
o

processed in accordance with the data subject’s rights
secure.
Record of concern forms and other written information will be stored in a locked facility
and any electronic information will be password protected and only made available to
relevant individuals.

•

Every effort is made to prevent unauthorised access and sensitive information should not be
stored on laptop computers, which, by the nature of their portability, could be lost or stolen. If it
is necessary to store child protection information on portable media, such as a CD or flash drive,
these items should also be password protected and kept in locked storage. Child protection
information will be stored separately from the pupil’s school file and the school file will be
‘tagged’ to indicate that separate information is held.

•

Child protection records are normally exempt from the disclosure provisions of GDPR, which
means that children and parents do not have an automatic right to see them. If any member of
staff receives a request from a pupil or parent to see child protection records, they should refer
the request to the DSL.

•

GDPR legislation does not prevent school staff from sharing information with relevant agencies,
where that information may help to protect a child.

•

The school’s policy on confidentiality and information-sharing is available to parents and pupils
on request.

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, police or the
NSPCC if:
• the situation is an emergency and the Designated Safeguarding Lead, their deputy,
the Head teacher and the chair of governors are all unavailable
• they are convinced that a direct report is the only way to ensure the pupil’s safety.

Equal Opportunities
•

This policy document stems from the belief that every child also has the right to feel safe and
the right to be treated with respect.

Complaints procedure
•

•

Our complaints procedure will be followed where a pupil or parent raises a concern about poor
practice that initially does not reach the threshold for child protection action. Poor practice
examples include unfairly singling out a pupil or attempting to humiliate them, bullying or
belittling a pupil or discriminating against them in some way. Complaints are managed by senior
staff, the Headteacher and governors. An explanation of the complaints procedure is included
in the Safeguarding Information Booklet for Parents.
Complaints from staff are dealt with under the school’s complaints and disciplinary and
grievance procedures.
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Evaluation of This Policy
•

This is carried out annually by the full governing board, based upon a review completed jointly
by the Designated Safeguarding Lead and the Nominated Governor, whose joint report is
presented and accepted by the full board. This review takes into account any new requirements
and the board is committed to rectifying any shortfall in procedure without delay.

Related safeguarding portfolio policies
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Restraint Policy
Intimate Care Policy
Complaints Policy
Tackling-bullying Policy
Whistleblowing Policy
SEND Policy
Behaviour Policy
Supervision Policy
Safer Recruitment Policy
Grievance Policy
Disciplinary Policy
Visiting Speaker Policy
Preventing
Extremism
and
Radicalisation Policy
FGM and Honour Based Violence
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APPENDIX 1 Definitions of Abuse
Physical abuse
Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning,
suffocating or otherwise causing physical harm to a child. Physical harm may also be caused when a
parent or carer fabricates the symptoms of, or deliberately induces illness in a child (this used to be
called Munchausen’s Syndrome by Proxy, but is now more usually referred to as fabricated or
induced illness).

Emotional abuse
Emotional abuse is the persistent emotional maltreatment of a child, such as to cause severe and
persistent adverse effects on the child’s emotional development. It may involve conveying to children
that they are worthless or unloved, inadequate or valued only for meeting 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 the child’s developmental capability, as well as overprotection and
limitation of exploration and learning, or preventing the child participating in normal social
interaction. It may involve seeing or hearing the ill-treatment of another. It may involve serious
bullying (including cyber-bullying), causing children frequently to feel frightened or in danger, or the
exploitation or corruption of children. Some level of emotional abuse is involved in all types of
maltreatment of a child, although it may occur alone.

Sexual abuse
Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, not
necessarily involving a high level of violence, whether or not the child is aware of what is happening.
The activities may involve physical contact, including assault by penetration (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 commit acts of sexual abuse, as
can other children.

Neglect
Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs, likely
to result in the serious impairment of the child’s health or development. Neglect may occur during
pregnancy as a result of maternal substance misuse. Once a child is born, neglect may involve a
parent or carer failing to provide adequate food and clothing or shelter, including exclusion from
home or abandonment; failing to protect a child from physical and emotional harm or danger;
failure to ensure adequate supervision, including the use of inadequate care-givers; or the failure
to ensure access to appropriate medical care or treatment. It may also include neglect of, or
unresponsiveness to, a child’s basic emotional needs.
Definitions taken from HM Government (Sept 2018) Working Together to Safeguard Children.
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
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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 person.
Remember, it is your responsibility to report your concerns. It is not your responsibility to investigate
or decide whether a child has been abused.
A child who is being abused or neglected may:
• have bruises, bleeding, burns, fractures or other injuries
• show signs of pain or discomfort
• keep arms and legs covered, even in warm weather
• be concerned about changing for PE or swimming
• look unkempt and uncared for
• change their eating habits
• have difficulty in making or sustaining friendships
• appear fearful
• be reckless with regard to their own or other’s safety
• self-harm
• frequently miss school or arrive late
• show signs of not wanting to go home
• display a change in behaviour – from quiet to aggressive, or happy-go-lucky to withdrawn
• challenge authority
• become disinterested in their school work
• be constantly tired or preoccupied
• be wary of physical contact
• be involved in, or particularly knowledgeable about drugs or alcohol
• display sexual knowledge or behaviour beyond that normally expected for their age.
Individual indicators will rarely, in isolation, provide conclusive evidence of abuse. They should be
viewed as part of a jigsaw, and each small piece of information will help the DSL to decide how to
proceed. It is very important that you report your concerns – you do not need ‘absolute proof’ that
the child is at risk.
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APPENDIX 2 Specific Procedures for Abuse
Statutory guidance acknowledges the following as specific safeguarding issues:









children and the court system;
children missing from education (see below);
children with family members in prison;
child sexual exploitation (see below);
child criminal exploitation: county lines;
domestic abuse;
homelessness; 3
so-called 'honour-based' violence (see below);

Further advice and links to guidance on these specific safeguarding issues can be found in Annex B of
KCSIE 2019. Staff should be particularly aware of the safeguarding issues set out below.

1. Self-Harm
It is recognised that some young people have a problem with self-harming and that this may be as a
result of unhappiness in some aspect of their life (which may, in the worst case scenario, be linked to
a child protection issue). Staff (especially those in positions of pastoral responsibility) should be
vigilant and aware of the causes and symptoms of self-harming and should refer any cases to matron
as soon as possible. Where there is thought to be a child protection issue, the Designated Lead should
be informed.

2. Unexplained Absence of Pupils in the Child Protection Register
The Designated Person must notify Berkshire West Children’s Partnership (Wokingham) if there is an
unexplained absence of more than two days of a pupil for whom a referral has been made or for
whom there are significant concerns. In cases of absence, where the child is not at morning
registration and the child’s parents/guardians have not made contact regarding the reason for
absence, contact will be made as soon as possible to find out what explanation is given for absence.
On the third morning of absence for a child for whom there are significant concerns, contact with the
Safeguarding Board will be made however depending on the nature of the contact made and reasons
given, contact with the LASB may be made more urgently.

3. Children Missing Education
This policy has regard for the statutory guidance Children Missing Education. Holme Grange has a duty
to investigate and unexplained absence and will monitor attendance closely and address poor or
irregular attendance.
The School will enter pupils on the admission register at the beginning of the first day on which the
school has agreed, or been notified, that the pupil will attend the school. If a pupil fails to attend on
the agreed or notified date, the School will undertake reasonable enquiries to establish the child’s
whereabouts and consider notifying the local authority at the earliest opportunity.
Holme Grange monitors pupils’ attendance through daily registers and will notify the local authorities
of the details of pupils who fail to attend regularly, or have missed ten school days or more without
permission.
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•

All staff are made aware that children going missing, particularly repeatedly, can act as a vital
warning sign of a range of safeguarding possibilities.

•

This may include abuse and neglect, which may include sexual abuse or exploitation and child
criminal exploitation.

•

It may indicate mental health problems, risk of substance abuse, risk of travelling to conflict zones,
risk of female genital mutilation or risk of forced marriage.

•

Early intervention is necessary to identify the existence of any underlying safeguarding risk and to
help prevent the risks of a child going missing in future.

4. Child Sexual Exploitation
Sexual exploitation involves an individual or group of adults taking advantage of the vulnerability of
an individual or groups of children or young people, and victims can be boys or girls. Children and
young people are often unwittingly drawn into sexual exploitation through the offer of friendship
and care, gifts and sometimes accommodation. Sexual exploitation is a serious crime and can have a
long-lasting adverse impact on a child’s physical and emotional health. It may also be linked to child
trafficking. All staff are made aware of the indicators of sexual exploitation and all concerns are
reported immediately to the DSL.
CSE is a form of sexual abuse. It occurs where an individual or group takes advantage of an imbalance
of power to coerce, manipulate or deceive a child or young person under the age of 18 into sexual
activity: a) in exchange for something the victim needs or wants; and / or b) for the financial advantage
or increased status of the perpetrator or facilitator.
The victim may have been sexually exploited even if the sexual activity appears consensual. Child
exploitation does not always involve physical contact; it can also occur through the use of technology.
A significant number of children who are victims of sexual exploitation go missing from home, care and
education at some point.
Signs of potential CSE:





Going missing or regularly returning late
Regularly missing school or opting out of education
Appearing with unexplained gifts/possessions
Associating with others involved in exploitation Older boyfriends/girlfriends

5. Honour Based Violence:
So-called ‘honour- based’ violence is a crime or incident committed to protect or defend the so-called
honour of the family or community. The term can cover a collection of practices used to control
behaviour within families or other social groups, in order to protect perceived cultural and religious
beliefs or honour.
A number of offences can be committed in the context of honour-based violence and forced marriage,
including common assault, GBH, harassment, kidnap, rape, threats to kill and murder. Examples of
instances that might trigger a so-called ‘honour’ crime include someone becoming involved with a
boyfriend or girlfriend from a different culture or religion, wearing clothes or taking part in activities
that might not be considered traditional within a particular culture, or seeking a divorce.
All forms of so called honour-based violence are abuse (regardless of motivation) and should be
handled and escalated as such. Staff should speak to the DSL if they have any doubts.
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Female Genital Mutilation
FGM comprises all procedures involving partial or total removal of the external female genitalia or
other injury to the female genital organs. It is illegal in the UK and a form of child abuse with longlasting harmful consequences. There is a range of potential indicators that a child or young person may
be at risk of FGM which are considered below. Guidance on the warning signs that FGM may be about
to take place, or may have already taken place, can also be found on pages 38-41 of the Multi-agency
statutory guidance on FGM (pages 59-61 focus on the role of schools).
Specific factors that may heighten a girl’s or woman’s risk of being affected by FGM. There are a
number of factors in addition to a girl’s or woman’s community or country of origin that could increase
the risk that she will be subjected to FGM:
 The position of the family and the level of integration within UK society – it is believed that
communities less integrated into British society are more likely to carry out FGM.
 Any girl born to a woman who has been subjected to FGM must be considered to be at risk of
FGM, as must other female children in the extended family.
 Any girl who has a sister who has already undergone FGM must be considered to be at risk of
FGM, as must other female children in the extended family.
 Any girl withdrawn from Personal, Social and Health Education or Personal and Social
Education may be at risk as a result of her parents wishing to keep her uninformed about her
body and rights.
Indications that FGM may be about to take place soon:
The age at which girls undergo FGM varies enormously according to the community. The procedure
may be carried out when the girl is newborn, during childhood or adolescence, at marriage or during
the first pregnancy. However, the majority of cases of FGM are thought to take place between the ages
of 5 and 8 and therefore girls within that age bracket are at a higher risk. It is believed that FGM
happens to British girls in the UK as well as overseas (often in the family’s country of origin). Girls of
school age who are subjected to FGM overseas are thought to be taken abroad at the start of the
school holidays, particularly in the summer holidays, in order for there to be sufficient time for her to
recover before returning to her studies. There can also be clearer signs when FGM is imminent:
 It may be possible that families will practise FGM in the UK when a female family elder is
around, particularly when she is visiting from a country of origin.
 A professional may hear reference to FGM in conversation, for example a girl may tell other
children about it.
 A girl may confide that she is to have a ‘special procedure’ or to attend a special occasion to
‘become a woman’.
 A girl may request help from a teacher or another adult if she is aware or suspects that she is
at immediate risk.
 Parents state that they or a relative will take the child out of the country for a prolonged
period.
 A girl may talk about a long holiday to her country of origin or another country where the
practice is prevalent.
 Parents seeking to withdraw their children from learning about FGM.
 Indications that FGM may have already taken place
It is important that professionals look out for signs that FGM has already taken place so that:
 the girl or woman affected can be supported to deal with the consequences of FGM
 enquiries can be made about other female family members who may need to be safeguarded
from harm.
 criminal investigations into the perpetrators, including those who carry out the procedure, can
be considered to prosecute those breaking the law and to protect others from harm.
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There are a number of indications that a girl or woman has already been subjected to FGM:
 A girl or woman may have difficulty walking, sitting or standing and may even look
uncomfortable.
 A girl or woman may spend longer than normal in the bathroom or toilet due to difficulties
urinating.
 A girl may spend long periods of time away from a classroom during the day with bladder or
menstrual problems.
 A girl or woman may have frequent urinary, menstrual or stomach problems.
 There may be prolonged or repeated absences from school or college.
 A prolonged absence from school or college with noticeable behaviour changes (e.g.
withdrawal or depression) on the girl’s return could be an indication that a girl has recently
undergone FGM.
 A girl or woman may be particularly reluctant to undergo normal medical examinations.
 A girl or woman may confide in a professional.
 A girl or woman may ask for help, but may not be explicit about the problem due to
embarrassment or fear.
 A girl may talk about pain or discomfort between her legs.
If staff have a concern they should activate local safeguarding procedures, using existing national and
local protocols for multi-agency liaison with police and Children’s Social Care.
FGM Mandatory Reporting Duty
There is a statutory duty on teachers, along with social workers and healthcare professionals, to report
to the police where they discover (either through disclosure by the victim or visual evidence) that FGM
appears to have been carried out on a girl under 18. Those failing to report such cases will face
disciplinary sanctions. It will be rare for teachers to see visual evidence, and they should not be
examining pupils, but the same definition of what is meant by “to discover that an act of FGM appears
to have been carried out” is used for all professionals to whom this mandatory reporting duty applies.
Unless the teacher has a good reason not to, they should still consider and discuss any such case with
the school’s designated safeguarding lead and involve children’s social care as appropriate. If the
teacher is unsure whether this reporting duty applies, they must refer the matter to the DSL in
accordance with this policy. See the Home Office guidance Mandatory Reporting of Female Genital
Mutilation - procedural information for further details about the duty. Guidance published by the
Department for Health also provides useful information and support for health professionals which
will be taken into account by the School's medical staff.

Forced Marriage:
Forcing a person into marriage is a crime in England and Wales. A forced marriage is one entered into
without the full and free consent of one or both parties and where violence, threats or any other form
or coercion is used to cause a person to enter into a marriage. Threats can be physical or emotional
and psychological. A lack of full and free consent can be where a person does not consent or where
they cannot consent (if they have learning disabilities, for example). Nevertheless, some communities
use religion and culture as a way to coerce a person into marriage.
Guidance on the warning signs that forced marriage may be about to take place, or may have already
taken place, can be found on pages 13-14 of the Multi-agency guidelines: Handling case of forced
marriage. Staff should speak to the Designated Safeguarding Lead if they have any concerns. Pages
32-36 of the Multi-agency guidelines: Handling case of forced marriage focus on the role of schools in
detecting and reporting forced marriage and the Forced marriage Unit can be contacted on 020 7008
0151 or fmu@fco.gov.uk for advice and information.
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6. Peer on Peer Abuse
Safeguarding issues can manifest themselves via peer on peer abuse. This includes, but is not limited
to:







bullying (including cyber-bullying);
physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise causing
physical harm;
sexual violence and sexual harassment (see below);
sexting (also known as youth produced sexual imagery);
initiation / hazing type violence and rituals.
Upskirting *

All peer on peer abuse is unacceptable and will be taken seriously. The School takes steps to
minimise the risk of all types of peer-on-peer abuse. The School has robust anti-bullying procedures
in place (see the School's anti-bullying policy) and pupils are taught at all stages of the School about
acceptable behaviour and how to keep themselves safe.
Risk assessments are carried out and kept under review. Appropriate action is taken to protect pupils
identified as being at risk.
Abusive behaviour by pupils must be taken seriously. Behaviour should not be dismissed as being
normal between young people, as "banter" or simply "part of growing up". Behaviour such as
initiation violence or any form of sexual violence or sexual harassment is not acceptable.
Allegations against pupils should be reported in accordance with the procedures set out in this policy
(see Reporting a Concern, above). If sexual violence or sexual harassment is alleged to have occurred,
the DSL will take into account the local response of the police and children's social care to these
issues. The views of the alleged victim will be taken into account but will not be determinative.
*(from KCSIE 2019): “Upskirting 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”.
The Voyeurism Act (2019) outlaws ‘upskirting’ where the purpose is to obtain sexual gratification, or
to cause humiliation, distress or alarm. This includes instances where culprits say images were just
taken ‘for a laugh’ or when paparazzi are caught taking intrusive images.

7. Child on Child Sexual Violence and Sexual Harassment
Sexual violence
It is important that Holme Grange staff are aware of sexual violence and the fact children can, and
sometimes do, abuse their peers in this way. When referring to sexual violence we are referring to
sexual offences under the Sexual Offences Act 2003, in summary:
•
•
•

Rape
Assault by Penetration
Sexual Assault

When dealing with matters related to sexual violence, an legal understanding of consent is important:
Consent is about having the freedom and capacity to choose. Consent to sexual activity may be given
to one sort of sexual activity but not another. Consent can be withdrawn at any time during sexual
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activity and each time activity occurs. Someone consents only if s/he agrees by choice and has the
freedom and capacity to make that choice.

Child on Child Sexual Harassment
Context
•
•
•
•
•
•
•
•
•

Sexual violence and sexual harassment can occur between two children of any age and sex.
It can also occur through a group of children sexually assaulting or sexually harassing a single
child or group of children.
Children who are victims of sexual violence and sexual harassment will likely find the
experience stressful and distressing.
This will, in all likelihood, adversely affect their educational attainment.
Sexual violence and sexual harassment exist on a continuum and may overlap. They are never
acceptable.
They can occur online and offline and can be both physical and verbal
It is important that all victims are taken seriously and offered appropriate support.
Staff should be aware that some groups are potentially more at risk.
Evidence shows girls, children with SEND and LGBT children are at greater risk.

‘Unwanted conduct of a sexual nature’ that can occur online and offline.
•
•

Sexual harassment is likely to: violate a child’s dignity, and/or make them feel intimidated,
degraded or humiliated and/or create a hostile, offensive or sexualised environment.
Whilst not intended to be an exhaustive list, sexual harassment can include:
• sexual comments, telling sexual stories, making lewd comments, making sexual
remarks about clothes and appearance, and calling someone sexualised names;
• sexual “jokes” or taunting;
• physical behaviour, such as: deliberately brushing against someone, interfering with
someone’s clothes
• displaying pictures, photos or drawings of a sexual nature;
• online sexual harassment.
• This may be standalone, or part of a wider pattern of sexual harassment
and/or sexual violence.
• It may include:
• non-consensual sharing of sexual images and videos;
• sexualised online bullying;
• unwanted sexual comments and messages, including, on social media;
• sexual exploitation; coercion and threats

The initial response to a report from a child is important.
•
•
•
•
•

It is essential that all victims are reassured that they are being taken seriously and that they
will be supported and kept safe.
A victim should never be given the impression that they are creating a problem by reporting
sexual violence or sexual harassment.
Nor should a victim ever be made to feel ashamed for making a report.
If staff have a concern about a child or a child makes a report to them, they should follow the
referral process as set out in the School’s Safeguarding Policy.
As is always the case, if staff are in any doubt as to what to do they should speak to the
designated safeguarding lead (or a deputy).
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It is vital that we:
•
•
•
•

make clear that sexual violence and sexual harassment is not acceptable,
will never tolerate such behaviour and that it is not an inevitable part of growing up;
Will not tolerate or dismiss sexual violence or sexual harassment as “banter”, “part of growing
up”, “just having a laugh” or “boys being boys”;
challenge behaviours (potentially criminal in nature), such as grabbing bottoms, flicking bras
and lifting up skirts.

Dismissing or tolerating such behaviours risks normalising them.

9. Preventing Radicalisation and Extremism
The School is committed to ensuring that pupils are safeguarded against radicalisation and extremist
views and has adopted the government's definitions for the purposes of compliance with the Prevent
duty:
Extremism: "vocal or active opposition to fundamental British values, including democracy, the rule of
law, individual liberty and mutual respect and tolerance of different faiths and beliefs. We also include
in our definition of extremism calls for the death of members of our armed forces, whether in this
country or overseas"
Radicalisation: "the process by which a person comes to support terrorism and forms of extremist
ideologies associated with terrorist groups."
Specific procedures can be found in the Preventing extremism and Radicalisation Policy and the Visiting
Speaker procedures (Appendices)

10. Serious Violence
The Serious Violence Strategy, which was introduced by the government in 2018, identifies offences
such as homicides and knife and gun crime as key factors which account for around one percent of all
recorded crime. The impact of serious violent crime on individuals and the community is significant.
Tackling serious violence is not a law enforcement issue alone; it requires a multiple-strand
approach involving a range of partners across different sectors.
The main areas that the Serious Violence Strategy focuses on are:
 tackling county lines
 early intervention and prevention
 supporting communities and local partnerships
 effective law enforcement and the criminal justice response.
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APPENDIX 3 – Code of Conduct for Staff and Volunteers

Holme Grange School
Code of Conduct for Staff and Volunteers
Introduction
The success and joy of Holme Grange School comes from its fun, nurturing atmosphere. Because of
our child-centred approach, pupils are enthusiastic and happy, we have had almost no incident of
bullying and our learning outcomes are excellent. The sensitive and caring attitudes and conduct of
you, the staff, volunteers and club teachers working at the school, are the main reason for our ongoing
success, and each one of you is crucial to the positive experiences and futures of our pupils. For this
reason, we would respectfully ask you to read and sign the following code of conduct, which we hope
captures the ethos and priorities of the school.
The School aims to offer a safe and supportive environment for all pupils. The staff code of conduct
applies to all staff and volunteers. If a member of staff breaches this code it may lead to disciplinary
procedures. This code of conduct has been adopted by the governing body in order to meet its duty to
establish procedures for the regulation of the conduct of staff at the school.
If employees / volunteers are uncertain about what to do in a particular situation or require further
information or guidance on the appropriate course of action to take in any situation they must contact
the Head for advice before they taken any action.
Off-duty hours are an employee / volunteer’s own personal concern. It is important, however, that
people do not put themselves in a position where their duty to the School and their private interests
conflict.
Employees and volunteers are expected to abide by the policies of the School. They must take care to
ensure that their own personal or political opinions do not interfere with the provisions of balanced
professional advice or their duty to carry out those policies.
The school believes:
 Pupils’ welfare is of the highest priority
 Staff should avoid conduct which would lead anyone to question their motivation and
intentions.
 Staff should discuss and/or take advice promptly from a senior manager over any incident
which may give rise to concern. Records should be made of any such incident and of decisions
made/further actions agreed.
 All staff and volunteers should know the name of their Designated safeguarding Lead (DSL).
This is Mrs Jo Cooke – Head of Prep School and Pastoral Care.
 All staff and volunteers must ensure they are totally familiar with safeguarding and child
protection arrangements.
 Any breach of the law and other professional guidelines could result in criminal or disciplinary
action.
The Code of Conduct for staff aims to:
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safeguard young people
enable staff, irrespective of their roles and responsibilities, to ensure a safe learning and
working environment and protect pupils from physical and emotional harm
reduce the risk of staff being falsely accused of improper or unprofessional conduct

Expectations of staff
The School expects extremely high standards of staff. All staff and volunteers have a duty and
responsibility to keep pupils safe and protect them from physical and emotional harm. This is done
through respectful, caring and professional relationships between staff and pupils and behaviour by
staff that demonstrates integrity, maturity and good judgement. Adults are expected to act, and be
seen to act, in the pupils’ best interests at all times. Adults must avoid conduct which would lead any
reasonable person to question their motivation and intentions and follow the school safeguarding
procedures, which are reviewed regularly, at all times. The school takes all possible measures to ensure
adults are not placed in situations that may result in them being vulnerable. Always remember that
adults are in positions of trust in relation to the pupils in their care.
In order to maintain a nurturing environment in which children are safe and comfortable Staff and
Volunteers should:









Treat all pupils, staff members and volunteers with respect and politeness at all times.
Listen carefully to pupils concerns and help them find solutions to their problems and worries.
Read and adhere to the Safeguarding including Child Protection Policiy, including the E-Safety
and Educational Visits policy, of the school.
Maintain continual learning and development and excellent learning outcomes
Use a child-centred approach to the learning process, responding to the questions and
concerns of the pupils, as well as imparting information.
Follow the agreed curriculum to ensure pupils have a wide and thorough education.
Use fun and imaginative ways of engaging pupils in the learning process.
Build the confidence and self-esteem of the pupils at Holme Grange to help them live positive
and fulfilled lives:
o Make sure all children are involved with activities and praised and supported.
o Encourage pupils in their interests and talents, through extra-curricular activities.
o Give children with identified needs, such as dyslexia etc., the time and support to
achieve as well as others .
o Make sure all children feel included in learning and play activities.

Medication
For the safety of all children and staff at Holme Grange School, it is not permitted for staff to hold
prescription medication on their person, or bring over the counter medicine’s onto school premises. A
stock of over the counter medication is held by Matron and can be used by staff if required during the
school day.
If staff require medication prescribed by doctor, they should ensure that the medication will not
impact on their ability to care for children.
Any medication brought in to school by staff must be stored in the following way:


For EYFS staff in Reception and Little Grange any medication must be stored in a container
marked Staff medication, and recorded in a hard back book. This should then be locked in the
Medicine Cupboard in the Little Grange Staff Room.
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All other staff must store their medication in a safe cupboard out of reach to pupils or the
Medicine cupboard in the Medical room.

Security
You must not remove any school documents from the site nor take any photographs without due
permission. It is acknowledged that many documents are required to enable teachers to carry out their
work and this is perfectly acceptable and would be considered part of normal everyday practice.
Removal of confidential documentation from the school site requires prior consent of the Head. The
School reserves the right to search the outer clothing, bags, lockers and vehicles etc. of employees
whilst on site. The employee may have a colleague in attendance on such (rare) occasions.
Smoking
The School is a non-smoking site.
Flexibility
Due to the demands and nature of the school, employees should be prepared to transfer upon request
within departments, to undertake work of a different nature, providing it is reasonable and safe to do
so and the employee is adequately trained.
Confidentiality
Members of staff / volunteers must not use information obtained in the course of their duties to the
detriment of the School or for personal gain or benefit; nor should they impart this information to
others who might use it in such a way.
Members of staff may have access to confidential information about pupils during the course of their
work in order to undertake their every day responsibilities. In some circumstances this may be highly
sensitive or private information. Staff must never use confidential or personal information about a
pupil for their own, or others’ advantage.
Confidential information about pupils should never be shared with any person other than on a need
to know basis. In circumstances where the pupils’ identity does not need to be disclosed the
information should be used anonymously. On occasion information about a pupil may need to be
shared, for example when abuse is alleged or suspected. In such cases, staff have a duty to pass
information on without delay, but only to those with designated safeguarding responsibilities (see
safeguarding policy).
If a member of staff is in any doubt about whether to share information or keep it confidential he or
she should seek guidance from a senior member of staff. Although it is important to listen to and
support pupils, staff must not, under any circumstances, promise confidentiality or request pupils to
do the same. Confidential information belonging to the School must not be disclosed to any person
not authorised to receive it.
Members of staff / volunteers must not disclose personal or financial information about any other
member of staff to any unauthorised person, external organisation or agency without the express
consent of the individual concerned or that of the Head.
At all times staff must work within the requirements of the Data Protection Act and the Freedom of
Information Act
Staff should take care not to gossip either with colleagues or parents or others outside the school
Convictions
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Staff must notify the school in writing if charged with any criminal offence or if convicted of any
criminal offence and this includes cautions.
Behaviour
All staff should adopt high standards of personal conduct in order to maintain the confidence and
respect of their peers, pupils and the public in general. An individual's behaviour, either in or out of
the workplace, should not compromise her/his position within the work setting so it is important to
exercise due care and attention when outside of the School environment.
Staff should always behave and act as a role model to pupils. Staff should not drink alcohol when pupils
are in the vicinity. This is especially so when supervising pupils or on school trips. This applies even
when there are no pupils present, as the member of staff may be called to act in case of an emergency
occurs.
Political indoctrination or attempts to radicalise pupils by staff is not tolerated and will lead to
immediate suspension.
Promoting female genital mutilation is not tolerated and will lead to immediate suspension.
Professional behaviour
‘Professional behaviour’ is a generic term, but within this Code of Conduct includes such aspects as:
 Acting in a fair, courteous and mature manner to pupils, colleagues and others;
 Co-operating and liaising with colleagues, as appropriate, to ensure pupils receive a coherent
and comprehensive educational service;
 Endeavouring to assist the School achieve its corporate and strategic objectives – in particular,
by adopting a positive attitude to marketing and the achievement of quality and equality;
 Respect for School property;
 Maintaining the image of the School through standards of dress, general courtesy, correct use
of School resources;
 Taking responsibility for the behaviour and conduct of pupils in the classroom and sharing such
responsibility elsewhere on the premises;
 Being fit for work (ie not adversely influenced by drugs, alcohol, etc.);
 Being familiar with job requirements (eg proper preparation, use of suitable methods/systems,
maintenance of appropriate/required records, etc), including keeping up-to-date with
developments relevant to the job.
 Being familiar with communication channels and School procedures applicable to both pupils
and staff; ensuring all assessments/exams/tests are conducted in a fair and proper
(prescribed) manner, and that procedures are strictly followed with respect to confidentiality
and security;
 Respect for the rights and opinions of others.
 Never promoting any forms of radicalisation, indoctrinating or influencing pupils in any way
with a view to terrorist activities
Sexual behaviour
The law states that where a person aged 18 or over is in a position of trust with a child under 18, it is
an offence for that person to engage in sexual activity with or in the presence of that child, or to cause
or incite that child to engage in or watch sexual activity. Where a person aged 18 or over is in a position
of trust established with a person who has only recently left the school, any attempt to engage in
sexual activity with that person will be a cause for concern and will be treated as a breach of trust
established in that prior relationship.
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Staff must never use their status and standing to form or promote a relationship which is of a sexual
nature with a pupil or attempt to initiate a relationship with an ex-pupil, which is of a sexual nature.
Any sexual behaviour by a member of staff with or towards a pupil is both inappropriate and illegal.
Pupils are protected by law in relation to non-consensual sexual behaviour. They are additionally
protected by specific legal provisions regardless of whether or not they consent. The sexual activity
referred to does not just involve physical contact including penetrative and non-penetrative acts. It
may also include non-contact activities, such as causing pupils to engage in or watch sexual activity or
the production of pornographic material or conversation that could be interpreted as sexually
suggestive or provocative- i.e. verbal comments, letters, notes, electronic mail, phone calls, texts,
physical contact.
Adults who embark on a course of behaviour known as 'grooming' where the sole purpose is to gain
the trust of a pupil, and manipulate that relationship so sexual abuse can take place. Staff should be
aware that conferring special attention and favour upon a pupil might be construed as being part of a
'grooming' process, where the sole purpose may be interpreted as sexually suggestive or provocativei.e. verbal comments, letters, notes, electronic mail, phone calls, texts, physical contact. Such
behaviour is an offence and will be reported to police immediately.
Physical Contact
It is understood that there may be times when physical contact may be necessary between pupil and
teacher – for example a sports teacher may need to touch a pupil to demonstrate correct technique.
There must be, however, no unnecessary physical contact.
A 'no touch' approach is sometimes impractical, especially in the EYFS and pre-prep and may in some
circumstances be inappropriate. When physical contact is made with pupils this should be in response
to their needs at the time, of limited duration and appropriate. Staff should use their professional
judgement at all times about the appropriateness of any physical contact.
Physical contact should never be secretive, or for the gratification of the adult, or represent a misuse
of authority. If a member of staff believes that an action could be misinterpreted, the incident and
circumstances should be made clear to senior staff. Any member of staff making physical contact with
a pupil should be prepared to explain their actions.
Teachers and staff must be wary of physical contact that might be misinterpreted by a pupil, especially
in “one to one” situations or circumstances in which a pupil might have a physical aversion to being
touched.
Staff who work in one to one situations with pupils can be more vulnerable to allegations. Teachers
and peripatetic staff should recognise this possibility and plan and conduct such meetings accordingly.
No member of staff should be in an enclosed room without a window and with the door closed at any
time. Every attempt should be made to ensure the safety and security needs of both staff and pupils
are met and school policy is followed. Staff should avoid meeting with pupils in secluded areas of the
school and always ensure there is visual access and/or an open door in one to one situations.
A teacher or member of staff must never touch a pupil below the waist unless there is a very good
reason (such as attending to an injury). If touching a pupil is deemed necessary (for example,
administering First Aid), it is good practice to ask permission first and/or to make sure that there is
another person present.
No teacher or member of staff may ever strike, manhandle, or intimidate a pupil.
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Use of Physical Restraint
The School follows DfE guidance relating to physical intervention, ‘Use of Reasonable Force’ A Guide
for Head Teachers, Staff and Governing Bodies, 2013. See the School’s Restraint Policy for more details.
A pupil must only be physically restrained to prevent danger to himself or others or very serious
damage to property. Only reasonable and non-injurious means may be used and only for the minimum
time necessary. Further assistance must be called at the earliest opportunity.
Any use of physical intervention must be reported to a Line Manager, who will inform the Head
immediately and will be logged. There will be a regular review of the log.
Transporting Children
In certain situations, for example out of school activities, staff or volunteers may agree to transport
children. A designated member of staff should be appointed to plan and provide oversight of all
transporting arrangements and respond to any difficulties that may arise.
All staff planning to transport pupils must report the nature of the journey, the route and expected
time of arrival to senior staff in accordance with agreed procedures. Wherever possible and
practicable it is advisable that transport is undertaken other than in private vehicles, with at least one
adult additional to the driver acting as an escort. The driver must also have appropriate insurance.
Staff should ensure that their behaviour and that of pupils is safe and that the transport arrangements
and the vehicle meet all legal requirements. They should ensure that the vehicle is roadworthy and
appropriately insured and that the maximum capacity is not exceeded.
Dress and Appearance
The School is committed to promote diversity and will therefore respect individual preference in terms
of customs, culture, religion and tradition.
Staff should consider the manner of dress and appearance appropriate to their professional role. To
dress professionally shows pride, effort, respect for oneself and one’s profession. Adults in school are
role models for pupils. The image that staff project and the image of the school in the community is
related to how adults in the school present themselves. It is therefore important to dress appropriately
when acting in a professional capacity.
Staff should be neat, clean, smart and tidy, wearing clothes, including shoes, which are
commensurate with their positions. Smart and professional appearance is expected at all times for
staff. Staff should ensure they are dressed decently, safely and appropriately for the tasks they
undertake.
The school considers that those who dress or appear in a manner which could be considered as
inappropriate or provocative (which might include multiple visible tattoos or piercings, flip flops and
revealing clothes, such as short skirts or low cut tops,) or whose clothes includes political or otherwise
contentious slogans could render themselves vulnerable to criticism.
For avoidance of doubt staff at Holme Grange are requested:
 Not to wear any piercings other than one in each ear;
 Tattoos must be covered.
 No jeans or denim clothing should be worn
 Trousers should be tailored and skirts/ dresses should be at a discrete length
 Underwear should never be visible and low cut tops or t-shirts should not be worn
 Appropriate footwear should be worn – no flip flops or high heels.
 Hair must be tidy and personal grooming should be of a high standard
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Skirts and dresses should be of a respectable length
Men should wear suit/ sports jacket and a tie unless teaching sport. Staff who are not full time
sports teachers should change into their sports clothes during the school day and not wear
their ‘kit’ for teaching other lessons.
 For parents consultation evenings all staff should wear more formal attire.
 For health and safety reasons jewellery should be kept to a minimum and be appropriate to
the role.
If you feel you are too casual then you probably are!
Language
Teachers and staff must not swear, ridicule, verbally abuse pupils, gossip, discuss third parties or
engage in salacious conversation. Such conduct can lead to misunderstandings or cause confusion in
roles with undesirable consequences.
In general teachers and staff ought to refrain from using pupils’ nicknames.
Searching
The School follows DfE guidance relating to searches from ‘Screening, Searching and Confiscation
Force, a guide for Head Teachers, Staff and Governing Bodies, 2013.
Teachers and staff should not physically search a pupil, although there may be occasions in which it is
appropriate to ask a pupil to show you what is in his/her pockets. Teachers and staff may confiscate
inappropriate items from pupils but their action must be reasonable and proportionate. Confiscated
items should be given to the SMT Secretary or the Head.
When and Where to Meet Pupils
When speaking to pupils on a one to one basis staff should try to avoid rooms with closed doors (and
windows in doors should always be kept clear). Depending on the circumstances it may be good
practice to have another member of staff present or nearby. There should always be another member
of staff within calling distance. Staff should take care not to place themselves in a vulnerable position
with a child.
It is always advisable for interviews or work with individual children or parents to be conducted in view
of other adults. Teachers and staff should not, as a rule, entertain pupils in their homes, although there
are occasions when this might be acceptable for academic, pastoral or social reasons.
Teachers and staff should not entertain pupils individually in their homes and if they do so careful
thought must be given to which rooms might be appropriate. It would never be acceptable for a
teacher or member of staff to allow a pupil into their bedroom. Teachers and staff must remain alert
to potential problems that could arise if they saw a pupil too frequently or for too long.
Tutoring
Holme Grange Contracts of Employment state: “You may not at any time without the Head’s prior
written consent (which shall not be unreasonably withheld) either receive any remuneration or reward
for privately organised work with any pupil of the School, or accept any outside employment, post or
appointment whether paid or unpaid”
This includes Tutoring and permission must be sought from the Head if any member of staff is
requested to tutor outside of school hours. In general, permission may be granted provided:




Tutoring must not take place during Holme Grange term time
Tutoring must never be offered to Holme Grange pupils
Tutoring must never take place on the Holme Grange site
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If any member of staff is asked to tutor a Holme Grange pupil, the Head should be informed of this.
Alcohol
Teachers and staff must always conduct themselves responsibly in the consumption of alcohol at
School events. If a teacher or member of staff was to be worse for drink in any circumstance in which
he or she might be expected to exercise duty of care for pupils, whether in the classroom or elsewhere,
it would be regarded as a very serious offence which may well be Gross Misconduct. A member of staff
or teacher who is driving pupils must not consume alcohol.
Acceptable Use, Communications (including social media) and use of technology –
see AUP, Communcations and Technology Policy and Procedures
All staff must have read and understood the above cited policy and will be asked to sign to confirm
such.
Staff Use of School telephone:
If a member of staff needs to use the School telephone on School business, please use the one in the
Staff Room. No Personal local and long distance calls should be made without first seeking permission.
Under no circumstances should directory enquires be called from the school phone or any 0900
numbers or international calls
The school Finance Officer obtains monthly reports of all numbers called from the school phones in
order to manage the budgets effectively.
Sanctions
The School has a Behaviour, Rewards and Sanctions Policy and any sanctions used by staff and teachers
must fall within the range of sanctions listed in it.
Bullying and Psychological Abuse
Teachers and members of staff must never bully or psychologically abuse a pupil. Teachers and staff
should be aware that it is sometimes possible to bully or psychologically abuse a pupil through use of
sarcasm, excessive criticism, referring to a pupil’s personal characteristics, making a pupil the object
of jokes or by the use of nicknames, the hurtful significance of which the teacher may be unaware.
Staff and teachers must not behave in a way that is physically intimidating nor engage in classroom
behaviour such as throwing objects of any sort around, which could be misconstrued as assault or
accidently result in injury.
Inappropriate Behaviour by a Pupil
A teacher or member of staff who thinks that he or she is the object of inappropriate personal attention
or remarks from a pupil should, in the first instance, discuss this openly and immediately with their
Head of Department, Line Manager or member of the Senior Management Team, according to the
context.
An appropriate course of action will then be agreed and acted upon.
Gifts
In light of the Bribery Act 2010, staff must always be circumspect about the implications of gifts or
hospitality given to or received from pupils or parents. A fuller outline of steps that should be taken
on receiving of such gifts is given in the School’s Gifts and Hospitality Policy.
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Criminal Offences Against Pupils
Physical assault and indecent assault of pupils are criminal offences. Teachers and other members of
staff must be aware that legislation also makes the following into criminal offences:
 “Grooming”
 Having any sort of sexual relationship with a pupil, regardless of age, to whom the teacher
owes a duty of care and in relation to whom the member of staff is in a position of trust.
 Possessing, downloading or transmitting obscene images of children.
Allegations of criminal acts by a member of School staff against a pupil, and any conduct which might
lead to children being harmed or which might raise questions about the suitability of the member of
staff for working with children, must be reported immediately and confidentially to the Head; if you
are uncertain, discuss the matter confidentially with he Designated Members of Staff or his deputies.
Whistle-Blowing Policy
The school has a Whistle-blowing policy that all staff should read and ensure that they understand.
Should a member of staff have any concerns over the behaviour of another member of staff, visitor or
any individual who has contact with a child then they are to raise it immediately with the DSL (Matthew
Jelley, Deputy Head) or one of the the Deputy DSLs – please see the Safeguarding Policy for details.
Full details are available in the School’s Whistle-Blowing Policy.

Reviewed June 2019. MJ

I have been issued with, discussed, read and understood the Holme Grange Staff Code of Conduct
Name of staff member:

.............................................................................

Signature of staff member:

.............................................................................

Date:

.............................................................................
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APPENDIX 4 – Visitors
Safeguarding Leaflet

Occasional/supply
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Staff

APPENDIX 5
Visiting Speakers Policy
Holme Grange actively involves parents and members of the wider community within school activity,
believing this involvement to be enriching to the school community: spiritually, socially and
academically.
Visitors speaking to groups of pupils enhance the intellectual life of the School, providing stretch,
challenge and inspiration. Holme Grange welcomes speakers on spiritual topics. The School has a
Christian ethos, but it recognises that many of its pupils are from different faiths or of no faith. The
School holds Christian events at key times in the year and explores issues of faith and spirituality in
assemblies, inviting speakers with a range of views and opinions. The School also recognises that it can
be beneficial to its community if its members feel in touch with their heritage and that their culture is
recognised.
Before inviting visiting speakers on religious or ethical themes, efforts will be made to ensure that the
individual and the religion/organisation they represent uphold British values. The Prevent Duty
Guidance for England and Wales 2015 (the Prevent Duty Guidance) requires Holme Grange to have a
clear protocol for ensuring that any visiting speakers, are suitable and appropriately supervised. The
Prevent Duty requires the School to have regard to the need to prevent people, including children,
from being radicalised or drawn into terrorism. Radicalisation is the process by which a person comes
to support terrorism and forms of extremism. Extremism is vocal or active opposition to fundamental
British values including democracy, the rule of law, individual liberty, mutual respect and tolerance of
different faiths and beliefs. Calls for the death of members of UK armed forces, whether in this country
or overseas, are also considered extremist. The School is not permitted to obtain a DBS disclosure or
Children's Barred List information on any visiting speaker who does not engage in regulated activity at
the School or perform any other regular duties for or on behalf of the School.
All visiting speakers will be subject to the School's usual visitors’ protocol. The School will also obtain
such formal or informal background information about a visiting speaker as is reasonable in the
circumstances to decide whether to invite and/or permit a speaker to attend the School. In doing so
the School will always have regard to the Prevent Duty Guidance and the definition of "extremism" set
out above. Any member of staff inviting in a visiting speaker, or overseeing a group of pupils who would
like to invite in a visiting speaker, must as a minimum carry out an internet search on the proposed
speaker. Pupils may not invite visiting speakers – this must be done through a member of staff. If the
internet search reveals information that indicate the speaker presents a risk of radicalisation who will
discuss the proposed invitation with the Headteacher. The Headteacher will ultimately decide if it is
appropriate to invite the speaker to attend the School.
All visiting speakers will be required to bring proof of ID unless the speaker is known by the School. It
is the responsibility of the supervising member of staff to check the ID and to supervise the speaker at
all times. If a visiting speaker is carrying out other duties for the School, on a paid or unpaid basis, then
they are likely to be categorised as either staff or a volunteer. If that is the case, then formal vetting
checks will be necessary in accordance with the usual practices for staff and/or volunteers. It is only
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when formal vetting checks are necessary, that they must be recorded on the single central register
(SCR).
Informal checks on a visiting speaker do not therefore need to be recorded on the SCR.
When a visiting speaker visit is arranged a Visiting Speaker Form should be completed (via the portal)
with the following information as a minimum:






Date
Name of speaker and Title/Role (e.g. Professor at…/Chief Executive of…)
Title of talk
Age range at which the talk is aimed (tick year group boxes on calendar entry).
Member of staff responsible for arranging the visiting speaker.

Staff should make reasonable efforts to arrange talks well in advance so the event can be administered
and calendared effectively.
If any content of a talk proves highly contentious or falls outside the School’s expectations, the member
of staff organising the talk must report this to the Head without delay. In fulfilling its Prevent Duty
obligations the School will not discriminate on the grounds of race, colour, nationality, ethnic or
national origin, religion or religious belief, sex or sexual orientation, marital or civil partner status,
disability or age.

The Visiting Speaker Form can be accessed by Holme Grange staff via:
https://docs.google.com/forms/d/e/1FAIpQLSclZVwoWUBOejrfrxAna4RqwjPug52kWw9uRMCYZ1tsjc0Hw/viewform?usp=sf_link
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APPENDIX 6 – Reporting a Suspicion or Disclosure Flowchart
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In cases which also involve an allegation of abuse against a staff member, see Part four of this guidance.
1.

2.

3.

Early help means providing support as soon as a problem emerges at any point in a child’s life. Where a
child would benefit from co-ordinated early help, an early help inter-agency assessment should be
arranged. Chapter one of Working together to safeguard children (Sept 2018) provides detailed
guidance on the early help process.
Under the Children Act 1989, local authorities are required to provide services for children in need for
the purposes of safeguarding and promoting their welfare. This can include s17 assessments of children
in need and s47 assessments of children at risk of significant harm. Full details are in Chapter one of
Working together to safeguard children (2018)
This could include applying for an Emergency Protection Order (EPO).
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Appendix 7 Staff Directory of Support
This directory has been produced by Holme Grange School to help staff to find information,
advice and support.
All information and contact details are correct at the time of publication, although it must be
understood that agencies and organisations do sometimes change telephone numbers and
email addresses.
We would like your help in improving this directory and keeping it up to date. If you know of
an agency or organisation that should be included please do let us know. We would also
appreciate being informed if any contact details are incorrect.
The inclusion of an agency or organisation in this directory should not be viewed as a
recommendation or endorsement by the school.
PROFESSIONAL SUPPORT
Organisation
Teacher Support Network
A group of independent charities and a social
enterprise that provide practical and
emotional support to staff in the education
sector and their families
Teachers TV (Archives)
Includes programmes about teachers’
wellbeing
TES forums
Online community
Starting Out Guide for NQTs and
TraineeTeachers
Part of the Teacher Support Network
Training and Development Agency for
Schools
The Equality and Human Rights Commission
Dealing with workplace bullying and
harassment

Telephone Number

Website

Teacherline England
08000 562 561
Teacherline Wales 08000
855 088

www.teachersupport.info

08000 562 561 (England)
08000 855 088 (Wales)
0800 389 2500
0845 604 6610 (England)
0845 604 8810 (Wales)

http://www.education.gov.uk/
schools/toolsandinitiatives/
teacherstv
http://www.tes.co.uk/forums.
aspx?navcode=14
www.teachersupport.info/
starting-out-guide-newteachers
www.education.gov.uk/getintoteaching?
www.equalityhumanrights.
Com

Professional Associations and Unions
Organisation
Telephone Number

Website

Association of Teachers and Lecturers

www.atl.org.uk

020 7930 6441
Evening – 020 7782 1612

National Union of Teachers

www.teachers.org.uk

NASUWT

www.nasuwt.org.uk

NAHT

0300 30 30 333

www.naht.org.uk
specialistadvice@naht.org.uk

Voice

01332 372 337

www.voicetheunion.org.uk

UNISON

0845 355 0845

www.unison.org.uk

GMB

020 8947 3131

www.gmb.org.uk
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Local Resources
Organisation

Telephone Number

Email / Website

Governors Responsible for
Safeguarding and Child Protection
Mrs Delyth Lynch (Lead Governor)

01344 751763

For postal address or email, please contact
the School Office

Chair of Governors
Mr Alan Finch
Berkshire West Children’s
Partnership (Wokingham Referrals
and Assessment Team
Emergency Duty Team

01189 629 550

alan.finch57@uwclub.net

01189 088 002

triage@wokingham.gov.uk

Social and Health Care Department
Duty and Assessment Team
Out of Hours Duty Team
District Health Authority
The Royal Berks Hospital
Police
Family Support Unit

01189 746 865
01189 746 800
01189 774 966
01189 875 111

01344 786543

101 (non-emergency)
0845 850505 – Thames Valley
999 (emergency)
0118 9746141

LADO@wokingham.gov.uk

Health and Wellbeing
Organisation

Contact

Website

NSPCC

0808 800 5000

www.nspcc.org.uk

NSPCC FreeText
Child Line
Kidscape(Bullying) Parents Helpline

0800 056 0566
0800 1111
020 7823 5430

www.kidscape.org.uk

HopelineUK
Bullying UK

0800 068 4141
0808 800 2222
help@bullying.co.uk
0808 801 0677
help@beateatingdisorders.org.uk
08457 909090
jo@samaritans.org

https://papyrus-uk.org/help-advice-2/
www.bullying.co.uk

Mind

Info:
0300 123 3393
info@mind.org.uk
Legal advice:
0300 466 6463
legal@mind.org.uk

ww.mind.org.uk

Stop it Now!
(advice for adults who are
concerned about their sexual
feelings towards children)
Family Lives

0808 1000 900
messaging service available via
the website

www.stopitnow.org.uk

0808 800 2222

http://familylives.org.uk

Designated Officer (LADO)
Rene Baron

BEAT – Beating Eating Disorders
Samaritans

TES Connect: Career
(The teacher’s survival guide)

www.b-eat.co.uk
www.samaritans.org

www.tes.co.uk/section.aspx?navcode=260

It should be noted that “...the local authority’s Every Child Matters responsibilities extend to
all children receiving services in their area, irrespective of the school in which they are being
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educated, and of the local authority area they come from,” (Keeping Our Schools Safe, Sir
Roger Singleton)
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Appendix 8
Role of the Designated Safeguarding Lead – DSL
The DSL is the first point of contact for parents, pupils, teaching and support staff, external agencies
and any other parties in all matters of safeguarding and child protection (except in the cases of an
allegation against the DSL where processes as outlined in this policy should be followed) and to
provide support, advice and expertise on all matters concerning safeguarding.
The DSL will 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.
It is the responsibility of the designated safeguarding lead (and the deputies) to be available to
discuss any safeguarding concerns and to arrange adequate and appropriate cover arrangements for
any out of hours/out of term activities to ensure that off site (for example local, national or
international trips and excursions) have appropriate safeguarding support/access to the DSL or
deputy (via Skype, for example, if the DSL or deputies are not in attendance on the trip).
Whilst the activities of the designated safeguarding lead can be delegated to appropriately trained
deputies, the ultimate lead responsibility for safeguarding and child protection remains with the
designated safeguarding lead; this lead responsibility should not be delegated. The DSL has
responsibility for ensuring the effective implementation of the School’s e-safety policy.
Deputy Designated Leads
Deputy designated safeguarding leads are trained to the same standard as the designated
safeguarding lead and, in the absence of the designated lead, carry out those functions necessary to
ensure the ongoing safety and protection of pupils. In the event of the long-term absence of the
designated lead, the deputy will assume all of the functions above.
In accordance with Annex B of KCSIE, the broad areas of responsibility for the DSL are:

Managing Referrals
•

Refer all cases of suspected abuse to the local authority children’s social care and to the
Channel programme where there is a radicalisation concern, and:
o The Local Authority Designated Officer (LADO) for child protection matters which
concern a staff member;
o The Disclosure and Barring Service (cases where a person is dismissed or left due to
risk/harm to a child) and, where applicable, the National College of Teaching and
Leadership and/or the Police in cases where a crime may have been committed;
o Through liaison with the Deputy Designated Safeguarding Lead be aware of any issues,
especially ongoing enquiries under section 47 of the Children Act 1989 and police
investigations
o Act as a source of support, advice and expertise to all staff on matters of safety and
safeguarding and in particular to those who make referrals to the local authority
children’s social care and those who make a referral to the Channel programme;
o Liaise with relevant agencies when deciding whether to make a referral.
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Raising Awareness
•

The Designated Safeguarding Lead should ensure the School’s policies are known and used
appropriately and:o Ensure the School’s Safeguarding Including Child Protection policy is reviewed annually
and the procedures and implementation are updated and reviewed regularly, and work
with the governing body in this regard.
o Ensure the Safeguarding Including 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 School’s role in undertaking this.
o Link with the local LSCB to make sure staff are aware of training opportunities and the
latest local policies on safeguarding.
o When a pupil leaves the School, ensure that their child protection file is copied for any
new school, but is transferred separately from the main pupil file.

Training
The Designated Safeguarding Lead should ensure they keep up to date with Safeguarding
developments at least annually and, in addition, undergo refresher training every two years
(including Prevent Awareness training) to meet the training requirements of the DfE's 'Keeping
Children Safe in Education' (KCSIE). Specifically, DSLs and deputies training will ensure relevant
knowledge as set out in Annex B and confidence in supporting vulnerable pupils such as those with
special educational needs and disabilities with regard to online issues. Broadly, training will allow
DSLs and deputies to:
o

o

o

o
o
o

o

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 Safeguarding
Including Child Protection policy and procedures, especially new and part-time staff
and including e-safety protocol;
Be alert to the specific needs of children in need, those with special educational needs
and young carers2;
Be able to keep detailed, accurate and secure written records of concerns and referrals;
Understand and support the School with regard 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.

Child Protection Files
The school's records on child protection are the responsibility of the DSL. They are kept securely in
the their office, are managed by the DSL with support, and delegated responsibility thereof, from
the Deputy Designated Leads. Child Protection records are separated from routine pupil
records. Access is restricted to the DSL, the deputies and the Headteacher.
22

Section 17(10) Children Act 1989: those unlikely to achieve a reasonable standard of health and development
without local authority services, those whose health and development is likely to be significantly impaired
without the provision of such services, or disabled children.
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I have read and understand my responsibilities in respect of the above role:

Name

Signed

Date
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