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FARLINGAYE HIGH SCHOOL 
 

WHOLE SCHOOL POLICY FOR 
SAFEGUARDING CHILDREN 

 
Appendix 1 – Child Protection Policy 

Appendix 2 – Guidance in Staff Handbook 
Appendix 3 – Recruitment + Selection Policy 

Appendix 4 – List of up-to-date CP Staff Training 
Appendix 5 – Guidelines to visitor mentors 

Appendix 6 – Recognising Concerns, Signs and Indicators of Abuse 
Appendix 7 – PREVENT policy  

Appendix 8 – Email correspondence with LSCB regarding training 
provision 

 

(Adapted from the model policy provided by  
Suffolk County Council and reflects guidance from 

 ‘Keeping Children Safe in Education 2015’) 
     
 
Safeguarding in education is everyone’s business.  At Farlingaye High 
School, safeguarding encompasses the following areas: 
 
Anti-bullying 
Behaviour management 
E-Safety 
Being a ‘listening’ school 
Governance 
Whistle blowing 
Health and safety 
Transition arrangements 
Staff recruitment and selection 
Staff conduct 
Safe practice 
Attendance, exclusions and children missing from education 
SEN and inclusion 
PSHE curriculum links, formal and informal 
Extended services 
School environment 
Buildings and security 
Current safeguarding issues 
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Introduction 
Our school fully recognises the contribution it can make to protect children 
from harm and supporting and promoting the welfare of all children who are 
registered students at our school.  The elements of our policy are prevention, 
protection and support. We are fully aware of our role in the provision of ‘early 
help’ as outlined in the Keeping Children Safe in Education July 2015 update.  
 
Our policy applies to all students, staff, parents, governors, volunteers and 
visitors. 

 
Purpose 
The purpose of Farlingaye High School’s safeguarding policy is to ensure that 
every child at our school is safe and protected from harm.  This policy will give 
clear direction to staff, students, governors, volunteers, visitors and parents 
about the expected behaviour and our legal responsibility to safeguard and 
promote the welfare of all children at our school.  
 
This policy should be read alongside our Child Protection Policy which is a 
more practical policy, suitable for students and parents to read.  In addition, 
our Bullying and Equal Opportunities policies identify ways in which students 
are supported and kept safe. 
 

Ethos 
Safeguarding at Farlingaye is considered everyone’s responsibility.  We aim 
to create the safest environment within which every student has the 
opportunity to achieve their five ‘every child matters’ outcomes. 
 
At Farlingaye High School we maintain an ethos where our students feel safe 
and secure, and where they are encouraged to talk about issues and 
concerns.  Additionally, the concerns, ideas and issues that students raise are 
always listened to.  Students at our school will be able to talk freely to any 
member of staff or regular visitor to our school if they are worried or 
concerned about something.  We have the following in place:   
 

 Trained counsellors 

 Behaviour Management Scheme  

 Student Support Lounge  

 Aunts and Uncle Scheme  

 Safe Haven T11  

 Assemblies  

 Help Card in Journal  

 PSHE lesson and half-days  

 Additional Safety Day, etc. 

 Just 42 Compass Mentoring 

 School Nurse 
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All staff and regular visitors will, through training or induction, know how to 
recognise a disclosure from a child and will know how to manage this.  We will 
not make promises to any child and we will not keep any secrets.  Every child 
will know what their chosen adult will have to do with whatever they have 
confided in them. 
 
At Farlingaye High School we will endeavour to provide activities and 
opportunities in the PHSE curriculum that will equip our children with the skills 
they need to stay safe.  This will also be extended to include material that will 
encourage our children to develop essential life skills.  At all times we will 
work in partnership and endeavour to establish effective working relationships 
with parents, carers and colleagues from other agencies. 
 
The site is managed with full reference to health and safety procedures (see 
other relevant policies and data). 
 

Responsibilities and expectations 
Farlingaye High School has a Governing body whose legal responsibility it is 
to ensure that the school has an effective safeguarding policy and procedures 
in place, and to monitor our compliance to them.  The Governing body also 
ensures that the policy is made available to parents and carers if requested, 
and that all staff and volunteers are properly vetted to ensure that they are 
safe to work with the students who attend our school.   Additionally, we have 
procedures for handling allegations of abuse made against members of staff 
(including the Headteacher and volunteer helpers). 
 
At Farlingaye High School the Headteacher is responsible for identifying a 
senior member of staff to be the Designated Safeguarding Lead (DSL).  
Through appropriate training, knowledge and experience our DSL will liaise 
with appropriate agencies in response to concerns and issues, and, where 
necessary, make referrals to Children’s Services. The Governing body will 
ensure that there is a named Governor with responsibility for Safeguarding 
and a named DSL who has lead responsibility for dealing with safeguarding 
issues in our school. 
 
The DSL is Mr John Tunaley.  Three Alternate Safeguarding Leads (ADSL) 
are Miss Louise Gilmour, Mrs Hilary Magnall and Mr Paul Macdonald, who 
can be contacted with any safeguarding concerns if the DSL is not available.  
The named Governor for Safeguarding is Dr Emma Bond. 
 
Any concern for a child’s safety or welfare will be recorded in writing and 
passed to the DSL.  The DSL at Farlingaye High School will represent our 
school at all child protection conferences, core group meetings and multi-
agency meetings where they concern a student in our school.  If the DSL is 
not available, a member of staff who has the relevant training will attend, such 
as the ADSLs or Year Co-ordinators.   
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The DSL will be responsible for ensuring that all staff members and 
volunteers are aware of our policy and the procedure they need to follow 
should they have concerns about the safety of any of our students. All staff 
will be issued with the schools Safeguarding Handbook and be required to 
sign confirmation that they have read and understood the information. This 
also contains a copy of the KCSIE document. 
All Child Protection concerns need to be acted upon immediately.  
If school staff are concerned that a child may be at risk, or is actually suffering 
abuse, they should inform the DSL immediately. Staff are also to be made 
aware that they can refer directly to the children’s social care team if they are 
unable to follow the normal procedure of contacting the DSL or LT. 
 
If there is a risk of immediate harm to a student a referral will be made to 
children’s social care in accordance with the local safeguarding children’s 
board guidance. If the situation does not appear to be improving then the DSL 
and head teacher will press for re-consideration. 
 
The DSL will ensure that all staff, volunteers and regular visitors have 
received appropriate child protection information during induction and have 
access to single agency training.  Where appropriate, the DSL will also ensure 
level two joint agency training is applied for and attended by requisite staff. 
 
The governing body of Farlingaye High School will ensure that our 
safeguarding policy is in place and is reviewed annually.  This policy will be 
referred to in our school prospectus and the Child Protection Policy goes out 
to parents in our Parent Pack.  The content of our policy has been written 
following consultation with the Local Authority and the requirements of the 
Safeguarding Children’s Board Policies and Procedures. These are also 
available on the school website. 
 
The governing body will receive a safeguarding report termly that will clearly 
identify and record training that has taken place in the school, the number of 
staff attending training and any outstanding training requirements for the 
school.  It will also record all safeguarding activity that has taken place, for 
example, meetings attended, reports written and training or induction given.  
The safeguarding report will be comprehensive; however, it will not identify 
any individual students. 
 
The DSL is responsible for completing an annual ‘Self-Review Assessment 
Report’ which demonstrates that the safeguarding arrangements in the school 
are being met.  If the self-assessment highlights any areas for improvement 
then this will be detailed in the action plan which will be signed off and 
monitored by the Named Governor.  The review and action plan will be shared 
with the Local Authority, who will have an auditing role in ensuring that we are 
meeting our safeguarding requirements under section 175/157 of the 
Education Act 2002. 
 
All adults, including the DSL, have a duty to refer all known or suspected 
cases of abuse to Children’s Social Care or the Police.  Where a disclosure is 
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made to a visiting staff member from a different agency (for example, the 
School Nurse or careers advisor), it is their responsibility to formally report the 
referral to the DSL in the first instance.  When a student makes a disclosure 
when attending a Pupil Referral Unit or alternative provision, the concern 
should be recorded and referred to the on-site DSL.  A formal notification 
should then be made to Farlingaye’s DSL for information or to agree 
appropriate action.  Any records made will be kept securely on the student’s 
confidential file.  A referral being made by an external/alternate provider 
should not be delayed in order to discuss with Farlingaye’s DSL if the student 
is at immediate risk of harm. 
 

Procedures 
When new staff, volunteers or regular visitors join our school they will be 
informed of the safeguarding arrangements in place.  They are given a 
summary of how to look after and deal with safeguarding concerns and told 
who our DSL for Safeguarding is.  They will be directed to the ‘Safeguarding 
Display Board’ in the staffroom to identify the key staff responsible for 
safeguarding.  They will also be shown the recording format for identifying 
concerns, given information on how to complete it and informed of whom to 
pass it to. 
 
Every new member of staff or volunteer will have an induction period that will 
include essential safeguarding information.  This includes, but is not exclusive 
to, NQTs and SCITT trainees.  This programme will include basic 
safeguarding information relating to signs and symptoms of abuse, how to 
manage a disclosure from a child, how to record concerns and information 
regarding issues of confidentiality. The induction will also remind staff and 
volunteers of their responsibility to safeguard all children at our school and the 
remit of the role of the DSL. 
 
When new students join our school, all parents and carers will receive a copy 
of our Child Protection Policy which is in the Parent Pack and available on-
line, (parents request a hard copy if needed).   
 

Training 
Every member of staff will undertake appropriate safeguarding training which 
must include the group 2 Introduction to Safeguarding followed by yearly 
updates that focus on the updates and relevant issues.  In addition to the 
whole school training, our DSL, the alternate designated members of staff and 
any other senior member of staff who may be in a position of making referrals 
or attending child protection conferences or core groups will attend further 
safeguarding and multi-agency training, every two years. Where a new 
appointment is made the appointee will attend the ‘DSL new to role’ training 
followed by bi-annual updates. The key purpose of the training will be to 
support the DSL and Alternates in ensuring Farlingaye’s safeguarding 
arrangements are robust and achieving the best outcomes for students in our 
school. The table below provides an overview of the training that we have in 
place for our staff. This table is followed by a letter from the local safeguarding 
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children’s board endorsing that our training schedule meets their 
requirements.  
Farlingaye Staff Safeguarding Training Schedule Updated January 2016 

Training Title  Duration  Frequency  Comment 

Safeguarding 
Induction 
To be completed 
within 12 weeks of 
starting at the school. 

30 minutes  Once – on 
appointment 

All staff are up to date with this 

Introduction to 
Safeguarding  

2 ½ hours Once – on 
appointment  

This was every 3 years but in line with 
the statutory guidance in the KCSIE 
2015 document we will do this for all 
staff at the beginning of their time at 
school and then update yearly. This 
has also been endorsed by the local 
children’s safeguarding board. 
Certification is organised by schools 
choice.  

Safeguarding Update 1 hour Every Year  All staff that have completed the 
Introduction to Safeguarding training 
will have an update each year to 
refresh on school procedures, 
protocols for referring concerns and 
identifying signs and symptoms of 
abuse. This update will also include 
topical safeguarding issues that arise 
in the locality and based on guidance 
from the T4T training. For example 
Prevent Duty, FGM and CSE. Each 
member of staff will receive a 
certificate from the school to show 
they are updated.  

Designated 
Safeguarding Lead & 
Alternates  

1 Day 2 Years  John Tunaley, Hilary Magnall, Paul 
MacDonald and Louise Gilmour are all 
up to date with this.  

Training for Trainers 
accreditation training  

½ Day Every Year John Tunaley and Louise Gilmour are 
up to date. Paul Macdonald needs to 
book following absence for illness.  

Named Governor and 
Chair of Governors 
Training   

½ Day  2 Years Both Tim Fosker and Emma Bond are 
due to have these update in the 
Spring Term 2016 

Governor 
Safeguarding 
Training  

2 hours 3 Years Summer 2015 all the governors 
received this training from Governor 
Services.  New governors will have the 
Introduction to Safeguarding training 
to ensure they are currently trained 
until the next 3 year cycle of governor 
training  

E-safety leads 
training  

½ Day 2 Years Paul Macdonald is our CEOP 
ambassador and e-safety lead.  
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All new staff will be given an Induction to Safeguard training to ensure policies 
and procedures for dealing with concerns are understood , as well being given 
the full 2 and half hour Introduction to Safeguarding training that is certificated 
by schools choice. They will also be referred to our Staff Handbook and Staff 
Safeguarding Handbook that both go to all teaching and support staff.  Each 
year all staff will be given a safeguarding update during a PD session that 
reminds staff about safeguarding procedures in the school and provides 
updates on topical safeguarding issues in the area such as the Prevent Duty 
and CSE.   
 
Our governing body will also undertake appropriate training to ensure that 
they are able to carry out their duty to safeguard all of the children at our 
school. We will do this in a number of ways. The named governor (and/or the 
reserve-named governor) for safeguarding will attend updated training, at 
least every two years, to support their role in Handling Allegations against 
adults who work with children and young people. All governors receive an 
annual update.  Additionally, our named governor will also be encouraged to 
attend the Safeguarding Children in Education training with our DSL. 
 
We will actively encourage all of our staff to keep up to date with the most 
recent local and national safeguarding advice and guidance. This can be 
accessed on the internet at www.suffolkscb.org.uk.   Staff can also locate the 
most up to date national safeguarding information on www.teachernet.com.  
The DSL and the three alternate designate members of staff should be used 
as a first point of contact for concerns and queries regarding any safeguarding 
concern in our school.  In their absence, the Headteacher should be 
contacted.  Appendix 4 shows staff Child Protection training record for the 
current academic year. 
 

Managing allegations 
At Farlingaye, we are aware of the possibility of allegations being made 
against members of staff or volunteers whilst working in our school.  
Allegations can be made by students or other concerned adults, and can be 
made for a variety of reasons. 
 
If an allegation is made against an adult in a position of trust, whether they be 
members of staff or volunteers, this should be brought to the immediate 
attention of the DSL who will immediately advise the Headteacher.  Should an 
allegation be made against the Headteacher of Farlingaye High School, the 
Chair of Governors will be responsible for liaising with the Area Education 
Manager at the Local Authority. 
 
The Headteacher/Chair of Governors must discuss with the Local Authority 
Designated officer (LADO) the nature of the allegation in order for the 
appropriate action to be taken.  In Suffolk, this role is undertaken by the Area 
Safeguarding Manager.  An initial evaluation meeting or strategy discussion 

http://www.suffolkscb.org.uk/
http://www.teachernet.com/
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involving the LADO will occur and, dependant on the allegation being made, 
the Headteacher will need to: 
 

 Refer immediately to the LADO (the Area Safeguarding Manager) and 
follow up in writing within 48 hours. 

 Consider safeguarding arrangements for the young person to ensure 
that they are away from the alleged abuser. 

 Contact the parents or carers of the young person if advised to do so 
by the LADO. 

 Consider the rights of the member of staff for a fair and equal process 
of investigation. 

 Ensure that the appropriate disciplinary procedures are followed (this 
may include suspension of the member of staff until the outcome of any 
investigation deemed necessary). 

 Act on any decision made in any strategy or evaluation meeting. 

 Make a referral to the DBS if a person in a regulated activity has been 
dismissed or removed due to safeguarding concerns, or would have 
been if they had not resigned. This is a legal duty and failure to refer 
when criteria are met is a criminal offence. 
 

It is the responsibility of all staff to inform the DSL or the Headteacher of any 
concern they have regarding the safety of any member of the school 
community.  This should be done initially verbally and followed by a written 
report.  If staff have a concern about the behaviour of the Headteacher, they 
should use the schools “Whistleblowing” procedures by informing the Chair of 
Governors.  The current Chair of Governors is Mr Tim Fosker, who is 
contactable through the school. 
 
At all times the Headteacher and governing body will ensure that safe 
recruitment practices are followed.  We will ensure that our Headteacher and 
at least one governor have completed appropriate safer recruitment training 
and are accredited by the National College of School Leadership. At 
Farlingaye High School we require evidence of original academic certificates.  
We do not accept testimonials and we insist on taking up references prior to 
interview. In rare cases, appointments have been made subject to a reference 
being obtained.  We will question the contents of application forms if we are 
unclear about them, we will undertake enhanced DBS checks with barred list 
information and use any other means for ensuring that we are recruiting and 
selecting the most suitable people to work with our children during regulated 
activity.  We will ensure that we have a member on every recruitment panel 
who has received the appropriate recruitment and selection training.  We will 
use the recruitment and selection process to deter and reject unsuitable 
candidates and will adhere to the requirements of ‘Keeping Children Safe in 
Education 2014’.  More details of this is included in our Recruitment and 
Selection Policy. 
 
All volunteer mentors are trained in July with the Assistant Head who leads 
the Mentoring Programme and Child Protection guidelines are included in 
their written guidance.  All visitors have a child protection information postcard 
and have guidelines on the back of the visitors’ badge and are required to 
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sign in.  The process of this confirms their reading and agreeing to the 
Safeguarding information. 
 
 
 
 

Current Safeguarding Issues 
We will immediately refer the following safeguarding concerns, whether 
suspected or actual, to Children’s Social Care. 
 
Some members of our communities hold beliefs that may be common within 
particular cultures but which are against the law in England.  Farlingaye High 
School does not condone practices that are illegal and which are harmful to 
children and young people.  Examples of particular practices are highlighted 
below. 
 
Forced Marriage 
We do not support the idea of forcing someone to marry without their consent.  
We will follow SSCB procedures to refer any young person about whom we 
have concerns immediately to Children’s Social Care. 
 
Honour Based Violence 
Honour based violence is a crime or incident that is committed to protect or 
defend the honour of the family and/or community.  All staff will be alert to 
signs of distress and indications such as self-harm, truancy and absence from 
school, isolation from peers, monitoring by the family, lack of participation in 
school activities and unreasonable restrictions at home, or forced marriage.  
Where it is suspected that a young person is at risk from honour based 
violence, Farlingaye will report our concerns to the appropriate agency to 
prevent this form of abuse taking place. 
 
Trafficking 
Child trafficking involves moving children and young people across, or within, 
national and international borders for the purpose of exploitation.  This 
exploitation may include being used for sex work, domestic work, restaurant 
or sweatshop work, drug dealing, shoplifting and benefit fraud.  Where 
Farlingaye is made aware of suspected or actual trafficking, we will report our 
concerns immediately to the appropriate agency. 
 
Female Genital Mutilation 
This is against the law, yet for some communities female genital mutilation is 
considered a religious and cultural requirement.  It is illegal for someone to 
arrange for a child or young person to go abroad with the intention of having 
her circumcised.  If any of the above areas of concern is brought to the 
attention of staff at Farlingaye, we will report the concern immediately to the 
appropriate agency to prevent this form of abuse from occurring. 
 
Ritualistic abuse linked to spirit possession 
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Some faiths believe that spirits and demons can possess people, including 
children.  It should never be considered appropriate that physical or 
psychological violence will rid an individual of the possessing spirit.  This is 
abusive and will result in a criminal conviction to those using this form of 
abuse, even if the intention from the abusers is to help the child or young 
person. The mandatory reporting duty commenced in October 2015 and holds 
all school staff responsible for reporting concerns about FGM. 
 
Other safeguarding issues or concerns that we will refer are listed and 
described below. 
 
Children missing education 
At Farlingaye, we encourage full attendance at school.  Our Year Learning 
Coordinators meet fortnightly with the Education Welfare Officer, and our 
Attendance Officer closely monitors and reports on attendance to key staff.  
Where we have concerns that a child is missing education or because of 
suspected abuse, we will report it to Children’s Social Care and the Education 
Attendance Service to effectively manage the risks and prevent the abuse 
from taking place. 
 
Sexually active young people, under 18 
We acknowledge that some young people under the age of 18 will have an 
interest in sex and sexual relationships.  Where we have concerns about 
young people, we use the ‘Working with sexually active young people’ 
protocol to ensure that we protect young people from harm. 
 
Safeguarding disabled children 
Disabled students in our school have exactly the same rights to be safe from 
abuse, neglect and to be protected from harm whilst achieving the Every Child 
Matters outcomes as non-disabled students.  At Farlingaye High School we 
ensure that our disabled students have access to the full range of support as 
our non-disabled students.  Students will be listened to, and where we have 
concerns we will respond appropriately.  Our staff and volunteers receive 
relevant training and we have positive links with various agencies with whom 
we work when we are concerned about the disabled young people in our 
school. 
 
Safer recruitment and selection 
It is a requirement for all agencies to ensure that all staff recruited to work with 
children and young people are properly selected and checked. 
 
At Farlingaye High School we will ensure that we have a member on every 
recruitment panel who has received appropriate recruitment and selection 
training.  That all our staff are appropriately qualified and have the relevant 
employment history and checks to ensure they are safe to work with children 
in compliance with the Key Safeguarding Employment Standards. 
 
Domestic abuse 
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Where there is evidence of domestic violence we will report our concerns to 
Children’s Social Care and the Police to prevent the likelihood of further 
abuse taking place. 
 
 
 
Private fostering 
At Farlingaye, we will inform the Local Authority of any private fostering 
arrangements when we become aware of them.  We will report any young 
person under the age of 16 (or 18 for a disabled young person) who is cared 
for and accommodated by someone other than their parent, someone without 
parental responsibility, a close relative or the Local Authority who is being 
cared for more than 28 days and where the care is intended to continue 
 
Child exploitation and e-Safety 
Children and young people can be exploited and bullied through their use of 
modern technology.  In order to minimize the risks to students in our school, 
we have in place appropriate measures, including security filtering, and an 
acceptable use policy linked to our e-Safety policy.  Staff are fully aware of not 
compromising their position of trust in or outside the school, and are reminded 
of the dangers associated with the internet and other mobile technology. We 
have a CEOP ambassador who has attended County run training and works 
alongside CEOP to protect our students. 
 
Our e-Safety policy clearly states that electronic communications with 
students in our school, including the use of mobile phones, is not acceptable 
other than for approved school business, for example, coursework or 
mentoring.  Where we suspect that a young person may be at risk of abuse, 
exploitation or cyber-bullying we will respond appropriately and report our 
concerns to Children’s Social Care and the Police. 
 
Radicalisation and the Prevent duty  
 
In accordance with guidance set out under section 26 of the Counter-
Terrorism and Security act 2015 we have a responsibility to have due regard 
to the need to prevent people from being drawn into terrorism. As a result of 
this we have a separate Radicalisation and Prevent policy that can be 
referenced in appendix 7. This focuses around assessing the risk to our 
students and ensuring that all involved are aware of what to do if they are 
concerned. The DSL will also attend the prevent awareness training so 
guidance and support can be provided to the rest of the staff.  
 
In the event that we are concerned about possible radicalisation then a 
referral is made in accordance with LSCB guidelines. It would then be 
expected that any young person found to be at risk of radicalisation would 
gain support from the Channel Programme.  
 
The above list is not an exhaustive one and, as new policy guidance and 
legislation develops, we will review and update our policies accordingly to 
ensure that they are in line with the Local Safeguarding Children Board and 
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Local Authority.  We are committed to ensuring that Farlingaye High School is 
a safe place to learn and work. 
 
 
 
 
 

Child Protection Conferences 

Staff members may be asked to attend a child protection conference on 
behalf of the school in respect of individual children.  The person attending 
from school will be the DSL or one of the alternate designated members of 
staff.  The person attending will need to have as much relevant and up to date 
information about the child as possible which is likely to be available from 
class teachers, form tutors or year heads. 
  
A child protection conference will be convened if a referral has been made 
and, following an investigation, the findings have considered the child to be at 
risk of harm.  If a child is already subject to a child protection plan, a review 
conference is held to monitor the safety of the child and the required reduction 
in risk. 
 
Staff may be required to attend child protection conferences or core group 
meetings to represent the school.  For the most up to date information 
regarding child protection conferences staff will have access to Working 
Together to Safeguard Children 2015 and will have access to multi agency 
training to equip them to carry out this task. 
  
All reports for child protection conferences will be prepared in advance using 
the Education Report to Child Protection Conference form. The information 
contained in the report will be shared with parents either at, or before, the 
conference and will include information relating to the child’s physical, 
emotional and intellectual development.  A risk assessment relating to the 
continuing risk of harm to the child will also be included. 
 
Clearly, child protection conferences can be upsetting for parents.  We 
recognise that we are likely to have more contact with parents than other 
professionals involved.  As a result, we will work in an open and honest way 
with any parent or carer whose child has been referred to Children’s Services 
or whose child is subject to a child protection plan.  Our responsibility is to 
promote the protection and welfare of all children and our aim is to achieve 
this in partnership with our parents. 
 

Safe Staff 
We acknowledge that all adults who come into contact with our children have 
a duty of care to safeguard and promote their welfare. There is a legal duty 
placed upon us to ensure that all adults who work with, or on behalf of, our 
children are competent, confident and safe to do so. 
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Our aim at Farlingaye High School is to provide a safe and supportive 
environment which secures the well being and full range of ‘Every Child 
Matters’ outcomes for all of our students.  We recognise that sometimes the 
behaviour of adults may lead to an allegation of abuse being made. 
Allegations sometimes arise from a differing understanding of the same event, 
but when they occur they are distressing and difficult for all concerned. We 
also recognise that many allegations are genuine and there are some adults 
who deliberately seek to harm or abuse children.  
We will take all possible steps to safeguard our children and to ensure that the 
adults in our school are competent and safe to work with them.  Where 
allegations of abuse are made, we will ensure that the Suffolk Safeguarding 
Children’s Board procedures Managing allegations of abuse by Adults 
Working in a Position of Trust are adhered to. All adults who come into 
contact with children will be made aware of the steps that will be taken if an 
allegation is made.  We will seek appropriate advice from our Local Area 
Education Office.  Neither the Headteacher nor any other member of school 
staff will investigate these matters.  We will work with the advice that is 
provided.  Should an allegation be made against the Headteacher, this will be 
reported to the Chair of our governing body who will liaise with the Area 
School Support Officer. 
  
All staff will have access to, and be expected to know, our school’s policy for 
safe restraint.  There will be occasions when some form of physical contact is 
inevitable, for example, if a child has an accident or is hurt, or if a child is in a 
situation of danger to themselves or others around them.  However, at all 
times, the agreed policy for safe restraint must be adhered to.  A list of 
personnel able to practice School Safe will be kept by the Deputy 
Headteacher (Staffing).   Our Leadership Team have received up to date 
training and we have a programme in place to refresh training as required. 
 
If staff, visitors, volunteers or parent helpers are working with children alone 
they will, wherever possible, be visible to other members of staff.  They will be 
expected to inform another member of staff of their whereabouts in school, 
who they are with and for how long.  Doors will be left open.   The Staff 
Handbook identifies advice for teachers on how to conduct themselves 
professionally.  The Head also includes this at the staff  meeting, at the start 
of the year. 
 

Records and Monitoring 
If we are concerned about the welfare or safety of any child all adults in 
school will record their concern in writing on the agreed report form, ensuring 
that they sign and date it, and give this to the DSL.  Any information recorded 
will be kept in a separate named file, in a secure cabinet and not with the 
child’s academic file.  These files will be the responsibility of the DSL and, for 
the protection of the child; information will only be shared within school on a 
‘need to know’ basis.   
 
Any safeguarding information will be kept in the separate named file and will 
be added to as required.  Copies of referrals, invitations to child protection 



 

 15 

conferences, core groups and reports, will be stored here.  All our 
safeguarding files will have a chronology and contents front cover. A child’s 
academic file will have a red sticker on the outside to indicate there is a 
separate child protection file or a blue sticker to denote that the child is a 
Looked After Child and has a separate CLA file. 
 
 
If a child leaves our school we will ensure that our DSL makes contact with 
the DSL at the following school and the file will be forwarded to them.  We will 
use the safeguarding information sheet to ensure the receiving school has the 
most relevant and up to date information about the child. 
 
All staff are instructed on how to refer concerns in the Staff Handbook (see 
Appendix 2). 


