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A6 / A12/ E1/ E9 

Arrangements for Safeguarding, Child Protection and 

Promoting the Welfare of Pupils  

including Supervision of Pupils 

and the  

Missing Child Policy and arrangements for when a child is not 

collected 

 

 

The School will safeguard and promote the welfare of all children who are pupils at St Cedd’s School, 

which includes the children in our EYFS setting (Nursery and Reception). We have full regard of the 

Southend, Essex and Thurrock (SET) Child Protection Procedures (2015 version 2), and comply with 

statutory guidance for schools issued by the Secretary of State and the guidance in the Department 

for Education (DfE) documents Keeping Children Safe in Education (KCSIE guidance document for 

implementation September 2016), Children Acts 2004 and 2006, Disqualification under the Children 

Act 1989 (February 2015), Education Act 1996 in the use control to restrain a pupil, Safeguarding 

Vulnerable Groups Act 2006, the Equality Act 2010 and Working Together to Safeguard Children (WT, 

2015) which includes Information Sharing (March, 2015). Safeguarding children is the responsibility of 

everyone at St Cedd’s School with the Governors supporting staff in shaping policies and procedures.  
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The Council of Governors of St Cedd’s School will maintain high standards of safeguarding, safety and 

welfare for all pupils and keep this policy under review and regularly revised to maintain compliance 

with Secretary of State statutory guidance, and ensure that the policy is implemented fully and 

effectively in practice.  

 

The master copy of this document is signed, dated and available from the Head.  

 

 

Signed:     

 

 

Chair of Governors    Mrs Frances Marshall 

 

Date:      16/01/17 
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Terminology 

 

Safeguarding and promoting the welfare of children is defined as “…protecting children from 

maltreatment; preventing impairment of children’s health or development; ensuring that children 

grow up in circumstances consistent with the provision of safe and effective care; and taking action to 

enable all children to have the best outcomes” (KCSIE, 2016). It is the process of protecting children 

from abuse or neglect, preventing the impairment of their health or development, ensuring that 

children grow up in circumstances consistent with the provision of safe and effective and nurturing 

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 meet statutory obligations laid out in the 

Children Act 1989/2004 and Keeping Children Safe in Education, Working Together to Safeguard 

Children, Dealing with Allegations of Abuse against Teachers and Other Staff and SET guidance which 

provides the framework, guidance and action that must be taken where there are any concerns 

relating to the protection of children from harm or abuse. The NSPCC website is a good source of 

advice on the types of abuse and neglect.  

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, temporary staff, peripatetic staff and staff employed by another organisation 

and working with the school’s pupils. 

Child refers to all young people under the age of 18 years. 

Parent refers to birth parents and other adults who are in a parenting role, for example step-parents, 

foster carers, guardians, carers and adoptive parents. 

 

Objective and Aims of the policy  

Objective: 

To ensure that children receive the right help at the right time to address risks and prevent issues 

escalating, the importance of acting on and referring the early signs of abuse and neglect, keeping 

clear records, listening to views of the child, reassessing concerns when situations do not improve, 

sharing information quickly and challenging inaction. 

 

Aims:  

All personnel working in or for the school share the aim to help keep children safe by contributing to 

providing a safe environment for children to learn and develop, and identify children who may be in 

need of extra help or who are suffering from or likely to suffer significant harm, and take appropriate 

action working with other agencies and services, as required:  

 

 to  provide  an  environment  and  foster  a  school  community  supportive  of  the aims of St 

Cedd’s School  

 to safeguard our pupils’ welfare, by fostering an honest, open, caring and supportive climate 
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 to  raise the awareness of both teaching and non-teaching staff of the need to safeguard 

children and of their responsibilities in identifying and reporting possible cases of abuse  

 to provide a systematic means of monitoring children known or thought to be at risk of harm  

 to develop a structured procedure within the school to be followed by all members of the 

school community in cases of suspected abuse  

 to develop and promote effective working relationships with other agencies, especially the 

Police and Children’s Social Care Services, Local Authority Designated Officer (LADO) and Essex 

Safeguarding Children’s Board (ESCB) 

 to ensure that all staff are appropriately recruited, trained and supported to respond 

sensitively and appropriately to Child Protection concerns 

 to ensure that all adults within the school who have access to children have been checked in 

accordance with statutory regulations as to their suitability  

 to emphasise the need for good levels of communication between all members  of staff  

 to encourage and maintain a positive and caring school atmosphere with strong teaching and 

pastoral support to pupils so that all pupils feel valued and nurtured 

 to support pupils who may have been abused and the staff who deal with them 

 to safeguard pupils who are in need of support from one or more agencies with the use of an 

inter-agency assessment process, including use of the form Reporting a Concern for a Child to 

Children’s Social Care – Level 4/Specialist (ECC999), Team around the Child (TAC) and multi-

agency approaches  

 to provide the contact details of Childline for pupils  (posters around school) 

 to safeguard Children from Sexual Exploitation  

 to ensure robust registration and speedy absence checks with protocols which provide prompt 

follows-up on a pupil’s absence from school with the police and other agencies in consultation 

with parents, carers and guardians  

 

School Commitment 

 

Where a child is suffering significant harm, or is likely to do so, action will be taken to protect them. 

Action will also be taken to promote the welfare of a child in need of additional support (e.g. a child 

with feelings of low self-worth or self-esteem or difficulties in managing feelings, emotions and 

behaviours, a child with developing mental health issues, a child with disabilities, or is a ‘looked after’ 

child) even if they are not suffering harm or are at immediate risk.   

 

Everyone who comes into contact with children and their families in school has a role to play in 

safeguarding children. School staff aim to identify concerns early to prevent concerns from escalating. 

The school and the staff form part of the wider safeguarding system for children. The school will work 

with social care, the police, health services and other services to promote the welfare of children and 

protect them from harm.  

 

Whilst governors provide effective oversight of safeguarding in the school, it is the DSL, who is a 

member of the Senior Leadership Team, and the senior leadership of the school who manage 

safeguarding and safer recruitment procedures, and deal with allegations of abuse, unless it is a 
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member of the senior leadership or governor who is being investigated when the nominated 

safeguarding governor or Chair of Governors will take the lead. 

Safeguarding vulnerable groups 

 

Children with special educational needs (SEN) and disabilities can face additional safeguarding 
challenges. This Policy reflects the fact that additional barriers can exist when recognising abuse and 
neglect in this group of children. These can include:  

 assumptions that indicators of possible abuse such as behaviour, mood and injury relate to 
the child’s disability without further exploration 

 

 the potential for children with SEN and disabilities being disproportionally impacted by 
behaviours such as bullying, without outwardly showing any signs 

 

 communication barriers and difficulties in overcoming these barriers 
 

Safeguarding protocols are incorporated in school policies relating to the following: 

 

 admissions 

 anti-bullying  

 attendance  

 behaviour management 

 child protection 

 curriculum 

 e-safety 

 health and safety 

 managing disclosures and allegations  

 premises 

 safe recruitment  

 staff code of conduct 

 use of social media 

 whistleblowing 

 

This policy applies to all staff at St Cedd’s School and failure to comply would have serious disciplinary 

consequences.  

 

Audit of the School’s Safeguarding Policy, Practice and Procedures 

 

This policy is reviewed annually and when new statutory guidance is issued by the Department for 

Education (DfE). It is reviewed by the Head, Designated Safeguarding Lead (DSL) (who is also the EYFS 

DSL), EYFS Deputy Designated Safeguarding Lead (DDSL), Designated Safeguarding Governor (DSG) 

and the Chair of Governors. All members of staff are required to read this policy and the accompanying 

document Keeping Safe in Education Part 1 (KCSIE, 2016), and sign a declaration that they have read 

both documents. This policy is made available to parents on the school website www.stcedds.co.uk 

and a hard copy is available on request.  

http://www.stcedds.co.uk/
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The purpose of this policy is to raise awareness of safeguarding and child protection and to alert staff 

and the school community to regulatory responsibilities in this field.  

 

The Head, Head of Pastoral and DSL complete the ESCB and Virtual College online Safeguarding Audit 

on an annual basis and review safeguarding practice and procedures in light of the findings of the 

audit. Reference is made to the Essex Schools Infolink Safeguarding resource and the virtual college 

support which includes the following modules: 

 

 Safeguarding Governance 

 Designated Safeguarding Leads 

 Child Protection Policy 

 Wider Safeguarding Policies 

 Safer Recruitment, Selection and Pre-employment Vetting 

 Induction, integrated training and annual safeguarding training updates 

 Working Together with Partner Agencies 

 Learning from Serious Case Reviews 

 Allegations Against Staff and Whistle-blowing 

 Helping Pupils or Students to Keep Themselves Safe 

 Record Keeping and Information Sharing 

 Child Sexual Exploitation 

 

Content of this policy 

 policy and procedures for dealing with concerns about a child, in accordance with locally 

agreed inter-agency procedures 

 arrangements for handling allegations of abuse against members of staff, volunteers and the 

Head 

 guidance on staff interaction with pupils  

 Staff code of conduct/behaviour  

 reference to the safer recruitment process (please see separate Recruitment Policy) 

 management of safeguarding 

 the appointment of the designated Lead and deputy designated Lead 

 the training of the Designated Safeguarding Lead and Deputy  Designated Safeguarding Lead 

 training of staff, volunteers, governors and the Head Induction 

 integrated training and annual safeguarding training updates for staff 

 arrangements for reviewing the school’s safeguarding and associated child protection policies 

and procedures annually 

 arrangements to fulfil other safeguarding and welfare responsibilities 

 contact details of the DSL, EYFS DSL, DDSL, Ofsted, Independent School Inspectorate (ISI) and 

Local Safeguarding Children’s Social Care Services/Children’s Board (LSCB), LADO and Essex 

Safeguarding Children Board (ESCB) to make the policy operational 

 definitions of safeguarding and abuse, and the signs and forms of abuse 

 protocols for a missing child 
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 protocol for looked after children 

o in the event that the school were to have any children on roll who were looked after 

by a local authority then the school would ensure that a designated member of staff 

has the responsibility for their welfare and progress and has assessment information 

from the relevant local authority, the most recent care plan and contact arrangements 

with parents, and delegated authority to parents.   

 the use of the Local Safeguarding Children’s Social Care Services initial response team in 

determining the difference between safeguarding children who are at risk (immediate report) 

and those children in need of support and an immediate inter-agency assessment  

 guidance to staff on actions that staff members must take when receiving a disclosure 

 procedures for dealing with abuse by one or more pupils against another pupil when there is 

cause to suspect that a child is suffering, or likely to suffer ‘significant harm’ including referral 

to the Local Safeguarding Children’s Social Care Services 

 dealing with Allegations of Abuse against Teachers and Other Staff and Part 4 of KCSIE 2016), 

and referral to the Local Authority Designated Officer (LADO) and/or police 

 referral process and completion of the Staff Disqualification Declaration Form as detailed in 

the supplementary advice to KCSIE (2016) with reference to the Childcare (Disqualification) 

Regulations and the Education Act 2006 

 Reference to the Staff Code of Conduct  

 Reference to ‘peer on peer’ abuse, PREVENT (preventing radicalisation), honour-based 

crimes (including forced marriage) and FGM 

 Reference to the particular vulnerabilities of children with SEN/D to abuse 

 Reference to the restrictions on the use of the internet, electronic devices and cameras 

 Considers special arrangements for EYFS 

 

St Cedd’s School key personnel for safeguarding at the School: 

 

All designated persons receive bi-annual Level 3 safeguarding training. The Designated Safeguarding 

Lead (DSL) for Years 1-6 and EYFS and the Deputy Designated Safeguarding Leads are members of the 

Senior Leadership Team. They have successfully fulfilled Level 3 Safeguarding training, demonstrate 

the skills, experience and qualities necessary to carry out the role and are likely to be available in 

school in the event that a disclosure is made.  The Head and Head of Pastoral have undertaken Safer 

Recruitment in Education training with Essex County Council. The Head of Pastoral has been trained 

as the school’s Sexual Exploitation Champion (CSE) (September 2015) and FGM with responsibility for 

overseeing how the school provides pupils with an awareness of how to keep safe. All staff are 

encouraged to complete DfE Prevent online courses (WRAP Prevent awareness training), and the 

school now hosts meetings for Heads and DSLs of IAPS schools on safeguarding led by the Essex 

Safeguarding Adviser to Schools (Jo Barclay). The Head is involved in all staff and volunteer 

appointments and arrangements. Any allegations of abuse against teachers and other staff must be 

reported to the Head immediately, and in her absence the Chair of Governors, unless it is about the 

Head, in which case it is reported directly to the Chair of Governors.  

 

To provide clear lines of reporting for all staff in both the main school and the EYFS setting, the DSL 

for the whole school, including the EYFS setting, is the Head of Pastoral and Compliance Officer (Mrs 
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Braniff). The DDSLs are the Head (Dr Edmonds) and Deputy Head (Mr Clarke), with the EYFS DDSL 

being the Head of EYFS (Miss Magnus). All cases of a child who has suffered or is likely to suffer 

significant harm must be reported to the DSL, who must report any disclosures to the Local Children’s 

Safeguarding Social Care Services. In the case of serious harm, the police will be informed at the 

outset. Where allegations are made against members of staff (including the DSL), it is the Head who 

will manage the allegation and will make a referral to the Local Authority Designated Officer (LADO). 

If the member of staff;  

 is dismissed because they harmed a child  

 is dismissed or removed from working in the school because they might have harmed a child  

 was going to be dismissed but the person resigned first 

*** 

the DBS and National College for Teaching and Leadership (NCTL) will be informed.  

 

There is also a Designated Governor for safeguarding who has advanced Level 3 Safeguarding training 

updated every two years who supports the Chair of Governors and the Council of Governors in 

monitoring the efficiency and effectiveness of the school’s safeguarding procedures, and the DSL and 

Head’s abilities to discharge their safeguarding duties. Governors receive Level 1 training from the 

DSL.  

 

The Designated Safeguarding Lead (DSL) for safeguarding and child protection at St Cedd’s School is:  

 

Mrs Braniff  (Head of Pastoral/Compliance Officer)  Contact details: 01245 392810      

Email: safeguarding@stcedds.org.uk 

 

The Deputy Designated Safeguarding Lead (DDSL) in this school is:  

 

              Dr Edmonds (Head)   Contact details: 01245 392810  

              Email: head@stcedds.org.uk 

 

The EYFS Designated Safeguarding Lead (EYFS DSL) for safeguarding and child protection at St Cedd’s 

School is:  

 

              Mrs Braniff (Head of Pastoral)   Contact details: 01245 392810    

Email: safeguarding@stcedds.org.uk 

 

The Deputy EYFS Designated Safeguarding Lead (EYFS DDSL) for safeguarding and child protection at 

St Cedd’s School is:  

 

  Miss Magnus      Head of EYFS (Nursery and Reception)  Contact details: 01245 392810 

 eyfs@stcedds.org.uk 
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The Designated Safeguarding Governor (DSG) with responsibility for safeguarding for St Cedd’s School 

is:  

 

            Mr P Copeland                  Contact details: 01245 392810 

  

The Chair of Governors is:  

Mrs F Marshall  email: chair@stcedds.org.uk 

 

The Child Sexual Exploitation Champion (CSE), and contact for female genital mutilation (FGM), with 

responsibility for ensuring that all staff are alert to the signs of children at risk of child sexual 

exploitation, and know where to take concerns is: 

Mrs Braniff Head of Pastoral and EYFS DSL email: safeguarding@stcedds.org.uk  

or pastoral@stcedds.org.uk 

Other staff and Governors trained at Level 3:  

Mr Clarke (Deputy Head)  

Mrs Dagg (Governor and SEND Governor) 

Mr Bryant (Governor and Head of the F & GP Committee) 

Any member of staff may make a referral to Essex Children’s Social Care Services directly. If a referral 

has been made and the child’s situation does not appear to be improving the staff member with 

concerns must press for reconsideration and further action. Concerns must always lead to help for the 

child at some point. A concern must be reported, and as follows: 

Child in need Report to DSL. DSL contacts the Local Safeguarding Children’s Social Care Services 

Child at risk    Report to DSL.  DSL contacts the Local Safeguarding Children’s Social Care Services and 

police if crime committed immediately and gets a response within 24 days 

 

Agencies 

Referrals to the Local Children’s Safeguarding Social Care Services and Local Authority Designated 

Officer (LADO) are managed in Essex by the Family Operations Hub who request the details of the 

child involved in the disclosure and issue a case number before referring it on to the relevant 

department and a case social worker.  

 

Family Operations Hub at Essex Children’s Safeguarding Board 

Telephone: 0845 6037627 

Email: familyoperationshub@essex.gcsx.gov.uk 

Local Safeguarding Children’s Social Care Services 

mailto:safeguarding@stcedds.org.uk
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1st Floor 

New Bridge House 

60-68 New London Road 

Chelmsford 

Essex 

CM2 0PD 

Telephone: 01245 436744 

Fax: 01245 434154 

E-Mail: escb@essex.gov.uk 

 

Safeguarding & Allegations Officer, Children’s Safeguarding Service 

Essex County Council, Schools, Children and Families Service  

70 Duke Street Offices 

County Hall 

Chelmsford 

Essex 

 

Essex Safeguarding Children’s Board (ESCB) 

www.escb.co.uk 

 

Southend 

Safeguarding and Child Protection  

Telephone: 01702 534539 

www.southend.gov.uk/iscb 

 

Thurrock 

Education Lead Officer for Safeguarding  

Telephone:  01375 652535 

www.thurrocklscb.org.uk 

 

Referrals to Local Safeguarding Children’s Social Care Services out of office hours 

Where you have urgent and immediate concerns for the safety and welfare of a child or young person 

out of office hours telephone: 

 

Essex and Southend:   0845 606 1212. 

Thurrock:  01375  672468 

 

The Abuse Investigation Unit at Essex Police also offer good advice and will often be included in any 

referral (Emergency – call 999, non-emergency – call 0300 333 4444).  

 

OFSTED    Department for Education Independent Schools Inspectorate 

Royal Exchange Buildings  Mowden Hall   CAP House                                            

St Ann’s Square   Staindrop Road   9-12 Long Lane  

Manchester    Darlington   London  

M2 7LA    DL3 9BG   EC1A 9HA  

http://www.escb.co.uk/
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Childline: 0800 1111 

 

Further Support, advice and agencies include: 

 

Say Something: 116000 Freephone number (phone or text) 

 

StopCSE.org.uk    Provides information and support in CSE matters 

 

Prevent Duty: www.ltai.info 

 

NSPCC: FGM Helpline: 08000283550            

                                         fgmhelp@nspcc.org.uk 

 

Home Office – Radicalisation and FGM 

 

Joint working with other agencies  

 

Where a child and family would benefit from coordinated support from more than one agency (for 

example, education, health, police) there should be an inter-agency assessment. The School 

recognises that inter-agency working is essential if children are to receive effective targeted support 

as early as possible. We are therefore committed to initiating and supporting inter-agency work such 

as:  

 

 reporting a concern for a child to Essex Children’s Social Care Services – (ECC999) and the Early 

Help Request Form providing identified Early Support 

 CP Case Conferences, core groups and other multi-agency meetings  

 Family Support Services  

 

A hard copy of this policy is made available to parents on request and can be found on the website 

not password protected and therefore open to parents and prospective parents. The School takes 

seriously its responsibility to safeguard and promote the welfare of children, and to work together 

with other agencies to ensure adequate arrangements within our school to identify, assess and 

support those children suffering harm. We recognise that all adults, including temporary staff, 

volunteers and governors, have a full and active part to play in protecting our pupils from harm, and 

that the child’s welfare is our paramount concern.  

We recognise our moral and statutory responsibility to safeguard and promote the welfare of all 

children. We endeavour to provide a safe and welcoming environment where children are respected 

and valued. We are alert to the signs of abuse and neglect and follow our procedures to ensure that 

children receive effective support, protection and justice. 

All staff believe that our school should provide a caring, positive, safe and stimulating environment 

that promotes the social, physical and moral development of the individual child.  

 

http://www.ltai.info/
mailto:fgmhelp@nspcc.org.uk
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Safeguarding Training 

The DSL, deputies and DSG are trained at Level 3 in safeguarding, including child protection and inter-

agency working, at least every two years. The school’s current training providers are Graffham 

Consulting Ltd, Essex County Council, Essex Safeguarding Children’s Board and the Virtual College 

through completion of the annual audit. All staff, non-teaching, teaching, administrative and ancillary 

staff, permanent and temporary staff including peripatetic music staff and swimming teachers at 

Riverside Leisure Centre, are trained at Level 2 by the DSL (who is also the EYFS DSL) and where 

possible the local social services department at least every three years. All new employees of St Cedd’s 

School, including the self-employed peripatetic music teachers and swimming teachers, receive 

safeguarding/child protection Level 2 training from the DSL, EYFS DSL and DDSL during their induction 

at the school (before starting at the school). All staff, including voluntary and peripatetic staff, are 

given Level 2 training by the DSL/EYFS DSL during which they are given a copy of the Safeguarding 

Policy, E-Safety Policy, referred to the staff code of conduct and whistleblowing policy (detailed in the 

Staff handbook), and Part 1 of Keeping Children Safe in Education, 2016 (and any 

updates/amendments to KCSIE), and requested to read each document and sign to confirm that they 

have done so. The DSL inducts the staff in the school’s child protection protocols. All staff wear a badge 

which details who the DSL, EYFS DSL and DDSLs are, and also reminds the member of staff of the 

following procedure when dealing with a disclosure from a child: 

 

 Listen 

 Empathise 

 Avoid Leading 

 Record 

 Notify 

 

The school has a named Child Sexual Exploitation Champion who undertakes ESCB CSE champion 

training and attends CSE Network groups.  

 

This Safeguarding Policy which includes the Child Protection Policy and staff code of 

conduct/behaviour policy makes reference to the separate e-safety policy. All staff have access to 

electronic versions and hard copies of all school policies, including all regulatory and non-regulatory 

policies.  

 

Whistleblowing 

 

Staff and volunteers should feel able to raise concerns about poor or unsafe practice and potential 

failures in the school safeguarding regime. Whistleblowing procedures are in place for such concerns 

to be raised with the school Senior Leadership Team.  

 

Keeping Children Safe at St Cedd’s School 

 

There is an open culture about child protection in the school and staff are encouraged to remember 

that ‘it could happen here’.  Hence, safeguarding is an agenda item at meetings and discussed 
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routinely so that everyone feels comfortable and confident that they can raise concerns and suggest 

new ideas for improving practice. 

The physical environment at the school is kept as safe and secure in line with the School’s Health and 

Safety Policy. All members of staff are responsible for reporting hazards and completing risk 

assessments. Entry gates and doors are kept closed whenever possible and there are security locks on 

main entrances to the buildings. All visitors to the site are required to register in and out of school and 

wear identity badges. Lower School parents are requested to provide a family password for secure 

collection of children by family and friends. Staff wear identity badges whilst on the school premises 

during their working day (Games staff are provided with a jacket with the school logo on to identify 

them).  

 

Staff follow registration procedures at the start of the day, the start of the afternoon and for any After 

School Care (TLC) or activity at the end of the day. For all activities off-site and field-trips, including 

games lessons at Chelmer Park and Oaklands Park, swimming lessons at Riverside Swimming Pool, 

lessons at the British Legion hall and events at Chelmsford Cathedral, the school’s mobile phone is 

used to contact school and parents in the case of emergency, and as necessary. Staff mobile 

telephones are not used on school’s premises.  

 

Staff Code of Conduct/Behaviour and Interaction with Pupils 

 

Staff must treat all pupils with respect and try not to be alone with a child or young person. Where 

this is not possible, for example, in an instrumental music lesson, performing arts or sports coaching 

lesson, good practice guidance recommends that the member of staff ensures that others are within 

earshot/nearby. Staff must not convey a single pupil in a car and should avoid taking pupils in his/her 

own car (unless in an emergency to safeguard a child). Where possible, a ‘line’ or barrier should be 

maintained between teacher and child at all times. Any physical contact should be the minimum 

required for safety and care of the pupil. Staff should not give their personal mobile phone numbers 

to pupils, nor should they communicate with them by text message or personal email. If email 

communication occurs the individual’s school email address must be used. If a member of staff needs 

to speak to a pupil by telephone, they should use one of the school’s telephones. The Group Leader 

on all trips and visits involving an overnight stay should take a school mobile phone with him/her. The 

school mobile should be used for any contact with pupils that may be necessary. If a personal mobile 

is used in an emergency, the Group Leader will delete any record of pupils’ mobile telephone numbers 

at the end of the trip or visit. 

 

No mobiles, other than the school mobiles which do not have a camera facility, are to be used in 

school. This is particularly important In the EYFS setting. Staff are requested to keep their mobile 

telephones locked in their cars in the car park or off-site, or in a secure place in school and not used 

when children are in attendance.  

 

Staff must seek medical advice if they are taking medication which may affect their ability to care for 

children, and any staff medication must be securely stored at all times – staff are instructed to keep 

their mobile telephones and any personal medication locked in their cars in the car park or off-site. 

Staff are also instructed to complete a medical advice form if they develop/have ongoing medical 
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complaints, this is to safeguard the children and provide the school with the opportunity to make 

reasonable adjustments to support the member of staff in the workplace (a form can be obtained 

from the Head’s PA).  

 

Safeguarding Procedures at St Cedd’s School  

 St Cedd’s School recognises that high self-esteem, confidence, supportive friends and clear lines of 

communication with a trusted adult help all children, and especially those at risk of, or suffering from, 

abuse. The PSHEE curriculum, School’s Council, pastoral care system, school nurse, form teachers, e-

safety workshops and Head of Pastoral support the arrangements provided for all children to have the 

opportunity to be listened to and to gain an insight into their views and concerns, and to teach 

safeguarding.  

 

Responsibilities  

The Head takes responsibility for ensuring that: 

 

 the Designated Safeguarding Leads, the DSL (also the EYFS DSL) DDSL, EYFS DDSL and DSG, 

have appropriate Level 3 Safeguarding training every two years 

 the staff are trained in Safeguarding Level 2 to develop their understanding of the signs and 

indicators of abuse including children abusing children 

 the staff know how to respond to a pupil who discloses abuse  

 all parents/carers are made aware of the responsibilities of staff members with regard to 

safeguarding and child protection procedures  

 all new members of staff will be given a copy of the child protection and safeguarding 

procedures, including KCSIE Part 1, as part of their induction into the school. They will be made 

aware of the role of the Designated Safeguarding Lead and EYFS Designated Safeguarding Lead 

 the DBS and NCTL has been notified of the name of any member of staff considered to be 

‘unsuitable to work with children’ in accordance with statutory regulations   

 a report has been passed to the NCTL as well as the DBS regarding a teacher who has been 

dismissed, or would have been dismissed if they had not resigned, where a prohibition order 

may be appropriate. This is a legal duty and failure to refer when the criteria are met is a 

criminal offence  

 a request has been made to all existing employees employed at the school including the 

Lead(s), and potential employees as part of the pre-employment checks when appointing new 

staff, to provide relevant information about themselves and those who live or work in the 

same household as them, and sign a declaration form stating that are not on a barred list from 

working with children or been cautioned for, convicted of or charged with violent and sexual 

criminal offences against children and adults, at home or abroad 

 the Staff Disqualification Disclosure Form is signed by all staff and disclosures are acted upon 

 the Staff Disqualification Disclosure Form is signed and completed by all candidates during the 

staff recruitment process at the shortlist stage 
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The Chair of Governors and the Council of Governors take responsibility for ensuring that: 

 the school has a Safeguarding policy and procedures in place that are in accordance with local 

authority guidance and locally agreed inter-agency procedures, and that the policy is provided 

to all staff and is made available to parents on request 

 a Designated Governor (DSG) is trained at Safeguarding/Child Protection Level 3. This named 

governor is nominated to liaise with the Local Authority Designated Officer (LADO) and 

partner agencies in the event of allegations of abuse being made against the Head or DSL 

 the Arrangements for Safeguarding and Child Protection Policy is reviewed and intrusively 

challenge whether the policy and procedures are effective and successfully implemented in 

practice 

 minutes of Governors’ meetings reflect safeguarding agenda items (without naming the child) 

and include notes on the review of the efficiency with which safeguarding duties are 

discharged 

 the policy matches practice, and school protocols and procedures are effective 

 they have an oversight of the recruitment and human resources procedures, including 

checking all new staff and volunteers to make sure they are safe to work with children   

 there are clear lines of communication and procedures for dealing with allegations of abuse 

against members of staff and volunteers  

 the DSL and Head organise appropriate safeguarding training  

 the staff work with the children’s parents to support children’s needs and use timely 

preventative interventions when required  

 parents understand that the school, like all others, has a responsibility for the welfare of all 

pupils and has a duty to refer cases to the Local Children’s Safeguarding Social Care Services 

in the interests of the child  

 the Head ensures that the Staff Disqualification Disclosure Form is signed by all staff and 

disclosures are acted upon, including new during the recruitment process 

 the school operates safe recruitment procedures and makes sure all appropriate checks are 

carried out on staff and volunteers who work with children 

 

The Designated Safeguarding Lead (DSL) has the following responsibilities:  

 ensure that the school operates within the legislative framework and recommended statutory 

guidance   

 take responsibility for the coordination of Child Protection procedures within the school and 

for liaison with the Local Children’s Safeguarding Social Care Services and other agencies 

 know how to identify signs of abuse  

 know the procedures and ensure the correct action is taken 

 know the role and responsibilities of the investigating agencies and how to liaise with them 

 maintain a close working relationship with the Local Children’s Safeguarding Social Care 

Services and contact them not only over any appropriate referral, but also for advice as 

appropriate 

 ensure that the school effectively monitors children about whom there are concerns  

 keep written records of concerns about a child  



16           Reviewed: 16 January 2017 by the Head (Dr Edmonds), Head of Pastoral/Compliance Officer and Governors 
 

 ensure that all such records are stored confidentially and securely. Child protection records 

are filed separate from the child’s main file. These are locked away and only accessible to the 

Head/DSL/DDSL and designated safeguarding governor. Records are copied and transferred 

to any school or setting the child moves to. Original copies will be retained until 35 years after 

the last entry   

 monitor register attendance and absences for all pupils; informing the Local Children’s 

Safeguarding Social Care Services if a child is absent without explanation for two days if 

currently subject to a Child Protection Plan  

 submit reports to and attend child protection conferences  

 ensure that all staff have signed confirming that they have read this policy and have a hard 

copy of the KCSIE (2016) and have received Level 2 safeguarding training 

 ensure that Level 2 safeguarding training and support is provided for all new staff during their 

induction to the school  

 develop productive, supportive relationships with parents 

 inform the social worker responsible where a pupil who is/or has been the subject of a child 

protection plan changes school, and transfer the appropriate records to the DSL at the 

receiving school, in a secure manner, and separate from the child’s academic file  

 

The Deputy Designated Safeguarding Lead (Deputy Safeguarding Lead and Child Protection Officer) 

(DDSL) and EYFS DDSL 

 

 The DDSLs and EYFS DDSL provide support to the DSL and EYFS DSL respectively in all 

safeguarding and child protection matters as required 

 The DDSLs and /or EYFS DDSL must be informed in the first instance of suspected abuse in the 

absence of the DSL or EYFS DSL 

 

The DDSLs and EYFS DDSL must have the knowledge and skills to act as the DSL and EYFS DSL 

respectively in the DSL’s or EYFS DSL’s absence including: 

 

 know how to identify signs of abuse and how to make a referral 

 know the procedures and ensure the correct action is taken 

 know the role and responsibilities of the investigating agencies and how to liaise with them 

 know where material/records are securely kept about the child 

 

Reporting  

The reporting of safeguarding practice at St Cedd’s School enables the Council of Governors to ensure 

compliance with current legislation and to identify areas for improvement.  

 

The Designated Safeguarding Lead will liaise with the governor responsible for safeguarding (DSG) 

once each term, and the Head (in consultation with the DSLs and DDSLs) provides a report for 

governors and the DSG at the school. The Deputy Designated Safeguarding Lead will always be kept 

fully informed. Anonymity of the child(ren) concerned will be maintained and discretion used to avoid 

the identification of individuals. 

 



17           Reviewed: 16 January 2017 by the Head (Dr Edmonds), Head of Pastoral/Compliance Officer and Governors 
 

 If any member of staff is concerned about a pupil in the main school they must inform either 

the DSL or the DDSL in the DSL’s absence 

 If any member of staff is concerned about a pupil in the EYFS setting (Nursery and Reception) 

they must inform the DSL or EYFS DDSL in the EYFS DSL’s absence  

 The member of staff must record information regarding the concerns on the same day 

The recording must be a clear, precise, factual account of the observations. 

 Confidentiality must be maintained and information relating to individual pupils/families 

shared with staff on a strictly ‘need to know’ basis  

 The DSL or EYFS DSL (depending on the age of the child) will refer to the ESCB (Social Care 

Services) and will seek their advice  

 Referral to the Local Essex Children’s Safeguarding Social Care Services will be immediate.  

 The DSL will ensure that a written report of the concern is sent to the Local Children’s 

Safeguarding Social Care Service officer dealing with the case within 24 hours of a disclosure 

or suspicion of abuse 

 Particular attention will be paid to the attendance and development of any child who has been 

identified as at risk or who is subject to a Child Protection Plan 

 If a pupil who is known to be subject to a Child Protection Plan changes school the DSL will 

inform the Social Care Worker responsible for the case and transfer the appropriate records 

to the receiving school 

 Any abuse by a pupil against another pupil will be dealt with by the same procedures  

 

Action following a child protection referral 

The DSL will: 

 

 make regular contact with the allocated social worker to stay informed 

 wherever possible, contribute to strategic discussion 

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

 where possible, share all reports with parents prior to meetings 

 where in disagreement with a decision made by social care e.g. not to apply for child 

protection procedures or not to convene a child protection conference, follow the guidance 

in the SET procedures for resolving professional disagreements.  

 where a child is subject to a child protection plan moves from the school or goes missing, 

immediately inform the allocated social worker 

 

Action to be taken for dealing with abuse by one or more pupils against another pupil 

Concerns about possible abuse of one child by another may initially be considered under the school’s 

behaviour and anti-bullying policies. However, where there is a clear child protection concern, e.g. 

disclosure or witnessing of sexual abuse or allegation of physical assault or being likely to be involved 

in sexually harmful behaviour there will be no delay in the referral to Children’s Social care. Separate 

referrals for assessment and support will be made, one for the child victim and the other for the child 

abuser; all children involved whether perpetrator or victim, are treated as being ‘at risk’. Where there 

is reasonable cause to suspect that a child is suffering, or likely to suffer, significant harm, in line with 

agreed SET procedures the DSL, in liaison with the DDSL, will refer any such abuse to Children’s Social 

Care.  
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Use of mobile telephones and cameras 

All cameras used at school are school cameras with photographs of children stored on the school 

password protected computer system. Permission to take photographs of the child for different uses 

(for example, the school website, marketing literature, the school newsletter, to accompany local 

newspaper press releases etc.) is gained from parents of the child. Parents who accept a place for their 

child at St Cedd’s School are invited to agree to the school using anonymous photographs of their child 

and information relating to his or her achievements for promotional purposes, which may be 

published in the prospectus or on the website, as well as displayed within the premises, and in 

bulletins sent to the school community. The consent form that we use for this purpose can be obtained 

from the Front Office. We make every effort to ensure that photographs are not taken of children 

whose parents have refused permission for images of their children to be taken and used by the 

School.  

  

Staff are not permitted to use their mobile telephones in school. Pupils do not have mobile telephones 

in school. Staff on school trips may use the school mobile telephones for contacting school and parent, 

if required. School mobile telephones do not have a camera facility. Staff only use school cameras and 

iPads to take photographs of children (including children in the EYFS setting). Parents are not allowed 

to use their mobile telephones, iPads and cameras on school premises or on school trips. Please refer 

to the school policy ‘Policy on Taking and Storing Images of Children’.  

 

Use of Images in school: Displays 

 

We will only use images in school for the following purposes: 

 Internal displays (including clips of moving images) on digital and conventional notice boards 

within the school premises 

 Communications with the school community (parents, pupils, staff, governors) via weekly 

bulletins and the website 

 Marketing the school both through the website and by prospectuses 

 

Use of Images: Internal Identification 

All pupils are photographed at yearly intervals for the purposes of internal identification. These 

photographs identify the pupil by: 

 

 Name 

 Class 

 Year Group 

 League 

 

Photographs are securely stored in a password-protected area of the database or password-protected 

school intranet folder, where access is restricted to teaching, pastoral and school office staff. Any 

parent who so requests will be sent a copy of his or her son’s or daughter’s photographs.  
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Images that we use in Displays and on our Website 

 

The images that we use for displays and communication purposes never identify an individual pupil. 

Instead, they name the event, the term and year that the photograph was taken. We only use images 

of school activities, such as plays, concerts, sporting fixtures, Celebration of Achievements, school trips 

etc. in their proper context. We never use images that might embarrass or humiliate a pupil. Pupils 

are always properly supervised when professional photographers visit the school. Parents are given 

the opportunity to purchase copies of these photographs.  

 

We have a designated website manager who updates our website. Photographs on the website are 

displayed in a password protected-parent area. We make every effort to ensure that photographs are 

not taken of children whose parents or guardians have refused permission for images of their children 

to be taken and used by the school, particularly where the media are present. All new staff are given 

guidance on the school’s policy on taking, using and storing images of children. 

 

Promoting Awareness  

 

Our curriculum and pastoral care are designed to foster the spiritual, moral, social and cultural 

development of all our pupils. All our teaching staff play a vital role in this process, helping to ensure 

that all of our pupils relate well to one another and feel safe and comfortable within the school. All 

staff will act in the interests of the child. We expect all the teaching, administrative, support and 

medical staff to lead by example, and to play a full part in promoting an awareness that is appropriate 

to their age amongst all our pupils on issues relating to health, safety and well-being. All the staff, 

including all non-teaching staff, have an important role in insisting that our pupils always adhere to 

the standards of behaviour set out in our behaviour policy and in enforcing our anti-bullying policy. 

The pastoral care system, tutor system, PSHEE assemblies, PSHEE curriculum and other pastoral 

activities facilitate a supportive school community. There is a strong ethos where children feel secure 

and are encouraged to talk and are always listened to.  All children know there is an adult in the school 

whom they can approach if they are worried or in difficulty. Curriculum opportunities are included 

which equip children with the skills they need to stay safe from harm and to know to whom they 

should turn for help both whilst at school and in the future.  

 

Pupils learn how to use the internet safely appropriate to their age, and have annual e-safety 

workshops. The PSHEE scheme of work includes e-safety messages including dealing with cyber-

bullying. Time is allocated in PSHEE and the Form Period to discussions of what constitutes appropriate 

behaviour and on why bullying and lack of respect for others is never right. Assemblies, drama 

workshops and RS lessons are used to promote tolerance and mutual respect and understanding. We 

use opportunities, such as the annual National Anti-Bullying week to teach about the unacceptability 

of bullying and abusive behaviour and to promote the safe use of the internet and mobile telephones, 

inside and outside of school. 

 

Staff are trained in e-safety bi-annually with an annual update in line with CEOP guidelines. Parents 

are also advised about how to keep their children safe on the internet at home through e-safety 

information events and training at school. Pupils develop an awareness of school values, they are 

taught about their rights and accompanying duties and they learn what makes them feel safe and 
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what action to take in an unsafe situation. They learn to have confidence in the adults who are 

entrusted with their care. We develop quality relationships with our pupils that model and encourage 

the standards of behaviour expected. The School Rules, Golden Rules and Code of Conduct are applied 

consistently and appropriate sanctions are agreed and imposed according to an agreed policy. We 

follow recommended procedures (ISSRs) for the safe recruitment of staff and safeguarding training.  

 

The school maintains an ethos and culture of vigilance where the pupils feel secure and are 

encouraged to talk, and are listened to. Pupils know that there are adults in the school whom they can 

approach if they are worried or in difficulty. Our aim is to: 

 

 establish effective working relationships with parents and colleagues from other agencies 

 refer immediately to the Local Children’s Safeguarding Social Care Services when an allegation 

or disclosure of abuse has been made operate safer recruitment procedures (Guidance for 

safer working practice for those working with children and young people in education settings  

October, 2015) and comply with the guidance as detailed in the KCSIE (2016) and 

DfE/Independent School Standards Regulations and Department of Education Section 175, 

Education Act 2002  

 never employ or take on as a volunteer in a DBS regulated activity someone who is barred 

from such activity 

 always refer to the DBS and NCTL details of anyone who is removed from regulated activity or 

who leaves while under investigation for allegedly causing harm or imposing a risk of harm 

 always respond to requests from the DBS for information they hold already 

 

Designated staff and clear procedures are under constant review to ensure: 

 

 designated Leads have the status and authority to take responsibility for safeguarding and 

child protection matters 

 that for staff employed by another organisation and working with the pupils on another site, 

or on site, the school conducts appropriate child protection checks and has procedures in 

place to safeguard all the children at all times 

 there are robust, clear arrangements and procedures to deal with allegations of abuse against 

members of staff, volunteers working on the school site, the Head and any other personnel 

working for or on behalf of the school, and staff employed by another organisation and 

working with the school’s pupils 

 that the school remedies any perceived or discovered deficiencies or weaknesses in 

safeguarding and child protection arrangements immediately and without delay 

 that the Council of Governors undertake an annual review of the school’s safeguarding and 

child protection procedures and the efficiency with which the latest duties have been 

discharged 

 

Partnership with Parents 

 

The school shares a purpose with parents to educate and keep children safe from harm and to have 

their welfare promoted. We are committed to working with parents positively, openly and honestly. 
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We respect parents’ rights to privacy and confidentiality and will not share sensitive information 

unless it is necessary to do so in order to protect a child. The school will share with parents any 

concerns there may be about their child unless to do so may place a child of risk of harm. A lack of 

parental engagement or agreement regarding the concerns the school has about a child will not 

prevent the DSL/EYFS DSL from making a referral to the Local Children’s Safeguarding Social Care 

Services in those circumstances where it is appropriate to do so. Our responsibility is to promote the 

protection and welfare of all children and our aim is to achieve this in partnership with the parents. 

Parents can access support to help protect their children with particular issues via links on our website, 

such as; ESCB, CEOP, Parent Zone (DfE), Digital Parenting. 

 

Safer Recruitment 

The Head has undertaken Safer Recruitment in Education training with Essex County Council. The Head 

is involved in all staff and volunteer appointments and arrangements. 

The recruitment process complies with DfE and Ofsted guidance and regulations which include the 

check that anyone employed as a teacher is not subject to a prohibition order issued by the Secretary 

of State.  

Please read the Recruitment Policy for further details of the procedures and protocols followed by the 

school.  

 

A prohibition order/check is an order made by the National College of Teaching and Leadership (NCTL) 

on behalf of the Secretary of State barring a person from carrying out “teaching work”. This is a check 

is in addition to the check of the children’s barred list, DBS check and other checks set out in the 

Independent School Standards. It can be made against anyone undertaking teaching work regardless 

of whether they have qualified teacher status.  

 

Teaching work includes:  

 

 planning and preparing lessons and courses for pupils  

 delivering and preparing lessons to pupils  

 assessing the development, progress and attainment of pupils  

 reporting on the development, progress and attainment of pupils 

 

“Delivering” includes delivering lessons through distance learning or computer aided techniques. 

However, none of these activities is “teaching work” if the person carrying out the activity does so 

(other than for the purposes of induction) subject to the direction and supervision of a qualified 

teacher or other person nominated by the head.  
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Teaching Assistants  

 

The DfE has confirmed that teaching assistants are unlikely to need a prohibition check as it is likely 

that their work is carried out under direction and supervision. The teaching assistants (Learning 

Assistants) checks are decided on a case by case basis but we have a general policy of checking all 

staff.  

 

Induction of new staff and governors includes: 

 

Level 2 Child Protection training will incorporate reference to the St Cedd’s School protocols and 

procedures to ensure that staff raise concerns immediately and appropriately, know who the DSL, 

DDSLs and EYFS DDSL are in the school, understand roles and responsibilities, are informed about 

emergency evacuation procedures, sign to confirm that they have read this Safeguarding Policy which 

includes the staff code of conduct/behaviour and guidance on interaction with pupils, are given a copy 

of KCSIE (2016) Part 1 and Equal Opportunities Policy, Guidance for safer working practice for those 

working with children and young people in education settings, and have knowledge of support 

systems for pupils. Staff will be reminded that no mobiles, other than the school mobiles which do not 

have a camera facility, are to be used in school. This policy is of paramount importance in the EYFS 

setting. Staff must seek medical advice if they are taking medication which may affect their ability to 

care for children, and any staff medication must be securely stored at all times – staff are instructed 

to keep their mobile telephones and any personal medication locked in their cars in the car park or 

off-site. Staff complete a medical form on recruitment, and are instructed to complete a medical 

advice form if they develop/have ongoing medical complaints during their duration of employment at 

St Cedd’s School; this is to safeguard the children and provide the school with the opportunity to make 

reasonable adjustments to support the member of staff in the workplace (the form can be obtained 

from the Head’s PA). Staff are provided with a copy of the school’s Health and Safety Policy. In the 

EYFS setting the Key Worker protocol operates and EYFS staff will receive supervision support to 

enable effectiveness. All staff receive an annual performance review by the Senior Leadership Team. 

Staff may be trained in first aid. Those staff working in the EYFS setting will be trained in age-related 

paediatric first aid. 

 

There is a separate policy document detailing the school’s safer procedures and a documented 

induction process for all staff.  The following flow chart is regularly amended to include guidance 

regarding compliance checks and best practice in the recruitment of staff. New staff are also requested 

to complete the School Staff Disqualification Declaration Form. The disqualification by association 

advice issued by the DfE, in addition to the KCSIE (2016), requires the School to check that no staff 

members (as detailed below) are disqualified by association:  

 
•  staff who work in early years provision (including teachers and support staff working in our 

Nursery and Reception classes) 
 

•  staff working in later years provision for children who have not attained the age of 8 including 
school clubs, such as breakfast, activities, TLC and any after school provision 

 
•  staff who are directly concerned in the management and leadership of such early or later years 

provision.  
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The Regulations refer to employing a person “in connection with” these provisions and therefore in 

line with this regulation part of the recruitment procedures for employees at St Cedd’s School will 

include this check using the declaration form, and current staff (teaching, non-teaching, 

administrative, Senior Leadership Team, support staff, catering and cleaning staff, Site Manager, and 

playground duty staff) will also be checked. In the interest of a proportionate decision in applying the 

same standards of safeguarding checks to all employees, volunteers in school will also be checked in 

line with the principles set out Part 2 of Keeping Children Safe in Education relating to the 

management of safeguarding which states:  

 

“In line with part three of this guidance, governing bodies and proprietors 
should prevent people who pose a risk of harm from working with children 
by adhering to statutory responsibilities to check staff who work with 
children, taking proportionate decisions on whether to ask for any checks 
beyond what is required; and ensuring volunteers are appropriately 
supervised.”  

 
Ofsted will not consider a waiver application in respect of a volunteer, therefore if there is a 
declaration the school will make a decision about whether to allow the individual to continue 
volunteering – this will involve a risk assessment having regard to the information provided on the 
declaration, the nature of the activities they undertake and the level of supervision in place.  
 
Governors are not required to sign a declaration in relation to the Childcare (Disqualification) 
Regulations 2009 and under the Childcare Act 2006, however, the exception is where a governor works 
with children in school as a volunteer helper or, of course, is an employee of the school. At St Cedd’s 
School all governors have signed the declaration should their duties bring them into contact and 
access with pupils in the EYFS setting and the school during governors’ days and visits.  

 
Contractors are responsible as employers for ensuring that persons caring for children on the school 
site are suitable to work with children. In the case of workers that are supplied by an agency or third 
party organisation, the school will ensure that the agency or organisation has carried out the relevant 
checks. The school record visitor and contractors’ DBS numbers and completes ID checks.  
 
Given that the declaration process is a statutory requirement, the failure of any member of staff to 
complete and return the Staff Disqualification Declaration Form will be a serious matter and must be 
regarded as a disciplinary matter (see Contract of Employment section below) which may result in 
dismissal. The regulation states that a disqualified person is not permitted to continue to work in a 
setting providing care for children under age 8, unless they apply for and are granted a waiver from 
Ofsted. Ofsted may grant a full or partial waiver, including a waiver that would allow an individual to 
work in a relevant school setting. While a waiver application is under consideration the individual will 
not continue to work in the school setting and the employee will be suspended without prejudice by 
the Head and Chair of Governors.  
 
Staff Recruitment and Contract of Employment 

There are four stages to the safer recruitment process: 

1. Discourage 

2. Reject 

3. Prevent 
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4. Observe and supervise 

Stage 1 - Discourage 

Individuals who may pose a risk to children should be discouraged from applying for positions in school 

by the school displaying a firm commitment to safeguarding children by, for example, in the 

recruitment literature and on the school website.  This includes ensuring that the school’s child 

protection policy and procedures are made available publicly on the website. 

Stage 2 - Reject 

The recruitment process is designed to put robust safeguards in place that will identify candidates 

who may be unsuitable to work with children and to reject them. 

Stage  3 - Prevent 

 

For shortlisted candidates, references are taken up and verified and all the mandatory pre-

employment checks are undertaken. 

Stage 4 - Observe and supervise 

Once a new employee starts work, their behaviour and attitudes are monitored.  After any 

probationary period has been completed, there is a system of ongoing supervision and appraisal for 

them along with all other staff.  

Stage 1 – Discourage – more details 

The school’s commitment to safeguarding and promoting the welfare of children is absolutely clear 

and featured in key documents. For example, any advertisement for a position at the school contains 

a clear statement about the school’s commitment to safeguarding.  The job description is included 

and an explanation of the post holder’s individual responsibility to safeguard and promoting the 

wellbeing of children, there are similar references in the person specification.  

All candidates complete a standard application form and that this includes a mandatory statement 

that they know of no reason why they should not be allowed to work with children, which is signed.   

The recruitment process is detailed in the Recruitment Flow Chart – Flow Chart 1 (Appendix E). 

All new staff sign the Staff Disqualification Declaration Form at the shortlist stage and included in each 
staff member’s contract with the school they comply with the following:  
 

“It is a condition of your employment that you notify the Head 
immediately of anything now or in the future that affects, or might 
affect, your suitability to work in the School, including any cautions, 
warnings, convictions, orders or other determinations made in 
respect of you or a member of your household that would render you 
disqualified from working with children under the Childcare 
(Disqualification) Regulations 2009, replacement or similar 
legislation. Failure to notify will be a serious matter, considered as 
gross misconduct under the Disciplinary processes, and could result 
in summary dismissal.” 
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Records 

All correspondence and copies of completed forms, including the Disqualification Declaration Forms, 
are placed in the employee’s personal file and stored securely in accordance with normal Data 
Protection rules. These files are accessed only by the Head and the Head’s PA as these staff are 
involved in the employment of staff, safeguarding and compliance checks. Notes are recorded on the 
Single Central Record, for example, that the check has been satisfactorily completed, the date on 
which the declaration was received (if nothing to declare) and note of who recorded it or, if positive 
but a waiver obtained from Ofsted, a note of that, the date on which the waiver was received and a 
note of who recorded it. 
 
A note on who is ‘disqualified’?  
 
A person is disqualified if any of the following apply:  
 

•   They have been cautioned for, or convicted of certain violent or sexual criminal offences 
against adults and any offences against children;  

 
•   They are the subject of an Order, direction or similar in respect of childcare, including orders 

made in respect of their own children  
 

•   That have had registration refused or cancelled in relation to childcare of children’s homes 
or have been disqualified from private fostering 

 
•  They live in the same household where another person who is disqualified lives or works 

(disqualification ‘by association’). This means that the householder has an order, restriction, 
conviction, caution etc. set out in the Legislation.  

 
Full details of what constitutes “disqualification” are in the Schedules to the Regulations 
http://www.legislation.gov.uk/uksi/2009/1547/contents/made. 
 
A disqualified person can apply to Ofsted for a waiver:  
 
http://www.ofsted.gov.uk/resources/applying-waive-disqualification-early-years-and-
childcareproviders  
 
Staff and schools can check guidance with the DfE (mailbox.disqualification@edcuation.gsi.uk). 
 

Supervision of Children 
 
In the EYFS setting the statutory staff: child ratios are maintained at all times:  
 

At St Cedd’s School we always have a qualified teacher (QTS status) in each EYFS class in the EYFS 

setting supported by NVQ Level 3 Teaching Assistant(s). With children of three and above, a person 

with QTS status may have a staff: child ratio of 1:13 with at least one other member of staff holding a 

full and relevant level 3 qualification. At St Cedd’s School we maintain the ratio closer to 1:8 and rarely 

have children who are two years old in the setting. Those few ’rising three’ children in their first term 

at the setting are always mixed with three year-olds, and count as three years old if they are in the 

http://www.legislation.gov.uk/uksi/2009/1547/contents/made
http://www.ofsted.gov.uk/resources/applying-waive-disqualification-early-years-and-childcareproviders
http://www.ofsted.gov.uk/resources/applying-waive-disqualification-early-years-and-childcareproviders
mailto:mailbox.disqualification@edcuation.gsi.uk
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minority, but as two years old if they constitute the majority. The latter arrangement would action a 

staff: child ratio of 1:4 with at least one member of staff holding a full and relevant level 3 qualification 

and at least half of all the other staff holding a full and relevant Level 2 qualification.  

 Recognising Abuse and Neglect (see also Appendix A & B Recognising Abuse/Neglect) 

 

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

inflicting harm, or by failing to act to prevent harm. Children may be abused in a family or in an 

institutional or community setting, by those known to them or, more rarely, by a stranger. They may 

be abused by an adult or adults, or another child or children.  

 

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.  

 

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 insofar as they meet the needs of 

another person. It may feature age or developmentally inappropriate expectations being imposed on 

children. These may include interactions that are beyond the child’s developmental capability, as well 

as overprotection and limitation of exploration and learning, or preventing the child participating in 

normal social interaction. It may involve seeing or hearing the ill-treatment of another. It may involve 

serious bullying, causing children frequently to feel frightened or in danger, or the exploitation or 

corruption of children. Some level of emotional abuse is involved in all types of maltreatment of a 

child, though it may occur alone.  

 

Sexual abuse  

Sexual abuse involves forcing, enticing or inciting a child or young person to take part in sexual 

activities, including prostitution, whether or not the child is aware of what is happening. The activities 

may involve physical contact, including assaults by penetration (rape or oral sex) or non-penetrative 

acts such as masturbation, kissing, rubbing and touching outside of clothing. The activities may include 

non-contact activities, such as involving children in looking at, or in the production of, sexual online 

images, watching sexual activities, or encouraging children to behave in sexually inappropriate ways. 

Female genital mutilation is abuse. Women can commit acts of sexual abuse, as can other children.  

 

Child Sexual Exploitation (CSE) 

 

Child Sexual Exploitation involves exploitative situations, contexts and relationships where young 

people receive something (e.g. food, accommodation, drugs, alcohol, gifts, money or in some cases 

simply affection) as a result of engaging in sexual activities. The perpetrator always holds some kind 

of power over the victim which increases as the exploitative relationship develops. Sexual exploitation 
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involves degrees of coercion, intimidation or enticement, including unwanted pressure from peers to 

have sex, sexual bullying including cyberbullying and grooming. Peer abuse is a potential safeguarding 

issue and is relationships between pupils in this 3-11 school are monitored by the Head of Pastoral.  

 

Female Genital Mutilation (FGM) 

Section 5B of the Female Genital Mutilation Act 2003 (as inserted by section 74 of the Serious Crime 

Act 2015) places a statutory duty upon teachers, along with social workers and healthcare 

professionals, to report to the police where they discover through a disclosure by the victim (teachers 

must not be examining pupils for visual evidence but other professionals to whom this mandatory 

reporting duty applies may have do so) that FGM appears to have been carried out on a girl under 18. 

Those failing to report such cases will face disciplinary sanctions.  

 

All school staff are alert to the possibility of a girl being at risk of FGM, or already having suffered FGM. 

Girls at risk of FGM may not yet be aware of the practice or that it might be conducted on them. 

Warning signs that FGM may be about to take place include: 

 

 a girl comes from a community that is known to practice FGM (typically between the ages of 

5 and 8) 

 a female family elder is visiting from a country of origin 

 a girl may confide that she is to have a ‘special procedure’ or to attend a special occasion to 

‘become a woman’ 

 parents state that they or a relative will take the girl out of the country for a prolonged period 

(typically the start of the summer holidays) to her country of origin or another country where 

the practice is prevalent 

 

Indications that FGM may have taken place include: 

 

 a girl may have difficulty walking, sitting or standing 

 a girl may spend longer than normal in the toilet due to difficulties urinating 

 there may be prolonged or repeated absences from school 

 a noticeable behaviour change 

 a girl may ask for help, but may not be explicit about the problem due to embarrassment or 

fear 

Section 5C of the Female Genital Mutilation Act 2003 (as inserted by section 75 of the Serious Crime 

Act 2015) gives the Government powers to issue statutory guidance on FGM to relevant persons.  

 

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 abuse.  

 

Once a child is born, neglect may involve a parent or carer failing to:  
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 Provide adequate food, clothing and shelter (including exclusion from home or abandonment)  

 Protect a child from physical and emotional harm or danger  

 Ensure adequate supervision (including the use of inadequate care-givers)  

 Ensure access to appropriate medical care or treatment.  

 

It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.  

 

Organised Abuse 

 

Organised abuse is sexual abuse where there is more than a single abuser and the adults concerned 

appear to act in agreement to abuse children and/or where an adult uses an institutional framework 

or position of authority to recruit children for sexual abuse. 

 

Preventing Radicalisation - Prevent 

 

With the introduction of the Counter-Terrorism and Security Act 2015 the school will have due regard 

to the need to prevent children from being drawn into terrorism through radicalisation. From 1 July 

2015, schools are subject to a duty under section 26 of the Counter-Terrorism and Security Act 2015 

(the CTSA 2015) in the exercise of their functions, to have due regard to the need to prevent people 

from being drawn into terrorism. This duty is known as the Prevent duty. The statutory Prevent 

guidance summarises the requirements on schools in terms of four generic themes: risk assessment, 

working in partnership, staff training and IT policies. As a school we will assess the risk of children 

being drawn into terrorism, including support for extremist ideas that are part of terrorist ideology. 

Our pupils are kept safe from terrorist and extremist material when accessing the internet in school 

through the use of internet filtering and through the curriculum which incorporates online safety. We 

follow the Local Safeguarding Children Board procedures and receive training from Jo Barclay of Essex 

Children’s Social Care Services. If the school identifies a pupil who is vulnerable to being drawn into 

terrorism, we will make a referral to the Channel programme. We incorporated the PREVENT Policy 

and Guidance publication, in-line with SET (January 2017 document) in to our Safeguarding Policy 

promoting working together for a ‘Safer Essex’. 

(www.gov.uk/government/publications/channel-guidance)  

 

Although not exclusively indicative of radicalisation a child who is being drawn into terrorism may 

exhibit signs that fall into the following three categories:  

 

 Emotional behaviour that gives rise to concern 

 Verbal language that is inappropriate or extreme in nature 

 Physical/circumstantial indicators that suggest a change in attitude 

 

If a child’s behaviour, language or attitude gives rise to concern that they might be being drawn into 

terrorism staff will raise their concerns with the DSL who will proceed as with any other safeguarding 

concern. The DSL will follow the locally agreed Prevent Strategy and seek advice from the local 

authority of in any doubt.  
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Further guidance on the issues listed above can be obtained from the government guidance KCSIE 

(2016), and specific guidance on FGM can be found in the government publication, Multi-Agency 

Practice Guidelines: Female Genital Mutilation (2011).  

 

Safeguarding issues can be related to any of the following and specific guidance is available from the 

NSPCC website: 

 

 Child missing from education 

 Child missing from home or care 

 Child sexual exploitation 

 Bullying including cyberbullying 

 Domestic violence 

 Drugs 

 Induced illness 

 Female genital mutilation (FGM) 

 Gender-based violence 

 Mental health 

 Private fostering 

 Radicalisation 

 Sexting and ‘banter’ 

 trafficking 

 

Child missing from education 

 

We will inform the local authority of any pupil who is going to be deleted from the admission register 

where they: 

 

 have been taken out of school by their parents and are being educated outside of the school 

system e.g. home education 

 have ceased to attend school and no longer live within reasonable distance of the school at 

which they are registered 

 have a medical condition certified by the school medical officer that the pupil is unlikely to be 

in a fit state of health to attend school 

 are in custody for a period of more than four months due to a final court order and the 

proprietor does not reasonably believe they will be returning to the school at the end of that 

period 

 have been permanently excluded 

 

We will complete the form devised by Essex County Council to advise the local authority of a removal 

of a child from roll. The form is available to us via Essex Schools Infolink. We will bring any removal to 

the attention of the authority without delay to ensure records are kept up-to-date. 

 

The Regulations also state that if a child fails to attend school regularly, or has been absent without 

the school’s permission for a continuous period of 10 school days or more, at such intervals as are 
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agreed between the school and the local authority (or in default of such agreement, at intervals 

determined by the Secretary of State) and where contact cannot be made with the parent/carer to 

establish the reason for absence. A missing pupil checklist will be used to notify the local authority of 

any pupil within Essex who is believed to be missing in education. 

 

Concerns  

All staff and volunteers should be concerned about a child if he or she:  

 

 Has any injury which is not typical of the bumps and scrapes normally associated with an 

accidental injury  

 Regularly has unexplained injuries  

 Frequently has some injuries (even when apparently reasonable explanations are  given)  

 Gives confused or conflicting explanations about how injuries were sustained  

 Exhibits significant changes in behaviour, performance or attitude  

 Indulges in sexual behaviour which is unusually explicit and/or inappropriate to his or her age 

/ stage of development  

 Discloses an experience in which he  or she  may have  been  significantly harmed   

 

In addition, any other cause for believing that a child may be suffering harm should be reported. 

 

Dealing with a disclosure  

If a child discloses that he or she has been abused in some way, the member of staff or volunteer 

must:  

 

 listen to what is being said without displaying shock or disbelief  

 Accept what is being said  

 allow the child to talk freely  

 reassure the child, but not make promises which it might not be possible to keep  

 not promise confidentiality – it will be necessary to refer to the Local Authority Initial 

Response Team or other agencies  

 reassure him or her that what has happened is not his or her fault  

 stress that it was the right thing to tell  

 listen, rather than ask direct questions  

 not criticise the alleged perpetrator  

 explain what has to be done next and who has to be told  

 make a written record   

 pass information to the Designated Safeguarding Lead without delay  

 NOT allow the child to be interviewed a second time. Accept what the child says and report 

to the Designated Safeguarding Lead   

 

General points on how to respond to a child wanting to talk about abuse:  

  

 Show acceptance of what the child says  
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 Keep calm  

 Be honest  

 Tell the child you will need to let someone else know – don’t promise confidentiality  

 Be aware that the child may have been threatened or bribed not to tell  

 Never push for information. If the child decides not to tell you after all, then accept that and 

let them know that you are always ready to listen  

 

At the end of the conversation:  

 

 Reassure the child that they were right to tell you and show acceptance  

 Let the child know what you are going to do next and that you will let them know what 

happens  

 Contact the appropriate senior member of staff or agency  

 Consider your own feelings and seek pastoral support if needed  

 

Where it is believed that a child is suffering from, or is at risk of, significant harm the following 

procedures must be followed: 

 

The DSL must be informed immediately in writing or, if an allegation is being made against the DSL, 

the DDSL, EYFS DSL or EYFS DDSL and the Chair of Governors must be informed. 

The written report should contain 

 

 what the member of staff has seen or heard 

 the date and time 

 a description of the emotional state of the child 

 

The member of staff must not ask the child questions (apart from clarification) and if there is any injury 

to the child, he or she must be accompanied to the Medical Room at once to be assessed by the School 

Nurse.  

 

It is very important that confidentiality is never promised. If the matter is sufficiently serious or the 

child is considered to be at risk the DSL will make a referral to the Local Children’s Safeguarding Social 

Care Service.  

 

The interagency referral form, Early Help Request Form, may be used at this point if it is considered 

that immediate protective action is required. It is not automatic that any other members of staff will 

be informed of the situation in order to protect the privacy of the child, unless it is felt to be in the 

child’s best interests. In cases where it is not clear whether outside agencies, such as social services 

or the police, need to be informed the DSL will contact the LADO for advice. It is not the place of any 

school staff to begin any sort of investigation without contacting the LADO. 

 

It should be noted that bullying and self-harm are child protection issues and the DSL should be 

informed at once if members of staff become aware of cases of either of these. In the case of bullying, 

any incident must be recorded using the Anti-Bullying Policy and Procedures. In the case of self-harm, 
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the pupil will be referred to the Medical Room where the School Nurse and senior staff will decide on 

the appropriate action to be taken. 

 

These procedures should be followed as far as possible if concerns are raised during a trip away from 

school, with the DSL or DDSL being contacted as soon as is possible. 

 

Although decisions to seek support for a child in need would normally be taken in consultation with 

the parents/guardians, their consent for a referral is not required when there are reasonable grounds 

to believe that a child is at risk of significant harm.  

 

Concerns about a child  

If a member of staff has a concern about a child the DSL (EYFS DSL in the EYFS setting) must be 

informed immediately. The DSL will follow the procedures detailed in this policy and at any stage of 

consideration or investigation all unnecessary delays will be eradicated.  

 

Record keeping  

 

When a child has made a disclosure, the member of staff or volunteer must  

 

 make brief notes as soon as possible after the conversation  

 not destroy the original notes in case they are needed by a court  

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

the child  

 using the Body Map (Appendix C) indicate the position of any bruising or other injury  

 record statements and observations rather than interpretations or assumptions  

 give all records to the Designated Safeguarding Lead promptly. No copies should be retained 

by the member of staff or volunteer   

 

Support following a disclosure  

Supporting staff  

 

Dealing with a disclosure from a child, and a child protection case in general, is likely to be a stressful 

experience. The member of staff or volunteer should consider seeking support for him/herself and 

discuss this with the Designated Safeguarding Lead who can seek support from the appropriate 

governor or from the Local Safeguarding Children’s Board.  

 

Supporting children  

 

The school will endeavour to support all children by:  

 

 encouraging self-esteem and self-confidence whilst not condoning aggression or bullying  

 promoting a caring, safe and positive environment within the school  
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 liaising and working together with all other support services and those agencies involved in 

the safeguarding of children  

  

Confidentiality  

 

 All matters relating to Safeguarding are confidential.  

 The Head or Designated Safeguarding Lead will disclose any information about a pupil to other 

members of staff on a need to know basis only.  

 All staff must be aware that they have a professional responsibility to share information with 

other agencies in order to safeguard children.  

 All staff must be aware that they cannot promise a child to keep secrets. 

 

Whistle blowing  

It is recognised that children cannot be expected to raise concerns in an environment where staff fail 

to do so. The school will ensure that all staff are made aware of their duty to raise concerns about the 

attitude or actions of colleagues. If necessary they should speak to the Designated Safeguarding Lead, 

the Head or the Chair of Governors.  

 

Allegations involving school staff  

 

 All school staff should take care not to place themselves in a vulnerable position with a child.  

 If a pupil or parent makes a complaint of abuse against a member of staff, or a volunteer, the 

person receiving the complaint must take it seriously and immediately inform the Head. He or 

she should also make a record of the concerns including details of anyone else who witnessed 

the incident or allegation 

 The Head will not investigate the allegation itself, or take written or detailed statements but 

will refer the matter to Social Care (in accordance with the Safeguarding procedures). In doing 

so, the Head will consult with relevant agencies. All unnecessary delays will be eradicated. The 

school will not undertake the investigation of the allegation without prior consultation with 

the Local Authority Designated Officer (LADO), or in the most serious cases, the police, so as 

not to jeopardise statutory investigations. In borderline cases, discussions with the LADO can 

be held informally and without naming the school or individual 

 Normally the staff member or volunteer against whom the allegation is made will be 

suspended from duty and told that serious allegations have been made and the disciplinary 

procedure of the teachers’ contract implemented 

 Careful consideration needs to be given to the suspension of the member of staff against 

whom an allegation has been made. Any suspension is seen as a neutral action and does not 

predict the outcome of any disciplinary process. The Chair of Governors will be consulted 

before a final decision is made 

 If the complaint made to a member of staff concerns the Head, the person receiving the 

complaint will immediately inform the Chair of Governors who will follow the procedures 

above without first notifying the Head 

 If the nature of the relationship between an individual pupil and a staff member causes any 

concern the DSL must be sought at once. Anybody passing information on any safeguarding 
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matter to DSL or EYFS DSL in good faith will be given immunity from retribution or disciplinary 

action 
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Reporting to the Disclosure and Barring Scheme (DBS) of Anyone Considered Unsuitable to Work 

with Children 

 

The school recognises its requirement to report to the DBS any person (whether employed, 

contracted, a volunteer or student) whose services are no longer used for regulated activity and the 

DBS criteria are met, that is, they have caused harm or posed a risk of harm to a child.  

Ceasing to use a person’s services includes:  

 Dismissal 

 Non-renewal of a fixed-term contract 

 No longer engaging/refusing to engage a supply teacher provided by an agency 

 Terminating the placement of a student teacher or trainee 

 No longer using staff employed by contractors 

 No longer using volunteers 

 Resignation 

 Voluntary withdrawal 

It is important that reports include as much evidence about the circumstances of the case as possible. 

Failure to make a report constitutes an offence. ‘Compromise Agreements’ cannot be used to prevent 

a referral being made to the DBS when it is legally required nor can an individual’s refusal to cooperate 

with an investigation. Schools will be asked as part of the routine inspection to confirm that they have 

disclosed to inspectors all instances of action in relation to safeguarding concerns.  

The School will also make a referral to the National College of Teaching and Leadership (NCTL) where 

a teacher has been dismissed (or would have been dismissed had he/she not resigned) and a 

prohibition order may be appropriate. The reasons for an order to be considered are “unacceptable 

professional conduct”, “conduct that may bring the profession into disrepute” or a “conviction, at any 

time, for a relevant offence”.  

Physical intervention/positive handling  

 See Appendix D for the physical intervention and positive handling protocols 

 Staff must only ever use physical intervention as a last resort and at all times it must be the 

minimal force necessary to prevent injury to another person  

 If  the physical intervention is of a nature that causes injury or distress to a child it may be 

considered under child protection or disciplinary procedures  

  Staff may need to take action in situations where the use of reasonable force may be 

required. Appropriate in-service training will be arranged.   

 

Bullying  

 

The school has a separate anti-bullying policy which acknowledges that to allow or condone bullying 

may lead to issues under safeguarding procedures.  
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Racist comments  

Racist comments will not be tolerated and a single serious incident may lead to consideration under 

safeguarding procedures.  

  

Inappropriate relationships  

 

Under no circumstances should inappropriate relationships be permitted between adults and 

children. Staff should be aware that the Sexual Offences Act 2003 created a new criminal offence of 

abuse of trust and a new offence of meeting a child following sexual grooming.  

 

Where a member of staff is concerned that a pupil has developed a crush or attachment to them, they 

should report this to the DSL and should discourage social exchanges with them that are in any way 

different from those of the rest of their peers.  

 

Staff should at all times have regard for their professional responsibilities and for their conduct to 

ensure that they uphold the letter and spirit of this policy in safeguarding children.  

  

Lone working  

 

Lone working with individual children should be avoided if at all possible. However, it is recognised 

that there will be occasions when there is no alternative. The following guidelines should be 

considered by staff:  

 

 Let another member of staff know that they are alone with a child  

 Keep the door open to the room that they are in or ensure they are in a room with an 

uncovered glass panel in the door  

 If this is a regular occurrence (such as regular individual music lessons or individual SEN 

lesson), the child’s parent/carer should be informed of the situation  

 Should anything happen during the session that makes the staff member uncomfortable, this 

should be reported to the DSL immediately  

 Children should only be given lifts in cars with the express permission of the Designated 

Safeguarding Lead. 

 

Health and Safety and educational visits  

 

 The school places great significance on the protection of children within the school 

environment as reflected in the Health and Safety policy. This is extended when pupils are 

away from the school undertaking school trips and visits by the Trips and Educational Visits 

Policy. All trips are reviewed after the event to see if there are any changes necessary.  

 The Head seeks to ensure the suitability of adults working with children on the school site at 

any time including in school holidays.  
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Missing Child/ren (child absconding)  

Every effort is made to ensure the safety of the pupils whilst they are in the school’s care.  

 

To prevent a child going missing all children are registered twice a day; at the start of the school day 

and after lunch, and at the start of any after-school activity. The electronic registers are checked by 

the Front Office so that they can follow up any absences and call parents. 

 

When there is a trip off the school premises then it is the responsibility of the staff taking the trip to 

ensure that a regular register is taken or head count made; this will depend on the nature of the trip, 

the mode of transport used and the location of the trip (see Educational Visits policy/procedures). 

 

The children are supervised at all times, whether in the classrooms before school starts, during break 

time, meal times, PE lessons, off-site Games, and at TLC (the after-school care club). At the end of the 

school day or after school activities, the children are only allowed to leave the school premises if their 

parent or an adult approved by their parents has come to collect them.  

 

Children in Year 6 are only allowed to leave the school premises alone if written permission has been 

given by the parent. This permission will be kept on the pupil’s file. If no approved adult is there at 

normal pick up time, the child will be supervised until 16:00. If the relevant adult has not arrived to 

collect their child by 16:00, the child will be taken into TLC and remain there until they are collected. 

 

When a child is collected from school during the school day whether due to illness or a prearranged 

appointment, they must ALWAYS be collected from the Front Office so that a note may be made in 

the register to record the fact that they are no longer on the premises. Pupils are not allowed to leave 

the school premises on their own during the course of the school day.  

 

It is the responsibility of the member of staff on duty whether teaching or supervising breaks to ensure 

that the children remain safe. Any visitors to the school are recorded arriving and leaving. Parents who 

come to school during the school day, or after the day has ended, are requested to report to the Front 

office.  

 

Uncollected Child/Non-Collection 

 

In the unlikely event that no contact has been established with the parent/guardian by 18:30, the TLC 

Manager will alert a member of the SLT.  The member of the SLT will take care of the child in school 

and will telephone Essex Children Safeguarding Board, talking through possible options.  The SLT 

member on duty will wait with the child until the child is either taken home or a child’s school 

family/friend or Social Services have collected the child.  The SLT member involved will log notes of 

the event on School Manager and will inform the DSL. 
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Missing Child Procedure 

Procedure 1 - If a child is noted to be missing from the school premises: 

 

 One member of staff should call the register to check and establish which child is missing. 

 Check with the Front Office immediately whether the child has another commitment e.g. 

music lesson, play rehearsal, school trip, external appointment etc. and inform the Staff 

member on duty in the Front Office of the situation. 

 All available staff will check grounds and rooms to ensure the child has not hidden or been 

locked in anywhere within the boundary. This search should take no longer than 10 minutes. 

 The staff member on duty in the Front Office will contact the Police and the parent (unless 

there are reasons connected with the child’s welfare which indicate that this should not be 

done). 

 This telephone call should occur no more than 10 minutes after the child’s absence was first 

noted. 

 A written record of the incident and any action taken should be made as soon after the 

incident as practicable and placed in the pupil’s confidential record. 

 

Procedure 2 - If a child demands to leave the premises: 

 

 If a child demands to leave the premises with the knowledge of the staff and cannot be 

persuaded by them to stay on the premises, parents will be contacted immediately. If it is 

thought that the child may be a danger to himself or others then reasonable force to return 

the child to the school premises should be used. 

 A written record of the incident and any action taken should be made as soon after the 

incident as practicable and placed in the pupil’s confidential record. 

 There is a separate procedure and policy in place for children lost whilst on school trips or 

activity holidays. 

 

Review and verification  

 

Any deficiencies or weaknesses in the school’s Child Protection arrangements will be remedied 

without delay. 

 

Five Appendices support this policy:-      

 

     A = Recognising Abuse/Neglect 

    B = Indicators of possible Neglect 

    C = Body Map for recording signs of abuse 

    D = Physical Intervention & Positive Handling Policy 

E = Flow Chart (Recruitment) 
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Appendix A 

Recognising Abuse/Neglect 

 

Physical Signs of Abuse - General 

 

1. Any injuries not consistent with the explanation given for them 

2. Injuries which occur to the body in places which are not normally exposed to falls, rough 

games, etc. 

3. Injuries which have not received medical attention 

4. Neglect – under-nourishment, failure to grow, constant hunger, stealing or gorging food, untreated 

illnesses, inadequate care, etc. 

5. Reluctance to change for, or participate in, games or swimming 

6. Repeated urinary infections or unexplained tummy pains 

7. Bruises, bites, burns, fractures etc. which do not have an accidental explanation 

8. Cuts/scratches/substance abuse 

9. Frequent “accidents” 

10. Frequent/repeated accidents 

11. Parents not leaving the side of an injured child 

12. Aggressive play/conduct problems 

13. Preoccupation with own body and health 

14. Unusual degree of parental hostility 

15. Unusual lack of parental concern 

16. Different accounts of events 

17. Female genital mutilation 

 

Neglect 

 

1. Developmental delay 

2. Excessive hunger 

3. Inadequate clothing 

4. Very poor condition – skin, hair, nails and general physical appearance 

5. Poor hygiene 

6. Marked drop in weight/height centiles without organic reason 

7. Tired and apathetic presentation 

8. Poor school attendance 

9. Inability to play – due to lack of stimulation 

10. Parents with mental health/drug/alcohol problems – which are chaotic 

11. Untreated illness or injury 

12. Evidence of failure to protect a child from exposure to any kind of danger 

13. Other physical conditions resulting from inadequate care 

14. Withdrawn 

15. Food scavenging 

16. Poor school achievement 
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Indicators of possible sexual abuse 

 

1. Any allegations made by a child concerning sexual abuse 

2. Child with excessive preoccupation with sexual matters and detailed knowledge of adult 

sexual behaviour, or who regularly engages in age-inappropriate sexual play 

3. Sexual activity through words, play or drawing 

4. Child who is sexually provocative or seductive with adults 

5. Inappropriate bed-sharing arrangements at home 

6. Severe sleep disturbances with fears, phobias, vivid dreams or nightmares 

7. Eating disorders – anorexia, bulimia 

 

Emotional signs of abuse 

 

1. Changes or regression in mood or behaviour, particularly where a child withdraws or becomes 

clinging. Also, depression/aggression, extreme anxiety 

2. Nervousness, frozen watchfulness 

3. Obsessions and phobias 

4. Sudden under-achievement or lack of concentration 

5. Inappropriate relationships with peers and/or adults 

6. Attention-seeking behaviour 

7. Persistent tiredness 

8. Running away/stealing/lying 
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Appendix B 

Appendix C   
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Appendix C  
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Appendix D 

Physical Intervention & Positive Handling Policy 

 

Throughout this document any reference to restraining and controlling a pupil will be stated as the 

positive handling of a pupil. However for clarity the policy section refers to control and restraint. 

 

Please note that parents of children in the school, and in particular parents of children in the EYFS 

setting, will be informed of any physical intervention on the same day or as soon as reasonably 

practicable.  

 

Section 550A 

 

Section 550A of the Education Act 1996: The Use of Force to Control or Restrain Pupils clarifies the 

powers of teachers and other staff who have lawful control or charge of pupils to use reasonable force 

to prevent pupils committing a crime, causing injury or damage or causing disruption. The Act does 

not authorise the use of corporal punishment in any circumstances. This school recognises the rights 

of every person to be protected from harm and for that reason we seek to protect all our pupils from 

physical intervention which is unnecessary, inappropriate, excessive or unlawful. The school will not 

use or threaten corporal punishment; this applies to all pupils whether they are in the EYFS setting 

or the main school.  

 

Physical restraint is the positive application of force with the intention of preventing the child from 

harming himself/herself or others or from seriously damaging property. Physical restraint will only be 

used when all attempts to diffuse or de-escalate the situation have failed. The restraint will continue 

only for the minimum time for it to be effective. 

 

The use of force can be regarded as reasonable only if the circumstances of the particular incident 

warrant it. Therefore, physical restraint cannot be used to prevent a pupil committing a minor 

misdemeanour. 

 

Section 550A applies to a wide variety of situations in which reasonable force might be appropriate to 

control or restrain a pupil. The following are some examples of situations in which the use of 

reasonable force may be appropriate: 

 

 pupils are fighting 

 a pupil is engaged in or is on the verge of committing deliberate damage or vandalism to 

property 

 a pupil is causing or at risk of causing injury or damage by accident, by rough play or by misuse 

of dangerous materials or objects 

 a pupil is running in a corridor or on a stairway in a way in which he/she may have or cause an 

accident likely to injure himself, herself or others 

 a pupil persistently refuses to obey an order to leave a classroom 

 a pupil is behaving in a way that is seriously disrupting a lesson 

 a pupil absconds from a class or tries to leave school (N.B. this will only apply if a pupil could 

be at risk if not kept in the classroom or at school) 
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 where it is necessary to use force a teacher will not, except in the most exceptional 

circumstances where there is no alternative, do so in a way that might reasonably be expected 

to cause injury 

 

Teachers and authorised persons will not: 

 

 hold a pupil around the neck or by the collar or in any other way that might restrict the pupil’s 

ability to breathe 

 slap, punch, prod or kick a pupil 

 twist or force limbs against a joint 

 throw an object 

 trip up a pupil 

 hold or pull a pupil by the hair or ear 

 

The Section allows teachers and other members of the staff of the school who are authorised by the 

Head to use such force as is reasonable in all the circumstances to prevent a pupil from doing or 

continuing to do any of the following: 

 

 committing a criminal offence (including behaving in a way that would be an offence if the 

pupil were not under the age of criminal responsibility) 

 injuring themselves or others 

 causing damage to property including the pupil’s own property) 

 engaging in any behaviour prejudicial to maintaining good order and discipline at the school 

or among any of its pupils whether that behaviour occurs in a classroom during a teaching 

session or elsewhere 

 

All incidents where a teacher or authorised member of staff has to restrain or control a pupil will be 

recorded.   See section ‘Recording Incidents’. 

 

 

Safeguarding Committee Procedures 

 

We recognise the right of every person to be protected from harm and for that reason we seek to 

protect all pupils against any form of physical intervention which is unnecessary, inappropriate, 

excessive or unlawful. These Guidelines should serve two distinct purposes: 

 

 They should protect the interests of the children in our care 

 They should serve to protect the staff members who implement policies 
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Good Professional Practice  

It is the responsibility of Governors and Head to determine what is good practice in terms of 

professional contact with children and young persons. 

 

All staff members are aware of the School’s Policy regarding physical control and restraint. It is 

important that all members of staff who may have to intervene clearly understand the options and 

strategies open to them. Staff members have appropriate training. The Act allows for non-teaching 

staff to use reasonable force to control or restrain pupils in the same way as teachers provided they 

have been authorised by the Head to have control or charge of pupils. These persons have been 

adequately prepared and have had a level of awareness raising on the issues of positive handling. 

 

All members of staff whether authorised by the Head or not retain the rights of self-defence. This 

document clarifies the position of teachers should the positive handling of pupils be necessary. There 

is no requirement for anyone to use any method of restraint and this document should be read in the 

context of a situation. 

 

Physical Intervention 

The method of intervention used will always depend upon and need to be in keeping with the 

circumstances including the age, competence and nature of the pupil and the potential risks involved. 

 

Any intervention should always be preceded by clear verbal instructions relating to the consequences 

of ignoring them and then accompanied throughout by attempts to de-escalate and calm the situation 

until any risk has passed. The age and level of understanding of a young person will make a difference 

to their ability to recognise and understand dangers to themselves, others and property.  

 

Where there is an immediate risk of injury, a teacher may have to intervene physically straight away 

(for example, to prevent a young pupil running off a pavement onto a busy road or to prevent a pupil 

hitting someone or throwing something). A teacher should not intervene without help if it puts 

himself/herself at risk. In these circumstances other pupils in the room should be told to leave and 

assistance should be summoned from a colleague or the Police. Again the teacher should attempt to 

diffuse the situation orally, speaking calmly and quietly.  

 

Meaning of "Reasonable Force" 

 

There is no legal definition of "reasonable force". The use of force can be regarded as reasonable only 

if the circumstances of the particular incident warrant it. The use of any degree of force is unlawful if 

the particular circumstances do not warrant the use of reasonable force. Therefore physical force 

could not be justified to prevent a pupil from committing a minor misdemeanour (e.g. dropping litter). 

The degree of force employed must be in proportion to the circumstances of the incident and the 

seriousness of the behaviour or the consequences it is intended to prevent. Any force used should 

always be the minimum to achieve the desired results. Whether it is reasonable to use force and the 

degree of force that could be reasonably employed might also depend on the age and sex of the child. 

 

Recording Incidents 
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All uses of physical restraint should be recorded. It is important that there is a detailed 

contemporaneous written report of any occasion where force is used. It may help prevent any 

misunderstanding or misrepresenting of the incident and it will be helpful in the event of a complaint. 

A record of all incidents in which force is used by a member of staff to control or restrain a pupil will 

be kept in a sensitive file by the Head. Immediately following any such incident the member of staff 

concerned should report the matter orally to the Head or Deputy Head and provide a written report 

as soon as possible afterwards.  

 

An incident report should include: 

 

 the name(s) of the pupil(s) involved and when and where the incident took place 

 the names of any other staff or pupils who witnessed the incident 

 the reason that force was necessary (e.g. to prevent injury to the pupil/another pupil/member 

of staff) 

 how the incident began and progressed including details of the pupil’s behaviour, what was 

said by each of the parties, the steps taken to defuse/calm the situation, the degree of force 

used - how it was applied and for how long 

 the pupil’s response and the outcome of the incident 

 details of any injury suffered by the pupil, another pupil or a member of staff and of any 

damage to property 

 

Parents/carers will be informed of an incident involving their child as soon as possible after the event. 

Following an incident of positive handling there should be the opportunity for both the pupil and the 

teacher to discuss the event with a senior member of staff. 

 

Complaints 

The possibility that a complaint might result in a disciplinary hearing or a criminal prosecution or in a 

civil action brought by a pupil or parent cannot be ruled out. In those circumstances it will be for the 

Panel or the Court to decide whether the use and degree of force was reasonable in all circumstances. 

It would also be likely to take account of the school’s policy in regard to restraint - whether it had been 

followed and the need to prevent injury, damage or disruption in considering all the circumstances of 

the case. 
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This policy is reviewed at least annually and is included in the School’s policy review schedule.  

Implementation and monitoring:  Governors, Head and Head of Pastoral 

Period of review:    At least annually 

 

Latest review:      16 January 2017 

 

Relevant policies: 

Admissions Policy 

Anti-Bullying 

Attendance  

Behaviour Management  

Complaints Procedure 

Crisis Management 

Data Protection Policy 

Educational Visits 

Equality Policy 

e-safety 

Health and Safety 

      Equal Opportunities Policy 

PSHEE Curriculum  

Safe recruitment  

Special Educational Needs and Provision for Children 

with Disabilities  

Staff conduct 

Taking and Storing Images of Children 

Use of Social Media 

Whistle blowing 

 

Other relevant documents:   Staff Handbook 

      Parents Handbook of Information 

      EYFS Policies and Procedures 
 

 

 

 

 

 

 

SAFEGUARDING STATEMENT 

St Cedd’s School is committed to maintaining a safe and secure environment for all pupils and a ‘culture of vigilance’ to safeguard and 

protect all in its care, and to all aspects of its ‘Safeguarding and Promoting the Welfare of Pupils Policy’. 

 

EQUAL OPPORTUNITIES STATEMENT 

The aims of the School and the principles of excellent pastoral care will be applied to all children irrespective of differences in ethnic 

background, culture, language, religion, sexual orientation, gender, gender reassignment and disabilities, so long as in the last matter the 

pupil is able to involve himself or herself in the activity concerned; equally these differences will be recognised and respected, and the School 

will aim to provide a positive culture of tolerance, equality and mutual respect. 


