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Equality Impact Assessment (EIA) Part 1: EIA Screening 

Policies, Procedures or 

Practices: 

Safeguarding and Child 

Protection Policy 

DATE:  
20.9.17 

EIA CARRIED OUT BY: T.Lakeman EIA APPROVED BY: L. Leader 

 
Groups that may be affected: 

Are there concerns that the policy could have a different impact on 

any of the following groups? (please tick the relevant boxes)  

Existing or potential 

adverse impact 

Existing or potential for a positive 

impact 

Age (young people, the elderly; issues surrounding protection and 
welfare, recruitment, training, pay, promotion) 

No 
Yes 

Disability (physical and mental disability, learning difficulties; issues 

surrounding access to buildings, curriculum and communication) 
No Yes 

Gender reassignment  No Yes 

Marriage and civil partnership No 
Yes 

Pregnancy and maternity No 
Yes 

Race No Yes 

Religion and belief (practices of worship, religious or cultural 

observance, including non-belief) No Yes 

Gender identity  No 
Yes 

Sexual orientation No 
Yes 

Any adverse impacts are explored in a Full Impact Assessment. 
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 1.0 Introduction 
At Pathways Learning Centre we are committed to creating and maintaining a safe and secure 
environment for pupils, students, staff, governors, volunteers and visitors and to promoting a climate 
where children, young people and adults will feel confident about sharing any concerns which they may 
have about their own safety or the well–being of others.  
 
Our policy draws on all relevant legislation and guidance including: 

 The Children Act (1989 and 2004);  

 Keeping Children Safe in Education: Statutory guidance for schools and colleges (2016); 

 The Prevent Duty (2016); 

 The four guiding principles of the UN Convention on the Rights of the Child (UNCRC); and 

 Working Together to Safeguard Children (2015). 
 
Other school policies and procedures which should be read alongside this policy are listed on page 1.  
We believe that our school provides a safe, positive and caring environment in which children and young 
people can grow in their social, physical and moral development. We recognise the vital contribution our 
school can make in safeguarding children and young people from harm and we intend to carry out our 
responsibilities actively and enthusiastically in liaison with all other concerned parties. 
 
A copy of this policy is available to parents/carers on request and is also available via the school website 
at www.pathwayslearningcentre.org.uk 
 
Our policy applies to all staff, volunteers, and members of the Management Committee working in the 
school. Concerned parents/carers may also contact the Designated Safeguarding Lead (DSL) or Deputy 
DSLs in their absence. 
 
We recognise the need for all to be alert to the risks posed by those who may wish to harm children and 
young people in school or travelling to and from school and their homes, and to maintain an attitude that 
“it could happen here where safeguarding is concerned” (Keeping Children Safe in Education, 2016). 
 
The four main elements to this policy are: 

 Striving to prevent harm through the development of a positive school ethos, a safe school 

environment, a full curriculum and through the offer of pastoral support to pupils and their 

families; 

 The school child protection infrastructure and procedures for identifying and reporting cases (or 

suspected cases) of abuse or other child protection concerns; 

 Support for pupils who may have suffered significant harm, and their families; and 

 Staff recruitment, management and support systems which protect children and young people. 

2.0 Aims of the Policy 

 To support the development of the whole child as an individual by promoting security, confidence 

and independence; 

 To raise awareness of all staff and governors as to their responsibilities in identifying and 

reporting possible cases of abuse as set out in Keeping Children Safe in Education (2016); 

 To ensure that staff concerned with particular children and young people in need are aware of 

their role and responsibility in safeguarding these pupils as set out in Keeping Children Safe in 

Education (2016);  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550511/Keeping_children_safe_in_education.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550511/Keeping_children_safe_in_education.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550511/Keeping_children_safe_in_education.pdf
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 To use a clear system of monitoring children and young people who are known to be or 

considered to be at risk of harm;  

 To ensure that there is good, appropriate and effective communication between all members of 

staff; 

 To develop and promote effective working relationships with other agencies, especially Social 

Care, Health and Avon and Somerset Police; 

 To ensure all adults working within the school with access to children and young people undergo 

all relevant checks e.g. enhanced DBS check and Disqualification by Association, as set out in 

Keeping Children Safe in Education (2016); and 

 To ensure all staff are clear about the ‘Paramountcy Principle’; that the welfare of the child is the 

paramount consideration.  

3.0 The Safeguarding Staff. 

Designated Safeguarding Lead (DSL)  

The DSL in this school is: 

 

 

In their absence, these matters will be dealt with by the Deputy DSL(s): 

 

 

The DSL is key to ensuring that proper procedures and policies are in place and are followed with regard 

to safeguarding and child protection issues. They will also act as a dedicated resource available for other 

staff, volunteers and governors to draw upon. 

Other members of the Safeguarding team are: 

Mr Dan Walton, Mr Andy Brown, Mrs Sharon Galton, Mrs Jo Noott,  

Designated Governor 

The Designated member of the Management Committee for Safeguarding at this school is: 

 

 
 
The responsibilities of Management Committee are outlined in part two of Keeping Children Safe in 
Education 2016. 
 
Preventing harm 
We recognise that developing the necessary qualities (e.g. emotional resilience, self-confidence) within 
both the children themselves and the school as a whole can help to prevent harm.  
 
The school will therefore: 

 Establish and maintain an ethos where children and young people feel secure, are encouraged to 

talk and are listened to; 

Mrs Louise Leader (Head Teacher) 

Mr Tim Lakeman and Mrs Rhian Kempson and Laura Saysell 

Mr Nigel Harrison (Chair of the Management Committee)  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550511/Keeping_children_safe_in_education.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550511/Keeping_children_safe_in_education.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550511/Keeping_children_safe_in_education.pdf
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 Ensure children and young people know that there are adults in the school who they can 

approach if they are worried or in difficulty; 

 Include in the curriculum activities and opportunities which equip children and young people with 

the skills they need to stay safe from abuse and ensure that they know who to turn to for help, 

mainly through PSHE, the tutorial and SEAL programmes and actions carried out by the 

Interventions Team; and 

 Include in the curriculum materials which will help children and young people develop realistic 

attitudes to the responsibilities of adult life, particularly with regard to the care of children and 

young people. 

5.0 Early Help 

Keeping Children Safe in Education (2016) states that “All school and college staff should be prepared to 

identify children who may benefit from early help.  Early help means providing support as soon as a 

problem emerges at any point in a child’s life, from the foundation years through to the teenage years. 

In the first instance, staff should discuss early help requirements with the designated safeguarding lead” 

(p.5-6).  We follow the South Gloucestershire early help process as set out by the Common Business and 

Delivery Process which includes the use of the Single Assessment Framework early help (SAFeh) .  It may 

be appropriate for a member of school staff to initiate a SAFeh and take on the role of Lead Professional, 

or become a member of a Team around the Child/Family (TAC/F) as part of the SAFeh process.  If this is 

the case, then the staff member should be supported by the DSL, for example, by being given time to 

write the SAFeh and attend TAC/F meetings.  All staff should have an understanding of the SAFeh process 

and how they can contribute to it as and when appropriate.  

Laura Saysell (The Interventions Manager) is the SAFeh’s co-ordinator at Pathways Learning Centre. She 

has over sight of all SAFeh’s but may not be the Lead Professional on them. 

6.0 Infrastructure and Procedures 
The procedures for safeguarding children and young people are in line with the South West Child 
protection Procedures which can be accessed at: http://www.proceduresonline.com/swcpp/ or by 
clicking this link: South West Child Protection Procedures. 
They are also in line with those procedures on the South Gloucestershire Safeguarding Board website, 
which can be access at – http://sites.southglos.gov.uk/safeguarding/ or by clicking this link: SGSCB. 
 
As a whole school we ensure that: 

 We have a Designated Safeguarding Lead (DSL) who will be trained to an advanced level by 

attending Advanced Inter-agency training and maintained by attending CP Update training every 

2 years thereafter. Our DSL is a the Head Teacher;  

 We have two deputy DSL’s who meet the same training requirements as the DSL outlined above; 

 Every member of staff and every member of the Management Committee knows and 

understands: 

 the name of the DSL, Deputy DSLs and the Designated member of the Management 

Committee and their roles around safeguarding and child protection; 

 that they have an individual statutory responsibility for referring child protection 

concerns to the DSL and deputy DSL’s as soon as can reasonably be considered possible; 

and 

http://sites.southglos.gov.uk/safeguarding/children/i-am-a-professional/single-assessment-framework-for-early-help/
http://www.proceduresonline.com/swcpp/
http://sites.southglos.gov.uk/safeguarding
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 their responsibilities as outlined in Keeping Children Safe in Education (2016) 

 All members of staff receive whole setting refresher training every 3 years which covers: 

 their personal responsibilities in relation to child protection; 

 school child protection procedures; 

 identifying signs of abuse/suspected abuse; 

 how to support a child, young person or adult who discloses abuse; 

 current national and local issues in safeguarding and child protection; 

 whistleblowing and the role of the Local Authority Designated Officer (LADO); and 

 relevant legislation related to child protection 

 All matters relating to child protection are confidential. Information about a child or young 

person will only be disclosed to members of staff on a need to know basis, in line with 

Information Sharing Guidance for Practitioners Providing Safeguarding Services 2015;   

 All staff are aware of their professional responsibility to share information with other agencies in 

order to safeguard children and young people; 

 All staff are aware that they should never promise a child or young person that they can keep 

secrets for them; 

 All staff are aware that they need to obtain support and help for the children and young people 

should it be necessary; 

 All members of staff recognise that statistically children and young people with behavioural 

difficulties and disabilities are most vulnerable to abuse; school staff who deal with children and 

young people with profound and multiple disabilities, cerebral palsy, sensory impairment and or 

emotional and behaviour problems will be particularly sensitive to signs of abuse; 

 Parents/carers are aware of the responsibilities of staff with regard to child protection and 

understand the role staff play in child protection and that good communication between 

parents/carers and the school is vital to this; 

 All new members of staff are given a copy of our child protection procedures during  their 

induction to the school; 

 All supply and temporary staff are given a copy of the school procedures and flowchart and the 

names of the DSL, Deputy DSL(s) and Chair of the Management Committee;  

 Entry to school premises is electronically controlled by doors and CCTV and that authorised 

visitors to the school will be logged into and out of the premises; 

 Visitors, when arriving at reception, will be asked to read a summary of the school’s safeguarding 

procedures.  Their signing in will be an acknowledgement that they understand the purpose of 

the procedures; and 

 That parents and carers are allowed on school site during certain times of the day (during pick-up 

and drop-off) and that this is with the permission of the school. Should there be any concerns 

raised about the conduct of parents/carers or visitors they will be asked to leave and further 

action taken to ensure the safety of children and young people. 

Reporting Concerns. 

Reporting concerns is done via the MyConcern internet based programme. All staff have individual logins.  

The procedure below is a summary flow chart of all action relating to the schools child protection and 

safeguarding and should be followed in each and every case: 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550511/Keeping_children_safe_in_education.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419628/Information_sharing_advice_safeguarding_practitioners.pdf
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It is important that all communication is entered into ‘MyConcern’ as soon as possible as an official and 

dated record. If you do not have access to ‘MyConcern’, your concern should be given in writing to the 

DSL/DDSL. You must sign and date your written notes. 

 

The DSL is responsible for: 

 Ensuring that she works closely with the deputy DSLs so that they can act effectively in the 

absence of the DSL; 

 Adhering to SGSCB procedures by referring children and young people to the Access and 

Response Team (ART) on 01454 866000 if there are concerns about their safety or well-being; 

 Ensuring that in the case of a referral to ART, the parents/carers are informed prior to the referral 

being made, unless doing so would put the child or young person at risk of further harm; 

 Ensuring that written records are kept about any child or young person about whom there are 

concerns of possible abuse or neglect. Abuse will be defined in terms of: Physical Abuse, Sexual 

Abuse, Emotional Abuse, (including witnessing or hearing domestic abuse) and Neglect (see 

appendix B); 

Is your concern about a child? 
Is your concern about an 
adult or member of staff?  

No 

Has the child disclosed anything? 

Refer to and inform the school’s DSL or 
Deputy DSL as soon as possible 

No 

Immediately inform the Head teacher, or 
if it relates to the Head teacher, inform 
the Chair of Management Committee.  If 
the Chair is unavailable, inform the LADO 

Yes Yes 

1. Listen carefully 
2. Use TED questions (tell me/explain 

to me/describe to me) 
3. Record carefully and accurately 
4. Refer to and inform the DSL, or 

Deputy DSL as soon as possible on 
the same day using ‘MyConcern’. 

Yes 

DSL or Deputy DSL’s will decide on the appropriate course of action 
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 Storing paper records confidentially in secure locked cabinets. There is one in Room 82 (DT room) 

which is for students in Primary and Fosse Units and Home Tuition. There is another in Room 32 

(Medical room) which is for students in the Cotswold Unit; 

 Checking the attendance of children and young people subject to a child protection plan and 

notifying the local social care team, or named social worker,  if: 

 a pupil subject to a child protection plan is excluded either for a fixed term or 

permanently 

 there is an unexplained absence of a pupil subject to a child protection plan of more than 

a day from school (or one day following a weekend) without contact and good reason;   

 Attendance at Initial Case Conferences, Core Groups and Child Protection Review Conferences; 

 Submitting written reports to Social Care on request within the agreed time limits; 

 Liaising with other agencies to safeguard children and young people; 

 Notifying parents/carers as soon as possible if a child or young person sustains an injury or are 

affected by an incident whilst they are the responsibility of the school;  

 Ensuring that a photocopy of all child protection records is forwarded, under confidential cover, 

to a child or young person’s new school following a transfer; and 

 Retain copies of all child protection files including those for children or young people no longer on 

roll until the child reaches 25. 

8.0 SUPPORTING PUPILS.       See Guidance on page 14. 
We recognise that when children and young people are the victims of abuse or are witnessing domestic 
abuse their self-esteem and sense of self-worth will be adversely affected. Pathways Learning Centre may 
be the only stable, secure and predictable element in the lives of children and young people at risk.  
 
Nevertheless, when at Pathways Learning Centre their behaviour may be challenging and defiant or they 
may be withdrawn. All staff are encouraged to consider the underlying causes for a child or young 
person’s behaviour – all behaviour is communication. 
 
We understand that our role is to help children and young people combat the feelings of helplessness and 
self-blame they may experience in these situations. We do this by maintaining a positive school ethos 
where children and young people feel valued, safe and secure and are encouraged to talk and are always 
listened to. 
 
Pathways Learning Centre will support pupils with difficulties through: 

 Continued monitoring of their development, coordinated by the DSL in collaboration with other 

staff working directly with those children and young people; 

 Keeping records and notifying ART as soon as there is a recurrence of a concern; 

 Continued close collaboration with parents/carers; 

 Liaison with a wide range of appropriate and trustworthy statutory and voluntary agencies who 

are able to support the student; 

 The school's behaviour policy, which outlines a consistent approach focusing on the behaviour of 

the offence committed by the child or young person but does not damage the pupil's sense of 

self-worth; and 

 Providing appropriate pastoral support and care. 
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9.0 SUPPORTING STAFF 
Pathways Learning Centre recognises that staff who have been involved with a child or young person who 
has been abused or appears at risk of harm, may find the situation very stressful and upsetting. Support 
will be given to staff by providing an opportunity to talk about their anxieties and reflect on possible 
outcomes with a designated member of staff and to seek further external support as appropriate. 
 
ALLEGATIONS AGAINST STAFF     See Guidance and Appendix 12. 

 If an allegation is made against, or there are concerns about the behaviour of a member of staff, 
volunteer or member of the management Committee, the Head teacher must be informed 
immediately; 

 Where the allegation is against, or the concern is about the Head teacher or a member of the Senior 
Leadership Team, the Chair of the Management Committee must be informed immediately ; 

 If the Chair of the Management Committee cannot be contacted, the LADO must be informed 
immediately on 01454 868508; 

 If the response (from either the Head teacher or the Chair of the Management Committee) to a 
report of an allegation or concern is felt to be unsatisfactory e.g. minimising, then the LADO must be 
informed immediately. 

 
11.0 WHISTLE-BLOWING      See Guidance and Appendix 12. 
Pathways Learning Centre recognises that children and young people cannot be expected to raise 
concerns in an environment where staff fail to do so. All staff should be aware of their duty to raise 
concerns about the attitude or actions of colleagues. A Whistleblowing Policy is in place for this purpose. 
 
12.0 STAFF CODE OF CONDUCT 
All staff (paid and voluntary) and members of the Management Committee are expected to adhere to the 
school’s Code of Conduct in respect of their contact with pupils and their families. Children and young 
people will be treated with respect and dignity and no punishment, restraint, sanctions or rewards are 
allowed outside those detailed in the school’s Behaviour Policy. 
 
Whilst it would be unrealistic to prohibit all physical contact between adults, children and young people, 
staff are expected to exercise caution and avoid placing themselves in a position where their actions 
might be open to criticism and misrepresentation. If it becomes necessary to restrain a pupil physically for 
their own or others’ safety, this should be in line with the Pathways Learning Centres Positive Handling 
Policy.  A record will be made of the incident and the Head teacher informed on the same day.  
For their own safety and protection, staff should exercise caution in situations where they are alone with 
pupils. All rooms which are used for the teaching or counselling of pupils should have un-obstructed clear 
glass panels in the doors or the doors left open. 
 
School staff should also be alert to the possible risks which might arise from contact with pupils and 
parents/carers outside the school including the use of social media. Please refer to the Online Safety 
Policy in addition to the Code of Conduct.  
 
THE PREVENT DUTY            See Appendix 10. 
In order for Pathways Learning Centre to fulfil the Prevent Duty, it is essential that staff are able to 
identify children and young people who may be vulnerable to radicalisation as part of our safeguarding 
duties. The statutory guidance makes clear that we are expected to assess the risk of children and young 
people being drawn into terrorism, including support for extremist ideas that are part of terrorist 
ideology. This means being able to demonstrate both a general understanding of the risks affecting 
children and young people in the area and a specific understanding of how to identify individual children 
and young people who may be at risk of radicalisation and what to do to support them.   
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The general risks affecting children and young people may vary from area to area, and according to their 
age. Schools are in an important position to identify risks within a given local context.  
 
It is important that schools understand these risks so that they can respond in an appropriate and 
proportionate way. At the same time schools should be aware of the increased risk of online 
radicalisation, as terrorist organisations may and do seek to radicalise children and young people through 
the use of social media and the internet.  
 
There is no single way of identifying an individual who is likely to be susceptible to a terrorist ideology. As 
with managing other safeguarding risks, staff should be alert to changes in children and young people’s 
behaviour which could indicate that they may be in need of help or protection. Children and young 
people at risk of radicalisation may display different signs or seek to hide their views.  
 
School staff should use their professional judgement in identifying children and young people who might 
be at risk of radicalisation and act proportionately.  
 
Even very young children may be vulnerable to radicalisation by others, whether in the family or outside, 
and display concerning behaviour. The Prevent Duty does not require teachers to carry out unnecessary 
intrusion into family life but as with any other safeguarding risk, they must take action when they observe 
behaviour of concern. 
 
The safeguarding procedures outlined above need to be followed in exactly the same way should staff 
have a concern about potential radicalisation or undue influences.  
 
To this end all existing staff have completed a piece of online learning called ‘Channel General 
Awareness’. New staff do it as part of their induction. It is available online at: 
http://course.ncalt.com/Channel_General_Awareness/01/index.html  
Completion certificates are held by Deputy DSL, Tim Lakeman 
   
14.0 Child Sexual Exploitation (CSE) 
CSE is a form of child abuse which involves children and young people receiving something in exchange 

for sexual activity. Perpetrators of CSE are found in rural as well as urban areas and are not restricted to 

particular age or ethnic groups. It is important that staff are aware of the risk factors and alert the DSL if 

there are concerns. 

Key indicators of children and young people being sexually exploited can include:  

 Going missing for periods of time or regularly coming home late;  

 Regularly missing school or education or not taking part in education;  

 Appearing with unexplained gifts or new possessions;  

 Associating with other young people involved in exploitation;  

 Having older boyfriends or girlfriends;  

 Suffering from sexually transmitted infections;  

 Mood swings or changes in emotional wellbeing; 

 Drug and alcohol misuse; and 

 Displaying inappropriate sexualised behaviour.  

Practitioners should also be aware that many children and young people who are victims of sexual 
exploitation may not recognise themselves as such but they should still be regarded as victims.  

http://course.ncalt.com/Channel_General_Awareness/01/index.html
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15.0 Female Genital Mutilation (FGM) and the Mandatory Reporting Duty 

As all staff should be vigilant to the indicators of child sexual exploitation - the same is relevant for FGM.  

Section 5B of the 2003 FGM Act introduced a mandatory duty which requires teachers in England and 
Wales to make a report to the police where, in the course of their professional duties, they either: 

 Are informed that a girl under 18 has had an act of FGM has been carried out on her;  

 Observe physical signs which appear to show that an act of FGM has been carried out on a girl 
under 18 and they have no reason to believe that the act was necessary for the girl’s physical or 
mental health or for purposes connected with labour or birth  

Further information about making a report to the police can be found in the FGM Mandatory Reporting 
Procedures at: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/573782/FGM_Mandat
ory_Reporting_-_procedural_information_nov16_FINAL.pdf  or by clicking this link: FGM Mandatory 
Reporting Procedures.   

The DSL must be kept notified of any disclosures, concerns and calls made to the police.  Recordings of 
disclosures/concerns and any subsequent conversations must be logged in MyConcern and discussed 
with the DSL as with any other safeguarding/child protection issue.  

16.0 Children Missing Education (CME).  
 At PLC, our Attendance Officers (Sandra Tilley and Lucy Gold-Lewis) perform a vital safeguarding role in 

identifying patterns of attendance and absence that sometimes identify children that are at risk. A child 
going missing from education is a potential indicator of abuse or neglect and such children are at risk of 
being victims of harm, exploitation or radicalisation. 
 
When a child is missing from education, particularly on repeat occasions, our Attendance Officers will 
make a referral to ‘Education Services’, an independent Educational Welfare Services company, we 
contract with. In doing so, we perform a crucial role in helping identify the risk of abuse and neglect, 
including sexual exploitation, and to help prevent the risks of going missing in future. 
 
PLC has in place appropriate safeguarding policies, procedures and responses for children who go missing 
from education, particularly on repeat occasions. It is essential that all staff are alert to signs to look out 
for and the individual triggers to be aware of when considering the risks of potential safeguarding 
concerns such as travelling to conflict zones, female genital mutilation and forced marriage. Further 
information about children at risk of missing education can be found in Children Missing Education 
guidance, available at: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missi
ng_Education_-_statutory_guidance.pdf  
and J:\Child Protection and Safeguarding\Children Missing Education (CME) 
 

 

 

 

 

 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/573782/FGM_Mandatory_Reporting_-_procedural_information_nov16_FINAL.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/573782/FGM_Mandatory_Reporting_-_procedural_information_nov16_FINAL.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
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17.0 Contact Information 

Designated Safeguarding Lead for Pathways Learning Centre: 
Louise Leader. 
01454 862630 
Louise.leader@pathwayslearningcentre.org  
 
Access and Response Team (ART) 
01454 866000 
accessandresponse@southglos.gov.uk  
 
Emergency Duty Team (EDT) – out of hours and at weekends 
01454 615165 
 
Single Assessment Framework early help (SAFeh) 
01454 864682/5734 
safehsupport@southglos.gov.uk   
 
Tina Wilson 
Local Authority Designated Officer (LADO) 
01454 868508 
Tina.Wilson@southglos.gov.uk 
  
Police Child Abuse Team      01179 286008 
 
South Glos Channel Practitioner (Prevent Duty): Robert Walsh 01454 865818 
Police Channel Practitioner (Prevent Duty):       DI Dickon Turner  0177945539 
                                                                                    DS  Chris Hanes    01380836505 
Tim Lakeman- DDSL for the Frome and Primary units  01454 862630 
 
Rhian Kempson –DDSL Cotswold unit and Home tuition  01454 862630 
    
Our School Health Advisor is available on:    01454 862442/2397 
 
 
 
 

 

 

Reviewed and updated:    14.9.17 Tim Lakeman and Louise Leader. 

Next review due:                13.9.18 

 

 

  

mailto:Louise.leader@pathwayslearningcentre.org
mailto:accessandresponse@southglos.gov.uk
mailto:safehsupport@southglos.gov.uk
mailto:Tina.Wilson@southglos.gov.uk
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Guidance, Advice and Appendices:  

General comments 
We use MyConcern for reporting all safeguarding and child protection concerns. All staff receive an 
introduction and explanation when they start as part of their PLC Induction 
 
All relevant Policies can be found on the PLC staff shared drive J:\Policies\Policies PDF  
 
Safeguarding guidance documents can be found on the PLC staff shared drive at: 
J:\Child Protection and Safeguarding 
 
A statement in the school’s prospectus or website will inform parents and carers about our school's 
duties and responsibilities under child protection procedures. 
 
Role of the DSL and DDSL’s. 

 The DSL/DDSL’s are expected to be aware of safeguarding issues, especially ongoing enquiries 
under section 47 of the Children Act 1989 and police investigations. 

 The DSL and DDSL’s will, as required, liaise with children’s social care ‘case manager’ and the 
designated officer(s) at the local authority for child protection concerns (all cases which concern a 
staff member). 

 The DSL and DDSL’s will liaise with staff on matters of safety and safeguarding and when deciding 
whether to make a referral by liaising with relevant agencies. 

 The DSL and DDSL’s will act as a source of support, advice and expertise for staff. 
 

The role of Louise Leader, the DSL, is very clearly set out in Appendix B of the Keeping Children Safe in 
Education, September 2016. In some cases, these responsibilities are shared with the DDSL’s, however, at 
all times, Louise Leader as DSL, maintains overall responsibility. 
 
What staff should do if they have concerns about a child? 
Adults in schools are often the first to pick up the signs and signals that a child may be suffering abuse or 
neglect, and colleagues may experience considerable stress in trying to decide whether or not their 
concerns are valid. Appendices 1 to 6 may help in interpreting signs and signals.  
 

The welfare of the child is paramount 
 
If a child is in immediate danger or is at risk of imminent harm, a referral should be made by the 
DSL or DDSL’s to the Access and Response Team and/or the police immediately.  
Referrals to the Access and Response Team should be made verbally by phoning 01454 866000 and 
then following up with an ART referral form. A digital copy of this form can be found at: J:\Child 
Protection and Safeguarding\Access and Response Team.  
The Police can be contacted by phone by dialling 101 or 999 in an emergency. 
All details should be recorded by the reporting staff member in MyConcern and the referral 
document/notes should be added to the MyConcern file for the event. 
 
If a member of staff has concerns that a child is, or may be at risk of harm, but is not in immediate 
danger, they should share their concerns with DSL and DDSL’s. This should be done using 
MyConcern and a conversation. 
 
The DSL, DDSL or receiving member of the safeguarding team will make a decision about the 
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actions required and will communicate this to the appropriate people and it is likely that the staff 
who have reported concerns may be asked to complete various additional tasks.  
 
It is the DSL or DDSL’s role to decide whether the case should then be referred to an outside 
agency. They may make the referral themselves of ask another member of staff to do so, offering 
support as necessary.    
 
All communications and actions that are recorded in MyConcern automatically become part of the 
chronology. 
 
In an emergency, anyone can make a referral to an outside agency although it is helpful in terms of 
managing the flow of information if referrals are made by members of the Safeguarding Team.  
 
We remember to care for our colleagues when they are involved in any way in such cases – we 
recognise that we do not need to have access to all the details to care for a colleague who may be 
under stress. 

 
Please respect the child's right to confidentiality so that only the people who need to know are 
party to details of any abuse to that child. 
 
Supporting a child. 
If you have reason to suspect that a child has been abused, or if a child discloses abuse to you, you should 
listen and ask only the minimum of necessary questions.  It is the role of all of us to clarify issues but: 
 

It is the role of the Police and Social Care to investigate. 
 

We must take care not to ask leading questions which are not relevant to our role and responsibility for 
the child.   Such questions could prejudice any action the police or others might wish to take about any 
offence which may have been committed. 
 
Equally we should remember that research shows that children rarely make up stories – particularly 
about sexual abuse - and may make several attempts to tell what is happening before they are actually 
heard.  It is therefore essential that we take any such attempt to tell very seriously.   
 
Follow these guidelines: 
 
1. LISTEN carefully, (but avoid leading questions). 

 Use minimal ‘TED’ (Tell, Explain and Describe) questions to gain clarification if necessary. 
 Use minimal questions starting ‘who, what, when or where’. These provide factual 

information. DO NOT use questions starting ‘how or why’ as these require the student to 
speculate and the answers may not be factual. 
 

2. REASSURE them that they were right to tell you and that you take them seriously. 
 

3. TELL THEM:  
 You will need to talk with and get advice from someone else.   
 Do not promise to keep the secret. It is rarely in the best interests of the child to do so. 
 Prepare them gently for the involvement of the DSL and or DDSL’s and outside agencies. 
 That you will try to get help for them and/or their family. 
 If it helps, make a written note of the details. 
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Report the concern via MyConcern as soon as possible. Scan and add any written notes to the event 
chronology. Use the child’s words where possible as this will help ensure accuracy in recalling events 
later.  Do not delay in recording your concerns, and remember, MyConcern is available from any web-
enabled device, anywhere, any time. 
 
Do not use email to communicate safeguarding issues. Messages are not secure, may not be read 
immediately or may not be seen at all. This will delay getting help for the child.  An early referral gives 
others more time to make arrangements to ensure the safety of the child. 
 
Use a body map if appropriate, to record the location and size of injuries.  One is available in MyConcern 

on the initial reporting page, after you have entered the student’s name. 
 

 Disclosures during a school Trip or visit. 
Since the DSL/DDSL is unlikely to be with you, you should then do the following: 
 

1. SHARE your concerns with the Trip Leader or Senior Member of staff, whilst respecting as far as 
possible, the child's right to confidentiality. 

2. TELEPHONE the school and inform the DSL or DDSL of the situation as soon as you are able. 
3. MAKE A WRITTEN NOTE of details as soon as possible.  

 Use the child’s words. This will help ensure accuracy in recalling events later. 
 Sign and date the record. 

4.      When you return to PLC, complete a report in MyConcern if one has not already been started, or   
add any relevant information to one that has. 

 
The DSL/DDSL will take advice and either: 

 Contact the police 
 Make appropriate arrangements to receive the child upon their return to school or, if the 

situation is sufficiently serious: 
 Travel to the venue to collect the child, possibly accompanied by a Social Worker. 

 
Residential stays present unfamiliar environments to many children, and can often heighten emotions.  It 
is not unknown for an abused child, who has found temporary haven on a residential stay, to exhibit 
alarm and distress as the time to return home to the abuser draws near.  It is in the last few days of a 
camp that disclosures are most likely to be made.  If you do find yourself in this situation remain calm and 
follow the procedures above. 
 
Leaders of all school trips should remind themselves of these procedures as part of their pre-trip 
planning.  If you will be away overnight or for longer, you should take the home telephone number of the 
DSL and DDSL’s as emergency contacts.  
 
Staff Induction. 
PLC recognises the importance of Induction and Training. All new members of staff receive induction 
training, which will give an overview of the organisation and ensure they know its purpose, ethos, 
services and structure. This will include a 1:1 session with Tim Lakeman who will explain PLC Safeguarding 
and Child Protection procedures, MyConcern, relevant documentation including Keeping Children Safe In 
Education 2016 and this policy, as well as checking CP certification, and arranging online training if 
necessary. 
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Training of Safeguarding staff 
The DSL and DDSL’s and other members of the safeguarding team are all trained to Level 2 (Multi agency) 
and undertake Prevent awareness training.  
In addition to this formal training, their knowledge and skills should be refreshed at regular intervals, as 
required, but at least annually, to allow them to understand and keep up with any developments relevant 
to their role.  This might be via formal training, e-bulletins, attendance at termly PLC Safeguarding 
meetings, discussions with other safeguarding staff, or taking time to read and digest safeguarding 
developments, as they occur. 
As a result of many staff being trained to Multi Agency level, staff awareness and confidence around 
safeguarding awareness and procedures is high at PLC.  
 
Tim Lakeman keeps a record of all staff and their training certificates.  
 
Training of Agency staff. 
At PLC, we contract a number of agency staff to work for us. The Service Level Agreements of agencies 

that we contract from guarantees that the workers have been checked by the Data Barring Service (DBS), 

and that they have been trained in Child Protection or Safeguarding issues.  

On the first day of employment at PLC, all new agency staff are given a document to read and sign before 
being allowed beyond the reception area. This document gives a brief outline of our policies and 
procedures and identifies significant staff involved in Safeguarding and Child protection. (See appendix 10 
below). This document is stored, along with DBS and identity details with the Single Central Register, 
which is administered by the head teachers personal assistant (Julie Jones) and the School Business 
Manager. 
 
The employment of individual Agency staff is recorded on a daily basis by Admin staff. The School 
Business Manager will contact Tim Lakeman when the number of sessions/day worked by an individual 
exceeds 30 sessions or 15 full days. (The number of sessions/days is set by the Management Committee 
and is subject to review, at least annually, via renewal of this policy). 
 
At this point, the agency worker will be asked to provide a current Child Protection Certificate. If they 
cannot, Tim Lakeman arrange for them to complete an online training course entitled ‘Awareness of Child 
Abuse and Neglect ’. This course is free to PLC staff, takes about three hours to complete and provides 
the worker with a certificate valid for three years. The agency worker will be expected to complete the 
online training in their own time and within a set time, usually 3 weeks. 
 
When the agency worker has completed the course, Tim Lakeman will hold a copy of their certificate and 
their name will be added to the Staff CP Training file, available at: J:\Child Protection and Safeguarding\CP 
Training Records 2013-18 
 
For agency staff working for less than the set number of sessions/days, then the DDSL’s will endeavour to 
contact the new agency worker to ensure that they are aware of our expectations and reporting 
procedures. 

The Single Central Record (SCR) 
The Single Central Record records details of 

 Staff names. 

 Their date of birth. 

 Their Data Barring Service Certificate number and clearance date. 

 Their right to work in the UK 
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 Their identification check details. 
 
It is managed by the School Business Manager and overseen by the DSL, and it is regularly reviewed. The 
Chair of the Management Committee comes into PLC, un-announced and interrogates the SCR for 
completeness and accuracy, no less than three times a year. The outcome of these visits and any 
comments are recorded and the record signed and dated. The SCR is maintained in accordance with 
current DfE and OFSTED guidance. 
 
The DSL is an active participant in an extensive network of professionals in other agencies who are 
available to give advice and support when necessary. 
 

 Details of the South Gloucestershire Local Safeguarding Children’s Board (LSCB) are located on 
the board in the staff room.   

 At least one member of Staff involved in the recruitment process and interviewing potential new 
staff will have received ‘Safer Recruitment’ training with South Gloucestershire L.A.  

 
  Staff attendance at Safeguarding and Child Protection meetings. 

Any staff required to attend case conferences, strategy meetings or core group meetings will be given 
adequate preparation and subsequent debriefing and support as necessary.  
 
Code of Conduct  
At PLC we have a clear code of conduct for staff and for adults working in the school. This is a summary 
version of Guidance for Safer Working Practices for Adults who work with Children and Young People in 
Education Settings. The code of conduct offers guidance to staff on the way they should behave when 
working with children. It is available from the School Business manager and at: J:\Policies PDF copies only 
(masters in admin drive)\Policies PDF\Codeofconduct 

 
 Safe Recruitment (see separate Recruitment and Vetting Policy for more details) 

 We follow all guidance in Keeping Children Safe in Education, September 2016. 

 We ensure that at least one member of each recruitment panel has undertaken all appropriate 
recruitment training as required by the DfE. 

 Our selection and recruitment practices include all appropriate checks on staff and suitability including 
Disclosure and Baring Service checks.  

 Our Recruitment and vetting Policy and Recruitment Procedure includes guidance on the whole 
recruitment process from the decision to recruit through to appointment and induction. These are 
available at J:\Policies PDF copies only (masters in admin drive)\Policies PDF 

 We ensure the overall process and procedures for Safeguarding, including the Single Central Register 
(SCR) for all staff is in accordance with government guidance. The SCR is maintained in accordance with 
current DfE and OFSTED guidance. 

 The Management Committee and the Head teacher are responsible for ensuring that the school follows 
safer recruitment processes, ensuring the Head teacher, other staff responsible for recruitment and one 
member of the Management Committee completes safer recruitment training. 
 

 Confidentiality 
All staff are aware that they must not promise confidentiality to children and that if children disclose 
abuse this must be logged on MyConcern as soon as possible; the child should be told who their 
disclosure will be shared. Staff will be informed of relevant information in respect of individual cases 
regarding child protection on a 'need to know basis' only. 
 

 Storing and retention of safeguarding records 
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At Pathways Learning Centre, safeguarding and child protection records are kept securely in locked filing 
cabinets in the work rooms of the DDSL’s.  Records relating to Frome and Fosse pupils will be held by Tim 
Lakeman in Room 82 (the DT room). Records relating to Cotswold and Home tuition pupils will be held by 
Rhian Kempson in the Medical Room.  The filing cabinets are high security cabinets and can only be 
accessed by the DSL, the DDSL’s and in their absence, the Interventions Manager.  
 
Detailed digital records of all concerns relating to Child Protection are also kept centrally on MyConcern. 
All staff have a login and password, but only and only the DSL, DDSL’s and members of the safeguarding 
team have full access to the system.  
 
If it becomes clear that others are aware of the password, then Tim Lakeman will ensure it is changed as 
quickly as possible and the relevant staff notified of the new password. 
 
Child protection records will not be placed in the child's central file. However, a copy of Appendix 7 
should be placed in the central paper file for any PLC student about whom a MyConcern entry has been 
logged.  
 
At the end of a student's schooling all Child Protection records will be archived as necessary, in 
accordance with the 1998 Data Protection Act paragraph 2.4.8.  
 
In case of allegations against staff, records will be kept for ten years or until the staff concerned reach 
statutory retirement age, whichever is shortest.  
 
If a student transfers to another school, then as soon as possible, Child Protection records will be sent by 
secure post to the Designated Safeguarding Lead of the receiving school. 
 
All staff are aware that they must make a record of child protection issues and events as soon as possible 
and that these records must be completed on MyConcern.  
 
All Staff confirm that they have read and understand the latest guidance on safeguarding in schools. This 
is repeated annually.  A record of their confirmation is kept by Tim Lakeman for the school as a whole, 
and individual confirmation signatures are held in individual personnel records. 
 

 Working with other agencies. 
We recognise the importance of multi-agency working and will ensure that staff are able to attend all 
relevant meetings including case conferences, core groups and strategy meetings. We understand that 
we continue to play a role after referral and need to develop strong links with partner agencies 
particularly social care. Where necessary, outside agencies will be invited into MyConcern by a member 
of the safeguarding team, so that the outside agency staff get updates as soon as they are made. Staff 
from outside agencies will only have limited access to individual concerns. 
 
Managing allegations against other pupils (peer on peer abuse)  
At Pathways Learning Centre we recognise that some students will sometimes negatively affect the 
learning and wellbeing of others and their behaviour will be dealt with under the school’s behaviour 
policy. 
 
DfE guidance Keeping Children Safe in Education (2016) says that “governing bodies should ensure that 
there are procedures in place to handle allegations against other children”. The guidance also states the 
importance of minimising the risks of peer-on- peer abuse.   
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In most instances, the conduct of students towards each other is covered by the school’s behaviour 
policy. However some allegations might be of such a serious nature that they become safeguarding 
concerns. These allegations are most likely to include physical abuse, emotional abuse, sexual abuse and 
sexual exploitation; however we are aware that the abuse may take any form, including use of 
technology. 
 
Definition  
 

 The definition for domestic abuse (Home Office 2013) relates to young people aged 16 and 17 
who experience physical, emotional, sexual and/or financial abuse, and coercive control, in their 
intimate relationships  

 The definition for child sexual exploitation (DfE 2017) captures children and young people under 
the age of 18 who are sexually abused in the context of exploitative relationships, contexts and 
situations by a person of any age – including another child and/or young person 

 The definition for young people who display harmful sexual behaviour refers to any young 
person, under the age of 18, who engage in “sexual discussions or acts that are inappropriate for 
their age or stage of development” (Rich, 2011).  Children and young people can also engage in 
harmful sexual behaviour online or through the use of technology e.g. grooming, exposing others 
to extreme/illegal pornography, sexual images and/or chat (Belton and Hollis, 2016). 

 Serious youth violence is defined with reference to offences (as opposed to 
relationships/contexts) such as violence against the person, sexual offences, robbery or gun or 
knife crime (Metropolitan Police, 2016) 
 

The safeguarding implications of sexual activity between young peoplei 
The intervention of child protection agencies in situations involving sexual activity between children can 
require professional judgments. Some situations are statutorily clear – for example, a child under the age 
of 13 cannot consent to sexual activity. But it will not necessarily be appropriate to initiate safeguarding 
procedures where sexual activity involving children and young people below the age of legal consent (16 
years) comes to notice. In our society generally the age at which children become sexually active has 
steadily dropped. It is important to distinguish between consensual sexual activity between children of a 
similar age (where at least one is below the age of consent), and sexual activity involving a power 
imbalance, or some form of coercion or exploitation 
 
1 Taken from The safeguarding  implications of events leading to the closure of  Stanbridge Earls School – A Serious Case Review 
(2015)   

 
Prevention 
At our school we will minimise the risk of allegations against other pupils by: 
 

 Providing PHSE as part of the curriculum, which will help students develop their understanding of 
acceptable behaviours, healthy relationships and keeping themselves safe. 

 Having effective systems within our school for students to be able to raise concerns with staff, 
knowing they will be listened to, supported and valued, and that the issues they raise will be 
looked into and addressed 

 Liaising and working with other professionals to develop robust risk assessments for pupils that 
are identified as posing a potential risk to other students 

 Liaising with specialists to deliver appropriate targeted work to pupils identified as being at 
potential risk e.g. protective behaviours work. 
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Allegations against other pupils (safeguarding issues)  
Allegations of abuse or that are a safeguarding concern maybe made against other students within our 
setting. These may include allegations of physical abuse, emotional abuse, sexual abuse and sexual 
exploitation.  Safeguarding concerns or reports of abuse in any form may be made against students in our 
setting 
It may also be considered a safeguarding issue if the allegation: 
 

 Is being made against an older pupil and refers to their behaviour towards a younger or more 
vulnerable pupil 

 Is of a possible criminal nature 

 Puts other pupils in the school at risk, or raises the risk factor for others 

 Indicates that other pupils may have been harmed or be at risk or harm 

 Includes bullying (under the definition of emotional abuse) or intimidation  
 
Specific safeguarding issues against another student may include: 
 

 Physical abuse: 
o Pre-planned violence 
o Physical altercations 
o Forcing others to carry out violence 
o Forcing others to use drugs, alcohol or other substances 

 Emotional abuse: 
o Bullying 
o Threats and intimidation 
o Blackmail/extortion 

 Sexual abuse: 
o Sexual assault 
o Indecent exposure 
o Indecent touching 
o Showing pornography to others 
o Forcing others to create/share/download indecent images 
o Sexting (see ‘Sexting in Schools and Colleges’, 2016) 

 Sexual exploitation 
o Encouraging/enticing other pupils to engage in inappropriate sexual behaviour 
o Photographing or videoing other children performing indecent acts 
o Sharing images through social media 

 
Procedure 

 

 When an allegation is made by a pupil against another student, which is of a safeguarding nature 
it should be reported to the DSL/DDSL’s as soon as possible. 

 A record must be opened in MyConcern and updated with all actions and outcomes 

 The incident should not be investigated at this time 

 The DSL/DDSL’s or appointed others will contact the Access and Response Team (ART) to discuss 
the case, and make a formal referral where appropriate 

 If the allegation indicates that a potential crime has taken place, ART will refer the case to the 
police 



                              Pathways Learning Centre.  
                  Safe Guarding and Child Protection Policy. September 2017 (v2) 
 

23 
 

 Parents of both the alleged victim and the student being complained about should be informed; 
this should be discussed during consultation with ART.  

 A risk assessment will be considered at this time to protect all parties involved. 

 It may be appropriate, for a fixed period of time, to exclude the pupil against whom the report 
has been made in line with our Behaviour Policy and procedures. 

 Police and social care will lead any investigation, however where neither police nor social care 
thresholds are met, our school will then undertake a thorough investigation following our schools 
policies and procedures. 

 A risk assessment should be considered along with an appropriate supervision plan 

 Support should be given to all students involved, and they should be in attendance at all relevant 
meetings and sign and agree to the plan that is set 

 The plan should be monitored and review dates set 
 
If allegations are made directly to other agencies 
 
In some circumstances, parents/carers or the alleged victim(s) will disclose to other settings or agencies. 
In these cases (if not police or social care) these agencies should make referrals to ART or the police. 
 
ART or the police should liaise directly with the DSL/DDSL’s to inform them of the situation. 
 
All professionals involved can support with the risk assessment and management of such allegations. 
 
Police action and responsibility 
 
Avon and Somerset Police will make an assessment on a case by case basis as to the legality, 
proportionality and necessity to share information with partner agencies, including schools. 
 
Where a report is made concerning a school-age child, and the school/educational establishment is 
already involved, the police should keep the DSL for that setting updated with developments in the case 
and police officer / staff dealing with the matter. In South Gloucestershire, schools receive domestic 
abuse reports where children are involved in those cases where the police identify a safeguarding need. 
 
Where a report is made concerning a school-age child and the school/educational establishment is not 
already involved, the police must always give active consideration to sharing relevant information with 
the setting. This will ensure that the setting can take necessary measures to ensure the safety of the 
children involved and others they may come into contact with. The decision on the appropriate measures 
to take should be made by the setting with support from the police as necessary. 
 
In the case of police or court bail conditions for safeguarding cases, the police must notify the setting of 
the conditions which are relevant to keep the child and others safe in the setting. 
 
If a report indicates a safeguarding concern regarding a child or a risk they may pose to others, the 
presumption is the report will be shared with those who need to know to help keep children safe. A 
review strategy meeting may be the most appropriate way of communicating and agreeing a suitable 
course of action. 
 
Malicious allegations. 
Students that are found to have made malicious allegations have breached the school rules. PLC will 
therefore consider whether to apply an appropriate sanction, which could include temporary exclusion. If 
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the school deems it appropriate the matter might be passed onto the Police if there are grounds for 
believing a criminal offence may have been committed.  
 
 

 Allegations against staff  
Staff are encouraged, to adopt the mentality of ‘what’s the worst that could happen here’ and are made 
aware of whistle blowing procedures through staff training. In addition the NSPCC whistleblowing 
helpline is available to staff, but staff are VERY STRONGLY advised to follow PLC procedures in the first 
instance.  
 
If an allegation is made against a member of staff, the quick resolution of that allegation should be a clear 
priority to the benefit of all concerned. At any stage of consideration or investigation, all unnecessary 
delays should be eradicated. Any cases the Head teacher deems appropriate will be discussed with the 
LADO, Tina Wilson, on 01454 868508 
 
In response to an allegation, staff suspension should not be the default option. An individual should only 
be suspended if there is no reasonable alternative. If suspension is deemed appropriate, the reasons and 
justification should be recorded by the school and the individual notified of the reasons. The reasons are 
that they:  

 
 behaved in a way that has harmed a child, or may have harmed a child;  

• possibly committed a criminal offence against or related to a child; or  

• behaved towards a child or children in a way that indicates they would pose a risk of harm if they work 
regularly or closely with children.  

 
The framework for managing cases of allegations of abuse against people who work with children is set 
out in ‘Working Together to Safeguard Children’ (2015); this will be the basis of dealing with allegations. 
In all cases where the above criteria have been met, the Head teacher shall inform the LADO; where the 
allegation can be discussed. 
Working Together to Safeguard Children (2015) can be found at: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419595/Working_Toge
ther_to_Safeguard_Children.pdf   
and on the staff shared drive at: 
 J: \Teacher Shared\Child Protection and Safeguarding\DFE Guidance documents 
 
Any concerns regarding any member of staff, other than the Head teacher, should be referred to the 
Head teacher, who will then consider it with the Chair of the Management Committee. 
Any concerns regarding the Head teacher or a member of the Senior Leadership Team should be referred 
to the Chair of the Management Committee, who will then consider it with the Local Authority 
Designated Officer, (the LADO) Tina Wilson on 01454 868508 (see Appendix 12) 
 
Reference should be made to Appendix 12. A record of the process and decision making should be kept in 
writing. Allegations that are found to have been malicious should be removed from personnel records 
and any that are not substantiated, are unfounded or malicious should not be referred to in employer 
references.  

 Complaints from a member of the public or a parent 
If you are contacted by someone outside school expressing concern about safety of a child or concerns 
about a member of staff, please ensure that the DSL and DDSL’s are aware that you have been contacted 

https://www.nspcc.org.uk/what-you-can-do/report-abuse/dedicated-helplines/whistleblowing-advice-line/?_t_id=1B2M2Y8AsgTpgAmY7PhCfg%3d%3d&_t_q=whistleblowing&_t_tags=language%3aen%2csiteid%3a7f1b9313-bf5e-4415-abf6-aaf87298c667&_t_ip=86.17.15.13&_t_hit.id=Nspcc_Web_Models_Pages_StandardPage/_f987ad5d-9f65-4e61-884e-47a48b5ac146_en-GB&_t_hit.pos=1
https://www.nspcc.org.uk/what-you-can-do/report-abuse/dedicated-helplines/whistleblowing-advice-line/?_t_id=1B2M2Y8AsgTpgAmY7PhCfg%3d%3d&_t_q=whistleblowing&_t_tags=language%3aen%2csiteid%3a7f1b9313-bf5e-4415-abf6-aaf87298c667&_t_ip=86.17.15.13&_t_hit.id=Nspcc_Web_Models_Pages_StandardPage/_f987ad5d-9f65-4e61-884e-47a48b5ac146_en-GB&_t_hit.pos=1
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419595/Working_Together_to_Safeguard_Children.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419595/Working_Together_to_Safeguard_Children.pdf
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and seek their guidance before you give information or take action.  In their absence, all complaints 
should go to a member of SLT. If the complaint is about the DSL, refer to Tina Wilson, the LADO on 01454 
868508.  
Remember to take contact details of the caller and arrange to phone them back. 
 

 Intimate Care 
All children have a right to safety, privacy and dignity when contact of an intimate nature is required (for 
example assisting with toileting or removing wet/soiled clothing). A care plan should be drawn up and 
agreed with parents for all children who require intimate care on a regular basis.  

Children should be encouraged to act as independently as possible and to undertake as much of their 
own personal care as is practicable. When assistance is required, staff should ensure that another 
appropriate adult is in the vicinity and is aware of the task to be undertaken.  

Additional vulnerabilities that may arise from a physical disability or learning difficulty should be 
considered with regard to individual teaching and care plans for each child. As with all arrangements for 
intimate care needs, agreements between the child, their parents/carers and the organisation must be 
negotiated, agreed and recorded. In addition, the views and/or emotional responses of children with 
special educational needs, regardless of age and ability must be actively sought in regular reviews of 
these arrangements. 
 
Physical Contact 
There are occasions when it is essential for staff to have physical contact with students, but it is crucial 
that they only do so in ways appropriate to their professional role (e.g. when teaching gymnastics, 
music tuition, giving first aid etc.) 

Students who have suffered violence, abuse or neglect are likely to react to physical contact 
unpredictably, and since information is only shared on a need to know basis, staff should assume that it 
is in the best interest of themselves and the child not to make physical contact. It is not possible to be 
specific about the appropriateness of each physical contact, since an action that is appropriate with one 
child in one set of circumstances may be inappropriate in another, or with a different child. Staff must 
use their professional judgement at all times.  

On the infrequent occasions when it is necessary to make physical contact, this should be in response to 
their needs at the time, of limited duration and appropriate given their age, stage of development, 
gender, ethnicity and background. Appropriate physical contact in schools may occur most often with 
younger students.  

Physical contact should never be secretive, or for the gratification of the adult, or represent a misuse of 
authority. If a member of staff believes that an action could be misinterpreted, the incident and 
circumstances should be recorded as soon as possible in the school's Bound and numbered book and, if 
appropriate, a copy placed on the child’s file. Access to the Bound and numbered book is via the Admin 
offices. 

Physical contact, which occurs regularly with an individual child or young person, is likely to raise 
questions unless the justification for this is part of a formally agreed plan (for example in relation to 
students with SEN or physical disabilities). Any such contact should be the subject of an agreed and open 
school process and subject to review. Where feasible, staff should seek the child's permission before 
initiating contact. Staff should listen, observe and take note of the child's reaction or feelings and – so far 
as is possible - use a level of contact which is acceptable to the child for the minimum time necessary. 
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Extra caution may be required where it is known that a child has suffered previous abuse or neglect. In 
the child's view, physical contact might be associated with such experiences and lead to staff being 
vulnerable to allegations of abuse. It is recognised that many such children are extremely needy and seek 
out inappropriate physical contact. In such circumstances staff should deter the child sensitively by 
helping them to understand the importance of personal boundaries.  

The general culture of 'limited touch' should be adapted, where appropriate, to the individual 
requirements of each child. Children with special needs may require more physical contact to assist their 
everyday learning. The arrangements should be understood and agreed by all concerned, justified in 
terms of the child's needs, consistently applied and open to scrutiny. 
 
Positive Handling. 

PLC follows DfE guidelines on Use of Reasonable Force July 2013, available at: 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/268771/use_of_reason
able_force_-_advice_for_headteachers_staff_and_governing_bodies__-_final_july_2013_001.pdf    

The term ‘reasonable force’ covers the broad range of actions used by most teachers at some point in 
their career that involve a degree of physical contact with pupils. Force is usually used either to control or 
restrain. This can range from guiding a pupil to safety by the arm through to more extreme circumstances 
such as breaking up a fight or where a student needs to be restrained to prevent violence or injury.  
‘Reasonable in the circumstances’ means using no more force than is needed.  

Where necessary, PLC use force to control and to restrain pupils. Control means either passive physical 
contact, such as standing between pupils or blocking a pupil's path, or active physical contact such as 
leading a pupil by the arm out of a classroom.  

Restraint means to hold back physically or to bring a pupil under control. It is typically used in more 
extreme circumstances, for example when two pupils are fighting and refuse to separate without physical 
intervention.  

All staff should always try to avoid acting in a way that might cause injury, but in extreme cases it may not 
always be possible to avoid injuring the pupil.  

PLC follows the Team Teach approach which is a British Institute of Learning Disabilities accredited 
training programme for children (and adult) services in positive handling strategies. We look at a whole 
setting holistic approach, working with leadership and management; we are actively committed to 
reducing restraint and risk. Team-Teach trains and equips staff in de-escalation techniques and safe 
positive handling strategies. We currently have one member of staff who is trained as an advanced Team 
Teach instructor.  

Physical contact should never be secretive, or for the gratification of the adult, or represent a misuse of 
authority. If a member of staff believes that an action could be misinterpreted, the incident and 
circumstances should be recorded as soon as possible in the school's incident book (Called the Bound and 
Numbered book, held in the Admin offices) and, if appropriate, a copy placed on the child’s file.  

Physical contact, which occurs regularly with an individual child or young person, is likely to raise questions 
unless the justification for this is part of a formally agreed plan (for example in relation to students with 
SEN or physical disabilities). Any such contact should be the subject of an agreed and open school policy 
and subject to review. Where feasible, staff should seek the child's permission before initiating contact. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/268771/use_of_reasonable_force_-_advice_for_headteachers_staff_and_governing_bodies__-_final_july_2013_001.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/268771/use_of_reasonable_force_-_advice_for_headteachers_staff_and_governing_bodies__-_final_july_2013_001.pdf
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Staff should listen, observe and take note of the child's reaction or feelings and – so far as is possible - use 
a level of contact which is acceptable to the child for the minimum time necessary. 

Extra caution may be required where it is known that a child has suffered previous abuse or neglect. In the 
child's view, physical contact might be associated with such experiences and lead to staff being vulnerable 
to allegations of abuse. It is recognised that many such children are extremely needy and seek out 
inappropriate physical contact. In such circumstances staff should deter the child sensitively by helping 
them to understand the importance of personal boundaries.  

 Social Contact 
Staff should not establish or seek to establish social contact with children for the purpose of securing a 
friendship or to pursue or strengthen a relationship. Even if a child seeks to establish social contact, or if 
this occurs coincidentally, the member of staff should exercise their professional judgement in making a 
response and be aware that such social contact could be misconstrued.  

Staff should not give their personal details such as home/mobile phone number; home or e-mail address 
to children. Staff should only use their school email address to communicate with children and their 
families and school e-mail systems should only be used in accordance with school policy. 

Staff should not accept friend requests or similar from children on their personal social media accounts 
and should be mindful of the impact of the online presence on their professional reputation. Detailed 
guidance for staff can be sought from Jo Noott, our Online Learning Safety specialist. In her absence, staff 
can seek advice from The Safer Internet Centre  available at: http://www.saferinternet.org.uk/advice-
centre/teachers-and-professionals/professional-reputation  
 

 Transporting Children 
Always use a school owned vehicle if one is available and if possible with one adult additional to the 
driver, acting as an escort.   
However there are occasions when private transportation is necessary.  Staff should ensure that their 
behaviour is safe and that the transport arrangements and the vehicle meet all legal requirements. They 
should ensure that the vehicle is roadworthy and insured for business use (Business Class 1 or 2) and that 
the maximum capacity is not exceeded.  
 
Where transport in private vehicles is required at short notice (e.g. Child is taken ill and needs to go 
home, or a taxi fails to collect a child), the use of a private vehicle must be discussed and agreed with a 
member of the SLT, and a note made on SIMS register, during the lesson in which the student was taken 
home. The note should state who the driver was, and which member of SLT sanctioned the transport. 
 
Information Sharing and The Seven Golden rules. 
From time to time it will be necessary to share information with other agencies and professionals.  

 
Information should only be shared in line with South Gloucestershire policies and HM Government 
guidance. The information sharing should follow the seven ‘golden rules to information sharing’ as 
outlined in the document ‘Information sharing Advice for practitioners providing safeguarding services to 
children, young people, parents and carers. March 2015’   
This document is available at: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419628/Information_s
haring_advice_safeguarding_practitioners.pdf     
and on the staff shared drive at: 
 J: \Teacher Shared\Child Protection and Safeguarding\DFE Guidance documents 
 

http://www.saferinternet.org.uk/advice-and-resources/teachers-and-professionals/professional-reputation
http://www.saferinternet.org.uk/advice-centre/teachers-and-professionals/professional-reputation
http://www.saferinternet.org.uk/advice-centre/teachers-and-professionals/professional-reputation
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419628/Information_sharing_advice_safeguarding_practitioners.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419628/Information_sharing_advice_safeguarding_practitioners.pdf
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1. Remember that the Data Protection Act 1998 and human rights law are not barriers to 
justified information sharing, but provide a framework to ensure that personal   information 
about living individuals is shared appropriately. 

 
2. Be open and honest with the individual (and/or their family where appropriate) from the 

outset about why, what, how and with whom information will, or could be shared, and seek 
their agreement, unless it is unsafe or inappropriate to do so.  

 
3. Seek advice from other practitioners if you are in any doubt about sharing the information 

concerned, without disclosing the identity of the individual where possible. 
 
4. Share with informed consent where appropriate and, where possible, respect the wishes of 

those who do not consent to share confidential information. You may still share information 
without consent if, in your judgement, there is good reason to do so, such as where safety 
may be at risk. You will need to base your judgement on the facts of the case. When you are 
sharing or requesting personal information from someone, be certain of the basis upon 
which you are doing so. Where you have consent, be mindful that an individual might not 
expect information to be shared. 

 
5. Consider safety and well-being: Base your information sharing decisions on considerations of 

the safety and well-being of the individual and others who may be affected by their actions. 
 
6. Necessary, proportionate, relevant, adequate, accurate, timely and secure: Ensure that the 

information you share is necessary for the purpose for which you are sharing it, is shared 
only with those individuals who need to have it, is accurate and up-to-date, is shared in a 
timely fashion, and is shared securely.  

 
7. Keep a record of your decision and the reasons for it – whether it is to share information or 

not. If you decide to share, then record what you have shared, with whom and for what 
purpose. 

 
First Aid. 
In PLC, there are always trained members of staff who oversee First Aid. It is desirable that  all staff will 
be attend basic first aid training, and this will be incorporated into whole school INSET days where time 
allows.  
 

 All First Aiders will be easily identified on the First Aid sign in the Reception Office.  

 The position of First Aid kits will be clearly marked with a ‘First Aid point’ sign on the door of the 
room where they are stored. 

 
When a child is ill, or has suffered an accident in school or on the playground there is a protocol for staff 
to follow: 

 A trained first aider is consulted and appropriate action taken. 

 If there is any concern regarding the child’s condition, a parent or carer will be contacted. 

 The incident is logged in the accident book. The incident is placed in the student/staff’s personal 
file and a digitally entry is made in a spreadsheet held by the Admin team. 
 

Children will only be allowed home, in the event of illness, with the permission of adults with parental 
responsibility.   
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Administration of Medicines. 
If a pupil requires ANY short or long term medication, this will only be administered by a nominated first 
aider or designated/named member of staff. This will ensure no duplication of medication occurs. The 
nominated lead for this is Rhian Kempson. 
 
A Medical Action Plan must be in place for this to happen and it must be agreed between the pupil, the 
Parents/Carers and PLC. This will include details of all medication to be given, including times, doses and 
any additional details. A record of what medication has been given will be accurately kept and signed by 
the member of staff administering the medication and one other witnessing adult. The Medical Action 
Plan will be stored with the medication signing sheet. 
 
 All medication must be stored in the original container and must have been prescribed only for the 
student. It must be in date. Out of date medication must be disposed of correctly, by taking to a 
pharmacy or hospital. 
 
All prescription medication, will be stored under lock and key, except medication for anaphylaxis and 
certain others as decided by Rhian Kempson, which will be stored in an unlocked cabinet. 
 
Attendance.   (See Attendance Policy and Exclusions Policy) 
PLC actively encourages and motivates pupils to meet the school attendance target of 95%. 
When children are unwell parents are expected to confirm absence by telephone. If there is no 
notification, school has a policy of phoning home to ascertain each child’s whereabouts. The school works 
closely with contracted Education Welfare officers whenever a child’s attendance and/or punctuality 
causes concern. Attendance rates are reported each term to the LA, annually to the government, to the 
Management Committee and to all parents. 
Positive measures are in place to encourage children to attend regularly and punctually and the school is 
aware of its right to take legal action against parents who do not ensure good attendance and 
punctuality. PLC has an open door policy so that if parents have any concerns regarding attendance, we 
will happily work together to support the young person’s attendance. 
 
Health and Safety.   (See Health and Safety Policy) 
The delegated members of the Management Committee for Health and Safety are  
Mr Martin Elvy and Mr Tim Lakeman 
 
The delegated members of the Management Committee for Safeguarding is Mr Nigel Harrison 
 
The school has a Health and Safety policy, which is monitored regularly by the PLC Management 
Committee. Although, the Head teacher, the School Business Manager, and the Management Committee 
oversee the policy, every member of staff has a commitment and responsibility to health and safety in 
the workplace. 
 
Staff concerns should be reported to the Site Manager. The Site Manager will then carry out an initial 
examination, assessing what remedial action needs to take place. In the absence of the Site manager, 
concerns should be reported to the School Business Manager. If neither is available, concerns should be 
reported to the Head teacher. 
 
Each term there is a timed fire drill that practices efficient evacuation from the buildings. 
 
Risk assessments for many activities are carried out. These include academic activities such as Science, 
Art, Design Technology, Sports and offsite educational activities such as Forest School, College 
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placements, Early College taster sessions, and Outdoor education provision, purchased from external 
agencies.  
Where the activity is offsite, the risk assessments will be written in line with the PLC Trips Policy, which is 
based on documentation issued by South Glos in October 2015. 
 
Other relevant documents include: 
The Health and Safety File which includes relevant legislation. 
 
Anti bullying Policy.    (See Anti Bullying policy and Cyber bullying Policy.) 
Bullying is: “A systematic and extended victimisation of a person or group, by another or group of 
others.” The schools response to this is unequivocal.   
 
Staff must be informed immediately and action will take place. 
The school will also ensure that bullying is identified and dealt with so that any harm caused by other 
pupils can be minimised.  
 
Bullying can take a number of forms:- 

 Verbal: name-calling, sarcasm, spreading rumours, persistent teasing. 

 Physical: pushing kicking, hitting, punching, any form of violence or threats of violence. 

 Emotional: tormenting, threatening ridicule, humiliation and exclusion from groups or activities. 

 Racist: racial taunts, gestures, graffiti 

 Sexual: unwanted physical contact, abusive comments. 
 
BULLYING IN ANY FORM WILL NOT BE TOLERATED AT PLC 
 
It is EVERYONE’S responsibility to prevent bullying and ensure that something is done about it if it does 
occur.  All PLC staff are alert to the potential for bullying amongst our pupils.  Special care is taken, 
therefore, to monitor movements around the school – or college – to maximise staff levels at break-times 
and to inform colleagues or other settings fully of any incidents or suspected incidents.  Class teachers 
and the Senior Leadership Team will ALWAYS investigate such situations. 
 
Incidents of bullying must be reported online via MyConcern, by the member of staff that witnessed the 
bullying. 
 
Behaviour policy.  
At PLC we work towards providing an environment which encourages positive changes in behaviour, 
enabling people to learn more effectively.   
Included in the policy will be  

 our values and beliefs regarding behaviour; 

 the principles arising from these  

 outline guidance for our procedures and practices.   
We are constantly reviewing our behavior Policy to ensure it is appropriate. The policy is available on the 
PLC website at: https://www.pathwayslearningcentre.org.uk/wp-content/uploads/2015/08/Behaviour-
Policy-Final-June-2015-DHT.pdf   
 
Safeguarding through the curriculum. 
The curriculum deals with safeguarding in three ways. Firstly, the curriculum, in subjects such as Personal, 
Social and Health Education discusses relevant issues with our students. Topics include such themes as 
Drugs, Sex and Relationships and keeping safe. Children are actively encouraged to explore and openly 
discuss these issues.  

https://www.pathwayslearningcentre.org.uk/wp-content/uploads/2015/08/Behaviour-Policy-Final-June-2015-DHT.pdf
https://www.pathwayslearningcentre.org.uk/wp-content/uploads/2015/08/Behaviour-Policy-Final-June-2015-DHT.pdf
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Secondly, the curriculum is designed so that safety issues within the subject are discussed and safe 
practices taught, such as using equipment properly in various subjects for example PE, ICT, Forest School 
and Design and Technology.  
Finally, we have a whole school Tutor period, where themed resources are shared with all students. The 
themes involve Safeguarding, Online safety, Equalities, Physical health and wellbeing, Life skills, Mental 
health and wellbeing awareness, Spiritual Moral Social and Cultural issues (SMSC), Positive relationships 
and British Values and the wider world.  
 
At all times there have to be appropriate staffing levels. When off-site activities are undertaken, agreed 
pupil/adult ratios are maintained. The lead adult always assesses the level of risk for each visit and all 
trips are finally authorised by the Visits Approval Group. Please see the PLC Trips Policy for further 
guidance. This is available at:  J:\Risk Assessments Trips and Visits\1 Trips Policy. 
 
 Visiting speakers, with correct clearance, are always welcome into school so that they can give specialist 
knowledge to the children. 
 
Drugs and Substance misuse.   See Alcohol, drugs and substance misuse policy 
This policy is concerned with the use of alcohol, illegal drugs and the misuse, whether deliberate or 
unintentional, of prescribed drugs and substances such as solvents. The Management Committee 
recognises its moral and legal duty to provide as safe an environment as possible for all its employees and 
to ensure the safety of all pupils, other members of the school’s staff and the public. 
 
Online Safety.  See Online Safety policy. 
New technologies have become integral to the lives of children and young people in today’s society, both 
in school and in their lives outside school. Technologies open up new learning opportunities for everyone. 
They can stimulate discussion, promote creativity and effective learning, and improve communications 
between parents/carers and the school in order to support young people with their learning. Young 
people have an entitlement to safe internet access. AT PLC we actively encourage children to use the 
internet as much as is possible, but at all times in a safe way. Parents are asked to give consent for their 
child to use the internet. 
 
Pupils ideally should not be left unattended whilst online. Teachers should ensure that 
students only ever use their own login. 
 
If teachers know of misuse, either by a teacher or child the issue should be reported to the Online Safety 
lead who has overall responsibility for this area, or to the Head teacher. 
 
 The Online Safety lead for PLC is:       Jo Noott          (01454 862630) 
 
For further guidance, please see: 
PLC Online safety policy 
PLC Sexting Policy 
Cyber bullying (under consultation) 
Staff Acceptable Use Policy Agreement   
Parent/Carers Acceptable Use Policy Agreement  
Also refer also to South West Safeguarding Board swcpp.org.uk  
These documents are available via the Admin office. 
 
 
 

http://swcpp.org.uk/
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Photographing children. 
We understand that parents like to take photos of or video record their children in the school play, or at 
sports day, or school presentations.  This is a normal part of family life, and we will not discourage 
parents from celebrating their child’s successes. 
 
However, if there are Health and Safety issues associated with this - i.e. the use of a flash when taking 
photos could distract or dazzle the child, and cause them to have an accident, we will encourage parents 
to use settings on their camera that do not require flash. 
 
We will not allow others to photograph or film pupils during a school activity without the parent’s 
permission.  
 
We will not allow images of pupils to be used on school websites, publicity, or press releases, without 
express permission from the parent, and if we do obtain such permission, we will not identify individual 
children by name.  
 
The school cannot however be held accountable for photographs or video footage taken by parents or 
members of the public at school functions. 
 
Students are not allowed to take photographs of other students or of staff on hand held devices such as 
mobile phones without the express permission of the person being photographed.  
Where staff suspects this has happened, and permission has not been sought or given, the student will be 
expected to delete such images. 
 
Publication Scheme on information available under The Freedom of Information Act. 
The Management Committee is responsible for maintenance of this scheme. 
One of the aims of the Freedom of Information Act 2000 (FOIA) is that public authorities, including all 
maintained schools, should be clear and proactive about the information they will make public. 
At PLC we let parents know the information which we publish or intend to publish, the manner in which 
the information will be published and whether the information is available free of charge or on payment. 
Some information which we hold may not be made public, for example personal information. This 
publication scheme conforms to the model scheme for schools approved by the Information 
Commissioner. 
 
Equalities Duty.  
PLC adopts the South Glos Equalities statement which Disability, Race and Diversity. A single equalities 
working group will monitor and evaluate outcomes and report back to the Full Management Committee. 
 
PLC ensures that equal opportunities are available for everyone, regardless of sex, religion, class and 
ethnic group or ability range. 
 
Children with disabilities must be able to take a full and active part in every lesson and every measure 
must be taken to ensure this. The school will work hard to promote racial equality and harmony by 
preventing and challenging racism. If anyone ever feels unjustly treated then the school welcomes and 
values a response. Racism and harassment is tackled in both the RE and in the PSHE curricula. 
 
All racist incidents will be reported to the Local Authority and Management Committee. 
 
Safeguarding of PLC Staff.   (See Staff Well Being Policy)  
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This document sets out our policy on encouraging and enabling all staff to maintain a healthy balance 
between their work and other interests and responsibilities in their life.   The rationale is that: 
 

 a good work life balance is central to staff effectiveness and satisfaction, and pupil learning. 

 Work life balance is about helping staff combine work with their personal interests and 
commitments. 

 
The Management Committee has a statutory responsibility to ensure, the health, safety and wellbeing of 
all their employees as far as it is reasonably practicable. 
 
Site Security.  See Site Security Policy 
PLC provides a secure site, but the site is only as secure as the people who use it. Therefore all people on 
the site have a duty to adhere to the rules, which govern it. Laxity can cause potential problems to 
safeguarding. 
Therefore: 

 All exit doors/gates should be closed to prevent intrusion. 

 All main doors have a security system/key fob that can only be opened by staff.  

 Visitors must only enter through the main entrance and sign in at the Reception office. 

 They should be given a visitors badge on entry and they will be given a copy of the PLC 
safeguarding leaflet for visitors. 

 Children will only be allowed home, in the event of illness, with the permission of adults with 
parental responsibility.  

 Children should only be allowed to leave school during school hours, either if collected by an 
adult by arrangement. If the students are in Key stage 4, then with written parental permission, 
they may spend break and/or lunchtimes offsite. 

 Should a child leave the school premises without permission then staff will not normally follow. 
They should report the student’s absence immediately to the Reception office.  

 After 20 minutes of absence, parents will be informed. 

 If the student fails to return or their whereabouts still cannot be established after 20 minutes and 
we are unable to contact parents, then the police will be called. 

 
The use of school premises by other organisations 
Where services or activities are provided separately by another body using the school premises during 
school time with schools students, the management Committee has delegated to the Head teacher and 
School Business Manager, the responsibility to ensure that appropriate policies and procedures are in 
place in regard to safeguarding children and child protection. 
 
Where the school premises leases out or lends, free of charge, parts of the School outside normal school 
hours, then the Head teacher, School Business Manager and Site Manager will assume responsibility. 
 
Contracted Services. 
Where the Management Committee contracts its services to outside providers, we will ensure that these 
providers have appropriate safeguarding and child protection policies and procedures, and that there are 
arrangements in place to link with the school on such matters.  
This duty of care will be overseen by the School Business Manager and the Site manager. 
 
ALL local Authority staff who visit PLC are deemed to have appropriate levels of Safeguarding training and 
to have had their DBS status checked and confirmed by the Local Authority. A South Glos identity pass is 
sufficient proof that these actions have taken place. 
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Who to contact and useful numbers: 
 
The Designated Safeguarding Lead with ultimate responsibility for Child Protection and Safeguarding across 
the whole of PLC is the head teacher:   Mrs Louise Leader. 

 
Day to day responsibility for ensuring efficient implementation of Child Protection procedures across the 
whole service is the Designated Deputy Safeguarding Lead who is: Mr Tim Lakeman. 
 
 
The DDSL for Cotswold students and Home tuition students is Rhian Kempson.  
The DDSL for the Fosse and Frome students is                       Tim Lakeman 
 
The designated Management Committee members with responsibility for Safeguarding and Child 
Protection are:                                                                                        Mr Nigel Harrison and Mr Tim Lakeman. 

 
 

 The Local Authority Designated Officer (LADO) is   Tina Wilson (01454 868508) 
 
Access Response Team/First Point    01454 866000 
Out of Hours service            01454 615165 
  
Police Child Abuse Team      01179 286008 
Police Channel Practitioner (Prevent Duty) Robert Walsh  01454 865818 
 
Tim Lakeman- DDSL for the Short Stay Unit and 
the KS4 PRU and Primary Unit     01454 862630 
 
Rhian Kempson –DDSL for Cotswold Unit and Home tuition  01454 862630 
    
Our School Health Advisor is available on:    01454 862442/2397 
  



                              Pathways Learning Centre.  
                  Safe Guarding and Child Protection Policy. September 2017 (v2) 
 

35 
 

 

Abuse definitions        Appendix 1  

 
PHYSICAL ABUSE 
 
A form of abuse which may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, 
suffocating or otherwise causing physical harm to a child. Physical harm may also be caused when a 
parent or carer fabricates the symptoms of, or deliberately induces, illness in a child 
 
EMOTIONAL ABUSE 
 
The persistent emotional maltreatment of a child such as to cause severe and persistent adverse effects 
on the child’s emotional development. It may involve conveying to a child that they are worthless or 
unloved, inadequate, or valued only insofar as they meet the needs of another person. It may include not 
giving the child opportunities to express their views, deliberately silencing them or ‘making fun’ of what 
they say or how they communicate. It may feature age or developmentally inappropriate expectations 
being imposed on children. These may include interactions that are beyond a child’s developmental 
capability, as well as overprotection and limitation of exploration and learning, or preventing the child 
participating in normal social interaction. It may involve seeing or hearing the ill-treatment of another. It 
may involve serious bullying (including cyber bullying), causing children frequently to feel frightened or in 
danger, or the exploitation or corruption of children. Some level of emotional abuse is involved in all 
types of maltreatment of a child, though it may occur alone. 
 
SEXUAL ABUSE 
 
Involves forcing or enticing a child or young person to take part in sexual activities, not necessarily 
involving a high level of violence, whether or not the child is aware of what is happening. The activities 
may involve physical contact, including assault by penetration (for example, rape or oral sex) or non-
penetrative acts such as masturbation, kissing, rubbing and touching outside of clothing. They may also 
include non-contact activities, such as involving children in looking at, or in the production of, sexual 
images, watching sexual activities, encouraging children to behave in sexually inappropriate ways, or 
grooming a child in preparation for abuse (including via the internet). Sexual abuse is not solely 
perpetrated by adult males. Women can also commit acts of sexual abuse, as can other children. 
 
NEGLECT 

 

The persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in the 

serious impairment of the child’s health or development. Neglect may occur during pregnancy as a result 

of maternal substance abuse. Once a child is born, neglect may involve a parent or carer failing to: 

 Provide adequate food, clothing and shelter (including exclusion from home or abandonment); 

 Protect a child from physical and emotional harm or danger; 

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

 Ensure access to appropriate medical care or treatment. It may also include neglect of, or 

unresponsiveness to, a child’s basic emotional needs. 
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                                                                                                                                    Appendix 2 
 

Some signs that may indicate Child Abuse – A general checklist for All Staff: 

 
Repeated or unexplained injuries  
Burns, bruises, welts, scars or cuts that are not consistent with the explanation of the injury 
Multiple hospitalisations or accidents and Emergency Department visits 
Caregiver delays in seeking care for injured child 
Child is extremely frightened around adults 
Child shows extremely violent and delinquent behaviours 
Child is made to feel he/she doesn’t belong by caregiver 
Child has apparent pain in sitting or walking 
Child has spotted or stained clothing 
Child itches or scratches excessively in the genital area 
Child has loss of appetite 
Child has sleep disturbances such as nightmares, fear of going to bed, fear of sleeping alone or frequently 
waking up during the night 
Child engages in sexual play with friends or dolls 
Child cannot form stable and lasting relationships with other children 
Unrealistic expectations are put upon child by the caregiver 
Use of explicit or inappropriate sexual language 
Truancy/ running away 
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                                                                                                                                    Appendix 3 

Physical Abuse: 

Physical abuse is actual or attempted physical injury to a child, under the age of 18 years, includes the 
administration of toxic substances, where there is definite knowledge, or reasonable suspicion, that the 
injury was inflicted or knowingly not prevented. Harm may be caused by the abuse itself and the context 
for example if it takes place in a wider context of family conflict or domestic violence. 
 
Signs of Possible Physical Abuse: 
Unexplained injuries or burns, particularly if they are recurrent 
Improbable excuses given to explain injuries 
Untreated Injuries 
Bald patches 
Withdrawal from physical contact - flinching 
Arms and legs kept covered in hot weather 
Fear of returning home 
Fear of medical help 
Self-destructive tendencies 
Aggression towards others 
Running away 
Poor hygiene 
Unkempt appearance 
Learning difficulties 
Lack of self esteem 
Poor coping skills 
Socio-emotional immaturity  
 
This list gives examples of possible signs. It is not comprehensive. Be alert and use your professional 
judgement in assessing potential risks 
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                                                                                                                                    Appendix 4 
 

Emotional Abuse: 

Emotional abuse is the failure to provide for the child’s basic emotional needs so as to have a severe 
effect on the behaviour and development of the child. Emotional abuse is present at some level, in all 
forms of abuse, and is potentially the most serious form of abuse. The exposure to emotional abuse 
within the family may produce one or more of the signs outlined below; 
 
Signs of Possible Emotional Abuse: 
Physical, mental and emotional development lags 
Over-reaction to mistakes 
Continual self - deprecation 
Sudden speech disorders 
Fear of new situations 
Inappropriate emotional responses to painful situations 
Neurotic behaviour (for example rocking, hair - twisting, thumb sucking) 
Self-harm / Self-mutilation  
Fear of parents being contacted 
Extremes of passivity or aggression 
Drug/solvent abuse 
Running away 
Compulsive stealing, scavenging 
Short stature 
Poor hygiene 
Unkempt appearance 
Learning difficulties 
Lack of self esteem 
Poor coping skills 
Socio-emotional immaturity 
 
This list gives examples of possible signs. It is not comprehensive. Be alert and use your professional 
judgement in assessing potential risks. 
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                                                                                                                                    Appendix 5 
Neglect: 

Neglect occurs when a child’s physiological needs are not met and this is likely to cause impairment to 
physical or emotional health and development. 
 
Signs of Possible Neglect: 
Constant hunger 
Poor Hygiene and/or smelly 
Constant tiredness 
Poor state of clothing 
Emaciation 
Frequent lateness or non- attendance at school 
Untreated medical problems 
Destructive tendencies 
Neurotic behaviour 
Poor social relationships 
Running away 
Compulsive stealing or scavenging 
Returning home to empty home 
Short stature 
Poor hygiene 
Unkempt appearance 
Learning difficulties 
Lack of self esteem 
Poor coping skills 
Socio-emotional immaturity 
Non-organic failure to thrive - failing significantly to reach normal growth and development milestones 
 
This list gives examples of possible signs. It is not comprehensive. Be alert and use your professional 
judgement in assessing potential risks. 
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                                                                                                                                    Appendix 6 

Sexual abuse: 

Any child below the age of 18 years may be deemed to have been sexually abused when any person, or 
persons, by design or neglect, exploits the child, directly or indirectly, in any activity intended to lead to 
the sexual arousal or other forms of gratification of that person or any other person(s), including 
organisational networks. This definition holds whether or not there has been genital contact and whether 
or not the child is claimed to have initiated the behaviour. 
 
Signs of Possible Sexual Abuse: 
Few or no friends of own age 
Inappropriate play with dolls and peer groups 
Having more money than normal (bribes) 
Unable to stay awake at school 
Withdrawn 
Drug, alcohol or other substance abuse 
Under achieving at school 
Over achieving at school 
Truancy 
Low self esteem 
Sexually transmitted disease 
Running away 
Fearful of men or adults generally 
Suicide attempts 
Child tells someone 
Decrease in school performance 
Poor concentration 
Sexualised behaviour 
Anxiety/Depression 
Eating disorder 
Sleep disturbance 
Self-destructive behaviour 
Mutilation/overdose 
Substance abuse 
Promiscuity 
Prostitution 
Psychiatric illness 
Pregnancy 
Bruising 
 
This list gives examples of possible signs. It is not comprehensive. Be alert and use your professional 
judgement in assessing potential risks. 
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Appendix 7 

Notification of Safeguarding/ Child Protection Concern.   

 
This document is to be placed in the school paper file of any PLC student for whom a Concern Sheet has 
been written. 
 
Only one copy of this document should be put in the students folder, regardless of how many Concern 
Sheets are written. 
 
 

 
Name of Student: 
 
Students Date of Birth: 
 
 
 
 
 

This is to notify you that a Child Protection concern has been 
raised about this student. 
 
Please contact the Designated Safeguarding Lead for more 
details. 
 
The Designated Safeguarding Lead is the Head Teacher. 
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   Safeguarding flowchart    Appendix 8  Page 1/2 

 
Responsibility for Safeguarding and Child Protection: 
Louise Leader.                                       Designated Safeguarding lead                     01454 862630 
Tim Lakeman & Rhian Kempson.      Deputy Designated Safeguarding Leads    01454 862630 

 

 
 
 

You are required by PLC not to investigate suspicions; that is the role of the Police. Your role is to record your concerns and 
suspicions and pass them on.   PLC will ensure that all members of staff and employees are familiar with the procedures for using 
MyConcern and with the requirements of South Gloucestershire Safeguarding Children Board.  Where any member of staff fails 
to report their concerns, this may be dealt with as a disciplinary matter. 

Ensure Medical attention is received if necessary. 

Remain calm,   reassure the child,    listen   and use TED; 
Tell me, Explain, Describe or  

use questions starting:   Who, What, When and Where 
 

(AVOID asking questions starting How or Why…this require the child to 
speculate and the answers may not  be factual) 

 

Record your concern online via ‘MyConcern’ at the earliest opportunity.  
 
If you wish to discuss the incident, talk to Tim Lakeman or Rhian Kempson. 
If they are not available, contact Laura Saysell. 
If she is not available, contact Louise Leader (Head Teacher). 
If she is not available, contact Andy Brown or Dan Walton or Sharon Galton. 
 
If no-one is available and your concern is urgent, contact the Access and response Team (ART) on 
01454 866000 and report your concern.  Contact  the Emergency Duty Team (EDT) out of hours or at 
weekends on 01454 615165 

 

If a child says or does something that gives you cause for concern 
Or 

If you observe injuries that appear to be hidden or possibly non-accidental 
Or 

Where a child or young person makes a direct allegation or  
implies that they have been abused 

Or 

Makes allegation against a member of staff 
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Appendix 8  Page 1/2 

 

The procedure below is a summary flow chart of all action relating to the schools child protection and 

safeguarding and should be followed in each and every case: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Is your concern about a child? 

Is your concern about an 
adult or member of 
staff?  

No 

Has the child disclosed 
anything? 

Refer to and inform the school’s DSL 
or Deputy DSL as soon as possible 

No 

Immediately inform the Head teacher, or 
if it relates to the Head teacher, inform 
the Chair of Management Committee.  If 
the Chair is unavailable, inform the LADO 

Yes 

Yes 

5. Listen carefully 
6. Use TED questions (tell me/explain 

to me/describe to me) 
7. Record carefully and accurately 
8. Refer to and inform the DSL, or 

Deputy DSL as soon as possible on 
the same day using ‘MyConcern’. 

Yes 

DSL or Deputy DSL’s will decide on the appropriate course of action 
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SAFEGUARDING and CHILD PROTECTION.           Appendix 9 Page 1/2 

Essential reading for all staff new to Pathways learning Centre. 

The Designated safeguarding Lead is Louise Leader. 

The Deputy Designated safeguarding Leads are Tim Lakeman and Rhian Kempson. 

The Safeguarding Team also includes Dan Walton, Laura Saysell, Sharon Galton, Andy Brown and Jo 
Noott. 

The Chair of the Management Committee is Nigel Harrison. 

Safeguarding is the term which describes the processes and procedures we use to ensure that every child 
is: 

• Safe from maltreatment, neglect, violence and sexual exploitation. 

• Safe from accidental injury and death. 

• Safe from bullying and discrimination. 

• Safe from crime, radicalisation and anti-social behaviour in and out of school. 

• Able to enjoy security, stability and to be cared for. 

PLC recognises its legal and moral duty to promote the well-being of children, and protect them from harm, 
and respond to child abuse.  We acknowledge our responsibilities to both protect children from 
maltreatment and prevent impairment.    

We believe that every child regardless of age has at all times and in all situations, a right to feel safe and 
protected from any situation or practice that results in a child being physically or psychologically damaged. 
This includes any form of bullying and the use of phones, computers etc. 

As a member of staff working at PLC, you are expected to meet these expectations and are 
required to report any concerns that arise in your work with PLC students. 

The Deputy Designated Safeguarding Leads will try and find an opportunity to talk through these 
requirements with you during the course of the day. Please seek them out if this does not happen. 

Reporting Incidents:   If you have concerns about the well-being of a child, for any reason, you should 
discuss your concerns with a member of permanent staff/SLT. If the concern is real, they will then record 
your concern online via ‘MyConcern’. 

If you are not sure, ask another member of staff. 

Training:  If you work for PLC for more than 15 days or 30 half-day sessions in any one academic year, 
you will be asked for evidence of training on Child Protection and Safeguarding. If you have proof of 
training within the last two years, you will be asked for a copy of your certificate. If you do not have a 
current certificate, you will be offered free on-line training. The Child Protection Officers can advise you 
about this. 

Please sign and date below, to say you have read this document and understand its requirements, 
then please hand it back to Reception staff: 

Name (Print):       Date: 

 

Signature: 
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Physical Abuse            Appendix 9 Page 2/2 

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. 

Sexual Abuse 

Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, 
not necessarily involving a high level of violence, whether or not the child is aware of what is 
happening. The activities may involve physical contact, including assault by penetration (for 
example, rape or oral sex) or non-penetrative acts such as masturbation, kissing, rubbing and 
touching outside of clothing. They may also include non-contact activities, such as involving 
children in looking at, or in the production of, sexual images, watching sexual activities, 
encouraging children to behave in sexually inappropriate ways, or grooming a child in preparation 
for abuse (including via the internet). Sexual abuse is not solely perpetrated by adult males. 
Women can also commit acts of sexual abuse, as can other children. 

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 include not giving the child opportunities to express their views, 
deliberately silencing them or ‘making fun’ of what they say or how they communicate. It may 
feature age or developmentally inappropriate expectations being imposed on children. These 
may include interactions that are beyond the child’s developmental capability, as well as 
overprotection and limitation of exploration and learning, or preventing the child participating in 
normal social interaction. It may involve seeing or hearing the ill-treatment of another. It may 
involve serious bullying (including cyberbullying), causing children frequently to feel frightened or 
in danger, or the exploitation or corruption of children. Some level of emotional abuse is involved 
in all types of maltreatment of a child, though it may occur alone. 

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: 

● provide adequate food, clothing and shelter (including exclusion from home or abandonment); 

● protect a child from physical and emotional harm or danger; 

● ensure adequate supervision (including the use of inadequate care-givers); or 

● ensure access to appropriate medical care or treatment. 

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

Working together to Safeguard children: A guide to interagency working to safeguard and 
promote the welfare of children. DCSF.  March 2010. 
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PREVENT.  Referral Process for vulnerable individuals. 

Member of staff 
identifies a        

concern. 

Concern reported to South Glos  
Safeguarding Service. 

  
Adults:              01454 868007 
Children:          01454 866000 
Out of hours:  01454 615165 

To pass anonymous terrorist related 
information, call the  

Anti Terrorist Hotline  
on  

0800789321 

Regional Police PREVENT and 
CHANNEL lead 

  
DI Dickon Turner  0177945539 
DS  Chris Hanes  01380836505 
Robert Walsh 01454 865818 

  
Call 101 

Concern reported to South Glos PREVENT 
lead. 

  
preventproject@southglos.gov.uk 

  
01454863844 

Concern reported 
immediately. 

If there is no  
immediate risk... 

If there is an       
immediate risk,       

call 999 

Report    
direct to  the           

Police. 

Appendix 10. 
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SAFEGUARDING and CHILD PROTECTION.    Appendix 11 Page 1/3  

Essential reading and safeguarding declaration for all staff 

This document sets out expectations of conduct and practice for staff. Its purpose is to lay down 
PLC’s expectations for everyday judgements and actions of staff. All adults who come into contact 
with students in their work have a duty of care to safeguard and promote their welfare. Staff are 
expected to follow the ‘Guidance for Safer Working Practice for Adults who Work with Children and 
Young People’ and the information provided in our policies. The key aspects of which have been 
outlined below.  
 
All staff will be issued with the current version of ‘Keeping Children Safe in Education (KCSIE) Part 
1 (Sept 2016) and a copy of PLC’s Child Protection and Safeguarding Policy. By signing this form 
you confirm that you have read and understood the information in these documents.  
 
 
Breaches of the guidance could result in criminal or disciplinary action being taken.  
 
 
Definitions:  
 
Staff includes all adults working with children in whatever capacity or setting, paid or unpaid. 

  

Children includes children and young people in education settings under 18 but safeguarding 
guidance also applies to students who have reached the age of 18 in these settings.  
 
Underpinning principles: 

PLC recognises its legal and moral duty to promote the well-being of children, and protect them 
from harm, and respond to child abuse.  We acknowledge our responsibilities to both protect 
children from maltreatment and prevent impairment.    

We believe that every child regardless of age has at all times and in all situations, a right to feel 
safe and protected from any situation or practice that results in a child being physically or 
psychologically damaged. This includes any form of bullying and the use of phones, computers 
etc. 

Staff should:  
 

 be aware that the welfare of the child is paramount  

 understand their responsibilities to safeguard and protect children  

 be responsible for their own actions and behaviour, and avoid any conduct which could 

lead any reasonable person to question their motives and intentions  

 apply the same professional standards regardless of age, disability, race, colour, ethnic or 

national origin, gender, religion or belief, sexual orientation, marital status or trade union 

membership.  
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Safer working practices:       Appendix 11 Page 2/3 

 

 Staff must treat information about children and their families discretely and not disclose 

confidential matters.  

 Staff should be careful not to misuse their power and influence over children.  

 Staff should ensure their behaviour remains professional at all times, including their dress, 

use of language and online communication which is or could become publicly seen.  

 Physical intervention should never be inappropriately used, should follow relevant 

guidelines and be clearly recorded and reported.  

 Physical contact should be minimal, time limited, age appropriate and able to be justified.  

 Intimate care and first aid should only be administered according to relevant procedures.  

 Any impromptu or emergency arrangement of lifts for students should and be agreed in 

advance with a member of SLT and be recorded in Lesson Monitor on SIMS. Staff should 

not offer lifts to children outside agreed requirements. (ie. Agreed would be within each 

student’s individual timetable) 

 Staff should not receive gifts other than small tokens of appreciation.  

 Staff should not give gifts other than as part of an agreed reward system or given to all 

children equally.  

 Staff should not engage in personal email or telephone communication with children. This 

includes texting, messaging, video chat, social networking sites etc.  

 Any out of school contact should be agreed in advance with a member of SLT and with 

parental consent.  

 When a member of staff knows a parent or pupil in an acceptable social context, they should 

notify their line manager. 

 Only authorised areas of the curriculum should contain any sexual or other sensitive 

material. Senior staff should be consulted if there is any chance of misinterpretation.  

 Internet use should be according to school policy and inappropriate content must not be 

accessed.  

 There should be no unauthorised photography of children. Photographs of children should 

be the property of the school and not retained on personal equipment.  

 Staff should guard against young people developing an infatuation with them and report 

any such concerns to senior staff.  

 Staff should be mindful of situations where a student or parent comes to depend on them 

for support outside their role and discuss this promptly with a senior member of staff.  

 Staff are in a position of trust and should never engage in any sexual relationship with pupils 

in or out of school. Communication must never be sexually suggestive.  
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Concerns about the conduct of a member of staff:   Appendix 11 Page 3/3 

 Any concern that indicates that a member of staff or volunteer may be a risk to children must 

be reported to the head teacher immediately. Reports of what has been said or noticed have 

to be put in writing, dated and signed.  

If you become aware that a colleague has breached the guidance for Safer Working Practice, 

you must report this immediately to the head teacher.  

 If the concern is about the Head you must report it to the Chair of the Management Committee, 

or in their absence contact the LADO as soon as possible on 01454 868508 (or the Access 

and Response team (ART) on 014540866000 if the LADO is not available).  

 Keep the matter confidential.  

 Do not alert the person you are concerned about as this could compromise any future 

investigation.  

 Follow procedures but you have a duty to ensure matters are taken forward and can contact 

the Allegation Managers yourself.  

 Additional advice and guidance about reporting concerns about a member of staff is available 

in the school   

 
As a member of staff working at PLC, you are expected to meet these expectations and are 
required to report any concerns that arise in your work with PLC students. 

 

The Designated Safeguarding Lead (DSL) is : Louise Leader (Headteacher). 

The Deputy Designated Safeguarding Leads (DDSL) are: Tim Lakeman, Rhian Kempson and 
Laura Saysell. 

If you are not sure, ask another member of staff. 

 
 
Staff Declaration:  
 
I declare that I have read, understood and will adhere to the guidance given above and the 

information and guidance included in the PLC Child Protection and Safeguarding Policy.  

I have also read and understood ‘Keeping Children Safe in Education (KCSIE) Part 1 (sept 2016): 

Name (Print):       Date: 

Signature: 
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Allegations against Staff     
(and ‘whistle blowing’)                                 Appendix 12 Page 1 

 

 
 
 

 
 
 
 

Report the incident immediately verbally and in writing to Louise Leader 
(Head Teacher).  Include time, date and names of those involved. 

Louise Leader will advise Nigel Harrison, 
(Chair of Management Committee). 

 
If the allegation involves Louise Leader or a member of the SLT 

you should  report it immediately to  Nigel Harrison who will 
advise the Local Authority Designated Officer; 

Tina Wilson     01454 868508 

 

Maintain confidentiality and guard against publicity while an allegation 
is being considered or investigated. 

Follow local information sharing protocols. 
 

If at any time, you feel that an allegation has not been dealt with or is 
not being dealt with properly, you should contact the Local Authority 

Designated Officer:   Tina Wilson     01454 868508 

 

If at any time, you have concerns that actions relating to safeguarding 
have not been followed in accordance with PLC procedures, please 

contact the Local Authority Designated Officer (as above) and refer to 
the South Gloucestershire Whistle Blowing Policy. 
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Appendix 12 Page  2  
  

Flow chart for review of process of managing an allegation of abuse by a member of staff 

Allegation made/suspicion or concern raised. 
Report immediately to the Headteacher or Principal. 
(Concerns about the Headteacher or Principal should be referred to the Chair of 
Governors (or to the  equivalent individual in an Academy Trust) and this individual will 
undertake the role of Headteacher/Principal as specified in this process. 

ACTION by Headteacher / Principal 
Collate & Record Information 
If criteria are met: 
Contact the Designated officer (LADO) “immediately” (within 1 working day) 
(Para 113 KCSIE) 

 

ACTION by LADO 
The LADO will advise on further action to be 
taken and liaise with police or social care 
where necessary 

Outcome of school 
investigation: Allegation 
unfounded 
unsubstantiated or 
malicious or false (Deal 
with through School/ 
Academy procedures as 
appropriate)               

Record decision & 
justification 
Agree info to be shared  
with individual employee 

Consider action re: 
person making 
allegation. 

 

Deemed not to involve 
significant harm or 
criminal offence 
Deal with through school 
procedures 

“Significant Harm”?  
LADO to convene the 
strategy and invite social 
care if appropriate 

Strategy discussion 
to consider what further action, if any, should be 
taken in relation to the member of staff concerned 

Final review meeting  to 
ensure that all tasks have 
been completed and, 
agree any actions needed 
based on lessons learned 

“Criminal Offence”? 
LADO to discuss 
with police etc. 

 

Follow Strategy Meeting 
Action Plan 

Consider suspension or need for 
any further investigation (within 10 
days where possible) 
(deal with through 
School/Academy /procedures) 
- Individual advised to contact 
their TU Rep or Work Colleague 

No disciplinary Action 
Professional Advice 
should be issued 
(normally within 3 
days) 

Disciplinary 
Hearing 
(Should be 
arranged within 
15 days if there 
is not a need for 
an investigation) 

 

Case conclusion: record outcomes (substantiated, malicious, false, unsubstantiated) and learn lessons 
It is expected that 80% of cases should be resolved within one month, 90% within three months, and all but the most exceptional cases should be completed 

within 12 months. Refer to DBS if the individual ‘resigns or is removed from the School.. (Para 81,82,129 KCSIE) 
(Revised April 2016) 

 

1 

2 
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Managing an allegation against a member of staff. 

Flow-
Chart 

Activity. 
(& link to SWCCP and the South Glos Council Safeguarding Board Web site) 

Date? 
By 
Whom? 

Note on 
File? 

1 

Original allegation/suspicion  or concern 
http://tinyurl.com/nsqx2ud 
 
This should be reported to the Head Teacher, Louise Leader. 
(where there is an issue with the Head Teacher  then this role 
should be undertaken by the Chair of the Management 
Committee (Mrs B. Kucharski)) 
 
The Louise Leader should record the allegation or the concern 
in writing and sign and date this record. The individual who 
reported the allegation or suspicion should normally be asked to 
confirm this in writing and to sign and date this correspondence.        
 

   

2 

Initial action to be undertaken by the Head Teacher/ 
Principal: http://tinyurl.com/k2sfs9k  
 
- Contact the Local Authority Designated Officer, Tina Wilson on 
x8508 (the LADO) immediately, or within one working day, for 
an initial discussion to consider the nature, the content and the 
context of the allegation and to agree a form of action. 
 
 - If the LADO is unavailable then Louise Leader should contact 
Integra Schools HR to obtain a referral form to submit to the 
LADO within one working day. 
 
- Louise Leader should inform the individual employee about the 
allegation/concern where this is seen as appropriate by the 
LADO (or the decision made from a strategy meeting as 
appropriate). 
 
-Please refer to section 5-6 if a strategy meeting is required. 
 
- Inform the person reporting the allegation or concern of the 
action that is being taken where possible (if this is seen to be 
appropriate by the LADO or the agreed outcome from the 
strategy meeting). In any event this individual will be informed of 
the outcome by Louise Leader where the matter has been 
concluded at the School level.  
  
- In extreme cases, suspend the individual employee (or take 
other action as appropriate e.g. assigning that employee to 
alternative duties where possible) where recommended by HR 
following discussion with the LADO (or subsequent to a strategy 
discussion as appropriate). 
 
 
 
 

   

http://tinyurl.com/nsqx2ud
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3 

Action taken by LADO http://tinyurl.com/mgulhzu   
                   http://tinyurl.com/lmp8b3x 
 
The LADO will advise on further action that needs to be taken 
and will liaise with police or social care when they are, or may 
need to be involved. 
 
Where the police decide to investigate the case then advice 
should be sought from Integra Schools HR as to whether or not 
the School is in a position to investigate any allegations at this 
stage if the position is not clear following a strategy discussion.        
         

   

4 
 

Where the School is informed (usually by the LADO or this 
outcome may  be the result of a formal strategy discussion 
with multi agencies) that the case should be managed at 
school level:  
 

- Seek advice from Integra Schools HR 
 

- Consider suspension or alternative duties if appropriate 
(if this has not already been instigated) normally under 
the School’s disciplinary procedure ( the investigation  in 
these circumstances should take place within 10 working  
days or as soon as possible given the circumstances of 
the case (e.g. sickness absence of the member of staff). 

 
- In exceptional circumstances, once it is clear that the 

School is responsible for managing the case, if a 
disciplinary hearing is required which can be held 
without further investigation then the hearing should be 
held within 15 working days.  

 
- Inform the LADO of the outcome of the investigation and 

discuss the information obtained from the investigation 
as appropriate. 

 
4.1. If the outcome is that the  allegation is unfounded, 
unsubstantiated or malicious 
http://tinyurl.com/ox52a4d 
http://tinyurl.com/qaunbuo 
Record the decision & why the decision was taken. 
Confirm the outcome with the individual employee. 
Consider taking possible action where an employee has made 
an allegation that appears to be malicious (further advice should 
be sought where the allegation has been made by a third party). 
 
4.2. If the outcome is that the  allegation not  unfounded, 
but the case does not merit a disciplinary hearing under the 
School’s disciplinary procedure  
 
Provide the individual employee with management advice, 
support and guidance and confirm this in writing to the individual 
employee normally within three days of the discussion being 

   

http://tinyurl.com/mgulhzu
http://tinyurl.com/lmp8b3x
http://tinyurl.com/ox52a4d
http://tinyurl.com/qaunbuo
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held.  
 
4.3. if the outcome of the investigation is a hearing under 
the School’s  Disciplinary Procedure 
 
In this situation a disciplinary hearing should be convened as 
soon as possible in accordance with the School’s Disciplinary 
Procedure 
 
(It is envisaged that 80% of cases should be resolved within one 
month, 90% within three months and in exceptional cases 
should normally be completed within 12 months). 
 

Child at risk of significant harm 
 
-LADO calls a strategy group meeting involving the police, a 
senior representative from the School, a representative from 
Integra Schools HR, and any other relevant professional e.g. a 
representative from the health profession. 
- Strategy meeting takes place 
 
- Follow strategy meeting action plan 
 
- If the outcome is for the School to manage the process -refer 
to section 4. 
http://tinyurl.com/qfurcnl 
http://tinyurl.com/kf2cwho 
 

   

5 

May constitute a criminal offence http://tinyurl.com/kfovxwx 
 
LADO discusses with Police, employer and others 
 
Strategy meeting takes place 
 
Follows the Strategy Meeting Action Plan 
 
School would normally suspend the individual employee. 
 

   

6 

DBS (formerly ISA) http://tinyurl.com/ldf773o 
 
Referral made to the Disclosure & Barring Service (DBS) where 
the individual employee has left the organisation (e.g. where the 
employee has been dismissed or resigned from his/her post, 
etc.)    
 

   

7 

Case conclusion & Learning lessons: 
http://tinyurl.com/q63f38t 
 
Final Outcome: 
 
N.B. A judgment should be made on whether or not the 
allegation is substantiated or not based on all of the information 
available even though it may not be possible to convene a 

   

http://tinyurl.com/qfurcnl
http://tinyurl.com/kf2cwho
http://tinyurl.com/kfovxwx
http://tinyurl.com/ldf773o
http://tinyurl.com/q63f38t
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disciplinary panel.  This judgment should be made even if it is 
difficult to reach a conclusion- e.g. if the employee has resigned 
with immediate effect before a hearing. 
 
The final outcome should be recorded as:  
  
(a) Substantiated;  
(b) False;  
(c) Malicious;  
(d) Unfounded;  
(e) Unsubstantiated 

 
Integra Schools HR to be informed of the outcome 
 
LADO to be informed of the outcome 
 

8 

Additional guidance regarding the recording of information 
(with reference to the Department for Education’s Statutory 
Guidance- Keeping Children Safe in Education) 
 
Schools must be compliant with the Data Protection Act 1998. 
 
There should be a clear and comprehensive summary of the 
allegation, details of how the allegation was followed up and 
resolved (if possible) and a note of action actions taken and 
decisions reached must be kept on the confidential staff file of 
the employee and a copy provided to that employee. 
 

   

 

Additional guidance regarding the recording of information 
(with reference to the Department for Education’s Statutory 
Guidance- Keeping Children Safe in Education) 
 
Schools must be compliant with the Data Protection Act 1998. 
 
There should be a clear and comprehensive summary of the 
allegation, details of how the allegation was followed up and 
resolved (if possible) and a note of action actions taken and 
decisions reached must be kept on the confidential staff file of 
the employee and a copy provided to that employee. 
 

   

 

This document is based on the Suth Glos Integra document of the same name. 2016.        

 
 
 

                                                           


