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Child Protection and Safeguarding Policy and Procedures 
 
1.0 Introduction 
   
1.1 The Governing Body of our school is responsible for ensuring the annual review of 
this policy. 
  
1.1 The Governing Body understands, takes seriously and fulfils its safeguarding 
responsibilities under section 175 of the Education Act 2002 to safeguard and promote the 
welfare of children. The Governing Body ensure that all staff are familiar with statutory 
guidance and that mechanisms are in place to assist staff to understand and discharge their 
role and responsibilities, and ensure they listen, record and act NOT investigate. 
 
1.3  Safeguarding (as defined in the Joint Inspector’s Safeguarding report is taken to 
mean, “All agencies working with children, young people and their families take all 
reasonable measures to ensure that the risk of harm to children’s welfare are minimised” 
and “where there are concerns about children and young people’s welfare, all agencies take 
all appropriate actions to address those concerns, working to agree local policies and 
procedures in full partnership with other agencies”. 
 
1.4          The Governing Body understands, takes seriously and fulfils its safeguarding 
responsibilities under section 26 of the Counter-Terrorism and Security Act 2015 in the 
exercise of their functions, to have due  regard to statutory guidance issued under section 29 
of the CTSA 2015 (Prevent Guidance) to the need to prevent people (and children) from 
being drawn into terrorism. 
 
1.5 We recognise that all staff1 and Governors have a full and active part to play in 
protecting our pupils from harm, and that the child’s welfare is our paramount concern. All 
professionals who come into contact with the Academy’s pupils should make sure their 
approach is child-centred. This means that they should consider, at all times, what is in the 
best interests of the child. 
 
1.6          We recognise that all forms of so called HBV (honour-based violence) are abuse 
(regardless of the motivation) and are handled and escalated as such. HBV encompasses 
crimes which have been committed to protect or defend the honour of the family and/or the 
community, including Female Genital Mutilation (FGM), forced marriage, and practices such 
as breast ironing. If in any doubts staff will speak to the Designated Safeguarding Lead, just 
as they would with any other Safeguarding issue. 2 

 Since 31 October 2015 there has been a mandatory reporting duty placed on teachers 
(Section 5B of the Female Genital Mutilation Act 2003 (as inserted by section 74 of the 
Serious Crime Act 2015) that places a statutory duty upon teachers along with regulated 

                                                           

1 “Staff” covers ALL adult staff on site, including temporary, supply and ancillary staff, and volunteers working with children 

2. Guidance on the warning signs that FGM or forced marriage may be about to take place, or may have already taken place, can be found on 

pages 38-41 of the Multi agency statutory guidance on FGM (pages 59-61 focus on the role of schools and colleges) and pages 13-14 of the Multi-

agency guidelines: Handling case of forced marriage. 
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health and social care professionals in England and Wales, to report to the Police where they 
discover (either through disclosure by the victim or visual evidence) that FGM appears to 
have been carried out on a girl under 18.) 
 
1.7. Unaccompanied asylum seeking children and child victims of human trafficking are some 
of the most vulnerable children in the country.  Trafficked children can be at risk of returning 
to their traffickers and of further exploitation for sex, forced labour, domestic servitude or 
criminal activities. The Governing Body will work with the local authority to protect and 
support these highly vulnerable children. This will include a multi-agency approach, which is 
essential in protecting trafficked children from further risk from their traffickers. In 
particular, they will work closely with RBWM Local Safeguarding Children Boards and the 
police in planning protection and responding if a trafficked child goes missing.(APPENDIX 6) 
 
1.8 We believe that our school should provide a safe, caring, positive and stimulating 
environment that promotes the social, physical and moral development of the individual 
child. 
 
1.9 This policy has been developed in accordance with the principles established by the 
Children Act 1989; and in line with the following: 
                

The Prevent Duty (Departmental Advice for schools and childcare providers) June 
2015 
 
Working Together to Safeguard Children March 2015 

                 
Keeping Children Safe in Education September 2016 
 
Education Act 2002 
 
Childcare Act 3006 sect.49 & 50 

     
UK Safer Internet Centre: appropriate filtering and monitoring 
http://www.saferinternet.org.uk/advice-and-resources/teachers-and-
professionals/appropriate-filtering-and-monitoring 

 
Mandatory Reporting of Female Genital Mutilation – procedural information 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/46
9448/FGM-Mandatory-Reporting-procedural-info-FINAL.pdf 
 
‘Framework for the Assessment of Children in Need and their Families’ 2000 
 

                What to do if you are worried a Child is being Abused March 2015  
 

‘Berkshire Local Safeguarding Children Boards (LSCB) Child Protection Procedures   
Manual  online at: 
http://berks.proceduresonline.com/windsor_maidenhead/index.html  July2017 

 
 

Local Safeguarding Children Board 01628 683234 https://www.wamlscb.org/ 
 

http://www.saferinternet.org.uk/advice-and-resources/teachers-and-professionals/appropriate-filtering-and-monitoring
http://www.saferinternet.org.uk/advice-and-resources/teachers-and-professionals/appropriate-filtering-and-monitoring
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/469448/FGM-Mandatory-Reporting-procedural-info-FINAL.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/469448/FGM-Mandatory-Reporting-procedural-info-FINAL.pdf
http://berks.proceduresonline.com/windsor_maidenhead/index.html
https://www.wamlscb.org/
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  Multi-Agency Safeguarding Hub (MASH) and Early Help Hub  
      01628  683150 (Hrs 08:45-17:15).  Out of hours Team 01344 786543.  
       LADO 01628 683194. 

             
A Guide to Eligibility for DBS checks. April 2016 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/51
9060/Guide_to_eligibility_v8.1.pdf 
 
Further information regarding Mandatory Reporting can be found at: 

 https://www.gov.uk/government/publications/mandatory-reporting-of-female-
genital-mutilation-procedural-information 
Keeping Children Safe in Education Statutory Guidance for Schools and Colleges 2016, page 
53) 
 
Care of unaccompanied and trafficked children 
Statutory guidance for local authorities on the care of unaccompanied asylum seeking and 
trafficked children July 2014 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/330787/C
are_of_unaccompanied_and_trafficked_children.pdf 
 
 
All staff have read and understood Part One of Keeping Children Safe in Education. All staff 
have been issued with a paper copy and all teaching staff have a copy saved on their iPad 
Bookshelf. 
 
1.9 The aims of this policy are: 
 
To provide an environment in which children and young people feel safe, secure, valued and 
respected, feel confident and know how to approach adults if they are in difficulties. 
 
To raise the awareness of all teaching and non-teaching staff of the need to safeguard 
children and of their responsibilities in identifying and reporting possible cases of abuse. 
(Staff will receive appropriate safeguarding and child protection training which is regularly 
updated. Staff members will receive safeguarding and child protection updates as required, 
but at least annually, to provide them with relevant skills and knowledge to safeguard 
children effectively. ) 
 
 
To provide a systematic means of monitoring children known or thought to be at risk of 
harm, and ensure we, the school, contribute to assessments of need and support plans for 
those children. 
 
To develop a structured procedure within the school which will be followed by all members 
of the school community in cases of suspected abuse. This includes procedures for HBV 
(Honour based violence) 
 
To ensure that all adults within our school who have access to children have been checked 
as to their suitability. This includes other community users of our facilities. 
 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/519060/Guide_to_eligibility_v8.1.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/519060/Guide_to_eligibility_v8.1.pdf
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/330787/Care_of_unaccompanied_and_trafficked_children.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/330787/Care_of_unaccompanied_and_trafficked_children.pdf
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To protect children from the risk of radicalisation and to have due regard to the need to 
prevent people from being drawn into terrorism. This will include ensuring that we are doing 
all that we reasonably can to limit children’s exposure to the three areas of risks from the 
school  IT system (Content: being exposed to illegal, inappropriate or harmful material; 
Contact: being subjected to harmful online interaction with other users; Conduct: personal 
online behaviour that increases the likelihood of, or causes, harm). 
 
To ensure that the Academy has appropriate filters and monitoring systems in place to limit 
children’s exposure to the three areas of  risk (see above) from the school’s IT system. 
 
2.0 Procedures 
 
2.1 We have a Designated Safeguarding Lead for Child Protection, Miss Bianca Iasi, Head 
of School, who has undertaken appropriate training for the role, within the past two years. 
Our Designated Safeguarding Lead will update her training every two years.  
 
2.2 We have a member of staff who will act in the Designated Safeguarding Lead’s 
absence, Mr Dave Rooney, Executive Principal, who has also received training for the role of 
Designated Safeguarding Lead, and who will have been briefed in the role.   
 
2.3 We have a further two Deputy Designated Safeguarding Leads, Mary Gallop and 
Pauline Reid, they are also Home Office Accredited Trainers for WRAP (Workshop to Raise 
Awareness for Prevent) 
 
2.4 All adults, (including supply teachers and volunteers) new to our school will be made 
aware of the school’s policy and procedures for child protection, the name and contact 
details of the Designated Safeguarding Lead and have these explained, as part of their 
induction into the school.  
 
2.5 All members of staff are provided with opportunities at least every three years to 
receive Safeguarding and Prevent Duty training arranged or delivered by the Designated 
Safeguarding Lead in order to develop their understanding of the signs and indicators of 
abuse, how to respond to a pupil who discloses abuse and the procedure to be followed in 
appropriately sharing a concern of possible abuse or a disclosure of abuse. In addition all 
staff members will receive regular safeguarding and child protection updates (for example, 
via email, e-bulletins, staff meetings) as required, but at least annually, to provide them with 
relevant skills and knowledge to safeguard children effectively. 
 
2.6 All parents/carers are made aware of the school’s responsibilities in regard to child 
protection procedures through publication of the school’s Child Protection Policy, and 
reference to it is on our website and home school agreement. 
 
2.7 Our lettings policy will seek to ensure the suitability of adults working with children 
on the school site at any time. 
 
2.8 Community users organising activities for children are aware of and understand the 
need for compliance with the school’s child protection guidelines and procedures. 
 
2.9 Our selection and recruitment policy is to include all checks on staff and regular 
volunteers’ suitability, this is includes Disclosure and Barring Service checked in accordance 
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with current legislation and will be renewed by the school every three years.  The Principal, 
School Business Manager and Safeguarding Deputy are trained in Safer Recruitment, as is 
the Chair of Governors. Staff trained in Safer Recruitment always form part of interview 
panels. 
 
2.10 The name of any member of staff considered not suitable to work with children will 
be notified to the DFE Teachers’ Misconduct Team, with the advice and support of Human 
Resources and in accordance with the NEOST guidance and related regulations2.  A referral 
to the DfE, List 99 POCA (Protection of Children’s Act) should be made. 
 
2.11 Our policy and  procedures will be annually reviewed and up-dated and also when 
new Guidance is published; staff will be informed of any updates. 
 
2.12 The name of the Designated Safeguarding Leads will be clearly shown in the school, 
with a statement explaining the school’s role in referring and monitoring cases of suspected 
abuse.  
 
3.0  Supporting Children 
 
3.1 We recognise that a child who is abused, who witnesses violence or who lives in a 
violent environment may feel helpless and humiliated, may blame him/herself, and find it 
difficult to develop and maintain a sense of self-worth. 
 
3.2       Miss Bianca Iasi, Head of School, and SENDCO is the designated teacher appointed by 
the Governing body to promote the educational achievement of children who are looked 
after. She ensures that she has the relevant   information  needed  in relation to a child’s 
looked after legal status (whether they are looked after under voluntary arrangements with 
consent of parents or on an interim or full care order) and contact arrangements with birth 
parents or those with parental responsibility. She holds information about the child’s care 
arrangements and the levels of authority delegated to the carer by the authority looking 
after him/her. The Designated Safeguarding Lead should have details of the child’s social 
worker and the name of the virtual school head in the authority that looks after the child.  
 
3.3 We recognise that the school may provide the only stability in the lives of children 
who have been abused or who are at risk of harm. 
 
3.4 We recognise that the school plays a significant part in the prevention of harm to 
our pupils by providing pupils with effective lines of communication with trusted adults, 
supportive friends and an ethos of protection. 
 
3.5 We accept that research shows that the behaviour of a child in these circumstances 
may range from that which is perceived to be normal to aggressive or withdrawn. 
 
3.6  We recognise that protecting children from the risk of radicalisation is a part of our 
wider safeguarding duties, and is similar in nature to protecting children from other forms of 
harm and abuse.  

                                                           

2 The ‘Barring Regulations’ are the Procedures for Barring or Restricting People Working with Children in Education’ DFE July 2003 
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3.7 We recognise that during the process of radicalisation it is possible to intervene to 
prevent vulnerable children from being radicalised.  As with managing other safeguarding 
risks, our staff are alert to changes in children’s behaviour which could indicate that they 
may be in need of help or protection. Staff should use their professional judgement in 
identifying children who might be at risk of radicalisation and act proportionately which may 
include making a referral. 
 
3.8 Our school will support all pupils by: 
 

 Maintaining an ethos, which is understood by all staff, which enables children to feel 
secure and encourages them to talk knowing that they will be listened to. 

 

 Encouraging the development of self-esteem and resilience in every aspect of school 
life including through the curriculum. 

 

 Promoting a caring, safe and positive environment within the school. 
 

 Liaising and working together with all other support services and those agencies 
involved in the safeguarding of children. 

 

 Ensuring that all children know there is an adult in the school whom they can 
approach if they are worried or in difficulty. 

 

 Providing, across the curriculum, opportunities which equip children with the skills 
they need to stay safe from harm and to know to whom they should turn for help.  

 

 Ensuring children are taught about safeguarding, including online safety training.  
 
4.0 On-line Safety 
 
4.1 We recognise that the use of technology has become a significant component of 
many safeguarding issues. Child sexual exploitation; radicalisation; sexual predation- 
technology often provides the platform that facilitates harm. We will ensure that we protect 
and educate our pupils in their use of technology and establish mechanisms to identify, 
intervene and escalate any incident where appropriate. 
 
4.2          The breadth of issues classified within online safety is considerable, but can be 
categorised into three areas of risk: 

 Content: being exposed to illegal, inappropriate or harmful material 

 Contact: being subjected to harmful online interaction with other users 

 Conduct: personal online behaviour that increases the likelihood of, or causes, harm 
We will do all that we reasonably can to limit children’s exposure to the these risks from the 
Academy’s IT system by ensuring that there are appropriate filters and monitoring systems 
in place and are informed in part by the risk assessment required by the Prevent Duty. 
*(Appendix 3) 
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5.0 Monitoring and Filtering Systems 
 
5.1 Our monitoring systems ensure that Staff always directly supervise children whilst 
using technology including the Internet.  
 
5.2 Whilst we recognise that no monitoring can guarantee to be 100% effective we will 
ensure that our monitoring system is as robust as possible. It includes filtering for Key words, 
controlled by Google managed by Key Networks that automatically forces Safe Search and 
blocks access to inappropriate websites. 
 

Our monitoring system covers the following content:  
 

Content Content or communications that:   

Illegal Is illegal (eg. Child abuse images and 
terrorist content) 

Bullying Involves the repeated use of force, 
threat or coercion to abuse, 
intimidate or aggressively dominate 
others. 

Child Exploitation Is encouraging the child into a 
coercive/manipulative sexual 
relationship.This may include 
encouragement to meet. 

Discrimination Promotes the unjust or prejudicial 
treatment of people on the grounds 
of race, religion, age, sex, disability or 
gender identity. 

Drugs / Substance abuse Displays or promotes the illegal use of 
drugs or substances. 

Extremism Displays sexual acts or explicit images. 

Self- Harm Promotes or displays deliberate self- 
harm. 

Violence Displays or promotes the use of 
physical force intended to hurt or kill. 

Suicide Suggest the user is considering 
suicide. 

 
             
               A list of web filtering categories are in Appendix 3. 
 
5.3 We will ensure that our monitoring strategy meets the following principles: 
 

Content  

Age appropriate Includes the ability to implement 
variable monitoring appropriate to 
age. This will in turn define which 
alerts are prioritised and responded 
to. 

Data retention User accounts are disabled once 
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pupils have left the school 

Monitoring Policy 
(E-mail, E-Safety and Internet Policy) 

Pupils are routinely reminded that 
their online access is monitored. 
They are taught about on-line safety 
and to behave appropriately and 
responsibly. 

Impact Key Network review regularly and 
monitor the impact of the systems. 
Weekly E-mails are sent to the 
school. Serious breaches are notified 
immediately. 

Prioritisation (How alerts are 
generated and prioritised to enable 
rapid response) 

Key Networks send an automated E- 
Mail alerting web traffic events that 
violate our policy .They would inform 
us immediately if there was a serious 
breach eg multiple attempts to 
access an inappropriate website by a 
single user. 

Reporting Weekly E-Mail to Pauline Reid(School 
Business Manager)/ Bianca Iasi 
(Head of School) , Raman Herr 

 
 
5.4 Schools in England (and Wales) are required “to ensure children are safe from 
Terrorist and extremist material when accessing the internet in school,   including by 
establishing appropriate levels of filtering (Prevent Duty 2015).  We ensure that access to 
illegal content is blocked, specifically that the filtering providers are IWF members and block 
access to illegal Child Abuse Images and Content (CAIC) . Untangle.com are the manufacturer 
of our firewall/web filter. The filter automatically receives updates from a company called 
Zvelo who are members of the IWF. 
 
Recognising that no filter can guarantee to be 100% effective, our filtering system manages 
the following content (and web search): 
 

Content Content that : 

Discrimination Promotes the unjust or prejudicial treatment 
of people on the 
grounds of race, religion, age, or sex. 

Drugs / Substance abuse Displays or promotes the illegal use of drugs 
or substances. 

Extremism Promotes terrorism and terrorist ideologies, 
violence or intolerance. 

Malware / Hacking Promotes the compromising of systems 
including anonymous browsing and other 
filter bypass tools as well as sites hosting 
malicious content. 

Pornography Displays sexual acts or explicit images. 

Piracy and copyright theft Includes illegal provision of copyrighted 
material. 
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Self-Harm Promotes or displays deliberate self- harm 
(including suicide and eating disorders). 

Violence Displays or promotes the use of physical 
force intended to hurt or kill. 

 
 
  5.5    We ensure that our system does not over block access so it does not lead to 
unreasonable restrictions and that our filtering system meets the following principles: 

 Age appropriate, differentiated filtering – includes the ability to vary filtering 
strength appropriate to age and role; Student and staff are differentiated. 

 Control - has the ability and ease of use that allows schools to control the filter 
themselves to permit or deny access to specific content; IT provider and onsite IT 
Leader, Lisa Clark, have access to filtering controls. 

 Filtering Policy – the filtering provider publishes a rationale that details their 
approach to filtering with classification and categorisation as well as over blocking. 

 Identification - the filtering system should have the ability to identify users; filter is 
user and device aware (where possible) 

 Mobile and App content – isn’t limited to filtering web traffic and includes the 
blocking of inappropriate content via mobile and app technologies. Encrypted traffic 
sent by apps like WhatsApp cannot be intercepted by the filter, school provided 
device should/are not permitted to use apps of this nature. 

 Network level - filtering should be applied at ‘network level’ i.e., not reliant on any 
software on user devices. Untangle.com works at the network level. (Untangle.com 
are the Filter Manufacturer). 

 Reporting mechanism – the ability to report inappropriate content for access or 
blocking.  Key Networks send an automated weekly E- Mail to P Reid (School 
Business Manager, SDP, Prevent Trainer), B Iasi (Head of School, SDP) and Raman 
Herr alerting the Academy to web traffic events that violate our policy. (E-mails 
provided by Microsoft and managed by Key Networks). See Prevent Risk Assessment 
Appendix 3 

 Key Networks would inform us immediately if there was a serious breach e.g. 
multiple attempts to access an inappropriate website by a single user. 

 Reports – the system offers clear historical information on the websites visited by 
your users; Data is retained for 30 days. 
 

6.0  Peer-on-Peer Abuse  
 
6.1 All staff are aware of safeguarding issues that can manifest themselves via peer on 
peer abuse. This is most likely to include, but not limited to: bullying (including cyber 
bullying), gender based violence/sexual assaults and sexting. This could, for example, include 
girls being sexually touched/assaulted or boys being subject to initiation/hazing type 
violence. 
 
6.2 Staff are clear as to the school policy and procedures with regards to peer on peer 
abuse as defined in the anti-bullying, school’s behaviour policy and broader child protection 
procedures. 
 
6.3 Children and young people who abuse others will be responded to in a way that 
meets their needs as well as protecting others within the school community through a multi-
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agency risk assessment. We ensure that the needs of children and young people who abuse 
others will be considered separately from the needs of their victims. 
 
7.0 Private fostering arrangements 
 
7.1 A private fostering arrangement occurs when someone other than a parent or a 
close relative cares for a child for a period of 28 days or more, with the agreement of the 
child’s parents. It applies to children under the age of 16, or aged under 18 if the child is 
disabled. Children looked after by the local authority or who are placed in a residential 
school, children’s home or hospital are not considered to be privately fostered. 
 
7.2 Private fostering occurs in all cultures, including British culture and children may be 
privately fostered at any age. Most privately fostered children remain safe and well but 
safeguarding concerns have been raised in some cases so it is important that schools are 
alert to possible safeguarding issues, including the possibility that a child has been trafficked 
into the country. 
 
7.3 By law, a parent, private foster carer or other persons involved in making a private 
fostering arrangement must notify Children’s Social Care as soon as possible. Should the 
Academy become aware of a private fostering arrangement for a pupil that has not been 
notified to Children’s Social Care, the Academy will encourage parents and private foster 
carers to notify Children’s Social Care and will share information with Children’s Social Care 
as appropriate. 
               
8.0      Confidentiality 
 
8.1 We recognise that all matters relating to child protection are confidential. The 
Principal or Designated Safeguarding Lead will disclose personal information about a pupil to 
other members of staff on a need to know basis only. 
 
8.2 However, all staff must be aware that they have a professional responsibility to 
share information with other agencies in order to safeguard children. 
 
8.3 All staff must be aware that they cannot promise a child to keep secrets which might 
compromise the child’s safety or well-being or that of another. 
 
8.4 We will always undertake to share our intention to refer a child to the Multi-Agency 
Safeguarding Hub (MASH) with their parents /carers unless to do so could put the child at 
greater risk of harm, or impede a criminal investigation.  
 
9.0      Supporting Staff 
 
9.1 We recognise that staff working in the school who have become involved with a 
child who has suffered harm, or appears to be likely to suffer harm may find the situation 
stressful and upsetting. 
 
9.2   We will support such staff by providing an opportunity to talk through their anxieties 
with the Designated Safeguarding Lead and to seek further support. This could be provided 
by the Principal or another trusted colleague, Occupational Health, and/or a representative 
of a professional body or trade union, as appropriate. 
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9.3  In consultation with all staff, we have adopted a code of conduct for staff at our 
school.  This forms part of staff induction and is in the staff handbook. We understand that 
staff should have access to advice on the boundaries of appropriate behaviour.  
 
10.0             Allegations against staff 
 
10.1 All school staff should take care not to place themselves in a vulnerable position 
with a child.  
 
10.2 All staff should be aware of the school’s behaviour/discipline policy. This can be 
found in the Policy Folder situated in the area outside the Executive Principal’s office and is 
given to all staff on induction. 
 
10.3 We understand that a pupil may make an allegation against a member of staff. If 
such an allegation is made, the member of staff receiving the allegation will immediately 
inform the Principal or the most senior teacher if the Principal is not present. 
 
10.4 The Executive Principal/Head of School will immediately use the schools agreed 
guidance on managing allegations and on all such occasions will discuss the content of the 
allegation with the Local Authority Designated Officer (LADO). 
 
10.5 If the allegation made to a member of staff concerns the Principal, the person 
receiving the allegation will immediately inform the Chair of Governors who will consult as in 
8.4 above, without notifying the Principal first. 
 
10.6     The school will follow the annually agreed guidance for managing allegations against 
staff, a copy of which can be found in the Policy Folder situated outside the Principal’s office. 
 
10.7 Suspension of the member of staff against whom an allegation has been made needs 
careful consideration, and we will consult (as in 6.4 above) in making this decision. 
 
10.8 Our lettings agreement for other users requires that the organiser will follow LA 
procedures for managing allegations against staff and, where necessary, the suspension of 
adults from school premises. 
 
 
11.0     Whistleblowing   
 
11.1  We recognise that children cannot be expected to raise concerns in an environment 
where staff fail to do so. 
 
11.2  All staff should be aware of their duty to raise concerns about the attitude or actions 
of colleagues. The ‘Raising Concerns at Work (Whistle-blowing Policy) for Schools’ can be 
found in the Policy Folders situated outside the Executive Principal’s office and is given to all 
staff during induction. 
 
 
 
 



 

Child Protection and Safeguarding Policy and Procedures 
Ratified 24th November 2017         12/42   

12.0           Physical Intervention 
 
Our policy on physical intervention by staff is set out separately, as part of our Behaviour 
Policy.  This policy states that staff must only ever use physical intervention as a last resort, 
eg. when a child is endangering him/herself or others and that, at all times it must be the 
minimal force necessary to prevent injury to another person.   
 
 
Designated Safeguarding Lead: -   Miss Bianca Iasi 
 
Deputy Designated Safeguarding Leads: - Mr David Rooney, Mrs Mary Gallop,  

Mrs Pauline Reid  
    
Related Policies 
 
Anti Bullying 
Lettings 
Whistleblowing 
Managing Allegations 
Behaviour 
Confidentiality 
Single Equality Scheme 
Guidance for Disclosure and Barring Service (DBS) and Safer Recruitment 
 
The Governing Body approved this policy on date: November 2017 
 
 
Signed:         Chair of Governors 
 
 
Signed:         Executive Principal 
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APPENDIX 1 
 
Role of the Designated Safeguarding Lead for Child Protection 
 

1. Making referrals to the Multi-Agency Safeguarding Hub (MASH) if there are concerns 
about a child’s welfare, possible abuse or neglect.  

 
2. Refer cases to the Channel programme where there is a radicalisation concern as 

required. 
 

3. Refer cases where a person is dismissed or left due to risk/harm to a child to the 
Disclosure and Barring Service as required.         

 
4. Refer cases where a crime may have been committed to the Police as required. 

 
5. Liaise with appropriate professionals regarding enquiries under section 47 of the 

Children Act 1989. This may include  the case manager  and  the designated officer(s) 
at the local authority for child protection concerns  

 
6. Liaise with staff on matters of safety and safeguarding and when deciding whether 

to make a referral by liaising with relevant agencies. Act as a source of support, 
advice and expertise for staff 

 
7. Ensuring that detailed and accurate written records of concerns about a child are 

kept even if there is no need to make an immediate referral. 
 

8. Ensuring that all such records are kept confidentially and securely and are separate 
from pupil records, with a front sheet listing dates and brief entry to provide a 
chronology. An indication of further record-keeping should be marked on the pupil’s 
general record. 

 
9. Acting as a focal point for staff concerns and liaising with other agencies and 

professionals. 
 

10. Ensuring that either they or another appropriately informed member of staff attends 
case conferences or other planning meetings, contributes to the assessment 
process, and provides a report which has been shared with the parents. 

 
11. Ensuring that any absence, without satisfactory explanation, of a pupil currently 

subject to a child protection plan is referred to their Education Welfare Officer and 
the keyworker for the child protection plan immediately. 

 
12. Ensuring that all school staff are aware of the school’s CP policy and procedures, and 

know how to recognise and refer any concerns. 
 

13. Keeping themselves up to date with knowledge to enable them to fulfil their role,  
 including attending relevant training, at least every two years. This should  
 include  Prevent Awareness Training. 
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14. Ensuring that all staff receives basic Child Protection awareness training at least          
every three years and also Prevent Awareness Training. 

 
15. Providing an annual report for the Governing Body, detailing any training 

undertaken by staff and Governors, number and type of incidents/cases, referrals to 
the Multi-Agency Safeguarding Hub (MASH) subject to Child Protection Plans 
(anonymised).   

 
16. Notifying the Multi-Agency Safeguarding Hub (MASH) when a child attending the 

school is privately fostered. Private fostering is when a child under the age of 16 
(under 18 if disabled) is cared for by someone who is not their parent or a 'close 
relative'. This is a private arrangement made between a parent and a carer, for 28 
days or more. 

 
17. Ensuring that any concerns about a pupil who leaves the school are forwarded under 

confidential cover to the Designated Safeguarding Lead at the pupil’s new school as 
a matter of urgency.  The original copy of significant documents will be retained at 
our school, and photocopies forwarded as above. 

 
18. Ensure the Child Protection Policy is reviewed annually (as a minimum) and the  

procedures and implementation are updated and reviewed regularly, and are in  
line with Statutory Guidance. 

 
 
 
Designated Safeguarding Lead: 
Miss Bianca Iasi 
 Date : 
Signature: 
 
Deputy Designated Safeguarding Leads:  
Mr Dave Rooney 
Date : 
Signature: 
 
Mrs Mary Gallop  
Date : 
Signature: 
 
Mrs Pauline Reid 
Date : 
Signature:    
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                                                                       APPENDIX 2 

                         Procedures when there are concerns about a child 

 

 

 

 
 

                                 Staff have concerns about a child 

Recorded in Significant 

Observation. Reports to 

DSL (Bianca Iasi). Referral 

not required, DSL takes 

relevant action, possibly 

including Early Help and 

monitors. 

 

 

Referral made if concerns 

escalate 

 

DSL makes referral to 

Children’s Social Care and 

calls Police of 

appropriate. 

         Within 1 working day, Social Worker decides about type of response required                         

Child in need of 

immediate 

protection: DSL 

informed 

Section 47 

enquires 

appropriate: DSL 

informed 

Section 17 

enquires 

appropriate:  DSL 

informed 

 

No formal 

assessment 

required: DSL 

informed 

 

 

Appropriate 

emergency action 

taken by Social 

Worker, Police or 

NSPCC 

 

Identify child at 

risk of significant 

harm: possible 

child protection 

plan 

 

Identify if child in 

need and offer 

appropriate 

support 

DSL considers 

early help 

assessment 

accessing 

universal services 

and other and 

other support 

        At all stages staff will keep the child’s circumstances under review  and the DSL will re-

refer, if appropriate, to ensure the child’s circumstances improve-  the child’s best interest 

must always come first   .                    

Other Agency action 

Other Agency action 
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APPENDIX 3 

 
List of Web Filtering Categories 
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APPENDIX 4 

 

Safeguarding procedures at Lowbrook Academy 

 

All staff have a responsibility to create and maintain a safe learning environment for all 

children.  We have a responsibility to identify where there are child welfare concerns and 

take action to address them in partnership with other organisations.    

The Education Act 2002 – Section 175 states that ‘it is a duty of all LAs and schools to make 

arrangements to safeguard and promote the welfare of all children.’   

 As a member of staff you have a legal responsibility to report any concerns you have 

regarding safeguarding or any disclosures made by a child or young person.  

 You are also responsible for ensuring that action has been taken as a result of your 

concerns.  

 Recording of all concerns/incidents must be followed up in writing.   

Section 5B of the 2003 FGM Act (Female Genital Mutilation) requires teachers in England 

and Wales to report known cases of FGM in under 18s which they identify in the course 

of their professional work to the police. The duty came into force on 31 October 2015.  

 

Bianca Iasi, Head of School, and Dave Rooney, Executive Principal, are Designated 

Safeguarding Leads (DSL)  

Mary Gallop and Pauline Reid are Deputy Designated Safeguarding Officers 

 

Protocol for Reporting Safeguarding Concerns:  

• You should report to the DSL if you have any concerns about the welfare of a child 

• The DSL will then decide on the appropriate course of action 

• Written records of these concerns are essential and should be treated as 

confidential.  
• All confidential files are held in a locked filing cabinet in the Executive Principal’s 

office.  

The Four Categories of Abuse:  Physical, Sexual, Emotional and Neglect.   

Protocol for Reporting Disclosures or Serious Concerns of Abuse  

 Report any concerns to the DSL immediately and then follow this up in writing.  

 Disclosures from a young person are confidential but if any of the content has a 

safeguarding concern you should inform the pupil that you will need to tell someone 

else.  

 Reassure them that you will only tell who needs to be told.   

Disclosure- What to do: 

 Stay calm, tell the child they have done the right thing 

 Be honest, do not make promises you cannot keep – YOU HAVE A DUTY TO REFER 

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

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

Disclosure- What not to do: 

 Do not ask leading questions 

 Do not promise not to tell anyone 
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 Do not put words into a child’s mouth or assume how the child feels. 

 Do not attempt to interview the child. 

Record Keeping  

 All incidents should be recorded in writing and dated and signed   

  Child's name 

 Age of the child and date of birth 

 Date and time of the observation or the disclosure 

 Exact words spoken by the child 

 Exact position and type of injuries or marks seen, if appropriate 

 Exact observation of an incident including any other witnesses 

 Name of the person to whom the concern was reported, with date and time; and the 

names of any other person present at the time. 

 Any discussion held with the parent(s) (where deemed appropriate) 

 Any relevant Significant Observation sheets should be attached to the record 

Records Should:  

 Be within 24 hours                        

 Be accurate and descriptive. Do NOT make any assumptions.  

 Be clear and concise  

 

REMEMBER: 

ALL STAFF MEMBERS HAVE A DUTY TO REFER AND SAFEGUARD THE CHILDREN IN OUR 

CARE.  

ALL STAFF MUST ENSURE THEY HAVE READ AND UNDERSTAND THE SCHOOLS 

SAFEGUARDING POLICIES AND PROCEDURES.  

 

I have read and understand the protocol for Safeguarding procedures at Lowbrook 

Academy. 

I have read Working Together to Safeguard Children March 2015 and Keeping Children 

Safe in Education September 2016 Part 1 

I understand that I will receive regular training and updates. 

 

 

Name ……………………………………………………………. Date …………………………………………………………. 

 

Signed………………………………………………………………………………. 
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                                                                        APPENDIX 5 
 
 

  Recording Form for Safeguarding Concerns 

Staff are required to complete this form and pass it to [Bianca Iasi, Dave Rooney, Mary 

Gallop or Pauline Reid ] if they have a safeguarding concern about a child in our school. 

 

Full name of child Date of Birth Class Your name and position in 

school 

    

 

 

Nature of concern/disclosure 

Please include where you were when the child made a disclosure, what you saw, who else was there, what did 

the child say or do and what you said.  

 

 

 

 

 

 

 

 

Time & date of incident:  

Was there an injury?    Yes / No                                     Did you see it?     Yes / No 

Describe the injury: 
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Was anyone else with you? Who? 

Has this happened before?                      Did you report the previous incident? 

Who are you passing this information to?  

Name:     

                                                                                                   

Position:       

                            

Your signature: 

Time form completed:                                                                       

 

Date: 
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APPENDIX 6 

Prevent Duty Risk Assessment/Action Plan                                       
 
Lowbrook Academy recognises that it has a duty under Section 26 of the Counter-Terrorism and Security Act, 2015, in the exercise of its functions, to have due 
regard to the need to prevent people from being drawn into terrorism. 
 

Duty What this Means Action By Whom 

Risk Assessment 

 
Assess the risk of children being 
drawn into terrorism. 

 

 Leadership:  Executive Principal, 
Governors and SLT have a good 
understanding of their own and The 
Academy’s responsibilities in relation 
to the Prevent Duty? 

Governors have been given Prevent Training by Prevent 
Lead, M Gallop, 14.4.16. 
SLT have been given Prevent Training 25.1.16 by 
Prevent Lead. Update given to all staff by Mary Gallop 
on 19.09.16. 
Mary Gallop/ Pauline Reid (Deputy Designated 
Safeguarding Leads) are Home Office Accredited 
Prevent Trainers. WRAP Training 10.11.15 - Misha 
Upadhyaya, Prevent Officer, Thames Valley Police.  

Executive 
Principal. 
Prevent Lead. 

 Partnership: The Academy has an 
identified single point of contact 
(SPOC) in relation to Prevent. 

M Gallop responsible for overseeing of the Prevent 
Action Plan & updating SLT and Governors. 

Prevent Lead. 

 Staff can demonstrate a general 
understanding of the risks affecting 
children and young people. 
 

All staff have copies of Keeping Children Safe in 
Education, September 2016. 
All Staff have been trained by Prevent Lead. All have 
been   informed of their duties as set out in The Prevent 
Duty (DfE, June 2015) 25.1.16 . 

Prevent Lead. 

 Staff can identify individual children 
who may be at risk of radicalisation 

The Prevent Lead has informed staff about signs and 
indicators of radicalisation in Prevent Training. 

Prevent Lead. 
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and how to support them. Teaching Staff 25.1.16, Teaching Assistants - 7.3.16, 
21.3.16. 

 There is a clear procedure in place 
for protecting children at risk of 
radicalisation. 

All staff have read the Safeguarding Policy which 
includes a statement regarding the school’s Prevent 
duty. 
 All staff understand how to record and report concerns 
regarding risk of radicalisation. 

Prevent Lead. 

    

 The school has identified a Prevent 
Lead. 

All staff know who the Prevent Lead is and that they act 
as a source of advice and support. ( M. Gallop) 

Prevent Lead. 

Prohibit extremist speakers and 
events in the school. 

The school exercises ‘due diligence’ 
in relation to requests from external 
speakers and organisations using 
school premises. 

Speakers are selected by the School and any request is 
subject to the Executive Principal’s approval. 
Request an outline of what the speaker intends to 
cover 
Research the person/organisation to establish whether 
they have demonstrated extreme views/actions. 
All events including charity events are approved by the 
Executive Principal and SLT. 
Deny permission for people/organisations to use school 
premises if they have links to extreme groups or 
movements. 

Executive 
Principal 
SLT 

Working in Partnership 

The school is using existing local 
partnership arrangements in 
exercising its Prevent Duty. 

Staff record and report concerns in 
line with existing policies and 
procedures 

All staff have been trained in Safeguarding and Prevent 
and understand how to register concerns with the 
Prevent Lead. All contribute to Significant Observations 
Folder if necessary. 
 

SDPs 
Prevent Lead. 

 The Prevent Lead makes appropriate 
referrals to other agencies including 

RBWM is not considered a High Risk LA.  
The Prevent Lead is familiar with both Local Authority 

Prevent Lead. 
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the Multi-Agency Safeguarding Hub 
(MASH) and Channel Panel. 

and Police Prevent Leads.( Misha Upadhyaya  Prevent 
Officer, Thames Valley Police  -01753 506291, Internal:  
731 6291, Mobile: 07467 444183 
misha.upadhyaya@thamesvalley.pnn.police.uk  
  Prevent Office , Slough Police Station, Windsor Road | 
Slough | SL1 2HH  
Website:  www.thamesvalley.police.uk.Non Emergency 
Contact Number: 101 
Records of any referrals are kept in a locked cabinet in 
the Executive Principal’s Office. 
 
 

Staff training 

Equip staff to identify children at risk 
of being drawn into terrorism and to 
challenge extremist ideas. 

Assess the training needs of staff in 
the light of the school’s assessment 
of the risk to pupils at the school of 
being drawn into terrorism. 
 

Mary Gallop/ Pauline Reid (Deputy Designated 
Safeguarding Leads) are Home Office Accredited 
Prevent Trainers. WRAP Training 10.11.15 - Misha 
Upadhyaya, Prevent Officer, Thames Valley Police. 
Prevent Lead has trained all Teaching Staff, Teaching 
Assistants, Governors and Wrap- Around Care Staff. 
Staff Safeguarding and Prevent Training register is 
stored in the Single Central Record. 

Prevent Lead. 

 
 
 
 
 
 
 
 

All staff have sufficient knowledge 
and confidence to:  
1.Exemplify British Values in their 
management, teaching and through 
general behaviours in the institution 
 2.understand the factors that make 
people vulnerable to being drawn 
into terrorism and to challenge 

Prevent Lead has trained all Teaching Staff, Teaching 
Assistants and Governors.  
The importance of British Values is included in the 
training. All classrooms have a British values Display 
and British Values are routinely exemplified throughout 
the Academy’s practise and are well embedded. Our 
Citizenship and Ethics Curriculum reflects British 
Values. Weekly Assemblies are also themed around 

Prevent Lead. 

mailto:misha.upadhyaya@thamesvalley.pnn.police.uk
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extremist ideas which are used by 
terrorist groups and can purport to 
legitimise terrorism 
3. Have sufficient training to be able 
to recognise this vulnerability and be 
aware of what action to take in 
response. 

British Values. 
All Wrap- Around Care Staff have also been trained.  
All Parent Volunteers have been trained as part of Safe 
Guarding Training 
All staff have been trained in the Academy’s 
procedures. 

IT Policies  

Ensure that children are safe from 
terrorist and extremist material 
when accessing the internet in 
school. 

The Academy has policies in place 
which make reference to the Prevent 
Duty. 

Safeguarding Policy, E-mail, Internet and E-Safety 
Policies both refer to Prevent Duty. 

Prevent Lead. 
SLT 

 The Academy employs 
filtering/firewall systems to prevent 
staff/ students/ visitors from 
accessing extremist websites and 
material. 
The system alerts to serious and/or 
repeated breaches or attempted 
breaches of the policy.   

Firewall Manufacturer www.untangle.com , managed 
by Key Networks. 
Automatic E-mails provided by Microsoft and managed 
by Key Networks sent to school on weekly basis 
notifying of alerts and security breaches. 
Key Networks send an automated weekly E- Mail to D. 
Rooney (Executive Principal), P. Reid (School Business 
Manager, Deputy Designated Safeguarding Lead), M. 
Gallop (Prevent Trainer, Deputy Designated 
Safeguarding Lead), B. Iasi (Head of School, Designated 
Safeguarding Lead) and Lisa Clark (ICT Lead) alerting 
the Academy to web traffic events that violate our 
policy. (E-mails provided by Microsoft and managed by 
Key Networks). 
Key Networks would inform us immediately if there 
was a serious breach e.g. multiple attempts to access 
an inappropriate website by a single user. 

SLT 
Key Networks 
P. Reid 
B. Iasi 
L Clarke 
D. Rooney  
 

http://www.untangle.com/
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Josh Bennett | IT Consultant ,Key Network Services Ltd 
,T: 0345 3096090  F: 0345 3096091 E: 
josh.bennett@knws.co.uk 

 Children are taught about on-line 
safety with specific reference to the 
risk of radicalisation. 

The curriculum reflects this duty. All staff routinely 
teach and remind children about on-line Safety.  
Classrooms have On-Line Safety displays.  

All Staff 

Building children’s resilience to radicalisation 

 There adequate arrangements and 
resources in place to provide 
pastoral care and support as 
required. 

Circle times are timetabled weekly and children have 
the opportunity to share and discuss issues. All TAs 
have received Circle Time training and are experienced 
in supporting children.  
L. Elliott, TA, is ELSA trained and runs Social Groups 
with children identified by Class Teachers; this is also 
monitored by the SENDCO/Head of School (B. Iasi.) 
Class teachers carefully monitor welfare of pupils, 
Significant Observation notes are kept in Assessment 
Folders.  
Children are discussed regularly in Team Meetings and 
SLT Meetings. 

All Staff 
 
 
 

Ensure that pupils have a safe 
environment in which to discuss 
controversial issues. 

Pupils develop the knowledge, skills 
and understanding to prepare them 
to play a full and active part in 
society. 

Through Citizenship and Ethics, Faith and Belief and 
other curriculum activities, pupils are able to explore 
political, religious and social issues.  
 
Pupils are taught about the diverse national, regional 
and ethnic identities in the UK and the need for mutual 
respect.  
Staff are aware of the government guidance :  
https://www.gov.uk/government/news/guidance-on-
promoting-british-values-in-schools-published/  as part 

All Staff 

mailto:josh.bennett@knws.co.uk
https://www.gov.uk/government/news/guidance-on-promoting-british-values-in-schools-published/
https://www.gov.uk/government/news/guidance-on-promoting-british-values-in-schools-published/
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of their Prevent Training. 

Site Security 

Ensure that the Academy manages 
the access of all visitors to the site. 

There are effective arrangements in 
place to manage access to the 
campus by visitors and non-
students/staff. 
 

All external doors are locked, playground gates are 
locked. Entry to the school by Front Door via buzzer 
Security System. 
All visitors to site are signed in and out by Office Staff. 
All visitors wear Visitor ID Badges. 
All visitors to the site are DBS checked. 
The Single Central Record contains details of all staff, 
Governors and Volunteers DBS checks and 
Safeguarding Training. 

All Staff 

 Incident Management: The Academy 
has a critical incident management 
plan which is capable of dealing 
terrorist related issues. 

We have a School Emergency Plan for On- Site and Off- 
Site Incidents.  
 

 

Safeguarding    

Protection against the risk of 
radicalisation and extremism is 
included within Safeguarding and 
other relevant policies. 

 Protection against the risk of radicalisation and 
extremism and The Prevent Duty is included within 
Safeguarding Policy. 
DSLs receive additional and ongoing training to enable 
the effective understanding and handling of referrals 
relating to radicalisation and extremism. 

SDP 
Prevent Lead 

 
References: Keeping Children Safe in Education: Information for all school and college staff” DfE, September 2016 
“The Prevent Duty: Departmental advice for schools and childcare providers”, DfE, June 2015 
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Appendix 7 
 

 
Reference Request for Teaching Staff 

 
 

Candidate Name:  

 

Current Job Title: 

Current Salary: 

Dates of Employment:  From:     To: 

Assessment: Please give your assessment of the candidate’s professional abilities indicating any areas of strength and 

any areas which require development/improvement. If the candidate is currently serving as a teacher please comment 
with reference to the national standards for teachers .Please indicate your assessment of the candidate’s professional 
abilities in their current role and how prepared they are, in your opinion, for the role that they are applying for.  
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Additional : If you answer NO to question a) or YES to question d)  

please provide additional details.  If more space is required please attach a separate sheet. 

a) Would you re-employ?  Yes No 

(If no please provide further information) 

b) Why did this candidate leave your employment 

 

c) How long have you known this candidate and in what capacity Years 

In what capacity   

d) Has there ever been any disciplinary action taken against the 
candidate (see below for what should be included*)  

Yes No 

What was the reason for disciplinary action 

When did it occur 

*Please include : 

 details of any disciplinary procedures the candidate has been subject to in which the disciplinary 
sanction is current;  

 details of any disciplinary procedures the candidate has been subject to involving issues related to 
the safety and welfare of children or young people, including any in which the disciplinary sanction 
has expired, and the outcome of those; and,  

 details of any allegations or concerns that have been raised about the candidate that relate to the 
safety and welfare of children or young people or behaviour towards children or young people, and 
the outcome of those concerns e.g. whether the allegations or concern was investigated, the 
conclusion reached, and how the matter was resolved.  

 Please do not include details of any allegation which was proven to be false, unsubstantiated or 
malicious. 
 

Has the candidate been subject to formal capability action within the last two years? Please note that under 
the School Staffing (England) (Amendment) Regulations 2012, maintained schools are required to provide 
this detail, where requested, in respect of candidates applying for teaching positions in maintained and 
academy schools. 
 
YES/NO 
 
If YES please provide details below 
 
 
 

Suitability to work with children  

Do you know of ANY reason why this applicant may not be 
suitable to work with children?   

 

Yes No 

If yes please give details 
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Under the Data Protection Act 1998, where there has been a Subject Access Request, your consent is 
required before we may disclose to the data subject the information contained in this reference 

 

I do/do not agree to the disclosure of the information contained in this reference 

 

 

Signed   Position  

Name  Tel. Number  

Relationship to candidate (i.e. Chair of Governors)  

Do you wish to talk further to the Recruiting Manager  Yes No 

 
Please ensure the reference is accurate and does not contain any material misstatement or omission.   

The Recruiting manager may contact you if clarification is required on any point  
or if there has been an omission  

 
Thank you for taking the time to complete this reference  

 
Please return to Pauline Reid, School Business Manager 
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Reference Request for Teaching Assistants  

 
 

Candidate Name:  

 

Current Job Title: 

Current Salary: 

Dates of Employment:  From:     To: 

Assessment: Please give your assessment of the candidate’s professional abilities indicating any areas of 

strength and any areas which require development/improvement. If the candidate is currently serving as a 
Teaching Assistant please comment on the candidate’s professional abilities in this role and how prepared they 
are, in your opinion, for the role that they are applying for.  If they are not currently a Teaching Assistant please 
indicate your assessment of the candidate’s professional abilities in their current role and how prepared they are, 
in your opinion, for the role that they are applying for. 
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Additional : If you answer NO to question a) or YES to question d)  

please provide additional details.  If more space is required please attach a separate sheet. 

a) Would you re-employ?  Yes No 

(If no please provide further information) 

b) Why did this candidate leave your employment 

 

c) How long have you known this candidate and in what capacity Years 

In what capacity   

d) Has there ever been any disciplinary action taken against the 
candidate (see below for what should be included*)  

Yes No 

What was the reason for disciplinary action 

When did it occur 

*Please include : 

 details of any disciplinary procedures the candidate has been subject to in which the 
disciplinary sanction is current;  

 details of any disciplinary procedures the candidate has been subject to involving issues related 
to the safety and welfare of children or young people, including any in which the disciplinary 
sanction has expired, and the outcome of those; and,  

 details of any allegations or concerns that have been raised about the candidate that relate to 
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the safety and welfare of children or young people or behaviour towards children or young 
people, and the outcome of those concerns e.g. whether the allegations or concern was 
investigated, the conclusion reached, and how the matter was resolved.  

 Please do not include details of any allegation which was proven to be false, unsubstantiated 
or malicious. 
 

 

Suitability to work with children  

Do you know of ANY reason why this applicant may not be 
suitable to work with children?   

 

Yes No 

If yes please give details 

 

 

 

 

 

Under the Data Protection Act 1998, where there has been a Subject Access Request, your consent is 
required before we may disclose to the data subject the information contained in this reference 

 

I do/do not agree to the disclosure of the information contained in this reference 

 

 

Signed   Position  

Name  Tel. Number  

Relationship to candidate (i.e. Chair of Governors)  

Do you wish to talk further to the Recruiting Manager  Yes No 

 
Please ensure the reference is accurate and does not contain any material misstatement or omission.   

The Recruiting manager may contact you if clarification is required on any point  
or if there has been an omission  

 
Thank you for taking the time to complete this reference  

 
Please return to Pauline Reid, School Business Manager 
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Reference Request for Office Staff 

 
 

Candidate Name:  

 

Current Job Title: 

Current Salary: 

Dates of Employment:  From:     To: 

Assessment: Please give your assessment of the candidate’s professional abilities indicating any areas of 

strength and any areas which require development/improvement. If the candidate is currently working in a school 
setting please comment on the candidate’s professional abilities in this role and how prepared they are, in your 
opinion, for the role that they are applying for.  If they are not currently working in a school, please indicate your 
assessment of the candidate’s professional abilities in their current role and how prepared they are, in your 
opinion, for the role that they are applying for. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Child Protection and Safeguarding Policy and Procedures 
Ratified 24th November 2017         38/42   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Additional : If you answer NO to question a) or YES to question d)  

please provide additional details.  If more space is required please attach a separate sheet. 

a) Would you re-employ?  Yes No 

(If no please provide further information) 

b) Why did this candidate leave your employment 

 

c) How long have you known this candidate and in what capacity Years 

In what capacity   

d) Has there ever been any disciplinary action taken against the 
candidate (see below for what should be included*)  

Yes No 

What was the reason for disciplinary action 

When did it occur 

*Please include : 

 details of any disciplinary procedures the candidate has been subject to in which the 
disciplinary sanction is current;  

 details of any disciplinary procedures the candidate has been subject to involving issues related 
to the safety and welfare of children or young people, including any in which the disciplinary 
sanction has expired, and the outcome of those; and,  

 details of any allegations or concerns that have been raised about the candidate that relate to 
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the safety and welfare of children or young people or behaviour towards children or young 
people, and the outcome of those concerns e.g. whether the allegations or concern was 
investigated, the conclusion reached, and how the matter was resolved.  

 Please do not include details of any allegation which was proven to be false, unsubstantiated 
or malicious. 
 

 

Suitability to work with children  

Do you know of ANY reason why this applicant may not be 
suitable to work with children?   

 

Yes No 

If yes please give details 

 

 

 

 

 

Under the Data Protection Act 1998, where there has been a Subject Access Request, your consent is 
required before we may disclose to the data subject the information contained in this reference 

 

I do/do not agree to the disclosure of the information contained in this reference 

 

 

Signed   Position  

Name  Tel. Number  

Relationship to candidate (i.e. Chair of Governors)  

Do you wish to talk further to the Recruiting Manager  Yes No 

 
Please ensure the reference is accurate and does not contain any material misstatement or omission.   

The Recruiting manager may contact you if clarification is required on any point  
or if there has been an omission  

 
Thank you for taking the time to complete this reference  

 
Please return to Pauline Reid, School Business Manager 
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Reference Request for Wrap Around Care 
Staff 

 
Candidate Name:  

 

Current Job Title: 

Current Salary: 

Dates of Employment:  From:     To: 

Assessment: Please give your assessment of the candidate’s professional abilities indicating any areas of 

strength and any areas which require development/improvement. If the candidate is currently working in a school 
setting please comment on the candidate’s professional abilities in this role and how prepared they are, in your 
opinion, for the role that they are applying for.  If they are not currently working in a school, please indicate your 
assessment of the candidate’s professional abilities in their current role and how prepared they are, in your 
opinion, for the role that they are applying for. 
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Additional : If you answer NO to question a) or YES to question d)  

please provide additional details.  If more space is required please attach a separate sheet. 

a) Would you re-employ?  Yes No 

(If no please provide further information) 

b) Why did this candidate leave your employment 

 

c) How long have you known this candidate and in what capacity Years 

In what capacity   

d) Has there ever been any disciplinary action taken against the 
candidate (see below for what should be included*)  

Yes No 

What was the reason for disciplinary action 

When did it occur 

*Please include : 

 details of any disciplinary procedures the candidate has been subject to in which the 
disciplinary sanction is current;  

 details of any disciplinary procedures the candidate has been subject to involving issues related 
to the safety and welfare of children or young people, including any in which the disciplinary 
sanction has expired, and the outcome of those; and,  

 details of any allegations or concerns that have been raised about the candidate that relate to 
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the safety and welfare of children or young people or behaviour towards children or young 
people, and the outcome of those concerns e.g. whether the allegations or concern was 
investigated, the conclusion reached, and how the matter was resolved.  

 Please do not include details of any allegation which was proven to be false, unsubstantiated 
or malicious. 
 

 

Suitability to work with children  

Do you know of ANY reason why this applicant may not be 
suitable to work with children?   

 

Yes No 

If yes please give details 

 

 

 

 

 

Under the Data Protection Act 1998, where there has been a Subject Access Request, your consent is 
required before we may disclose to the data subject the information contained in this reference 

 

I do/do not agree to the disclosure of the information contained in this reference 

 

 

Signed   Position  

Name  Tel. Number  

Relationship to candidate (i.e. Chair of Governors)  

Do you wish to talk further to the Recruiting Manager  Yes No 

 
Please ensure the reference is accurate and does not contain any material misstatement or omission.   

The Recruiting manager may contact you if clarification is required on any point  
or if there has been an omission  

 
Thank you for taking the time to complete this reference  

 
Please return to Pauline Reid, School Business Manager 

 
 

 

 


