
Child Protection Policy for 
 

Birchfield Community Primary School 
 
 
 
INTRODUCTION 
 
The aim of this policy is to safeguard and promote our pupil’s welfare, safety, 
health and guidance by fostering an honest, open caring and supportive climate.  
The pupil’s welfare is of paramount importance. 
 
Birchfield Community Primary School fully recognises the responsibility it has 
under Safeguarding Children and Safer Recruitment in Education (2007)and the 
contribution it can make to protect children and support pupils in school. 
 
All staff involved with children (teaching and non-teaching) have a responsibility 
to be mindful of issues related to children’s safety and welfare and a duty to 
report and refer any concerns. 
 
This policy sets out how the school’s governing body discharges its statutory 
duties in promoting the welfare of children who are pupils at the school. 
 
There are three main elements to our Child Protection Policy. 
 
1. Prevention through the teaching and pastoral support offered to the 

pupils within the whole school protective ethos. 
 
2. Protection by following agreed procedures, ensuring staff are 

appropriately recruited, trained and supported to respond appropriately 
and sensitively to Child Protection concerns. 

 
3. Support to pupils who may have been abused. 
 
This policy applies to all staff working in the school, including governors.  
Concerned parents may also contact the school or one of the governors. 
 
SCHOOL COMMITMENT 
 
We recognise that high self-esteem, confidence, supportive friends and clear 
lines of communication with a trusted adult helps all children, and especially 
those at risk of, or suffering from, abuse. 
 
Birchfield Community Primary School will therefore: 
 
Establish and maintain an ethos where children feel secure and are encouraged 
to talk, and are listened to. 
 
Ensure that pupils know that there are adults in the school who they can 
approach if they are worried or are in difficulty. 
 
Include in the curriculum, activities and opportunities for PHSE/Citizenship, 
which equip pupils with the skills they need to stay safe from abuse. 



 
Ensure that wherever possible every effort will be made to establish effective 
working relationships with parents and colleagues from other agencies. 
 
FRAMEWORK 
 
Schools do not operate in isolation.  The welfare of children is a corporate 
responsibility of the entire local authority, working in partnership with other 
public agencies, the voluntary sector and service users and carers.  All local 
authorities have a particular responsibility towards children and families most at 
risk of social exclusion, (Working Together to Safeguard Children 2006). 
 
Child Protection is the responsibility of all adults, especially those working with 
children.  The development of appropriate procedures and the monitoring of 
good practice are the responsibilities of the Local Safeguarding Children. 
 
ROLES AND RESPONSIBILITIES 
 
All adults working with or on behalf of children have a responsibility to safeguard 
and promote the welfare of children.  There are, however, key people with 
schools and the LA who have specific responsibilities under Child Protection 
Procedures.  The names of those carrying these responsibilities for the current 
year are listed on the cover sheet of this document. 
 
THE ROLE OF THE GOVERNING BODY 
 
The Governing Body fully recognises its responsibilities with regard to Child 
Protection and to safeguarding and promoting the welfare of children. 
 
It will ~ 
 
 Designate a governor for child protection who will oversee the school’s Child 

Protection procedures and processes. 
 Ensure an annual report is made to the Governing Body on child protection 

matters to include changes affecting Child Protection Policy and Procedures, 
child Protection training received, the number of cases/incidents (no names) 
and child protection in the curriculum.  A copy of this completed review 
should be sent to the local authority (via Governor Services) for monitoring 
purposes. 

 Ensure that this Policy is revised and updated annually. 
 
The designated child protection person at our School is Head teacher, Richard 
Culham.  In her absence, Deputy Head, David Harris will take the lead.  In any 
event, the Headteacher will be informed of any suspicions of abuse. 
 



PROCEDURES 
 
Where it is believed that a pupil is suffering from, or is at risk of, significant 
harm, we will follow the procedures set out in the South West Child Protection 
Procedures (www.swcpp.org.uk) and the LSCB documents which can be found 
on www.somersetsafeguardingchildrenboard.org.uk and on SiX (Somerset 
Information Exchange). 
 
These procedures make it clear, confirmed in our own school policies, that the 
welfare of the child is of paramount importance.  This takes precedence over 
sensitivities about relations with parents, the likely reaction of other parents and 
the community and any wish a child might have for complete confidentiality 
(which cannot be guaranteed).  Members of staff not following the procedures 
could put themselves and the child concerned at risk.  As long as the procedures 
are adhered to, members of staff will receive the full support of the Governing 
Body and the Local Authority (LA). 
 
Relevant staff will be notified of any concerns during morning briefings. 
 
Parents will be informed of the school’s duties of Child Protection through the 
school prospectus. 
 
CHILD PROTECTION PROCEDURE CHECKLIST FOR OUR STAFF 
 
If ~ 
 
 A pupil discloses abuse,   or 
 A member of staff suspects a child may have been abused,   or 
 A third party expresses concern. 
 A staff member witnesses an abusive situation involving another 

staff member. 
 
The member of staff MUST:  RECORD AND REPORT 
 

Respond without showing any signs of disquiet, anxiety or shock. 
Enquire casually about how an injury was sustained or why a child 
appears upset. 
Confidentiality must not be promised to children or adults in this 
situation. 
Observe carefully the demeanour of behaviour of the child. 
Record in detail what has been seen and heard. 
Do not interrogate or enter into detailed investigations:  rather, 
encourage the child to say what he wants until enough information is 
gained to decide whether or not a referral is appropriate. 

 
Then REPORT to the designated person without delay. 
 
Members of staff MUST NOT: 
 

Investigate suspected/alleged abuse themselves. 
Evaluate the grounds for concern. 
Seek or wait for proof. 
Discuss the matter with anyone other than the Headteacher/Senior Staff. 

 



The Children’s Social Care Department and CAIT (Children Abuse and 
Investigation Team - Police) are the only agencies that can investigate 
allegations of abuse. 
 
TRAINING AND SUPPORT 
 
School will ensure that the Headteacher, the senior designated person and the 
governing body attend training relevant to their role. 
 
PROFESSIONAL CONFIDENTIALITY 
 
Confidentiality is an issue, which needs to be discussed and fully understood by 
all those working with children, particularly in the context of Child Protection.  
The only purpose of confidentiality in this respect is to benefit the child. 
 
No adult must ever guarantee confidentiality to any pupil.  Staff should make 
pupils aware that if they disclose information that may be harmful to themselves 
or others, then certain actions will need to be taken. 
 
Normally, personal information should only be disclosed to third parties 
(including other agencies) with the consent of the subject of that information 
(Data Protection Act 1998, European Convention on Human Rights, Article 8).  
Wherever possible, consent should be obtained before sharing personal 
information with third parties.  In some circumstances, obtaining consent may 
not be possible or in the best interest of the child, for example, where safety and 
welfare of that child necessitates that the information should be shared.  The law 
permits the disclosure of confidential information necessary to safeguard a child 
or children.  Disclosure should be justifiable in each case, according to the 
particular facts of the case, and legal advice should be sought if in doubt. 
 
RECORDS AND MONITORING 
 
Well-kept records are essential to good Child Protection Practice.  Our school is 
clear about the need to record any concerns held about a child or children within 
our school, the status of such records and when these records should be passed 
over to other agencies. 
 
Birchfield Community Primary School will: 
 

Keep clear detailed written records of concerns about pupils. 
 
Ensure all records are kept secure and in a locked location. 
 
Ensure records are passed on to the receiving school if a pupil transfers. 

 
Written notes/records of any Child Protection issues regarding individual pupils 
will be kept in a locked cabinet in the office. 
 
A brief summary of the concerns can also be recorded in a bound book, also kept 
in the office.  This will indicate who has been notified, including parents, School 
Governor (if school has a residential element, and the incident is serious, ensure 
OFSTED’s National Business Unit on 08456 404040 is informed).  Each incident 
will have a number allocated at the top of the page. 
 



On individual pupil files, a cause for concern sheet will be entered along with the 
corresponding incident number from the bound book. 
 
Child Protection Records should be kept for three years and then shredded – on 
the basis this information have been shared with Children’s Social Care who will 
continue to be hold them. 
 
The legal advice for general pupil records is that they should be held for 15 
years after the pupil has reached the age of 18.  This timescale allows for any 
legal proceedings brought in terms of litigation by a pupil in respect of a school 
‘failing to provide an education’. 
 
ATTENDANCE AT CHILD PROTECTION CONFERENCES 
 
If pupils become the subject of Child Protection conferences the school will be 
represented and share information about the child and his family.  Usually this 
will be in the form of a written report, the contents of which will be shared with 
parents/carers prior to the meeting.  Where the school provides a verbal report, 
parents/carers will be informed what is to be said prior to the conference. 
 
Occasionally, the school may have information which is confidential and which 
will be shared in a closed meeting prior to the conference.  If this is necessary, 
the Chair of the conference will discuss the matter with parents/carers 
beforehand. 
 
When any child becomes the subject of a conference, local procedures require all 
other children in the family are considered.  It may well be that the school will 
be required to provide information on children with whom there appear to be no 
direct concerns. 
 
The school will contribute to the process of risk assessment and the decision 
about registration of children to be put on the register. 
 
SUPPORTING PUPILS AT RISK 
 
Birchfield Community Primary School recognises that children who are abused or 
who witness violence, may find it difficult to develop a sense of self worth and to 
view the world in a positive way.  This school may be the only stable, secure and 
predictable element in the lives of children at risk.  Whilst at school, their 
behaviour may still be challenging and defiant.  It is also recognised that some 
children who have experienced abuse may in turn abuse others.  This requires a 
considered, sensitive approach in order that the child can receive appropriate 
help and support. 
 
Birchfield Community Primary School will endeavour to support pupils through: 
 
 The curriculum, to encourage self esteem and self motivation. 
 The school ethos, which promotes a positive, supportive and secure 

environment and which gives all pupils and adults a sense of being respected 
and valued. 

 The implementation of school behaviour management policies. 
 A consistent approach, which recognises and separates the cause of 

behaviour from that which the child displays.  This is vital to ensure that all 
children are supported within the school setting. 



 Regular liaison with other professionals and agencies that support the pupils 
and their families. 

 A commitment to develop productive and supportive relationships with 
parents and carers. 

 The development and support of a responsive and knowledgeable staff group 
trained to respond appropriately in child protection situation. 

 
This policy should be read in conjunction with other related policies in school. 
 
1. Recruitment and Selection. 
2. Behaviour Management. 
3. Bullying. 
4. Physical Interventions. 
5. Health and Safety. 
 
We recognise that, statistically, children with emotional and behavioural 
difficulties and disabilities are most vulnerable to abuse.  School staff who work, 
in any capacity, with children with emotional and behavioural problems will need 
to be particularly sensitive to signs of abuse.  It must also be stressed that in a 
home environment where there is domestic violence, drug or alcohol abuse, 
mental health issues, children may also be vulnerable and in need of support or 
protection. 
 
SAFE SCHOOLS, SAFE STAFF 
 
When recruiting staff and volunteers, the school must ensure all appropriate 
checks are made and the DCSF guidance on Safer Recruitment followed.  Each 
school should have a DCSF accredited trained person involved in all staff 
interviews. 
  
The school must keep a careful check on all visitors and guests whether their 
visit is by invitation or unsolicited. 
 
The school must ensure that there is sufficient staff (male/female balance) to 
run all activities. 
 
All school staff must be an adult role model for pupils: courteous, friendly and 
kind.  No member of staff should make suggestive or discriminatory or other 
inappropriate comments. 
 
All school staff should respect pupils at all times regardless of their sex, 
ethnicity, disability or sexual orientation. 
 
No member of school staff must ever allow or engage in inappropriate verbal or 
physical contact of any description. 
 
All school staff should be firm and fair with pupils.  Favouritism should be 
avoided, as should singling out troublemakers. 
 
No member of school staff should allow pupils or adults to engage in abusive 
activities such an initiation rites, ridiculing or bullying. 
 



The school must develop an ethos that allows staff to feel comfortable and 
caring enough to point out any inappropriate attitudes or behaviour to each 
other. 
 
The school must encourage children to trust their own feelings about adult 
behaviour and to assert their right to determine (within sensible limits) the 
behaviour with which they are comfortable. 
 
All school staff should ensure that when working individually with a pupil, they 
should be mindful of safe working practices, (eg, where possible doors are left 
open), other staff are aware they are working on a one to one basis, and 
immediate help is available if needed. 
 
All school staff should report disclosures or concerns to the Child Protection 
Officer. 
 
Staff should never trivialise child abuse issue. 
 
No member of school staff should drive a pupil home without permission of the 
parent/carer and Headteacher. 
 
No member of staff should ever take a young person to their home.  In any one-
to-one situation that is not a clear and proper part of your work, you put 
yourself at risk of false allegations. 
 
All staff should be aware of and follow the allegations management process if 
necessary. 
 
PROCEDURES TO FOLLOW IF AN ALLEGATION IS MADE AGAINST A 
MEMBER OF STAFF 
 
Never let allegations by a child or young person go unrecorded or unreported, 
including any made against you.  In all instances the Child Protection Officer 
must be informed.  If the allegation concerns the Child Protection Officer, then 
the Head must be informed.  If the concern involves the Head then the Chair of 
the Board of Governors must be informed.  In all situations the school County 
HR contact and the Local Authority Designated Officer for Allegations 
Management, must be informed.  The contact details for the Local Authority 
Designated Officer are:  cwinter@somerset.gov.uk or telephone 01823 355697. 
 
If you receive a disclosure it is important to reassure the child that what he says 
will be taken very seriously and everything possible done to help. 
 
If you are in the room when a pupil begins to disclose concerns to another 
person, you should stay unobtrusively in the background.  You may be able to 
support/witness what has been said if required. 
 
THE MULTI-AGENCY ASSESSMENT AND REFERRAL FORM 
 
This form should be used where we consider that a child has needs, which 
cannot be met solely by the school, and where, following an assessment of the 
situation, we believe co-ordinated intervention is required to promote, safeguard 
or protect the welfare of the child. 
 



In these circumstances, we will have records detailing what work has been 
undertaken by our school to support the child and family and why we believe 
that a more corporate and co-ordinated approach is needed.  This information 
then provides the basis for the completion of the Multi-Agency Assessment and 
Referral form.  The request for co-ordinated support services for a family should 
always be discussed with parents unless to do so would place the child or others 
at greater risk of harm. 
 
The Head teacher, deputy or SENCo  will complete this form. 
 
Where, following an assessment of a situation, it is considered immediate 
protective action is required, a child protection referral must be made by the 
Child Protection Designated Person or the Deputy Designated person.  This 
referral will be by telephone to Somerset Direct (0845 345 9122). 
 
PROMPT SHEET FOR CHILD PROTECTION REFERRALS 
 
Most Local Authorities ask schools to fill in some type of referral form.  
This prompt sheet will help you bring together all necessary information 
before picking up the phone. 
 
Before the Designated Child Protection person makes a referral through the 
locally agreed procedures, they will need the following information to hand. 
 
Child’s details 
 
 Name, including any middle names and, if the child is known by more than 

one name; list all names known. 
 Date of birth. 
 Address and telephone number. 
 Health issues that may be relevant. 
 Any known disabilities that may affect communication. 
 



Family details 
 
 Names of parents and/or carers. 
 Names and ages of any other children in family. 
 Ethnicity and cultural background and where appropriate information about 

the need for interpreters. 
 Name of the family’s GP. 
 
School history 
 
 How long has the child attended your school? 
 Attendance record – check if there has been a problem with attendance, look 

out for any patterns that emerge from attendance records, ie, some children 
have been reported to miss every Monday because there have been problems 
at the weekend. 

 Behaviour – how does the child present in school?  Check for any repeated 
patterns of behaviour, or sudden changes of behaviour.  Do these relate to a 
change in circumstances at home? 

 Relationship with school: good, non-existent, volatile? 
 
Child protection history 
 
 Have you had previous concerns and have you made previous referrals?  It is 

important to revisit previous concerns to get a wider picture.  Child protection 
services are reliant on other agencies to help them build up a clearer picture 
of what has been happening.  The relationship between each event may be 
more significant than each individual event. 

 If you have referred in the past, what was the outcome?  Never let the fact 
that no action was taken last time affect your way of managing new 
concerns.  If you have a concern, always pass it on. 

 
This referral 
 
It is useful to write down your reason for referral before making your call.  
Include as much detail as you can. 
 
Physical injury 
 
Where your concern is about physical injury, make sure you note where on the 
body the injury is and describe shape and size.  ‘Cause for concern’ templates, 
which include body maps, have been distributed to each school to assist with 
recording.  They are also available on SIX.  Be careful to record the factual 
evidence – ie, what you can actually see, not your opinion of how the injury may 
have been sustained. 
 



Sexual abuse 
 
Are your concerns about the child’s behaviour?  If so give as much detail as 
possible.  State exactly what the child has been doing.  Don’t just report 
‘sexualised behaviour’, give details.  Has the child disclosed?  If the child 
discloses to you or to a member of your staff, record in as much detail as 
possible what was said, who was there and the child’s emotional state 
throughout the disclosure.  Make sure any hastily written notes are signed and 
dated and kept securely.  Handwritten notes are useful evidence should the 
case go to court at a later date. 
 
Emotional abuse 
 
Referrals re emotional abuse usually involve a number of concerns arising from 
both contact with the child and contact with the parents.  Emotional abuse can 
cause impairment in the child’s development, and such children may have very 
low self-esteem and self-image.  Detail the way the child functions at school, 
with peers and with parents.  Emotional abuse is hard to evidence so detail a 
number of events that have led to your concerns. 
 
Neglect 
 
If you are to refer a child because of possible neglect, always check back to see 
if there have been any previous concerns.  The Children Act 1989 talks about 
how the persistent neglect of very basic needs is likely to cause and impairment 
in the child’s development. 
 
Always think through whether the case in question fits more appropriately within 
a ‘child in need’ framework than within a child protection framework.  (For 
example, mucky children may simply come from mucky families; clearly the 
family needs to do something about the child’s cleanliness and appearance, and 
may need some support in this, but it might not be the case that the child is 
being abused and in need of protection.). 
 
Consent 
 
Think through whether or not in this particular case you should ask the consent 
of the parent before making a referral.  If you feel that asking consent would 
place the child at risk of significant harm, do not ask parents for their consent.  
Where you decide not to ask consent, record your reasons for not doing so. 
 
Informing the parent 
 
In most cases it is agreed that it is better to tell the parent that you intend to 
refer to Children’s Social Care or the Police but think it through; if you think 
telling may put the child at more risk, take advice first.  If in doubt, ring 
Somerset Direct (0845 3459122) and discuss with the Duty Social Worker. 
 



Making the referral 
 
Once the Designated Child Protection Person has all the necessary information in 
front of them, they will be able to make a child protection referral with 
confidence, following the South West Child Protection Procedures 
(www.swcpp.org.uk).  Record all your actions and responses from other 
agencies. 
 
 
Professional judgement 
 
Remember:  value your professional judgement.  School may be the only agency involved 
with the family at the time of referral, and always pass your concerns to your designated 
person(s). 
 
 
Date this policy was approved by Governors:- 
 
 
This policy will be reviewed every year.





 

Birchfield Community Primary School 
 

CAUSE FOR CONCERN REPORTING FORM 
 
This form is to be completed on all occasions when there is cause for 
concern in relation to the welfare of a child and given to your 
Designated Child Protection Person. 
 
 

Details of the staff member reporting concerns 

Full Name:  

Post Held:  
 
 

Details of pupil(s) 

Full Name:  

Date of Birth:  

Home Address:  

  

  Post Code:  
Name of Parent:  
 
 

Do these concerns relate to a specific incident? 
If YES complete Section A   If NO complete Section B 

 

Section A 

Date and Time of Incident:  
Place of Incident:  

Date this form completed:  

Form completed by (please print):  
Brief circumstances of incident, to include any precipitating factors and injuries 
sustained (if applicable) 
 



 

 
Name(s) of potential witnesses 

 

 

 

 

 
Section B 

Details of concern (specific or cumulative?), give dates, nature of concern and 
actions taken 
 

 
Any other relevant information 

 

 
 

 
  

Signed: Date:  
 
 
Discussed with Designated Child Protection Person:  YES / NO 
Agreed:  
 
  
Form passed to Designated Child Protection Person: YES / NO 
Date:  
 
  
For the attention of Designated Child Protection Person and Headteacher 
 
Strategy Meeting with Children's Social Care/Police:  YES / NO 
Date:  
 
 
Basis of Decision/Further Action Agreed (if any) 
 

 

 



 



 

 
 
 



 

SAFEGUARDING/CHILD PROTECTION – ROLES AND RESPONSIBILITIES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Our Designated Person is: Richard Culham 
 
and their job is to:  
 
 make sure all staff, (newly qualified, new to the school, non-teaching 

and volunteers) have received in-house child protection training 
during induction 

 provide support, advice and expertise to all school staff who raise 
child welfare concerns 

 liaise with the Head on Child Protection issues 
 make the decision to discuss with/refer to Children’s Social Care or 

Police 
 know who to contact and if referring, do so in writing using the multi-

agency referral form 
 keeps accurate and factual records 
 keep their own training up to date 

Our Nominated Governor is:   
Tracey Howse and this role means that they: 
 
 liaise with the school and informs the 

Governing Body of safeguarding issues 
 liaise with the Chair of Governors/ 

Children & Young Peoples Directorate/ 
partner agencies if there is an allegation 
against the designated teacher or 
Headteacher 

 supports the designated teacher 
 in fulfilling their role 

Everybody else 
 
Our role is to: 
 
ENCOURAGE A CULTURE OF SHARING CONCERNS 

BE PERSONALLY ALERT TO POSSIBLE SIGNS OF ABUSE 

DISCUSS YOUR CONCERNS WITH THE DESIGNATED TEACHER 
WITHOUT DELAY 

KEEP NOTES OF THE DATES AND TIMES OF RELEVANT 
INCIDENTS/CONCERNS 

BUT ABOVE ALL REMEMBER  

DOING NOTHING IS NOT AN OPTION! 

Our Governing Body is there to ensure (amongst other things) that we: 
 
 have effective, annually reviewed and applied child protection policies and procedures 
 remedy any identified weaknesses 
 use safer recruitment practices 
 have a senior person who is the Designated Child Protection Person 
 the Designated Person is appropriately trained and updated 2 yearly 
 all school staff have child protection training which is updated 3 yearly 
 have a Nominated Child Protection Governor(s) 
 have procedures to deal with allegations against staff 
 
Our Chair of Governors is:  ............................................................. 
who can be contacted on:  .............................................................. 

Our Headteacher is: Richard Culham 
 
and their role is: 
 
 to make sure all the policies/procedures are applied 
 to ensure the designated person and other staff are able to fulfil their 

child protection duties 
 to help and encourage school staff and volunteers to raise appropriate 

child welfare concerns 
 to ensure all these concerns are dealt with quickly and effectively 



 
 
 
 
YOU!: 
 
Most of us will have heard on the news or read in the papers 
about some of the children who have died, been severely injured 
or damaged as a result of some awful abuse.  In almost every 
case it was found that someone, somewhere did not share, follow 
up, or take a personal responsibility for alerting the relevant 
agencies. 
 
We all have an individual and personal responsibility to look after 
the well-being of children, wherever we are – at home, at school, 
in the neighbourhood or the community generally.  Most children 
are lucky to have loving and supportive networks around them, 
but we need to be alert to the fact that this is not the case for all 
children. 
 
If you have concerns about a child in school, talk to your 
Designated Person.  If you have concerns about a child in the 
community, then talk to Children’s Social Care or the Police. 
 
 

BUT REMEMBER  -  DO SOMETHING! 
 

Leaflet to accompany Flowchart: 
 
 
 
 
 
 
 
 
 
 

Safeguarding/Child Protection 
 

Roles and Responsibilities 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

April 2008 



 
 
 
 
Governing Bodies: 
 
Every school has a Governing Body.  This is made up of teachers, 
parents and other people who take a particular interest in 
ensuring the school provides the best learning environment it 
can, for their students.  Each governing board has a Chair 
Person who co-ordinates the work of the Board and makes sure 
that their work is conducted efficiently and effectively.  The Chair 
Person also is responsible for investigating complaints that are 
made about a Headteacher. 
 
The Governing Body each year has to agree and ‘sign off’ an 
annual report on Safeguarding Children which is then returned to 
Somerset’s Safeguarding Children Board at County Hall 
 
Governing Body usually appoint one (or sometimes two) people 
to champion child protection issues within the school.  They are 
known as the Nominated (Child Protection) Governor. They 
have close links with the Headteacher, liaise with the Governing 
Body and help to make sure the school has all the necessary 
policies and practices in place to keep students safe, and that 
they are followed!  They do not have a role in dealing with 
individual cases or concerns. 
 

 
 
 
Within School: 
 
Your Headteacher makes sure that the child protection policies 
and practices that have been agreed with the Governing Body, 
are put into place and used.  They also make sure that the school 
has a Designated Person for Child Protection, (usually a 
senior teacher) who they work very closely with to ensure that 
any student, member of staff or volunteer knows who to talk with 
in the school, if they have concerns about the welfare of a child.  
They help to promote an open environment within the school 
where staff can share concerns and work together with other 
agencies if necessary, to help resolve the matter. 
 
Your Designated Person has a central role in terms of child 
protection within your school.  They link closely with your 
Headteacher.  By law, they must have completed specialist 
training in terms of recognising possible child abuse or welfare 
concerns and then know what to do next.  They must have this 
training updated every two years.  They act as advisers to other 
school staff who may have welfare concerns and they have a 
responsibility to ensure that basic child protection awareness 
training is provided to all school staff.  This must be updated for 
staff every 3 years. 
 
Your Designated Person will link with Children’s Social Care 
and/or the Police where necessary and has a duty to keep 
accurate confidential records which may be shared with other 
agencies if appropriate. 
 
The designated person may also link closely with your Nominated 
Governor to ensure child protection policies and practices are 
reviewed and updated where necessary. 
 

> Return to top 
 
 



 

Birchfield Community Primary School 
Allegations Management Advice 

  
– to be read along with the school Whistleblowing policy 

 
 
The definition of what an allegation is broadened significantly with the 
introduction of the statutory guidance Working Together 2006.  Allegations now 
relate to all situations where a person has: 
 
 Behaved in a way that has harmed or may have harmed a child. 
 Possibly committed a criminal offence against or related to a child. 
 Behaved towards a child or children in a way that indicates s/he is unsuitable 

to work with children. 
 
If an allegation is made against any member of school staff (including 
volunteers) this needs to be dealt with fairly, quickly and consistently in a way 
that provides protection for the child and supports the person who is the subject 
of the allegation. 
 
Every Local Authority now has a Designated Officer for Allegations Management 
(LADO) who is available to provide support and advice to any organisation where 
staff work with children.  This role also incorporates a monitoring function to 
ensure that all organisations work to complete allegations processes in a 
timescale appropriate for both the victim and the alleged perpetrator. 
 
The Local Authority Designated Officer must be informed immediately if an 
allegation has been made, and they will consult as necessary with the relevant 
personnel in Human Resources, and other agencies such as the Police, as 
appropriate. 
 
In Somerset the LADO is: 
 
Claire Winter 
CWinter@somerset.gov.uk 
(01823) 355697 
 
 
An overview of the framework for managing allegations against people who work 
with children is set out in Working Together to Safeguard Children (2006).  
http://www.everychildmatters.gov.uk/resources-and-practice/IG00060/ 
 
 
Safeguarding Children and Safer Recruitment in Education – Chapter 5 deals 
with allegations of abuse and the flowchart in Appendix 5 details the safer 
recruitment process http://www.everychildmatters.gov.uk/search/IG00175/ 
gives details of the procedures and guidance on how allegations should be 
handled. 
 
The South West Child Protection Procedures (www.swcpp.org.uk) also has useful 
guidance (click on “Child Protection Procedures” on the home page). 
 



 

All schools should have a policy and procedures in place to address this 
eventuality and all staff should be aware of the steps that will be taken should 
they become involved in an allegation.  They should also be aware of how to 
report concerns they may have in respect of the behaviour of any colleague.  
This is referred to as ‘Confidential Reporting’ (previously known as 
‘whistleblowing’) and the allegations management policy must include this. 
 
 
 
 



 

 

 
 
 
 
 
 
The following notes are for guidance only and are in addition to the front sheet.  
Dependant upon individual circumstances some, all or none of the following may 
apply.  They are intended as prompts and as a means of shaping your report so 
that its content is clear and balanced, reflects strengths as well as weaknesses, 
and is appropriate to the general needs of the Conference and the subsequent 
Protection Plan for the child, if required. 
 
1. INFORMATION RELATING TO THE PUPIL'S ATTENDANCE AT 

SCHOOL 
 Does the pupil's attendance rate cause concern?  If so, how? 
 Does the pupil arrive punctually? 
 Are there any specific factors which affect the pupil's attendance 

or punctuality? 
 Is school notified of absences appropriate?  Are reasons given 

consistently acceptable? 
 
2. HOW DOES THE PUPIL PERFORM EDUCATIONALLY? 
 What is the pupil's approach and attitude to learning? 
 In which areas is the pupil achieving potential? 
 In which areas is the pupil under achieving? 
 Are there any particular areas of concern? 
 
3. PUPIL'S BEHAVIOUR IN SCHOOL 
 How does the pupil relate to peers and staff? 
 Is the pupil's behaviour consistent and age appropriate? 
 Has the pupil's behaviour changed? 
 Has the pupil's demeanour changed? 
 Are there any significant patterns of behaviour? 
 Are there any concerns about the pupil's emotional or physical 

development? 
 
4. HOME/SCHOOL FACTORS 
 What is parent/carer's relationship with the school?  Does the 

pupil talk about home at school? 
 How does the pupil appear to relate to his/her parents or carers? 
 How do parents or carers relate to the pupil? 
 Is there any concern about the physical care/hygiene of the pupil? 
 Are there any factors in the pupil's home, family or environment 

which affect the pupil's presentation for, or performance in 
school? 

 Is there any concern about the social development of the pupil? 
 Are parents/carers fully aware of any concerns you may have? 
 How do they respond? 
 Are parents/carers prepared to work with school and the pupil to 

address any concerns? 
 
 

GUIDANCE FOR SCHOOL STAFF INVOLVED 
WITH CHILD PROTECTION CONFERENCES 



 

 

 

GUIDELINES FOR REPORTS TO 
INITIAL CHILD PROTECTION CONFERENCES 

 

Important: 
Please note that Somerset Local Safeguarding Children's Board (SLSCB) advises 
that best professional practice is to share your report with parents/carers in 
advance of the Conference.  On the rare occasions when this is not possible, 
consideration should be given to posting your report to parents prior to the 
conference.  Reports are, in any event, always made available to parents at 
Conference. 
 
Please contact name of Chair, Independent Chairperson (Child Protection), 
c/o Children's Central Support Services (Tel: 01823 355221) if you have concerns 
about sharing any particularly sensitive or confidential information. 

Please indicate whether you will attending the Conference YES NO 

Has the report been shared with the family? YES NO 

First name(s) of child(ren): Surname(s) of child(ren): 

  

Role: Agency: 
  

In what capacity, including how well known, and details of contact: 
 

Observations about the child(ren): 
 



 

 

 

Concerns about the child(ren)'s welfare: 
 

Observations about family relationships and functioning: 
 

Any other relevant information, including medical history: 
 

Assessment of current risk: 
 

 



 

 

 

Signature:  Date:  

Name (please print):  

Status:  

Date of Conference:  
 
 
 
It may be helpful to consider the following National Assessment Framework diagram 
in preparing your report. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please return to: 
The School Office or Richard Culham, Head Teacher 

 
 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

INAPPROPRIATE 
SEXUAL BEHAVIOUR 

 
These procedures have been designed to support 
Headteachers to manage a situation when inappropriate 
sexual behaviour has occurred within the school 
community. 
 
Definition of Inappropriate Sexual Behaviour: 
 
"Young people (below the age of eighteen years) who 
engage in any form of sexual activity with another 
individual, that they have powers over by virtue of age, 
emotional maturity, gender, physical strength, intellect and 
where the victim in this relationship has suffered sexual 
exploitation and a betrayal of trust". 

 
GLOSSARY OF TERMS 
 

CSC Children's Social Care 

CAIT Child Abuse Investigation Team (Police) 

EP Educational Psychologist 

SHB Sexually Harmful Behaviour 

AIM Material 

Sexually harmful behaviour assessment tool developed 
in Manchester and widely used across the UK 
http://www.teachernet.gov.uk/_doc/6420/Aim%20Ed
ucguidelinesjune2003version1.doc 

Section 47 
Section 47 of the 1989 Children Act which imposes a 
duty on the local authority to investigate potential 
child protection concerns 

Strategy 
Discussion 

Discussion between Police and Children's Social Care 
and other relevant agencies, to share 
information/concerns and detail future action points.  
This can be by phone or face-to-face 

Strategy Meeting 
Face-to-face strategy discussion.  All strategy 
discussions/meetings and action points are written up 
and signed by participants as actions agreed. 

RA & TS Risk Assessment and Treatment Specialist 

 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Inappropriate Sexual Behaviour 
within the 

School Community 

School identifies concern and   j 
carries out a basic RISK Assessment   k 

MEDIUM CONCERN   ��  
School feels unable to 

Manage situation 

Criminal 
Investigation 

Child 
Protection 

Multi-professional Meeting   ��  
held by the school and chaired by 

Headteacher 
Parents should be at the meeting 

unless advised not to do so by 
Somerset Direct or CAIT 

Discussion 
with parent 
and young 

person 
Headteacher 
with another 

person making 
detailed notes 

MANAGEMENT ACTION PLAN   ��  
(for the pupil, not the school) 

REVIEW 
daily within school and within 6 weeks 

ACTION PLAN   ��  
AND 

REVIEW 
Decisions made about 
who does what and 

when 

CSC/CAIT 
to call Section 

47 Strategy 
Discussion 
-includes 

information 
Social Care and 

School 

Advise   ��  
parent and 

young person 
of action taken 
Headteacher with 
another person 
making detailed 

notes 

Advise   ��  
victim 

and parents of 
action taken 

Headteacher with 
another person 
making detailed 

notes 
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ACTION PLAN 
AND 

REVIEW 
Decisions made about 
who does what and 

when 
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ACTION PLAN   ��  
AND 

REVIEW 
Decisions made about 
who does what and 

when 

HIGH CONCERN   ��  
School feels unable 
to manage situation 

Contact Somerset 
Direct Contact CAIT 

Preliminary Assessment Report is completed 
and available via SEN Group Manager 

School seek support from EP to carry out a RISK 
Assessment using AIM material (top priority)   ��  

7 day initial assessment by CSC 

LOW CONCERN 
Situation will be 

managed in school 

Discussion with 
victim and 

parents 
Headteacher with 
another person 
making detailed 

notes 



 

 

j Identification of concern 
 

�ƒ What is the incident that precipitated the concern? 
�ƒ Has the School’s Designated Child Protection Person been 

informed. 
�ƒ Could this incident have happened as described, ie, were the 

relevant people in the school at the time of the alleged incident 
�ƒ What previous information do I have?  Does this incident indicate 

a pattern of behaviour or not (ie, “persistent or severe” Working 
Together 2006). 

�ƒ Has the school been informed of the incident by another agency. 
 
k Risk assessment 
 

�ƒ Does the pupil present a risk to others? 
�ƒ Is this pupil at risk themselves? 
�ƒ Can I eliminate the risk or can I manage the risk? 
�ƒ What is the consequence for the school? 

 
l Discussion with Educational Psychologist (either by visit to school or 

telephone contact) about whether the pupil stays in school or is 
asked to go home.  At the Headteacher's discretion the young person 
may be asked to go home for 48 hours, without prejudice, as the 
immediate assessment of risk indicates time is needed to put 
strategies in place to reduce risk.  There may also be consultation 
between EP and Sexually Harmful Behaviour Specialists. 

 
Actions for the EP 

 
�ƒ To support and ensure Headteacher has carried out a Risk 

Assessment using the AIM Material. 
�ƒ To talk through the procedure and timescales with the 

Headteacher. 
�ƒ To consider if a consultation with SHB specialist is needed. 

 
�f  Telephone contact will be made to discuss Risk Assessment with 

Somerset Direct if Medium Risk and CAIT if High Risk.  Somerset 
Direct will consider one of the following outcomes (in accordance 
with Children’s Social Care Eligibility Criteria). 

 
- Advise how to manage the situation 

 - Strategy discussion with Police, to be informed by the information 
provided by the referrer.  The outcomes of this discussion will be 
sent to school within 48 hours.  If this has not been received 
within 72 hours the school needs to make contact with Somerset 
Direct again. 

 - Child in Need assessment.  The initial assessment will be 
completed within 8 working days, this will inform further action. 

 
 It has been agreed with Somerset Direct that any legitimate 

referral about a Young Person who poses a clear sexual risk will 
be classified (at minimum) as “child in need” and thus meet CSC 
eligibility criteria. 

 



 

 

�g It is important that this meeting does not discuss the incident but 
does give information to parents about what actions have been 
taken.  Somerset Direct will provide guidance about what can be said. 

 
�h MEDIUM TERM STRATEGY:  How do you manage the pupils within the 

school for the next few weeks?  Consideration could be given to: 
 

�ƒ Reduced timetable? 
�ƒ Supervision? 
�ƒ Contract with pupil/parents/carers. 

 
 This will be based upon the risk assessment and will be an interim 

arrangement as there is a series of legal, health and social care 
procedures which need to be implemented and necessarily takes 3-4 
weeks. 

 
�i  LONG TERM STRATEGY:  Agenda for multi-professional meeting: 
 

�ƒ 15 minutes to read paperwork (this paperwork will be brought to 
the meeting and is highly confidential). 

�ƒ Discussion: what is the issue which has brought us here? 
�ƒ Are there wider concerns? 
�ƒ What is the nature of need? 
�ƒ What is the action plan/provision being recommended (not just in 

school). 
�ƒ ACTION PLAN - what will happen and by whom? 

 
�j  Management Action Plan 
  
 To be actioned immediately (within a day).  If there are resource 

implications for the school this will go to Mike Turner who will meet 
with members of SEN Leadership to ratify the plan. 

 
 
 
 

Advice/Support Contact Numbers 

Somerset Direct 0845 3459122 
 
Child Abuse Investigation Team 
(CAIT - Police) 

Educational Psychologists 
Holway Centre (Taunton) 01823 334475 
Chandos House (Bridgwater) 01278 446445 
Buckland House (Yeovil) 01935 476130 
Strode House (Street) 01458 441140 
 Taunton/Bridgwater and surrounding 

areas 01823 363003 
 Youth Offending Team (YOT) 

First contact (office) 01458 449112 
Second contact - Emer McNichol 
  07919 540942 
Backup contact - Tom Whitworth 
  07877 565512 
 

Yeovil/Chard and surrounding areas 
  01935 402244 

 Ian Davidson 
NSPCC Manager 01823 345300 



 

 

 


