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Named staff and governors with specific child protection responsibilities 
and Local Authority contacts 

 
 
Designated Senior Person for Child Protection: 
   
  Nick Moss,   Head Teacher 
And in his absence 
  Emily Miles  Deputy Headteacher 

Carol Wilson  Special Educational Needs Co-ordinator 
 
   
Other staff with child protection responsibilities: 
 

All teaching, support and administrative staff have responsibility for 
safeguarding. 

 
 
Nominated governor:  

Margaret Sheather 
   
   
 
 
 
 
Gloucestershire Local Authority designated Officer (LADO) 
 

Jane Bee, Safeguarding Children service, Shire Hall, Westgate Street, 
Gloucester, 01452426994 Jane.bee@gloucestershire.gov.uk 

 
Gloucestershire Children and Families helpdesk   
 
01452426565 
 
Stroud Social Services 
   

Beeches Green, 
Stroud. 
 
01453 760510 



 4 

1. INTRODUCTION 
 
Our school has a statutory duty to promote and safeguard the welfare of children and 
have due regard to guidance issued by the Secretary of State, as laid down in 
Section 175 of the Education Act 2002 and the Education Regulations 2011. 
 
This school recognises its legal and moral duty to promote the wellbeing of children, 
protect them from maltreatment; prevent impairment of their health and development; 
ensure they grow up in circumstances consistent with the provision of safe and 
effective care; and take action to enable all children to have the best outcomes.  
 
We have a primary duty for the care, welfare and safety of pupils in our charge and 
this applies to teaching and learning, school and extra-curricula activities. Everyone 
who comes into contact with children and their families has a role to play in 
safeguarding children. All school staff, governors and volunteers are an integral part 
of the child safeguarding process, are encouraged to maintain an attitude of ‘it could 
happen here’  and  be pro-active in child welfare matters, acting in the interests of the 
child.  
 
The overall aim of the school and the nursery to develop children with a love of 
learning who care about others, providing a context where they can flourish. The aim 
of this policy is to safeguard and promote our pupils’ welfare, safety and health 
through clear and accessible responsibilities, agreed processes and procedures and 
guidance.The school works to create a culture of security to enable them to feel 
valued, listened to and to know that their wishes and feelings are respected. 
 
This policy has been developed in accordance with the principles established by: 

  The Children Act 1989  

  Working Together to Safeguard Children 2013 

  Framework for the Assessment of Children in Need and their Families 2000 

  Education Act 2002  

   What to do if you are worried a Child is being Abused 2006  

  Keeping children Safe in Education April 2014  

  Children Act 2004  

  Safeguarding Children and Safer Recruitment in Education (2007) 

   Gloucestershire Local Safeguarding Children Board  
 
The policy is consistent with: 

 the legal duty  to safeguard and promote the welfare of children, as described 
in, Keeping Children Safe in Education 2014 

 the Gloucestershire Safeguarding Children Board procedures, which are the 
South West procedures, available on line at http://www.online-
procedures.co.uk/swcpp, which contain inter-agency processes, protocols and 
expectations for safeguarding children. 

 
 
 
Statutory Framework 

‘Working Together’ requires all schools to follow the procedures for protecting children 
from abuse which are laid down by the Gloucestershire Local Safeguarding Children’s 
Board. 

 Schools are also expected to ensure that they have appropriate procedures in place 
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to enable them to respond appropriately if they believe that a child has been, or is 
currently, at risk of being abused. These procedures should also cover circumstances 
where there is an allegation involving a member of the school’s staff. 

DCSF Circular 10/95 (Protecting Children from Abuse: The Role of the Education 
Service) states that: 

  staff should be alert to the signs and symptoms of abuse and know to whom they 
report any concerns; 

  all schools should have a Designated Person with responsibility for co-ordinating 
action within school and liaising with agencies; 

  designated Teachers should have appropriate training; 

  schools should follow County guidelines;   

 schools should have procedures for handling suspected cases of abuse, including 
where a member of staff is involved. 

Circular 10/95 states that: 

 ‘parents should be made aware of the school’s Child Protection Policy and the fact 
that this may require cases to be referred to the investigative agencies in the interests 
of the child.’ 

 

Aims 
The aims of this policy are: 

 to support the child’s development in ways that will foster security, confidence 
and resilience; 

 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 
cases of abuse; 

 to provide an environment where staff and pupils can talk freely about 
concerns and know that they will be listened to and appropriate action will be 
taken; 

 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 acknowledge the need for effective and appropriate communication 
between all members of staff in relation to safeguarding pupils; 

 to develop a structured procedure within the school; this will be followed by all 
members of the school community in cases of suspected abuse; 

 to develop effective working relationships with all other agencies involved in 
safeguarding children; 

 to ensure that all adults within our school who have access to children have 
been checked as to their suitability. 

 
 
The Safeguarding Policy and procedures for child protection are available on the 
school website and in school. 
 
Where the governing body provides services or activities directly under the 
supervision or management of school staff, the school’s agreed arrangements apply. 
Where services or activities are provided separately by another organisation or 
individual, the Governing Body will seek assurance in writing that the body concerned 
has appropriate policies and procedures in place. 
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2. KEY ROLES AND RESPONSIBILITIES 
  
Designated Senior Person. 
The designated safeguarding lead (DSL) in this school is: 
 
    Nick Moss, Headteacher 
 
In his absence, matters will be dealt with by: 
 
   Emily Miles, Deputy Headteacher 
 
 
The designated lead is key to ensuring that proper procedures and policies are in place 
and are followed with regard to child protection issues, and that there is a dedicated 
resource available for other staff, volunteers and governors to draw upon. The 
responsibilities are: 
 
Managing referrals: 

 refer all cases of suspected abuse to the local authority’s social care, the Local 
authority (LADO) for child protection concerns (all cases which concern a staff 
member); Disclosure and Barring Service (where a person is dismissed or left 
due to risk/harm to a child); and/or police (cases where a crime may have been 
committed). 

 Liaise with the headteacher to inform him of issues, especially ongoing enquiries 

 Act as a source of support, advice and expertise to staff on matters of safety and 
safeguarding and when deciding whether to make a referral by liaising with 
relevant agencies. 

 
Training 
The DSL should receive appropriate training every two years in order to: 

 understand the assessment process for providing early help and intervention, 
through the locally agreed common assessment process and early help 
assessments; 

 have a working knowledge of how the LA conducts child protection conferences 
and child protection review conferences, attend and contribute to these 
effectively as required; 

 ensure each member of staff has access to and understands the school’s child 
protection policy and procedures, especially new and part-time staff; 

 be alert to the specific needs of children in need, those with special educational 
needs ad young carers; 

 keep detailed, accurate, secure written records of concerns and referrals; 

 obtain access to resources and attend relevant /refresher courses; 

 encourage a culture of listening to children and taking account of their wishes 
and feelings in any measures the school puts in place to protect them. 

 
Raising awareness 
The DSL should ensure the school’s policies are known and used appropriately: 
 

 ensure the child protection policy is updated and reviewed annually, procedures 
and implementation updated and reviewed regularly and work with the governing 
body to do so; 
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 ensure the child protection policy is available publicly and parents are aware that 
referrals about suspected abuse or neglect may be made and the role of the 
school in this; 

 Link with the Local Safeguarding Children Board to make sure staff are aware of 
training opportunities and the latest local policies on safeguarding 

 Where children leave school ensure their child protection file is copied for any 
new school and transferred as soon as possible, separately from the main pupil 
file. When a child leaves and the new school is not known, ensure that the local 
authority is alerted so that the child can be included on the database for missing 
children.  

 

 
 
Responsibilities of the Governing Body 
The governing body must ensure that they comply with their duties under legislation 
and: 

 ensure  that the school contributes to inter-agency working in line with 
statutory guidance. This includes providing a co-ordinated offer of early help 
when needs are identified and contributing to inter agency plans to provide 
additional support when children are subject to child protection plans. The 
school will allow access to children’s social care to conduct or consider a 
section 17 or 47 assessment. 

 ensure that safeguarding arrangements take into account the procedures and 
practice of the Local Safeguarding Children Board. 

 ensure a member of the governing body is nominated to liaise with the local 
authority and partner agencies on issues of child protection and in the event of 
allegations of abuse made against the headteacher or member of the 
governing body this is reported directly to the Local authority 

 ensure there is an effective child protection policy in place together with a staff 
behaviour (code of conduct) policy, both provided to all staff, including 
temporary staff and volunteers, on induction 

 appoint a member of  staff to the role of designated safeguarding lead with the 
appropriate authority, training, time, funding, resources and support to provide 
advice to staff on child welfare and protection matters, to take part in strategy 
meetings ad inter-agency meetings and contribute to the assessment of 
children. The DSL will liaise with the LA and other agencies and have cover 
for doing so. 

 Consider how children may be taught about safeguarding, including on line, 
through teaching and learning opportunities as part of the curriculum, through 
PHSE and sex and relationship education. 

 Prevent people who pose a risk of harm from working with children by 
adhering to statutory responsibilities to check staff who work with children, 
taking proportionate decisions to ask for any other checks beyond what is 
required and ensuring volunteers are appropriately supervised.  

 Ensure written recruitment and selection policies and procedures are in place 
and that at least one person on any recruitment panel has undertaken safer 
recruitment training 

 Ensure there are procedures in place to handle allegations against members 
of staff and volunteers 
 

3. SCHOOL PROCEDURES 
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 Our school procedures for safeguarding children will be in line with 
Gloucestershire Local Safeguarding Children’s Board procedures and 
‘Keeping Children Safe in Education 2014. 

 The deputy Designated Safeguarding Lead will act in the absence of the 
Designated Safeguarding Lead (DSL). 

 If a disclosure is made and the Head Teacher, DSL and Deputy DSL are not 
present at school, they must be contacted immediately. 

  Any disclosures made in the Nursery to be referred to the DSL 

 If any member of staff is concerned about a child he or she must inform the 
DSL immediately. 

 Notes should be made about any concerns as quickly as possible. 

  The DSL will seek advice initially from Social Care.  

 Particular attention will be given to the attendance, academic progress and 
physical, social and emotional development of any child who has been 
identified as at risk or who has been placed on the Child Protection Register. 

 The DSL will inform Social Care of any significant change affecting any child 
on the Child Protection Register. 

  The name of the DSL will be clearly shown in the school, with a statement 
explaining the school’s role in referring and monitoring cases of suspected 
abuse. 

 Our DSL will undertake training every two years and the whole school every 
three years. 

 All new staff will have careful induction into policy and procedures 
 

 

Developing children’s awareness and skills 
Through our Personal Social and Health Education  curriculum we will ensure that 
pupils understand ways in which they should keep themselves safe. We will ensure that 
children know that it is ‘OK to tell’ and to consider a range of people they might tell. 
Through our school ethos, organisation and the wider curriculum we will strive to 
develop pupil’s self esteem and self confidence and involve them in decisions about 
their support. 
 

 
The following aspects are helpful in supporting children to keep themselves safe. 

 

FEELINGS AND EMOTIONS: Children need the opportunity to explore, 
recognise, acknowledge, accept and express their own feelings and emotions. 
 
TOUCH: Children need to understand what touch is.  They can be given 
opportunities to explore what they like to touch and what gives them 'YES' or 'NO' 
feelings.  They will need to be very clear about the situations in which others can 
touch parts of their bodies which are usually considered private to themselves. 
 
SECRETS: Children need to distinguish between 'good' and 'bad' secrets and can 
be helped by adults to do so. 
 
TRUST: The concept of trust is intrinsic to health, positive and mutually rewarding 
relationships.  Children can be helped to explore how trust is built up, the range of 
people who can be trusted, which adults they feel safe with and who can be 
identified as trusted adults when help is required. 
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SELF ESTEEM: Self esteem can be defined in relation to how people value 
themselves, their degree of self regard or self respect.  Children with low self 
esteem have a poor image of themselves.  Children growing up with positive self 
images and high self esteem are less likely to become victims of abuse or to be 
bullied.  Adults foster self esteem in children by giving them positive feedback 
about things they do well and by offering love and encouragement even when 
mistakes are made. 
 
ASSERTIVENESS: Assertiveness is the ability to stand up for what one believes 
to be right.  It includes being able to express opinions and communicate effectively 
without causing offence.  Children who have been taught appropriate skills and 
strategies can then deal more effectively with situations. 

 
A safe environment 

We recognise that because of the day to day contact with children, school staff are 
well placed to observe the outward signs of abuse. The school will therefore: 

 

 establish and maintain an environment where children feel secure, are 
encouraged to talk and are listened to; 
 

 ensure children know that there are adults in the school who they can 
approach if they are worried; 
 

 include opportunities in the PSHE curriculum for children to develop the skills 
they need to recognise and stay safe from abuse. 

 
Early help 
Identifying children at risk 
 
The school seeks to adopt an open and accepting attitude towards children as part of 
their responsibility for pastoral care. The school hopes that parents and children will feel 
free to talk about any concerns and will see school as a safe place if there are any 
difficulties at home.  Children’s worries and fears will be taken seriously if they seek 
help from a member of staff, or if they use the Buddy Box to communicate an issue. 
Staff cannot promise secrecy if concerns are such that referral must be made to the 
appropriate agencies in order to safeguard the child’s welfare.  
 
Our school believes the importance of early identification of issues for children. The 
headteacher holds a list of those children who are vulnerable within school. This 
information is disseminated on a need to know basis. The pastoral team meets twice a 
year to discuss all pupils, to ensure issues are identified and addressed. 
 
We fully endorse the principles of multi-agency working and will engage in the Common 
Assessment Framework (CAF) process for any child for whom we and their parents feel 
this is appropriate. 
 
Our school recognises that children who are abused or who witness violence may find it 
difficult to develop a sense of self worth and view the world in a positive way. For such 
children school may be one of the few stable, secure and predictable components of 
their life. Other children may be vulnerable because, for instance, they have a disability, 
are in care or are experiencing some form of neglect.  We will seek to provide such 
children with the necessary support to build their self esteem and confidence. 
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An abused child is a boy or girl under the age of 18 years who has suffered from, or is 
believed to be at significant risk of: neglect, physical injury, sexual abuse and emotional 
abuse. 
 
Child abuse may be perpetrated by any adult who has a position of trust or authority 
with respect to a child.  These adults may be the parents or carers of the child or any 
other person known to the child or family who may have contact with the child.  A child 
may also be the victim of abuse where the abuser is another child. 
 
Child abuse may be the result of direct acts towards the child by any of those 
mentioned above, or by the failure of those who have responsibility for the child to 
provide reasonable care, or both. 

 

Categories of Child Abuse 

These definitions of abuse are drawn from Gloucestershire Local Safeguarding Board 
website. Further information is available from there. 
 
Abuse: 
A form of maltreatment of a child. Someone may abuse or neglect a child by inflicting 
harm, or by failing to act to prevent harm. They may be abused by an adult or adults 
or another child or children. 
 
Physical abuse 
Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, 
drowning, suffocating, or otherwise causing physical harm to a child. Physical harm 
may also be caused when a parent or carer fabricates the symptoms of, or 
deliberately induces, illness in a child. 

 
Sexual Abuse 
Sexual abuse ‘involves forcing or enticing a child or young person to take part in 
sexual activities, not necessarily involving a high level of violence, whether or not the 
child is aware of what is happening. The activities may involve physical contact.  
They may also include non-contact activities. Sexual abuse is not solely perpetrated 
by adult males. Women can also commit acts of sexual abuse, as can other children’. 

 
Emotional Abuse 
Emotional abuse is the persistent emotional maltreatment of a child such as to cause 
severe and persistent adverse effects on the child’s emotional development. It may 
involve conveying to children that they are worthless or unloved, inadequate, or 
valued only insofar as they meet the needs of another person. It may feature age or 
developmentally inappropriate expectations being imposed on children. These may 
include interactions that are beyond the child’s developmental capability, as well as 
overprotection and limitation of exploration and learning, or preventing the child 
participating in normal social interaction. 

It may involve seeing or hearing the ill-treatment of another. It may involve serious 
bullying, causing children frequently to feel frightened or in danger, or the exploitation 
or corruption of children. Some level of emotional abuse is involved in all types of 
maltreatment of a child, though it may occur alone. 
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Neglect 
Neglect is the persistent failure to meet a child’s basic physical and/or psychological 
needs, likely to result in the serious impairment of the child’s health or development. 
Neglect may occur during pregnancy as a result of maternal substance abuse. Once 
a child is born, neglect may involve a parent or carer failing to: 

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

 protect a child from physical and emotional harm or danger  

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

 ensure access to appropriate medical care or treatment.  
It may also include neglect of, or unresponsiveness to, a child’s basic emotional 
needs 
 
Speciific safeguarding issues 
Expert and professional organisations are best placed to provide up to date guidance 
and practical support on specific safeguarding issues. Broad government advice is 
available on the GOV.UK website in rlation to the following:  

 child sexual expolitation (CSE) 

 bullying including cyber-bullying 

 domestic violence 

 drugs 

 fabricated or induced illness 

 faith abuse 

 femaale genital mutilation (FGM) 

 forced marriage 

 gangs and youth violence 

 gender based violence/violence against women and girls (VAWG) 

 mental health 

 private fostering 

 radicalisation  

 sexting 

  teenage relationship abuse 

 trafficking 
 
The Referral Process 
When a clear disclosure is reported to the Designated Person, a referral must be 
made immediately. Where there are concerns raised, the Designated Person may 
choose to seek advice and they will decide whether it is appropriate to refer. This 
decision may be made following discussion with the Education Safeguarding Team. 
Referral can be made over the telephone but should be followed up in writing using 
the Common Referral Form. 

 
 

Record Keeping 
Where abuse is disclosed or suspected the member of staff should: 

  make brief notes as soon as possible recording exact words used by the child; 

  record dates and times;  

 draw a diagram to indicate any marks or injuries observed. 

 These notes must not be destroyed, even if a more detailed report is written 
later. They may be needed by the Court. 

 Data protection means that parents/former pupils have the right to see their 
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school records. Although child protection information is exempt from this 
requirement, if a parent or former pupil asked to see notes registering any 
child protection concerns, then it is likely that a Local Authority would be 
obliged to show them, unless the case had involved a criminal prosecution, 
care order or other legal prohibition. An exception might be made if to release 
the information would cause individual harm to the parent or former pupil. 
Therefore, it is vital that all information written about children, or allegations 
made by children is kept to objective comments, verbatim accounts and 
factual information. 

 Well kept records are essential to good child protection practice. All staff are 
clear about the need to record and report concerns about a child or children 
within our school. The Designated Safeguarding Lead is responsible for such 
records and for deciding at what point these records should be passed over to 
other agencies. 

 Records relating to actual or alleged abuse or neglect are stored apart from 
normal pupil or staff records. Normal records have markers to show there is 
sensitive material stored elsewhere. This is to prevent individuals from accidental 
access to sensitive material by those who do not need to know. 

 Child protection records are stored securely, with access confined to specific 
staff (  

 A chronology is maintained within each file. Child protection records are 
reviewed regularly to check whether any action or updating is needed. This 
includes monitoring patterns of complaints or concerns about any individuals and 
ensuring these are acted on. 

 
Transfer 
When children transfer school their records are transferred. If there is child protection 
material, this is transferred separately and direct to the relevant member of staff in the 
receiving school, with the necessary discussion or explanation. A record is kept of the 
date of such transfer of sensitive files and the person to whom they are transferred.  

 

 
 

INFORMATION FOR PARENTS 

 Our school is committed to good systems for protecting children and 
safeguarding their welfare, throughout all the activities we undertake. This 
means that staff and volunteers must be alert to possible concerns about 
children and report these in a proper fashion.  

 All parents are made aware of the school’s Child Protection Policy, through 
reference to it in our prospectus, website and home/school agreement. A 
notice about this, the name of the Designated Safeguarding Lead, Deputy 
Designated Safeguarding Lead 
 

It is important for parents to be aware that: 
 

 Staff and volunteers have a duty to report concerns about a child, whether this 
means the child may be in need of some extra support or whether a child may 
have been abused or at risk of abuse. 

 Where concerns are raised, the Designated Person must explain to parents 
that the school has a duty of care to refer to Social Care if they believe that the 
child or other children may be at risk of significant harm. There are situations 
when seeking consent should be avoided. 
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o   
o  Where the risk of violence to the child or others may result. 
o  Where a child may be coerced into withdrawing a statement. 
o  Where the sharing of information with parents is best managed jointly. 

 If parents  have serious concerns about their child contact should be made directly 
with the Social Services department of the Local Authority. For any enquiries 
about issues that have arisen in school, contact the headteacher. 
 

 
 

4. SAFER RECRUITMENT 
In order to ensure that children are protected whilst at this school we will ensure that 
staff and volunteers are carefully selected, screened, trained and supervised. 

We accept that it is our responsibility to follow the guidance set out in ‘Safeguarding 
Children and Safer Recruitment in Education’, in particular: 

 before appointing someone, follow up each reference with a telephone call or 
personal contact during which we will discuss the applicants suitability to work 
with vulnerable children; 

 check that all adults with substantial access to children at this school have an 
enhanced DBS check before starting work and prior to confirmation of 
appointment. 

 

We will ensure that at least one member of the interviewing panel has completed 
certified National College for School Leadership (NCSL) Safer Recruitment Training. 

In addition we will ensure that the following checks are satisfactorily completed 
before a person takes up a position in the school: 

 identity checks to establish that applicants are who they claim to be (e.g birth 
certificate, driving licence, passport) 

 check that a candidate employed to be a teacher is not subject to a prohibition 
order, using the Employer access on line service 

 academic qualifications., to ensure that qualifications are genuine 

 professional and character references prior to offering employment 

 satisfy conditions as to mental and physical capacity 

 previous employment history will be examined and any gaps accounted for. 

 

Volunteers 

We understand that some people otherwise unsuitable for working with children may 
use volunteering to gain access; for this reason any volunteers in the school, in 
whatever capacity, will be given the same consideration as paid staff. 

Where a parent of other volunteer helps on a one off basis, he/she will only work 
under the direct supervision of a member of staff and at not time have one to one 
contact with children alone. However, if a parent or other volunteer is to be in school 
regularly or over a longer period they will be checked to ensure their suitability to 
work with children. 
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Single Central Record 

We maintain a single central record which includes all staff and supply staff, others 
working in regular contact with children including volunteers, members of the 
governing body. It details  the checks which have been carried out, when and by 
whom. This includes verification of ID, further checks on people living or working 
outside the UK, right to work in the UK, enhanced DBS check, barred list check, 
prohibition check for teaching staff, professional qualifications check 

Clubs and outside school activities 

Where the Governing Body transfers control of use of school premises to bodies ( 
such as sports clubs) to provide out of school hours activities, we will ensure that 
these bodies have appropriate safeguarding and child protection policies and 
procedures, and that there are arrangements in place to link with the school on such 
matters. This will be made explicit in any contract or service level agreement. 

 

Contracted services 
Where the Governing Bodies contracts its services to outside providers, we will 
ensure that these providers have appropriate safeguarding and child protection 
policies and procedures, and that there are arrangements in place to link with the 
school. Such considerations will be made explicit  in any contract or service level 
agreement with the provider. 
 

 
LINKED POLICIES 
Aspects of child protection are integrated with other policies, including:  
 

Behaviour, discipline and anti-bullying. 
Health and Safety 
e-safety 
PHSE and Citizenship  
Sex and Relationship Education 
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5. PROCEDURE FOR ALLEGATIONS AGAINST STAFF (including the 
Headteacher) and volunteers. 
 
 
Individual staff/Volunteers/Other adults: 
 

 Write a dated and timed note of what has been disclosed or noticed, said or 
done 

 Report immediately to the Designated Safeguarding Lead in the school 

 Pass on the written record 
 
 If the allegation concerns the conduct of the Designated Senior Person for Child 
Protection: 

 Report immediately to the Headteacher 

 Or if the Designated Safeguarding Lead  is the Headteacher, report to the 
Chair of Governors (If there is difficulty reporting to the Chair of Governors, 
contact the LA as soon as possible) 

 Pass on the written record. 
 

Designated Safeguarding Lead: 

 If there is no written record, write a dated and timed note of what has been 
disclosed, said or done. 

 Report immediately to the Headteacher. Pass on the written record 

 If the allegation is about the Headteacher, report immediately to the Chair of 
Governors. Pass on the written record. 

 If there is difficulty in reporting to the Chair of Governors, as above, contact 
the LA as soon as possible. 

 
Headteacher (if the Headteacher is not the Designated Safeguarding Lead) 
 

 If there is no written record, write a dated and timed note of what has been 
disclosed, said or done. 

 Notify the Local Authority, ideally the same day but in any case within 1 
working day. 

 The Headteacher may be asked to clarify details of the circumstances of the 
allegation, but this must not amount to an investigation. 

 Copies of the documents concerning the allegation must be sent to the Local 
Authority  on the same day. 

 Report to the Social Services Department in relevant cases, on Local Authority 
advice. 

 Ongoing involvement in cases: liaise with the Local Authority and co-operate 
with the Police/Social Service Department  enquiries as appropriate; 
consideration of employment issues and possible disciplinary action where the 
police take no further action. 
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Chair of Governors (only relevant in the case of an allegation against the 
Headteacher) 
 

 If there is no written record, write a dated and timed note of what has been 
disclosed, said or done. 

 Notify the Local Authority, ideally the same day but in any case within 1 
working day. 

 The Chair may be asked to clarify details of the circumstances of the 
allegation, but this must not amount to an investigation. 

 Copies of the documents concerning the allegation must be sent to the Local 
Authority on the same day. 

 Report to the Social Services Department in relevant cases, on Local Authority 
advice; in cases concerning the Headteacher, the report to social services is 
sometimes undertaken by the Local Authority on behalf of the Chair of 
Governors, following discussion. 

 Ongoing involvement in cases: liaise with the Local Authority and co-operate 
with the Police/ Social Services Department enquiries as appropriate; 
consideration of employment issues and possible disciplinary action where the 
police take no further action. 

 
 
Local Authority  

 Identifies an officer to liaise further with the headteacher ( or the Chair of 
Governors if the allegation concerns the headteacher), in consultation with the 
relevant Senior Education Officer and provides advice on how to proceed 

 Monitors cases through its casework monitoring group 

 Keeps written records 

 Liaises with Social Services and the Police in relevant cases
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Summary of allegations management procedures 

 
Concern about a member of staff or volunteer working with children 

If a Professional receives an allegation or has a concern about the behaviour of a 

member of staff working or volunteering with children and that concern could amount to: 

a. a member of staff or volunteer has behaved in a way that has harmed a child, or may 

have harmed a child; or 

b. possibly committed a criminal offence against or related to a child; or 

c. behaved towards a child or children in a way that indicates s/he is unsuitable to work 

with children. 

then that professional should: 
 

Report their concerns 

Report the concern to the most senior person not implicated in the allegation. 

 

Completion of written record 

Complete a written record of the nature and circumstances surrounding the concern 

including any previous concerns held.  Include where the concern came from and brief 

details only. 

 

Seek advice before proceeding – Initial Discussion 

Always contact the Local Authority Designated Officer for Allegations (LADO) for advice 

prior to investigating the allegation.  This is because it might meet the criminal threshold 

and so your investigation could interfere with a police or Social Care investigation. 

Local Authority Designated Officer (LADO) Tel: 

The LADO will offer advice on any immediate action required and will assist with 

employment and safeguarding issues. 

 

Allegations Management Process 

If, after your Initial Discussion with the LADO, it is agreed that the allegation meets the 

criteria, a multi agency meeting will be convened and you will be invited.  This might 

result in a criminal investigation, a Social Care investigation or and/or an investigation to 

inform whether disciplinary action is required. 

If it is agreed that the allegation does not meet the criteria, the LADO will record the 

Initial Discussion and send it to you for your records.  Any further action will be taken 

within your setting if necessary. 

 

Further action 

Further meetings might be required and these will be convened by the LADO with your 

input at all times.  Further information on the Allegations Management process can be 

found at Appendix 5 of the Government Document Working Together to Safeguarding 

Children (2006).  http://www.dfe.gov.uk/childmatters/resources-and-practice/IG00060/ 

 

 

http://www.dfe.gov.uk/childmatters/resources-and-practice/IG00060/
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APPENDIX 1  - Accessing social care 

 

Professional has concerns 

If a Professional has a concern about the well being of a child (or 

unborn baby), then follow the General Procedures provided. 

 

 

Consultation with supervisor 

Professional discusses concerns with supervisor or Designated Child 
Protection Officer to decide next steps. 

 
 

Discussion with parents 

Professional discusses concerns with parents/carers of the child and 

explains what steps they will take next (if this does not put the child 
at further risk or affect a police investigation). 

 
 

Children’s Helpdesk 

Professional seeks advice or makes a referral through the Children’s 
Helpdesk – Tel:  

 
 

Seeking advice from Children’s Social Care  

Professional can discuss concerns in principle with a social worker or 

social work manager and receive advice about whether a referral is 
appropriate or whether there are alternative ways of addressing 

their concerns will be discussed. 

 

 

Making a referral to Children’s Social Care 

Basic information and details of concern are given to the Locality 
Duty Team.  You will be asked to complete a ‘Request for Single 

Service’ form.  If a social worker is available you may be put 

through to them directly or the social worker may call back to 
discuss your concerns. 
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REFERRALS TO SOCIAL CARE 

 

Professional has made a referral to social care 

 

Confirm in writing 

Follow up referral in writing within 48 hours if a Social Care Service Request 

Form has not been completed. 

(Locality Duty Team – contact……….) 

The caller should be notified in writing as to whether a case has been accepted 

– please chase this if nothing is received within 5 working days. 

 

Initial Assessment 

If accepted the referral will lead to an Initial Assessment to determine whether 
there is suspected actual harm or likely significant harm. 

 

Strategy Discussion 

The Strategy Discussion is convened by the appropriate Referral and 
Assessment Team where there is suspected actual harm or likely significant 

harm. 

 

Section 17 - Child in need of 
services 

 Section 47 – Child in need of 
protection 

Section 17 services are 
required when there are health 

or development concerns.  
These are determined through 

a core assessment and are 
appropriate when the child is 

judged not to be at risk of 
significant harm or any 
previous concerns have been 

resolved. 

 A Section 47 enquiry is required because 
it is judged there is suspected actual 

harm or likely significant harm to the 
child – the case is then passed onto the 

Children and Families Team.  A core 
assessment is carried out and it may be 

decided that a Child Protection 
Conference is required, which should 
then be held within 15 working days. 

 

Outcome of Core Assessment 

The Core Assessment may confirm child 
protection concerns in which case a Child 
Protection Conference should be held 

within 15 working days of the last 
strategy discussion.  (It may also 

determine that services are required 
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under Section 17). 

 

 


