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  (Including transporting students in own car) 

 
 
 
 

Key Staff 
 

Designated Safeguarding Lead 
Mr S Christie  

 

 
Designated Staff for LAC 

Mrs S Staggs 
 

Governor for LAC 
Mr Dave Botterill 

 
Governor for Safeguarding 

Mr Dave Botterill 

 
Deputy Designated Safeguarding Leads 

Ms G Kaur  
Mrs L O’Keefe 
Mrs S Staggs 

 
 

The Local Authority contact is in Appendix 3. 
 

Any of these people can be contacted if you have a safeguarding concern in the school. 
 

Introduction 
Jo Richardson Community School recognises its legal duty under the Education Act 2002 and the 
1989 Children Act and takes its responsibilities to protect and safeguard the interests of all children 

seriously.  The school recognises that effective child protection work requires sound procedures, good 
inter-agency co-operation as in line with the 2015 Working Together to Safeguard Children guidance 
and a workforce that is competent and confident in responding to child protection situations. 
 
This policy document provides the basis for good practice within the school for Child Protection work.  
It should be read in conjunction with the Barking and Dagenham Local Safeguarding Board Guidance.  
This is in keeping with relevant national procedures and reflects what the Borough considers to be 
safe and professional practice in this context.  Child Protection has to be considered within a 
professionals’ wider “safeguarding” responsibilities that include a duty to co-operate under the 
Children Act 2004 and to safeguard children’s wellbeing and maintain public trust in the teaching 
profession as outlined in the Teachers’ Standards 2012.  Within the context of Every Child Matters, 
this takes account of the need for children “being healthy and staying safe”. 
 
This policy aims to provide a framework which ensures that all practice in the area of child protection 
is consistent with stated values and procedures that underpin all work with children and young people. 
 
This document also seeks to make the professional responsibilities clear to all adults, including 
volunteers, working with or on behalf of the school to ensure that statutory and other duties are met.  
The policy is written with due regard to statutory guidelines and other published guidance relating to 
the schools’ responsibility. Documents that are key to this policy include: - 
1 Keeping Children Safe in Education (2016) 
2 Working Together to Safeguard Children (2015) 
3 The London Child Protection Procedures and Barking and Dagenham Local Safeguarding Board 

requirements. 
4 What to do if you are worried a Child is Being Abused- Advice for Practitioners (2016) 
All documents relating to Safeguarding are available on the following web pages for the Barking and 
Dagenham Local Safeguarding Board  www.bardag-lscb.co.uk 

‘Safeguarding and promoting the welfare of children is defined for the purpose of this guidance as: 
protecting children from maltreatment; preventing impairment of children’s health or development; 
ensuring that children grow up in circumstances consistent with the provision of safe and effective care; 
and taking action to enable all children to have the best outcomes.’ ‘Keeping Children Safe in Education’ 
(September 2016) 

http://www.bardag-lscb.co.uk/
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Underpinning values 
 A child’s welfare is paramount.  Each child has a right to be protected from harm and 

exploitation and to have their welfare safeguarded 

 Each child is unique.  Action taken by child welfare organisations should be child-centred, 
taking account of a child’s cultural, ethnic and religious background, their gender, their sexual 
orientation, their individual ability and any special needs 

 Children, parents and other carers should be made aware of their responsibilities and their 
rights, together with advice about the power of professionals to intervene in their family 
circumstances 

 Each child has a right to be consulted about actions taken by others on his/her behalf.  The 
concerns of children and their families should be listened to and due consideration given to their 
understanding, wishes and feelings 

 Individual family members must be involved in decisions affecting them.  They must be treated 
with courtesy and respect and with due regard given to working with them in a spirit of 
partnership in safeguarding children’s welfare. 

 Open-mindedness and honesty must guide each stage of assessment and of operational 
practice.  The strengths of individual family members, as well as their needs, should be given 
due consideration. 

 Personal information is usually confidential.  It should only be shared with the permission of the 
individual concerned, or unless the disclosure of confidential personal information is necessary 
in order to protect a child.  In all circumstances, information must be confined to those people 
directly involved in the professional network of each individual child and on a strict “need to 
know” basis 

 Professionals should be aware of the effects of outside intervention upon children, upon family 
life and the impact and implications of what they say and do 

 Explanations by professionals to children, their families and other carers should be plainly 
stated and jargon-free.  Unavoidable technical and professional terminology should be 
explained in simple terms. 

 Sound professional practice is based upon positive inter-agency collaboration, evidence-based 
research and effective supervision and evaluation 

 Early intervention in providing support services under Section 17 of the Children Act (1989) is 
an important principle of practice in inter-agency arrangements for safeguarding the welfare of 
children. 

 

Designated Safeguarding Lead is Responsible for:- 
Ensuring they or a deputy DSL will be available during school hours for consultation to discuss any 
safeguarding concerns. 
 
Have the knowledge and skills required to carry out the role 

 is appropriately trained with updates every two years and will refresh their knowledge and 
skills (this might be via e-bulletins, meeting other designated safeguarding leads, or simply 
taking time to read and digest safeguarding developments) at regular intervals but at least 
annually 

 obtains access to resources and attend any relevant or refresher training courses 

 undertakes Prevent awareness training 

 understands the locally agreed processes for providing early help and intervention and will 
support members of staff to access Early Help intervention when appropriate 

 has a working knowledge of how the local authority conducts a child protection case 
conference and a child protection review conference and is able to attend and contribute to 
these effectively when required to do so 

 is alert to the specific needs of children in need, those with special educational needs and 
young carers 

Manage referrals 

 adheres to the London Safeguarding Children Board and national guidelines, London Child 
Protection Procedures, LSCB and JRCS procedures with regard to referring a child if there 
are concerns about possible abuse 

 refers cases of suspected abuse to the local authority children’s social care as required 

 supports staff who make referrals to local authority children’s social care 
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 refers cases to the Channel programme where there is a radicalisation concern as required 

 supports staff who make referrals to the Channel programme 

 refers cases where a person is dismissed or left due to risk/harm to a child to the Disclosure 
and Barring Service as required in consultation with the Headteacher 

 refers cases where a crime may have been committed to the Police as required in 
consultation with the Headteacher 

 ensures that any student currently with a child protection plan who is absent from the school 
without explanation for more than one day is referred to their key worker’s Social Care Team 

Work with others 

 liaises with the head to inform him or her of issues especially ongoing enquiries under Section 
47 of the Children Act 1989 and police investigations 

 as required, liaises with the “case manager” and the designated officer(s) at the local authority 
for child protection concerns (all cases which concern a staff member) 

 liaises with staff on matters of safety and safeguarding and when deciding whether to make a 
referral by liaising with relevant agencies 

 ensures that either they, or another staff member, attend case conferences, core groups or 
other multi-agency planning meetings, contributes to assessments, and provides a report 
where required 

Training 

 organise child protection and safeguarding induction, regularly updated training and a 
minimum of annual updates (including online safety) for all school staff 

 keeps a record of attendance at this training and addresses any absences 

 ensures all staff are provided with copies of Part 1 of Keeping Children Safe in Education 
2016, the school Child Protection and Safeguarding policy and the Staff Code of Conduct 
ensures they sign to say they have read them. 

 ensures each member of staff understands the school’s child protection procedures 

 understands and supports the school with regards to the requirements of the Prevent duty 
and is able to provide advice and support to staff on protecting children from the risk of 
radicalisation 

Raise Awareness 

 acts as a source of support, advice and expertise for school staff on child protection and 
safeguarding matters. 

 encourages a culture of listening to children and taking account of their wishes and feelings, 
among all staff, in any measures the school may put in place to protect them 

 ensures the Academy’s child protection policy is reviewed annually (as a minimum) and the 
procedures and implementation are updated and reviewed regularly 

 ensures that the name of the DSL and deputy DSL’s are clearly advertised in the school 

 ensures the child protection policy is available publicly and parents are aware of the fact that 
referrals about suspected abuse or neglect may be made and the role of the school in this 

Record Keeping 

 keeps detailed, accurate records, either written or electronically, of all concerns about a child 
even if there is no need to make an immediate referral 

 ensures that all such records are kept confidentially, stored securely and are separate from 
student records, until the child’s 25th  birthday 

 Ensures that when a student leaves the school, their child protection file is passed to the new 
school (separately from the main pupil and ensuring secure transit) and that confirmation of 
receipt is obtained 

 ensures that a copy of the CP file is retained until such a time that the new school 
acknowledges receipt of the original file, and ensures the copy is then shredded 

 ensures that an indication of further record-keeping is marked on the student records 
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The Governing Body is Responsible for :- 
Ensuring that they comply with their duties under legislation. They must ensure that all policies, 
procedures and training are effective and comply with the law at all times.  
 
The governing body must ensure that:  

 Sufficient resources are made available to enable the necessary tasks to be carried out 
properly under Barking and Dagenham Safeguarding Children Board procedures including 
attending meetings, collating and writing assessment reports, and staff training. 

 All Governors have an understanding of safeguarding issues and that policies and procedures 
are in place in school to safeguard and promote the welfare of all students in the school. 

 JRCS contributes to interagency working in line with statutory guidance ‘Working Together to 
Safeguard Children’ (2015) and ‘Keeping Children Safe in Education’ (2016).  

 A co-ordinated offer to early help is provided to children with additional needs.  

 JRCS works closely with the LSCB.  

 There is a designated governor for safeguarding.  

 There is a designated governor and teacher for Looked After Children.  

 There is an effective safeguarding policy in place.  

 A member of staff is appointed as Designated Safeguarding Lead.  

 If there is a risk of immediate serious harm to a child a referral is made to children’s services 
immediately.  

 Child protection and safeguarding training should be provided to all staff which is updated 
regularly. In addition all staff should receive regular updates, as required, but at least 
annually. 

 Opportunities to teach safeguarding must be considered and included within the curriculum  

 That suspected cases of FGM are reported to the police.  

 Procedures are in place to investigate allegations against staff members.  

 Procedures are in place to ensure safe recruitment  

 Procedures are in place to make referrals to the Disclosure and Barring Service in the event 
of a dismissal due to safeguarding concerns.  

 That procedures are in place to deal with allegations against other children.  

 Building pupils’ resilience to radicalisation by promoting fundamental British values and 
enabling them to challenge extremist views.  

 Safeguarding awareness will be addressed through the curriculum as appropriate to ensure 
all the students understand what is meant by safeguarding and how they can be safe. 

 
An annual report is submitted to the Governors which outlines the Safeguarding and Child Protection 
work we have undertaken during the year.  Names of children will not be shared.  Details of training 
undertaken by the DSL and deputy DSL’s and provided to staff will be reported.  The number of referrals 
made internally and those which have gone onto external referrals will also be reported. 
 

All Staff are Responsible for:- 
 Safeguarding and promoting the welfare of children. 

 School staff (including volunteers) will have regular contact with children and are particularly 
important in identifying concerns early and providing help, to prevent concerns escalating and 
to provide immediate support to those at risk of significant harm.  

 All members of staff working within the school will be required to read ‘Keeping Children Safe 
in Education’ Part 1 (2016) and the JRCS Safeguarding and Child Protection Policy and sign 
a disclaimer to confirm that they received this guidance.  

Staff members working with children are advised to maintain an attitude of ‘it could happen here’ 
where safeguarding is concerned. When concerned about the welfare of a child, staff members 
should always act in the interests of the child.  
 

 All school staff members have a responsibility to provide a safe environment in which children 
can learn.  

 The Teachers’ Standards 2012 state that teachers, including headteachers, should safeguard 
children’s wellbeing and maintain public trust in the teaching profession as part of their 
professional duties.  



6 

 

 All school staff members have a responsibility to identify children who may be in need of extra 
help or who are suffering, or likely to suffer, significant harm.  

 All staff then have a responsibility to take appropriate action, working with other services as 
needed.  

 In addition to working with the designated safeguarding lead staff members should be aware 
that they may be asked to support social workers to take decisions about individual children 
following a referral.  

 Staff may be required to give verbal or written feedback using the school’s safeguarding and 
child protection report form if they have a concern about a child.  

 Staff are required to be identified as part of the school structure, in order for this to happen all 
staff members must wear the blue staff lanyard at all times on the school site. Contracting 
staff, visitors and guests will be issued with pink lanyards and need to be accompanied. 

 
 

Guidance on ‘Whether this is a Child Protection Matter’ 
If staff have significant concerns about any child, they should make them known to the school’s 
Designated Safeguarding lead and deputy DSL’s.  The process for referrals is outlined later in this 
policy.  
 
All staff should be aware that abuse, neglect and safeguarding issues are rarely standalone events 
that can be covered by one definition or label.  In most cases, multiple issues will overlap with one 
another.  
 
Keeping Children Safe in Education defines abuse as a form of maltreatment of a child.  Somebody 
may abuse or neglect a child by inflicting harm or by failing to act to prevent harm.  Children may be 
abused in a family or in an institutional or community setting by those known to them or, more rarely, 
by others (e.g. via the internet).  They may be abused by an adult or adults or by another child or 
children.  
 

These are the four areas of abuse: 
 
Physical abuse: 
May involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating, or 
otherwise causing physical harm to a child.  Physical harm may also be caused when a parent or 
carer fabricates the symptoms of, or deliberately induces illness in a child. 
 
Emotional abuse: 
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 over-protection and limitation of exploration and learning, or preventing the child from 
participating in normal social interaction.   

 It may include not giving the child opportunities to express their views, deliberately silencing 
them or ‘making fun’ of what they say or how they communicate. 

 Seeing or hearing the ill treatment of another.   

 Serious bullying (including cyberbullying), causing children frequently to feel frightened or in 
danger, or the exploitation or corruption of children.   

 
Some level of emotional abuse is involved in all types of maltreatment of a child, though it may occur 
alone. 
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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 
 

Sexual abuse: 

Involves forcing or enticing a child or young person to take part in sexual activities, not necessarily 
involving high levels of violence, whether or not the child is aware of what is happening. It may 
include: 

 Involving children in prostitution 

 Physical contact, including penetrative (eg, rape, buggery or oral sex) or non-penetrative acts 
such as masturbation, kissing, rubbing and touching outside of clothing.   

 Non-contact activities, such as involving children in looking at, or in the production of, sexual 
online images, watching sexual activities, or encouraging children to behave in sexually 
inappropriate ways. 

 Grooming a child in preparation of abuse (including via the internet). 
 
Remember sexual abuse is not solely perpetrated by adult males.  Women can commit acts of sexual 
abuse as can other children. 

 
Specific Safeguarding Issues 
 
See Appendix 1 for details on specific safeguarding Issues and reporting concerns. 
 
Children with Special Educational Needs  

JRCS recognise that, statistically, children with emotional and behavioural difficulties, special 

educational needs and disabilities are most vulnerable to abuse. School staff who deal with children 

with complex and multiple disabilities and/or emotional and behavioural problems should be 

particularly sensitive to indicators of abuse. 

Thresholds for Child Protection 

There are three thresholds for and three types of referral that need to be considered by the 
safeguarding team: 
 
1) Is this a child with additional needs where their health, development or achievement may be 

adversely affected?  Guidance states that trained practitioners should complete a Common 
Assessment Framework (CAF) when: 

 Age appropriate progress is not being made and the causes are unclear, or 

 The support of more than one agency is needed to meet the child or young person’s 
needs 

 
2) Is this child in need?  Section 17 of the Children Act 1989 says: 

 they are unlikely to achieve or maintain, or to have opportunity to achieve or maintain a 
reasonable standard of health or development, without the provision of services by a local 
authority 

 their health or development is likely to be impaired, or further impaired without the 
provision of such services 

 they are disabled 
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3) Is this a child protection matter?  Section 47 of the Children Act 1989 says: 

 children at risk or who are suffering significant harm 

 children suffering the effects of significant harm 

 children with serious health problems 
 
If this is a child in need, the member of staff on CP on call will discuss with the team and parents.  
The member of staff on CP on call will obtain parents’ consent for referral to Barking and Dagenham 
Assessment Team (see below) or any other agency.  
 
If this is a child protection matter, this should be discussed with designated staff and will need to be 
referred to Barking Assessment Team by the school as soon as possible.  It is the ‘significant harm’ 
threshold that justifies statutory intervention into family life.  A professional making a child protection 
referral under Section 47 must therefore provide information which clearly outlines that a child is 
suffering or likely to suffer significant harm. 
 
It is not possible to rely on one absolute criterion when judging what constitutes significant harm.  
Consideration of the severity of ill-treatment may include the extent of the harm suffered, the context 
within which it occurred and its duration. Significant harm may also arise from a combination of 
significant events which are both acute and long standing and which may impair the child’s physical, 
psychological and social development. 
 
In order to both understand and establish significant harm, it is necessary to consider the family 
context, together with the child’s development within their wider social and cultural environment.  It is 
also necessary to consider any special needs, eg, medical condition, communication difficulties or 
disability that may affect the child’s development and care within the family.  The nature of harm, in 
terms of ill-treatment or failure to provide adequate care also needs consideration alongside the 
impact on the child’s health and development and the adequacy of care provided. 
 

Making referrals  
Any member of staff who has a safeguarding or CP concern should refer the matter directly and 
immediately to the safeguarding team. A written record of any safeguarding concerns or disclosures 
should be made using the school’s digital referral form; located in the administration drive (S) in the 
Child Protection file; and the referral process below should be followed. Where a child is registered at 
school, the member of staff on CP on call or a member of the safeguarding team will initiate any 
referral.  
 
IN AN EMERGENCY find the CP on call member of staff as soon as possible.  An emergency 
means the child is in immediate danger  
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Castle Green and site staff can refer concerns using a paper referral available from the Castle Green 
Manager’s and Bouygues Manager’s office. The referral should be taken to the member of the 
safeguarding team who is CP on call immediately it is possible to do so. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Designated Safeguarding Lead or deputies will make the decision if a referral is needed to the 
Barking and Dagenham Assessment Team based on digital referral form and other known evidence. 
 
For referral to the Barking and Dagenham Assessment Team, contact 0208 227 3811 or 020 8594 
8356 (out of hours) and speak to a referrals officer.  This will need to be followed up with written 
confirmation using a Multi Agency Referral Form (MARF) which must be faxed or emailed through 
using a secure email or password protected document. MARF forms are kept in the CP file on the 
shared administration drive (S). 
 
Any member of staff can contact and refer to social services in an emergency and when a member of 
the safeguarding team is not available using the above contacts.  It is advised staff seek the support 
of a member of the Senior Leadership Team in such circumstances.  
 
JRCS will normally seek to discuss any concerns about a pupil with their parents.  This must be 
handled sensitively and the CP/Safeguarding member of staff on call will make contact with the parent 
in the event of a concern, suspicion or disclosure.  However, if JRCS believes that notifying parents 
could increase the risk to the child or exacerbate the problem, advice will first be sought from 
children’s social care. 
 
Where there are concerns about forced marriage or honour based violence parents should not be 
informed a referral is being made as to do so may place the child at a significantly increased risk. 
 
If a member of staff making a safeguarding referral is not satisfied the situation has been dealt with 
appropriately they should speak to a senior member of the safeguarding team in the first instance and 
if still unsatisfied the headteacher should be contacted 
 
 

Disclosure from a student to a member of staff Or Concern. 

Staff member immediately completes the school’s digital disclosure form (advice available from KAU, 
CHR, OKE or STG) 

Digital disclosure form completed and emailed to CP@jorichardson.org.uk 

Disclosure form acknowledged by member of staff on CP on call. 

Disclosure looked into by KAU, CHR, OKE or STG.  Social Services to be contacted if deemed 
necessary and MARF completed. 

Member of safeguarding team dealing with referral updates spreadsheet, GAV updates student 
profiles stating CP concern received. 

STG, OKE, CHR or KAU records response from Social Services and keeps it in the student’s CP file. 

STG to manage the case until it is closed by Social Services and then updates the student’s file to 
show this. 

STG manages the case and informs KAU, CHR, OKE and the Head of Year that a student in their 
year group has a CP concern. 
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Confidentiality 

Confidentiality is an issue that needs to be understood by all those working with children, particularly 
in the context of safeguarding and child protection.  This is a complex area and involves consideration 
of a number of pieces of legislation. 
 
You can never guarantee confidentiality to a child as some kinds of information may need to be 
shared with others.  A suggested form of words that may help when talking to children is as follows,  
“I will keep our conversation confidential and agree with you what information I can share, unless you 
tell me something that will affect your personal safety or that is illegal, but I will tell you if I am going to 
pass information on and who to.” 
 
Professionals can only work together to safeguard children if there is an exchange of relevant 
information between them.  This has been recognised in principle by the courts.  However, any 
disclosure of personal information to others, including social service departments, must always have 
regard to both common and statute law. 
 
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, however, consent may not be possible or 
desirable but the safety and welfare of the child dictate that the information should be shared.  
 
The law requires the disclosure of confidential information necessary to safeguard a child or children.  
Under Section 47 of the Children Act 1989, statutory agencies have a duty to co-operate.  Therefore, 
if the Police or Social Care/Services are conducting a Section 47 investigation under the 1989 
Children Act, staff must share requested information relevant to the investigation.  Legal advice 
should be sought from the Borough Legal Services Department if in doubt.  All personal information to 
external agencies should be sent using a secure email link ie EGRESS or a word protected document 
with the password in a separate email. 
 

Advice For Staff 
Remember the importance of confidentiality and start your discussion with a child with, “I will keep our 
conversation confidential and agree with you what information I can share, unless you tell me 
something that will affect your personal safety or that is illegal, but I will tell you if I am going to pass 
information on and who to.” 
 

Talking to and listening to children 
 
If a child chooses to disclose, you SHOULD: 

 be accessible and receptive 

 listen carefully and uncritically at the child’s pace 

 take what is said seriously 

 reassure the child that they are right to tell 

 tell the child that you must pass this information on 

 make a careful record of what was said 

 make the referral immediately if it is a Child Protection issue 
 
You should NEVER: 

 take photographs or examine an injury 

 investigate or probe aiming to prove or disprove possible abuse – never ask leading questions 

 make promises to children about confidentiality or keeping ‘secrets’ 

 assume that someone else will take the necessary action 

 jump to conclusions or react with shock, anger or horror 

 speculate or accuse anybody 

 confront another person (adult or child) allegedly involved 

 offer opinions about what is being said or about the persons allegedly involved 

 forget to record what you have been told 

 fail to pass the information on to the correct person 

 ask a child to sign a written copy of the disclosure 
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For children with communication difficulties or who use alternative/augmented communication 
systems, you may need to take extra care to ensure that signs of abuse and neglect are identified and 
interpreted correctly, but concerns should be reported in exactly the same manner as for other 
children. 
 
Record keeping 
Well-kept records are essential in situations where it is suspected or believed that a child may be at 
risk from harm. 
 
Records should: 

 state who was present, time, date and place 

 use the child’s words wherever possible 

 be factual/state exactly what was said 

 differentiate clearly between fact, opinion, interpretation, observation and/or allegation 

 be typed onto the internal referral form as soon as possible  
 
The Member of the safeguarding team on duty will:-  

 Assess any urgent medical needs of the child.  

 Consider whether the child has suffered, or is likely to suffer significant harm. 

 Check whether the child is currently subject to a Child Protection or Child in need Plan or has 
been previously subject to a Plan.    

 Confirm whether any previous concerns have been raised by staff.  

 Consider whether the matter should be discussed with the child’s parents or carers or 
whether to do so may put the child at further risk of harm. 

 Seek advice if unsure that a child protection referral should be made.  
 Decide whether or not to make a referral to Barking and Dagenham’s Triage Service. 

Guidance on how we make these requests to the Triage Service for either support or 
protection can be accessed at www.bardag-lscb.co.uk  

 If a referral is not considered appropriate at that stage, the Designated Person will make full 
written records of the information that they have received detailing the reasons for their 
judgement that the matter was not referred to the local authority.  

 
At JRCS, all records are kept in a locked filing cabinet in the Inclusion Managers office and 
electronically in a secured limited access part of the shared are.  JRCS child protection team and the 
Head Teacher have access when needed. 
 
Attendance at Child Protection Conferences 
The Designated safeguarding lead or deputies will be expected to attend the initial Child Protection 
Conference. 
 
If a child is made subject to a Child Protection Plan or Child in Need plan, it may be more relevant for 
the designated practitioner to attend the subsequent core group meetings.  
 
Supporting Children and Early Help 

 We recognise that a child who is abused or witnesses violence may find it difficult to develop 
and maintain a sense of self worth. We recognise that a child in these circumstances may feel 
helpless and humiliated. 

 We recognise that a child may feel self-blame 

 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 

 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. 

JRCS will support all students by: 

 Encouraging self-esteem and self-assertiveness whilst not condoning aggression or bullying 

 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 
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 Discuss students at the Student Support Panel (SSP) and keep a student profile   – to monitor 
a student more closely if reason to do so 

 Provide early internal support using the schools Inclusion Procedures 

 Complete CAF’s and carry out TAF’s as required  

 Notifying Children and Family Services as soon as there is a significant concern 

 Providing continuing support to a student about whom there have been concerns who leaves 
the school by ensuring that appropriate information is forwarded under confidential cover to 
the student’s new place of education 

Protecting yourself against allegations of abuse 

You should seek to keep your personal contact with children under review and seek to minimise the 
risk of any situation arising in which misunderstandings can occur.  The following sensible precautions 
can be taken when working alone with children: 

 work in a room where there is a glass panel in the door or leave the door open 

 make sure that other adults visit the room occasionally 

 avoid working in isolation with children unless thought has been given to safeguards 

 Staff must not give out personal mobile phone numbers or private e-mail addresses (even when 
on school visits) 

 Staff must not give students lifts home in their own car (See Appendix 3) 

 Staff must not arrange to meet students outside of school hours 

 Staff must not chat to students on social websites 
 
Under the Sexual Offences Act 2003, it is a criminal offence for anyone working in an education 
setting to have a sexual relationship with a student even when the student is over the age of consent. 
 
Any use of restraint, ie, positive handling against students will be carried out and documented in 
accordance with the Use of Reasonable force policy.  If it is necessary to use physical action to 
prevent a child from injury to themselves or others, parents will be informed.  Children will not be 
punished by any form of hitting, slapping, shaking or other degrading treatment. 
 
Allegations of abuse against a professional 
Children can be the victims of abuse by those who work with them in any setting.  All allegations of 
abuse of children carried out by any staff member or volunteer should therefore be taken seriously. 
 
If an allegation is received by the Headteacher or Chair of Governors, the following should be 
considered: 

 has the professional behaved in a way that has harmed a child, or may have harmed a child? 

 has the professional possibly committed a criminal offence against or related to a child? 

 has the professional behaved towards a child or children in a way that indicates s/he is 
unsuitable to work with children? 

 
Allegations of abuse made against staff, whether historical or contemporary, should be dealt with by 
the Headteacher, not the Designated Safeguarding Lead (if the allegation is against the Headteacher 
then it should be dealt with by the Chair of Governors).  The Headteacher/Chair should contact the 
Local Authority Designated Officer (LADO) within one day of allegation being reported.  Contact 
details for the LADO are in Appendix 3.  The LADO should be contacted to discuss the allegation.  
This initial conversation will establish the validity of any allegation and if a referral is needed to the 
Assessment Team.  If this is the case, a strategy meeting will be called that the Headteacher / Chair 
should attend.   
 
The decision of the strategy meeting could be: 

 investigation by children’s social care 

 police investigation if there is a criminal element to the allegation 

 single agency investigation completed by the school which should involve the School’s Senior 
HR Adviser 

 
The fact that a member of staff offers to resign should not prevent the allegation procedure reaching a 
conclusion. 
Further details are available in Keeping Children Safe In Education (September 2016)  p40-50. 
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Recruitment, supervision and training for staff 
All members of the CP/Safeguarding team have undertaken the two day Designated Safeguarding 
Lead NSPCC or similar course and two yearly updates in line with statutory guidance.  Level Two and 
Level Three courses are also available for the team through the Barking and Dagenham Safeguarding 
Children’s Board Training Programme.   
 
All staff have undertaken the Hays online safeguarding course and receive regular updates via 
bulletins and whole staff meetings and emails as per government guidance.  Training on legal 
responsibilities and school procedures is regularly updated.  Staff are aware of the Designated 
Safeguarding Lead and CP/Safeguarding team for advice and clarification of duties and guidance. 
 
When recruiting new members of staff, the school follows the guidance given in the Keeping Children 
Safe in Education and the Local Safeguarding Board Guidance.  The school ensures that DBS checks 
are undertaken in line with Borough HR policy that references are taken up and obtained and that 
qualifications are verified.  All governors are also DBS checked on appointment. (Safer Recruitment 
Policy) 
 
In accordance with new guidelines introduced in January 2010 at least one member of every 
interviewing panel will have completed and passed the accredited safeguarding training.  Two generic 
safeguarding questions will be asked of every candidate, both teaching and non-teaching, at 
interview.  All applicants must complete an application form online; applicants’ CVs and any “open” 
references will not be accepted by the school.  The JRCS application form has been revised to 
incorporate far stricter safeguarding procedures and practice and our safeguarding requirements are 
expressed in both advertisements and on job specifications.  In addition, we have devised a 
safeguarding form for completion by trained admin staff in respect of every shortlisted application to 
ensure that any anomalies or concerns arising from their application form are addressed at interview. 
 
All newly appointed staff are required to complete the Hays online Safeguarding training before 
commencing employment and will have initial training in Child Protection as part of their induction 
programme.  They should be aware of the Barking and Dagenham Safeguarding Board procedures 
as part of that induction programme and be given a copy of the school’s Safeguarding Policy and 
“What to do if you are worried a child is being abused”.  The initial Child Protection training given to 
each new member JRCS staff should be updated every three years and recorded.  
 

All staff must read the ‘Safeguarding Children in Education’ part 1 extract and sign the declaration to 
say they have read the document prior to starting work at JRCS and will read all updates.  Staff are 
made aware of the CP/Safeguarding team for any clarification required with this document. 
 
E-Safety 
The growth of different electronic media in everyday life and an ever developing variety of devices 
including PCs, laptops, mobile phones, webcams, etc, place an additional risk on our children.  
Internet chat rooms, discussion forums or social networks can all be used as a means of contacting 
children and young people with a view to grooming them for inappropriate or abusive relationships.  
The anonymity of the internet allows adults, often pretending to be children, to have conversations 
with children and in some cases arrange to meet them. 
 
Access to abusive images is not a ‘victimless’ act as it has already involved the abuse of children.  
The internet has become a significant tool in the distribution of indecent photographs of children and 
should be a concern to all those working with students at this school. 
 
Students can engage in or be a target of bullying using a range of methods including text and instant 
messaging to reach their target.  Mobile phones are also used to capture violent assaults of other 
children for circulation (happy slapping). 
 
Protection is Prevention 

 Software is in place to minimise access and to highlight any person accessing inappropriate sites 
or information 

 Students will be encouraged to discuss openly their use of technology and anything which makes 
them feel uncomfortable.  (If this results in child protection concerns, the school’s designated child 
protection teacher should be informed immediately) 
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 Students should not give out their personal details, phone numbers, school, home address, 
computer passwords, etc 

 Students should adhere to the school policy on mobile phones 
 
The police will be involved if there is any criminal element to misuse of the internet, phones or any 
other form of electronic media. 
 
Staff are reminded that they should not have contact with students via social networking sites such as 
Facebook or Twitter.  If students send a friendship request, then this should be passed on to the 
member of staff’s line manager and the CP team. 
 
Staff should also read the schools E-Safety and ICT policy. 
 
Links with other policies 
1. This policy document should also be considered within the context of other policies and 

documents relating to our work with children and young people.  These might include, for 
example, documents concerning drug and alcohol abuse, domestic violence, neglect and families 
where there are mental health concerns. 

 
2. Key documents are: 

 Barking and Dagenham Safeguarding Children Board procedures; 

 Barking and Dagenham Children’s Board Training Programme Booklet updated annually; 

 Keeping Children Safe in Education: September 2016; 

 Every Child Matters; 

 School Behaviour and Attendance policies; 

 Working Together to Safeguard Children (2015); 

 London Child Protection Procedures (5th Edition); 

 What to do if you’re worried a child is being abused (2015); 

 Information Sharing (2015); 

 Anti-bullying policies; 

 Cyberbullying in an Education Setting; Guidance for Staff. HR document; 

 Whistle Blowing policy; 

 Safer Recruitment policy; 

 Use of reasonable force policy; 

 Health and Safety Policy; 

 Trips Policy; 

 Code of conduct 

 Staff transporting students in their own cars on school business (Appendix 2) 

 E-safety and ICT policy 
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Appendix 1 

Specific Safeguarding Issues 

Staff should be aware that there are a number of safeguarding issues which put children in danger. 
Keeping Children Safe in Education have identified some of these and they are listed below. Further 
detail can also be found in the Keeping Children Safe In Education Document. 
 
Expert and professional organisations are best placed to provide up-to-date guidance and practical 
support on specific safeguarding issues. Broad government guidance on the issues listed below is 
available from the GOV.UK and other government websites. 
 
children missing education  

Children Missing in Education: 
A child going missing from education is a potential indicator of abuse or neglect and such children are 
at risk of being victims of harm, exploitation or radicalisation.  
Further detail can be found in the Keeping Children Safe in Education Document in the shared area. 
 
JRCS Procedure for Absent pupils:- 

• If a child is absent from school with no notice from parent/carer - parent/carer called 
• If parent/carer are unaware of absence they are advised to contact child and involve police if 

felt necessary  
• If child arrives at school but leaves the building during the school day an initial call to parents 

is made.  If parents cannot be contacted the Police should be notified.  
• Students missing from lessons.  Building checked by staff.  Parent/career to be notified 

immediately if student is not found within 20 minutes. 
• Students in the care of the local authority  - all incidents of truancy should be passed to the 

Social worker assigned by phone initially then in an email immediately. 
 
JRCS Procedures for Removing Students from School Roll:- 

 At JRCS thorough checks are made to avoid a student slipping through the net.  We work in 
line with the authority's guidelines and with LBBD officer responsible for CME 

 Notification of a student moving is followed up immediately to obtain a forwarding address. 
Parents are requested to supply a letter with the students expected last day of school.  All 
information is added to the borough's PAM form. 

 If a student is transferring in borough they will remain on roll until they physically attend 
another school. 

 If a student is moving to another borough / area a home visit will be carried out to confirm that 
the family have left their property.  The JRCS Attendance Manager will then contact the 
destination education authority with the student’s new address.  All information is recorded on 
the PAM.  If after 3 weeks no request for information (CTF file) received the Attendance 
Manager will contact the destination authority again to chase new placement allocation. 

 If a student is emigrating or suddenly leaving the country. Destination address / country 
required if possible.  A Home visit carried out to establish that the family have left.  The 
Attendance Manager will notify LBBD officer responsible for CME who will instruct when to 
remove from roll once all LBBD checks have been done.  

  

https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/children-missing-education
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child missing from home or care  

Children Missing from Home or Care: 
In 2013 the Association of Chief Police Officers (ACPO) set out a new definition for a missing person 
(including children):  
Missing - “Anyone whose whereabouts cannot be established and where the circumstances are out 
of character or the context suggests the person may be subject of crime, or at risk of harm to 
themselves, or another.” 
 
When children go missing from home, or care, their parents, carers, foster carers, guardians, or the 
manager of their children’s home must report it to their local police force.  The decision when to report 
a child missing is based on factors such as 

 the child has not returned home by a certain time; 

 information that suggests the child has gone missing; 

 being unable to locate, or contact the child; 

 the age of the child, or level of vulnerability. 
The local authority and schools, including academies, must work closely with the police and, whilst 
the child is missing, provide any information and support that can assist with locating the child.   

JRCS staff will always guide parents/carers to report missing children to police and if appropriate 
report to the schools officer. 
 
child sexual exploitation (CSE)  
 

Child Sexual Exploitation (CSE): 
CSE is a form of sexual abuse where children are sexually exploited for money, power or status.  It 
can involve violent, humiliating and degrading sexual assaults.  In some cases, young people are 
persuaded or forced into exchanging sexual activity for money, drugs, gifts, affection or status. 
Consent cannot be given, even where a child may believe they are voluntarily engaging in sexual 
activity with the person who is exploiting them.  Child sexual exploitation does not always involve 
physical contact and can happen online.  A significant number of children who are victims of sexual 
exploitation go missing from home, care and education at some point.  Some of the following signs 
may be indicators of sexual exploitation:  

 Children who appear with unexplained gifts or new possessions;  

 Children who associate with other young people involved in exploitation;  

 Children who have older boyfriends or girlfriends;  

 Children who suffer from sexually transmitted infections or become pregnant;  

 Children who suffer from changes in emotional well-being;  

 Children who misuse drugs and alcohol;  

 Children who go missing for periods of time or regularly come home late; and  

 Children who regularly miss school or education or do not take part in education.  
 
At JRCS the normal CP/Safeguarding reporting procedures outlined in the policy should be followed if 
a member of staff suspects a child is at risk or victim of CSE. 
 
domestic violence   

Domestic Violence 
The cross-government definition of domestic violence and abuse is:  
 
any incident or pattern of incidents of controlling, coercive, threatening behaviour, violence or abuse 
between those aged 16 or over who are, or have been, intimate partners or family members 
regardless of gender or sexuality. The abuse can encompass, but is not limited to: 
•psychological 
•physical 
•sexual 
•financial 
•emotional 
 

https://www.gov.uk/government/publications/children-who-run-away-or-go-missing-from-home-or-care
https://www.gov.uk/government/publications/children-who-run-away-or-go-missing-from-home-or-care
https://www.gov.uk/government/publications/what-to-do-if-you-suspect-a-child-is-being-sexually-exploited
https://www.gov.uk/government/publications/what-to-do-if-you-suspect-a-child-is-being-sexually-exploited
https://www.gov.uk/domestic-violence-and-abuse
https://www.gov.uk/domestic-violence-and-abuse
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It involves the use of power and control by one person over another.  It occurs regardless of race, 
ethnicity, gender, class, sexuality, age, religion, mental or physical ability. Domestic abuse can also 
involve other types of abuse. 
 
We use the term domestic abuse to reflect that a number of abusive and controlling behaviours are 
involved beyond violence.  Slapping, punching, kicking, bruising, rape, ridicule, constant criticism, 
threats, manipulation, sleep deprivation, social isolation, and other controlling behaviours all count as 
abuse. 
 
Living in a home where domestic abuse takes place is harmful to children and can have a serious 
impact on their behaviour, wellbeing and understanding of healthy, positive relationships.  Children 
who witness domestic abuse are at risk of significant harm and staff are alert to the signs and 
symptoms of a child suffering or witnessing domestic abuse.  
 
LBBD has a number of support agencies to which victims and children of victims can be reported. 
 
At JRCS any student who discloses they are victim of Domestic Violence or has witnessed Domestic 
Violence should be reported using the CP/safeguarding referral procedure.  
 

female genital mutilation (FGM) 

Female Genital Mutilation: 
Female Genital Mutilation (FGM) comprises all procedures involving partial or total removal of the 
external female genitalia or other injury to the female genital organs.  It is illegal in the UK and a form 
of child abuse with long-lasting harmful consequences. 
 
Warning signs that FGM may be about to take place, or may have already taken place, can be found 
on pages 16-17 of the Multi-Agency Practice Guidelines (copy in the CP file on shared area). 
 
From October 2015 mandatory reporting will come into place and where a teacher discovers that an 
act of FGM appears to have been carried out on a girl who is aged under 18, there will be a statutory 
duty upon that individual to report it to the police. 
 
At JRCS the normal CP/Safeguarding reporting procedures outlined in the policy should be followed 
unless a member of the CP team is unavailable in which case direct contact with police should be 
made as stated in ‘Keeping Children Safe in Education’ DFE document. 
 
forced marriage 

Forced Marriage 
Forcing a person into a marriage is a crime in England and Wales.  A forced marriage is one entered 
into without the full and free consent of one or both parties and where violence, threats or any other 
form of coercion is used to cause a person to enter into a marriage.  Threats can be physical or 
emotional and psychological.  A lack of full and free consent can be where a person does not consent 
or where they cannot consent (if they have learning disabilities, for example).  Nevertheless, some 
communities use religion and culture as a way to coerce a person into marriage.  Schools and 
colleges can play an important role in safeguarding children from forced marriage.  At JRCS suspicion 
of a forced marriage should be reported to the CP/Safeguarding team as outlined in this document. 
 
 

gangs and youth violence   

Gangs and Youth Violence   
The school works closely with its partners to identify gang members and refer onto the programmes 
available locally to reduce risk.  School based intervention from the inclusion team will be used if no 
appropriate external support is available.  Violence of all forms is dealt with using the schools 
behaviour policy and in serious cases referred onto the police and other partner agencies if this is 
appropriate.  Staff can report issues to the CP/Safeguarding team as outlined in this document.  
 
 

https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
file://///JRCS-FSR-01/StaffAdministration/@Child%20Protection/DFE%20Docs/MultiAgencyPracticeGuidelinesNov14.pdf
https://www.gov.uk/forced-marriage
https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
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mental health  

Mental Health 
Mental health problems in childhood and adolescence can have tragic circumstances, including 
suicide, substance misuse, inability to live independently, on-going mental health issues involvement 
in the criminal justice system, failure to complete school and other health problems.   
 
Children from the poorest fifth of areas in England (including Barking and Dagenham) are three times 
more likely to suffer from mental health problems than those in the most affluent fifth of boroughs.  
Looked-after children (LAC) and children with learning disabilities (LD) are more likely to suffer mental 
health problems than other children.  Nationally it is estimated that around 68% of looked after 
children in residential care have mental health problems, however for those in stable placements 
reported mental health is similar to health in the general child population. 
At JRCS students displaying behaviours which may be considered mental health issues will be 
offered a number of services both in school using the Inclusion team and in school counselling service 
and out of school services via out of school referrals to LBBD services.  Parents will always be 
informed of our concerns and advised to seek external support as soon as possible.  The support 
parents can access may be more timely in some circumstances and therefor parents will be 
encouraged to make these referrals. 
 
 preventing radicalisation  

Preventing Radicalisation: 
Radicalisation refers to the process by which a person comes to support terrorism and forms of 
extremism.  Extremism is vocal or active opposition to fundamental British values, including 
democracy, the rule of law, individual liberty and mutual respect and tolerance of different faiths and 
beliefs.  We also include in this definition of extremism calls for the death of members of our armed 
forces, whether in this country or overseas. 
 
There is no single way of identifying an individual who is likely to be susceptible to an extremist 
ideology.  It can happen in many different ways and settings.  Specific background factors may 
contribute to vulnerability which are often combined with specific influences such as family, friends or 
online, and with specific needs for which an extremist or terrorist group may appear to provide an 
answer.  The internet and the use of social media in particular has become a major factor in the 
radicalisation of young people. 
 
From the 1st July 2015 schools are under a duty under section 26 of the Counter- Terrorism and 
Security Act 2015 to have “due regard to the need to prevent people from being drawn into terrorism”.  
This duty is known as the PREVENT duty. (Further details can be found in the ‘Keeping Children Safe 
in Education’ DFE document in the shared area). 
 
At JRCS the normal CP/Safeguarding reporting procedures outlined in the policy should be followed. 
The CP/Safeguarding team will decide on the best course of action including referral to the police and 
the Channel Programme. 
 
sexting 

Sexting 

There is no clear definition of ‘sexting’, instead the UK Council for Child Internet Safety (UKCCIS) 
published non- statutory guidance talks about ‘youth produced sexual imagery’. 
This advice that the school has adopted covers: 

 Responding to disclosures 

 Handling devices and imagery 

 Risk assessing situations 

 Involving other agencies, including escalation to the police and children’s social care 

 Recording incidents 

 Involving parents 

 Preventative education 
 

https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/government/publications/children-act-1989-private-fostering
https://www.gov.uk/government/publications/children-act-1989-private-fostering
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/groups/uk-council-for-child-internet-safety-ukccis
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When an incident involving youth produced sexual imagery comes to the school’s attention: 

 The incident will be referred to the CP/Safeguarding team as soon as possible 

 The CP/Safeguarding team member on duty will hold an initial review meeting with 
appropriate school staff 

 There may be subsequent interviews with the young people involved (if appropriate) 

 Parents will be informed at an early stage and involved in the process unless there is good 
reason to believe that involving parents would put the young person at risk of harm  

 At any point in the process if there is a concern a young person has been harmed or is at risk 
of harm a referral should be made to children’s social care and/or the police immediately. 
 

After clear risk assessments by the designated lead the school may decide to respond to the incident 
without involving the police or children’s social care but can choose to escalate the incident at any 
time if further information/concerns come to light. 

The decision to respond to the incident without involving the police or children’s social care would be 
made in cases when the Designated Safeguarding Lead is confident that they have enough 
information to assess the risks to pupils involved and the risks can be managed within the school’s 
pastoral support and disciplinary framework and if appropriate local network of support. 

The decision will be made by the Designated Safeguarding Lead with input from the Headteacher and 
input from other members of staff if appropriate.  The decision will be recorded in line with school 
policy.  The decision will be in line with the school’s child protection procedures and will be based on 
consideration of the best interests of the young people involved.  This would take into account 
proportionality as well as the welfare and protection of the young people.  The decision will be 
reviewed throughout the process of responding to the incident. 

Peer On Peer Abuse: 
Staff should be aware that safeguarding issues can manifest themselves via peer on peer abuse.  
This is likely to include, but may not be limited to, concerns already outlined in this policy, bullying 
(including cyberbullying), gender based violence/sexual assaults and sexting.  All such concerns 
should be reported using the CP/Safeguarding referral system outlined in this policy.  Where there is 
‘reasonable cause to suspect that a child is suffering, or likely to suffer, significant harm’ the cause for 
concern will be referred to local agencies.  All other levels of concern will be dealt with using the 
school’s behaviour and discipline policy.  In the event of peer on peer abuse disclosure all students 
involved, weather perpetrator or victim, will be treated as being at risk.  
 

Please follow the links below for the latest information: 
 
bullying including cyberbullying 
drugs   
fabricated or induced illness   
faith abuse   
gender-based violence/violence against women and girls (VAWG)  
hate  
missing children and adults    
private fostering 

relationship abuse   
trafficking 
 
  

https://www.gov.uk/government/publications/preventing-and-tackling-bullying
https://www.gov.uk/government/publications/drugs-advice-for-schools
https://www.gov.uk/government/publications/drugs-advice-for-schools
https://www.gov.uk/government/publications/safeguarding-children-in-whom-illness-is-fabricated-or-induced
https://www.gov.uk/government/publications/safeguarding-children-in-whom-illness-is-fabricated-or-induced
https://www.gov.uk/government/publications/national-action-plan-to-tackle-child-abuse-linked-to-faith-or-belief
https://www.gov.uk/government/publications/national-action-plan-to-tackle-child-abuse-linked-to-faith-or-belief
https://www.gov.uk/government/policies/ending-violence-against-women-and-girls-in-the-uk
https://www.gov.uk/government/policies/ending-violence-against-women-and-girls-in-the-uk
http://educateagainsthate.com/
http://educateagainsthate.com/
https://www.gov.uk/government/publications/missing-children-and-adults-strategy
https://www.gov.uk/government/publications/missing-children-and-adults-strategy
https://www.gov.uk/government/publications/missing-children-and-adults-strategy
https://www.gov.uk/government/publications/children-act-1989-private-fostering
https://www.disrespectnobody.co.uk/relationship-abuse/what-is-relationship-abuse/
https://www.disrespectnobody.co.uk/relationship-abuse/what-is-relationship-abuse/
https://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance
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Appendix 2 
 

Staff transporting students in their own cars on school business 
 
Rationale 
The school recognises that in extreme circumstances it is necessary for staff to transport students in 
their own cars on school business.  The Headteacher recommends that this be avoided wherever 
possible.  However, in emergencies and on returning from trips late at night it may be necessary to 
return a child home. 
 
Procedures for carrying students in your car 

1) The central drivers’ register 
To safeguard both the member of staff and the student the following criteria will be followed: 

 The member of staff must have: 
o Insurance that covers the transport of young people on employers business;  
o Current MOT certificate,  
o Valid road tax; and  
o Driving licence. 

 All documents must be shown to the Staff Operations Officer who will photocopy them and 
place on file. 

 The Staff Operations Officer will ensure that a central drivers’ register is maintained. 

 It is the member of staff’s responsibility to ensure that they show this documentation to the 
Staff Operations Officer. 

 
2) Before transporting a student 
Before transporting a student, the member of staff should try to contact home and get the parents or a 
neighbour to pick up the student.  If this is not possible, then the member of staff should: 

 Ensure that their details are up to date and stored on the school’s central drivers’ register. 

 Get permission over the phone from the parent or guardian to transport the student home. 

 Gain permission from the Head teacher or someone delegated by the Head teacher. 

 Ensure that the child is not alone with the member of staff by taking another member of staff 
with them in the car. 

 
3) In the car 
When staff are transporting students, they are responsible for the student wearing a seatbelt. 
 
4) Accidents/Incidents 
In the case of a road traffic accident, these must be reported by the driver, to their own insurance 
company and passengers must be advised of the name and address of the insurance company, if 
wishing to make a claim.  All accidents/incidents that occur during school business must be recorded 
on return to school.  They will be recorded following normal school procedures. 


