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AIMS STATEMENT 
 
At Lady Manners School we strive to attain the highest standards in our work, have respect 
for others and develop our individual talents. 
 
 
1. INTRODUCTION AND CONTEXT 
 

1.1 Responsibilities 
 

Lady Manners School fully recognises its responsibilities for Child Protection 
and Safeguarding.  This Policy sets out how the school will deliver these 
responsibilities.   

 
This policy should be read in conjunction with: 

 
'Working Together to Safeguard Children' (2015) which is statutory guidance to 
be read and followed by all those providing services for children and families, 
including those in education. The guidance is available via the following link: 
http://www.workingtogetheronline.co.uk/index.html  

 
"Keeping Children Safe in Education" (March 2015), which is the statutory 
guidance for Schools and Colleges. The guidance is available via the following 
link: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/
418686/Keeping_children_safe_in_education.pdf    

 
"Keeping Children Safe in Education: Information for all School and College 
Staff" (2014).The guidance is available via the following link:  
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/
418687/Keeping_children_safe_in_education_part_1_only.pdf  

 
"What to Do if Worried a child is being Abused: Advice for Practitioners". March 
2015. The guidance is available via the following link: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/
419604/What_to_do_if_you_re_worried_a_child_is_being_abused.pdf  

 
"Information Sharing: Advice for Practitioners providing Safeguarding Services 
to Children, Young People, Parents and Carers". March 2015. The guidance is 
available via the following link:  
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/
419628/Information_sharing_advice_safeguarding_practitioners.pdf  
 
Furthermore, we will follow the procedures set out by the Derbyshire 
Safeguarding Children's Board:   
http://derbyshirescbs.proceduresonline.com/index.htm 

 
In accordance with the above procedures, the School carries out an annual 
audit of its Safeguarding provision (S175 Safeguarding Audit, which is a 
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requirement of the Education Act 2002 & 2006) a copy of which is sent to the 
Local Authority Safeguarding Team.    

 
 

1.2 Principles 
 

Safeguarding arrangements at Lady Manners School are underpinned by 
three key principles: 
 

• Safeguarding is everyone's responsibility: all staff, governors, volunteers 
and others carrying out work in the school play their full part in keeping 
children safe. 

 

• That Lady Manners School operates a child-centered approach: a clear 
understanding of the needs, wishes, views and voices of children. 

 

• That all staff, governors, volunteers and others carrying out work in the 
school have a clear understanding regarding abuse and neglect in all 
forms; including how to identify, respond and report. This also includes 
knowledge of the process for raising allegations against professionals (see 
Appendix A).  All those working in school should feel confident that they 
can report all matters of safeguarding children where the information will 
be dealt with swiftly and securely, following the correct procedures with the 
safety and wellbeing of the students in mind at all times. 

 
 

1.3 Policy 
 

There are six main elements to this policy, which are described in the following 
sections: 
 

• The types of abuse that are covered by the policy; 

• The signs of abuse that staff and volunteers should look out for; 

• Roles and responsibilities for Safeguarding; 

• Expectations of staff and volunteers with regard to Safeguarding, and the 
procedures and processes that should be followed, including the support 
provided to students; 

• How the school will ensure that all staff and volunteers are appropriately 
trained and checked for their suitability to work within the school; 

• How the policy will be managed and have its delivery overseen. 
 

Through implementation of this policy we will ensure that our school provides 
a safe environment for children and young people to learn and develop.  We 
will cross reference to other relevant policies and make reference to them in 
this policy where appropriate.  
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1.4 Definitions 
 

Child:  A child is anyone who has not yet reached their 18th birthday and is 
entitled to services or protection under the Children Act 1989.  At Lady 
Manners School we are absolutely clear to staff and parents that our 
safeguarding protection and care apply to all young people who are students 
at the school. 

 
Staff: The term staff used in this policy includes all employees and volunteers, 
contractors, agency workers and governors who carry out their role in the 
school. 

 
 
2. TYPES OF ABUSE 
 

2.1 Children who may require early help 
 

Staff working within the school must be alert to the potential need for early help 
(see section 5) for a child who: 

 

• is disabled and has specific additional needs.  

• has special educational needs.  

• is a young carer.  

• is showing signs of engaging in anti-social or criminal behaviour.  

• is in a family circumstance presenting challenges for the child, such as 
substance abuse, adult mental health, domestic violence; and/or  

• is showing early signs of abuse and/or neglect.  

• is showing signs of displaying behaviour or views that are considered to be 
extreme. 

 
These children are more vulnerable and we will identify who our vulnerable 
students are, and ensure that staff know the processes to secure advice, help 
and support where needed.  

 
 

2.2 Child Abuse 
 

There are four types of child abuse as defined in 'Working Together to 
Safeguard Children' (2013) which are defined in the 'Keeping Children Safe in 
Education Statutory Guidance' (2015) as:  

 

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

 

• Sexual Abuse involves forcing or enticing a child or young person to take 
part in sexual activities, not necessarily involving a high level of violence, 
whether or not the child is aware of what is happening.  The activities may 
involve physical contact or non-contact activities, such as involving 
children in looking at, or in the production of, sexual images, watching 
sexual activities, encouraging children to behave in sexually inappropriate 
ways, or grooming a child in preparation for abuse (including via the 
internet).  Sexual abuse is not solely perpetrated by adult males; women 
can also commit acts of sexual abuse, as can other children. 

 

• Neglect 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. It may include a failure to: 
 
o Provide adequate food, clothing and shelter.  
o Protect a child from physical and emotional harm or danger.  
o Ensure adequate supervision (including the use of inadequate care-

givers). 
o Ensure access to appropriate medical care or treatment.  
o Respond to a child's basic emotional needs 

 
Bullying (including prejudice-based and cyber bullying) is also abusive which 
will include at least one of the defined categories of abuse.  Further information 
can be found in the school's Anti-Bullying Policy. 

 
 
2.3  Specific Safeguarding Issues  

 
There are specific issues that have become critical in Safeguarding.  All staff 
will be made familiar with them and processes are in place to identify, report, 
monitor on them.  In addition, students are educated appropriately with regard 
to the issues.   

 

• Child Sexual Exploitation (CSE) 

• Domestic Violence  

• Drugs 

• Fabricated or induced illness 
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• Faith abuse  

• Female 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 
 

Broad government guidance on the issues listed above can be accessed via 
https://www.gov.uk/government/organisations/department-for-education and 
local procedures and strategies are available through 
www.derbyshirescb.org.uk    

 
 
3. SIGNS OF ABUSE 
 

3.1 Physical Abuse 
 

Most children will collect cuts and bruises and injuries, and these should 
always be interpreted in the context of the child's medical / social history, 
developmental stage and the explanation given.  Most accidental bruises are 
seen over bony parts of the body, e.g. elbows, knees, shins, and are often on 
the front of the body.  Some children, however, will have bruising that is more 
than likely inflicted rather than accidental. 

 
Important indicators of physical abuse are bruises or injuries that are either 
unexplained or inconsistent with the explanation given; these can often be 
visible on the 'soft' parts of the body where accidental injuries are unlikely, eg, 
cheeks, abdomen, back and buttocks.  A delay in seeking medical treatment 
when it is obviously necessary is also a cause for concern.  

 
The physical signs of abuse may include:  

 

• Unexplained bruising, marks or injuries on any part of the body. 

• Multiple bruises; in clusters, often on the upper arm, outside of the thigh.  

• Cigarette burns.  

• Human bite marks. 

• Broken bones.  

• Scalds, with upward splash marks.  

• Multiple burns with a clearly demarcated edge.  
 

Changes in behaviour that can also indicate physical abuse:  
 

• Fear of parents being approached for an explanation. 

• Aggressive behaviour or severe temper outbursts.  
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• Flinching when approached or touched.  

• Reluctance to get changed, or adjust clothing, for example in hot 
weather.  

• Depression.  

• Withdrawn behaviour.  

• Running away from home.   
 
 

3.2 Emotional Abuse 
 

Emotional abuse can be difficult to identify as there are often no outward 
physical signs. Indications may be a developmental delay due to a failure to 
thrive and grow, however, children who appear well-cared for may 
nevertheless be emotionally abused by being taunted, put down or belittled.  
They may receive little or no love, affection or attention from their parents or 
carers.  Emotional abuse can also take the form of children not being allowed 
to mix or play with other children. 

 
Changes in behaviour which can indicate emotional abuse include:  

 

• Neurotic behaviour e.g. sulking, hair twisting, rocking.  

• Being unable to play. 

• Fear of making mistakes. 

• Sudden speech disorders.  

• Self-harm. 

• Fear of parent being approached regarding their behaviour.  

• Developmental delay in terms of emotional progress.  
 
 

3.3 Sexual Abuse 
 

All staff and volunteers should be aware that men, women or other children 
are potential perpetrators.  Girls and boys of any age may be the victim of 
sexual abuse.  Indications of sexual abuse may be physical or from the child's 
behaviour.  In all cases, children who inform someone about sexual abuse do 
so because they want it to stop.  It is important, therefore, that they are listened 
to and taken seriously.  

 
The physical signs of sexual abuse may include:  

 

• Pain or itching in the genital area 

• Bruising or bleeding near genital area 

• Sexually transmitted disease 

• Vaginal discharge or infection 

• Stomach pains 

• Discomfort when walking or sitting down 

• Pregnancy 
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Changes in behaviour which can also indicate sexual abuse include:  
 

• Sudden or unexplained changes in behaviour e.g. becoming aggressive 
or withdrawn 

• Fear of being left with a specific person or group of people 

• Having nightmares 

• Running away from home 

• Sexual knowledge which is beyond their age, or developmental level 

• Sexual drawings or language 

• Bedwetting 

• Eating problems such as overeating or anorexia 

• Self-harm or mutilation, sometimes leading to suicide attempts 

• Saying they have secrets they cannot tell anyone about 

• Substance or drug abuse 

• Suddenly having unexplained sources of money 

• Not being allowed to have friends (particularly in adolescence) 

• Acting in a sexually explicit way towards adults 
 
 

3.4 Neglect 
 

It can be difficult to recognise neglect, however its effects can be long term 
and damaging for children.  

 
The physical signs of neglect may include:  

 

• Being constantly dirty or 'smelly'. 

• Constant hunger, sometimes stealing food from other children. 

• Losing weight, or being constantly underweight. 

• Inappropriate or dirty clothing.  
 

Neglect may be indicated by changes in behaviour which may include:  
 

• Mentioning being left alone or unsupervised.  

• Not having many friends. 

• Complaining of being tired all the time. 

• Not requesting medical assistance and/or failing to attend appointments.  
 
 

3.5  Specific Safeguarding Issues  
 

In understanding the signs and indicators of specific issues listed earlier in this 
policy Schools and Colleges can access broad government guidance via the 
https://www.gov.uk/government/organisations/department-for-education and 
more importantly access local procedures, strategies and tools through 
www.derbyshirescb.org.uk.  
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Lady Manners School will incorporate signs of abuse and specific 
safeguarding issues in safeguarding into briefings, staff induction training, and 
ongoing development training for staff.  

 
 

4. SAFEGUARDING ROLES AND RESPONSIBILITIES 
 

4.1 All staff have responsibility for the following: 
 

Being aware of the Derby and Derbyshire Safeguarding Procedures, 
http://derbyshirescbs.proceduresonline.com/index.htm and ensuring these 
procedures are followed. This includes the Escalation Policy and Process, 
which may be followed if a staff member feels their concerns have not been 
addressed within the school. 
 

• Listening to, and seeking out, the views, wishes and feelings of children, 
ensuring in this that the child's voice is heard and referred to. 

• Knowing who the School Designated Lead and Deputy Designated Lead 
for Safeguarding are and the relevant link person for Children in 
Care/Looked After Children, SEN and Anti- Bullying, including who is the 
School link Governor for Child Protection and Safeguarding (see 
Appendix B).  

• Being alert to the signs of abuse, including specific issues in Safeguarding 
and their need to refer any concerns to the Safeguarding Designated Lead 
in the School. 

• Knowing about the 'Allegations Against Professionals' procedures (see 
Appendix A) and feel confident in being able to use them including raising 
concerns about the school.  

• Knowing about confidential reporting procedures and where to get 
information and support on this (please see the school's Confidential 
Reporting Code).  

• Being aware of the Guidance for Safer Working Practice and Keeping 
Children Safe in Education and the school's Staff Code of Conduct.  

• Ensuring that their Child Protection training is up to date, and is taking 
place at recommended intervals.  

• Sharing information and working together to provide children with the help 
and support they need. 

• Supporting students who have been abused in accordance with his/her 
Child Protection Plan. 

• Being aware of the school's Private Fostering Policy. 

• Being aware of Extremism, including the signs of, being alert to concerning 
behaviours and ideologies considered to be extreme; as well as having an 
understanding of the British Value Agenda.   

• Learning from the outcomes of serious case reviews (see Appendix C). 

• If staff have concerns, they should raise these with the Designated 
Safeguarding Lead and the Lead will usually decide the next steps.  
However, all staff should be aware that any member of staff in school can 
make a referral as below: 
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o Seeking early help where a child and family would benefit from 
coordinated support from more than one agency (e.g. education, 
health, housing, police) to prevent needs escalating to a point where 
intervention would be needed via a statutory assessment (see section 
5.1). 

o If at any time it is considered that the child may be a child in need as 
defined in the Children Act 1989, or that the child has suffered 
significant harm or is likely to do so, a referral is made immediately to 
Local Authority Children's Social Care. 

o Referring to Children Missing from Education (CME), those children 
who go missing from education, whereabouts unknown, by adhering to 
guidance and timelines shown on in the DCC policy, this can be found 
at: 
https://derbyshire.inthehive.net/extranet/pupil_support/children_missi
ng_from_edu/default.aspx 

o Notification is made to the Children's Social Care department if it is 
thought or known that a child may be Privately Fostered. 

o If staff feel unclear about what has happened to their concerns 
following a referral they can enquire further and obtain feedback.  

 
 

4.2 Governors and Senior Leaders are responsible for: 
 

• Taking leadership responsibility for the school's safeguarding 
arrangements.  

• Ensuring that they are up to date with emerging issues in safeguarding 
and know about strategies by the Local Authority in trying to keep children 
safe In Derbyshire.    

• Ensuring that there is a nominated link Governor for Child Protection and 
Safeguarding who can provide a link to the Local Authority on matters of 
Safeguarding in the school and are in liaison with other partners and 
agencies. 

• Ensuring that we have a Safeguarding Designated Lead and Deputy 
Designated Lead for Child Protection, that they are sufficient in number 
depending upon the size and demands of the school, are fully equipped to 
do the job, and that they have access to appropriate training that is 
regularly refreshed (at least very two years). 

• Ensuring that a Designated Lead is on the premises and available and if 
not available there is cover in place.  

• Ensuring that we have a nominated link Governor for Children in Care/ 
Looked after Children and SEN. 

• Ensuring that there are procedures are in place for handling allegations 
against staff (Appendix A) and that any concerns raised are brought to 
the attention of the Local Authority Designated Officer (LADO) in every 
case.  

• Ensuring that all staff are given a mandatory induction which includes 
knowledge regarding abuse, neglect, specific safeguarding issues, 
familiarisation with Child Protection responsibilities and school policies 
and procedures.  The induction will also include procedures to be followed 
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if anyone has any concerns about a child's safety or welfare.  Summary 
information that will be made available to all staff is at Appendix D. 

• Ensuring that all staff have regular reviews of their own practice to ensure 
ongoing professional development. 

• Ensuring that all staff receive the appropriate training which is regularly 
updated. 

• Ensuring that we have in place effective ways to identify emerging 
problems and potential unmet needs for individual children and families. 

• Ensuring that policies such as those for behaviour and bullying, are kept 
up to date. 

• Considering how children may be taught about Safeguarding, including on 
line safety, through teaching and learning opportunities, as part of 
providing a broad and balanced curriculum.  

• Ensuring that the curriculum makes best use of Personal Social and 
Health Education to cover Safeguarding issues with children. 

• Ensuring that there is an Internet Safety Policy in place that is equipped to 
deal with online bullying and internet/social media child protection 
concerns. 

• Understanding the need to identify trends and patterns regarding Children 
Missing from Education and to respond to / refer where required. 

• Notifying the Children's Social Care department if there is an unexplained 
absence of a student who is the subject of a Child Protection Plan. 

• Notifying the Children's Social Care department if it is thought or known 
that a child or young person may be Privately Fostered. 

• Ensuring that the Local authority protocol on reporting concerns about 
extremism or views considered to be extreme is used.  This may include 
a referral to PREVENT/CHANNEL and/or social care.  

• Acting on the 'Learning from Serious Case Reviews' – see Appendix C; 

• Ensuring that all staff are made aware of the Confidential Reporting Code. 

• Ensuring that all child protection records are kept up to date, are secure 
and reviewed annually. 

• Making sure that the Child Protection/Safeguarding Policy is available to 
parents and carers as appropriate including via the schools website. 

 
Governors should ensure that they ask questions of the School Leadership to 
ensure that the above measures are in place.  

 
 

4.3 Creating a safe environment 
 

• We will ensure that our staff are competent to carry out their 
responsibilities for Safeguarding in promoting the welfare of children by 
creating an environment and an ethos whereby all staff feel able to raise 
concerns, along with being supported in their Safeguarding role.  

• We will endeavour to create  a culture of listening to children, taking 
account of their wishes, feelings and voices both in individual decisions 
and in the school's development, for example, through the School Council. 

• We will ensure that the building, including its surroundings, are safe and 
one where children can feel safe. Security within the school is carefully 
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managed and reviewed annually.  All visitors to the school must sign in, 
show any official identification that they have and be accompanied by a 
school employee at all times while on the premises.  A lower level of 
supervision will be required where the school is satisfied that the visitor 
has had the relevant checks carried out. 

• We will ensure that parents/carers know about our principles in 
Safeguarding, and that they along with the local community are able to 
participate in any policy, procedure or initiative which contributes to the 
safety of the children in our local community. 

• We will ensure that students are made aware of the processes by which 
they can report concerns or make complaints about others.  This is 
reinforced through assemblies, the PSHE programme and pastoral staff. 

• The school is fully aware of the relevant Health and Safety legislation and 
complies with all aspects of this in order to keep both student and staff 
safe. Risk assessments are undertaken when required and advice is 
sought from the Local Authority Health and Safety team as appropriate. 

 
 

4.4 Safer Recruitment: 
 

• We will 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 on whether to ask for any checks 
beyond what is required. 

• We are aware of the Disqualification by Association rules and have a 
relevant procedure in place which can be applied if required.   

• We have procedures in place to make a referral to the Disclosure and 
Barring Service (DBS)  if a person in regulated activity has been 
dismissed, removed due to Safeguarding concerns,  or would have been 
had they not resigned.  We are aware that this is a legal duty (see 
Appendix A).    

• We will ensure that if a Governor is involved in regulated activity then that 
person has the appropriate checks required.    

• We will ask for written confirmation that third parties who hire our premises 
have the appropriate safeguarding procedures in place. 

• We will be mindful of who we are hiring our premises to and refuse the 
hiring of premises for any activity deemed not in the interests of children, 
the school, the local community and or viewed to be  inflammatory (e.g. 
banned political groups).   

• When students attend off-site activities we check that effective 
safeguarding and child protection arrangements are in place.  In particular, 
staff responsible for careers and employability will ensure that the 
procedures for safeguarding and child protection are fulfilled. Specific 
details relating to extended work experience placements can be found in 
the Careers, Employability and Enterprise Policy. 

 
Safer Recruitment practices and the requirements outlined in the 'Keeping 
Children Safe in Education' are followed in all recruitment processes.   
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All interview panels will have at least one member who has undergone Safer 
Recruitment Training.  We will check on the identity of candidates, make 
overseas checks where relevant and follow up references with referees and 
scrutinise applications for gaps in employment.  We will ensure that 
Safeguarding considerations are taken into account at each stage of the 
recruitment process and if in any doubt will seek further HR and/or legal 
advice. 

 
Lady Manners School has a single central record which will detail the checks 
carried out on all staff who work in the school.  The record is continually 
updated and regularly reviewed in line with changing requirements.   

 
4.4.1 The Disclosure and Barring Service (DBS) 

The Disclosure and Barring Service helps employers make safer 
recruitment decisions which helps prevent unsuitable people from 
working with vulnerable groups, including children.   

 
The DBS are responsible for: 
• Processing requests for criminal records checks 
• Deciding whether it is appropriate for a person to be placed on or 

removed from a barred list 
• Placing or removing people from the DBS Children's Barred list and 

Adults' Barred list for England, Wales and Northern Ireland 
• Providing an online DBS service 

 
The DBS search police records and in relevant cases, the barred list 
information, before issuing a DBS certificate to the applicant.    

 
A DBS check will be requested as part of the pre-employment checks 
following an offer of employment, including for unsupervised 
volunteering roles, for all staff engaging in regulated activity.  The 
definition of regulated activity can be found in Part V of the Protection 
of Freedoms Act 2012 and at DBS Guides to Eligibility 
https://www.gov.uk/government/publications/dbs-regulated-activity  

 
The statutory guidance on regulated activity (Annex D of Keeping 
Children Safe in Education) will be adhered to.  A volunteer who has 
not undertaken a DBS check will be appropriately supervised.  See 
Appendix D for the procedure for recruiting volunteers and Appendix 
E for the procedure for accepting third party staff through an agency. 

 
 
5. SAFEGUARDING PROCESSES AND PROCEDURES 
 

The school will deliver its responsibilities for identifying and acting on early help 
needs, Safeguarding and Child Protection in line with the policies and procedures 
identified in the Derbyshire Safeguarding Children's Board policies and procedures 
guidance, available at http://derbyshirescbs.proceduresonline.com/index.htm 
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A threshold Document is available and assists with meeting a child's needs in 
Derbyshire and can be found at  
http://derbyshirescbs.proceduresonline.com/pdfs/thresholds.pdf 

 
 

5.1 Early Help 
 

The provision of early help services should form part of a continuum of help 
and support to respond to the different levels of need of individual children and 
families – for more information, refer to Derbyshire's 'Early Help Offer' at 
http://www.derbyshire.gov.uk/social_health/children_and_families/support_fo
r_families/default.asp  

 
All initial contacts where staff wish to make a request for general advice, 
information or a service for a child should be made by contacting the local 
children's Social Care contact point for making referrals.  
 
When calls are received they are screened, and advice is given around the 
next steps. An Initial Contact will be created for all cases where it is judged the 
child may have additional or complex needs.  This Initial Contact will be then 
passed to the Senior Practitioner.  
 
The Senior Practitioner will, within 24 hours, decide which service within 
Children's Social Care is best placed to meet that child's needs and the 
information will be passed to either the Multi-Agency Team or Children's Social 
Care for assessment. The Contact Centre Advisor will be responsible for 
directing the Initial Contact/ Referral to the appropriate team and advising the 
referrer of the outcome within 24 hours.  

 
 

5.2 Referring to Children's Social Care 
 

If at any time it is considered that the child has suffered significant harm or is 
likely to do so (for example, a child having an injury or has made a disclosure 
of sexual abuse) a referral should be made to the Children's Social Care 
contact point. 

 
When a member of staff or another person has concerns for a child, and if the 
school is aware that the case is open to the Multi-Agency Team, the case will 
be discussed with the Allocated Worker or their manager to request escalation 
to Children's Social Care.  If the child does not at that time have a lead 
professional or allocated Social Worker the school should contact the 
Children's Social Care Contact Point where a Contact Centre Advisor will 
collate the information and advise on the next steps.   

 
Schools should ensure they have spoken to the family about their concerns 
and proposed actions unless to do so would place the child at risk.  The 
decision not to inform parents/carers must be justified and the details 
recorded.  If a child makes a disclosure or presents with an injury it is 
imperative that advice is sought immediately, prior to the child returning home. 
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Essential information that is required for making a referral includes: 
 
• Full names and dates of birth for the child and other children in the family. 
• Address and daytime telephone numbers for the parents, including mobile 

telephone numbers. 
• The child's address and telephone number. 
• Whereabouts of the child (and siblings). 
• Child and family's ethnic origin. 
• Child and family's main language. 
• Actions taken and people contacted. 
• Any special needs of the child, including the need for an accredited 

interpreter, accredited sign language interpreter or other language support. 
• A clear indication of the family's knowledge of the referral and whether they 

have consented to the sharing of confidential information. 
• The details of the person making the referral. 

 
Other information that may be required: 
 

• Addresses of wider family members. 
• Previous addresses of the family. 
• Schools and nurseries attended by the child and other children in the 

household. 
• Name, address & phone number of GP/Midwife/Health Visitor/School 

Nurse. 
• Hospital ward/consultant/Named nurse and dates of admission/discharge. 
• Details of other children who may be in contact with the alleged abuser. 
• Details of other practitioners involved with the family. 
• Child's legal status and anyone not already mentioned who has parental 

responsibility. 
• History of previous concerns and any previous CAF or Initial Assessments 

completed. 
• Any other information that is likely to impact on the undertaking of an 

assessment or Section 47 Enquiry. 
 
 

5.3 Dealing with allegations against staff and volunteers who work with 
children 

 
The procedure for dealing with allegations against staff and volunteers who 
work with children can be found at Appendix A.  The procedure is based on 
'Allegations Made Against Professionals' (allegations of abuse by teachers 
and other staff), which can be found via the following link:  
www.derbyshirescb.org.uk (Section 2 of the procedures) and Part Four of 
Keeping Children Safe in Education. 
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5.4 Important contact details 
 

Children's Social Care Single Point of Contact: 
Tel: 01629 533190 
Fax: 01629 585669 
 

 
Out of hours Call Derbyshire (Children's /Young Peoples and Adult 
Social Care)  
Tel: 01629 533190 
Fax: 01629 585669  
 
 
Police Central Referral Unit 
Butterley Hall 
Ripley 
Derbyshire 
DE5 3RS 

 
Tel: 0300 122 8719 
Fax: 01773 572074 

 
 

NSPCC - National Helpline 
0808 800 5000 

 
 

Childline 
0800 11 11 

 
 
6. INTERNET SAFETY 
 

Modern technology can be a source of fun, entertainment, communication and 
education but students need to be made aware that they are vulnerable to exploitation 
or abuse from misuse.  Potential harm might range from sending hurtful or abusive 
text messages and emails, to enticing children to engage in sexually harmful 
conversations, webcam photography or face to face meetings.  The school's Student 
Acceptable Use of IT explains how we try to keep students safe in school.  In 
particular, students are not allowed access to chatrooms and social networking sites 
in school.  Students will undoubtedly be 'chatting' on mobiles and social networking 
sites at home and a short information sheet has been produced to help parents and 
students understand the possible risks and how to stay safe. 

 
A student Internet Safety information sheet is included in Appendix H. 

 
Students are made aware of how to report internet abuse via the 
www.thinkuknow.co.uk website. 

 
 



LADY MANNERS SCHOOL POLICY                                                                                                 Safeguarding and Child Protection 

 

 
Page 16                                                                                                                                                           Final - Governors 13 July 2016 

7. SUPPORTING STUDENTS AT RISK 
 

Personal well-being makes a major contribution to the development of young people.  
Students who can embrace change, feel positive about who they are and enjoy 
healthy, safe, responsible and fulfilled lives are able to take increasing responsibility 
for themselves, their choices and behaviours and make a positive contribution to their 
family, school and the community. 

 
Children who are abused or witness violence may find it difficult to develop a sense 
of self-worth.  They may feel helplessness, humiliation and some sense of blame.  
The school may be the only stable, secure and predictable element in the lives of 
children at risk.  When at school their behaviour may be challenging and defiant or 
they may be withdrawn.  The school will support the student through: 
 
7.1 The content of the curriculum in order to encourage self-esteem, confidence, 

self-motivation and raise awareness of risk-taking behaviour and how to stay 
safe. 

 
7.2 The school ethos which promotes a positive, supportive and secure 

environment, respect for others and gives students a sense of being valued. 
 

7.3 Pastoral staff and student support staff actively supporting identified 
vulnerable students in school through Pastoral Support programmes, Personal 
Education Plans and the use of the Common Assessment Framework.  Their 
well-being is monitored closely and liaison is made with other agencies and 
parents or carers as appropriate. 

 
7.4 Liaison with other agencies that support the student such as children's social 

care, Area Multi Agency Team, Child and Adolescent Mental Health Service, 
education welfare service and educational psychology service. 

 
7.5 Ensuring that, where a student who is the subject of a child protection plan 

leaves, information is transferred to the new school immediately and that the 
child's social worker is informed.  Child protection information will be 
transferred securely and separately from the child's education file. 

 
 
8. PHOTOGRAPHY AND IMAGES 
 

The vast majority of people who take or view photographs or videos of children do so 
for entirely innocent, understandable and acceptable reasons.  Sadly, some people 
abuse children through taking or using images so safeguards are required.  

 
To protect students the school will: 

 

• Seek parental consent for photographs to be taken or published (for example, on 
the school website or in newspapers or publications) 

• Seek student consent  

• Not publish images with names or captions which identify individuals without first 
obtaining specific permission from the parent/carer and student  
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• Ensure students are appropriately dressed 

• Encourage students to tell us if they are worried about any photographs that are 
taken. 

 
 
9. MANAGEMENT OF THE POLICY 
 

The Governing Body will oversee the policy, ensure its implementation and review its 
content on an annual basis. 

 
The Headteacher will report on Safeguarding activity and progress within the School 
to the Governing Body annually.  The format of the report to the Governing Body is 
included in Appendix F. 

 
The Safeguarding Designated Lead will complete the S175 Safeguarding Audit with 
an Action Plan which will be used to report on Safeguarding activity and progress.  A 
copy will be submitted to Debbie Peacock Child Protection Manager 
(Schools/Education) Central Referral Unit, Derbyshire Police Headquarters, Butterley 
Hall, Ripley, Derbyshire  DE5 3RS by either post or  e-mail to 
debbie.peacock@derbyshire.gov.uk. 

 
The Headteacher will report any significant issues to the Chair of the Governing Body 
that may have an impact on Safeguarding in the school and use the processes with 
the local authority to report these.  
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APPENDIX A 
 
PROCEDURE FOR DEALING WITH ALLEGATIONS OF ABUSE AGAINST TEACHERS 
AND OTHER STAFF 
 
This procedure is based on Chapter 2.2 of the Derbyshire Safeguarding Children Board – 
Derby and Derbyshire Safeguarding Children Procedures and complies with Keeping 
Children Safe in Education (DfE, 2015). 
 
Scope 
 
All references to 'staff' or 'members of staff' should be interpreted as meaning all paid or 
unpaid staff, professionals and volunteers.  This procedure also applies to any person who 
manages or facilitates access to the school.  
 
If concerns arise about a person's behaviour in regard to his/her own children or family, the 
Police and/or Children's Social Care will consider informing the Local Authority Designated 
Officer (LADO) and the person's employer in order to assess whether there are implications 
for children with whom the person has contact at work.  
 
 
Introduction 
 
This procedure should be applied when there is an allegation or concerns that any person 
who works with children in connection with his/her employment or voluntary activity has:  
 

• Behaved in a way that has harmed a child, or may have harmed a child, or 

• Possibly committed a criminal offence against or related to a child, or 

• Behaved in a way that indicates s/he would pose a risk of harm if they work regularly 
of closely with children. 

 
These behaviours should be considered within the context of the four categories of abuse 
i.e. physical, sexual and emotional abuse and neglect, and include concerns relating to 
conduct at or outside work, and inappropriate relationships between members of staff and 
children or young people.  For example: 
 

• Having a sexual relationship with a child under 18 if in a position of trust in respect of 
that child (even if consensual)  - see ss 16-19 Sexual Offences Act 2003); 

• 'Grooming' i.e. meeting a child under the age of 16 with intent to commit a relevant 
offence (see s15 Sexual Offences Act 2003); 

• Other 'grooming' behaviour giving rise to concerns of a broader child protection 
nature e.g. inappropriate text/email messages or images, gifts, socialising; 

• Possession of indecent photographs/pseudo-photographs of children; 
• Inappropriate behaviour towards children and/or conduct (i.e. social media, domestic 

abuse). 
 

The Local Authority Designated Officer (LADO) is available for advice and support and this 
does not necessarily mean all discussions will lead to a LADO referral or process.  
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A number of other school policies may also be relevant to the handling of any allegation of 
harm to a child made against a member of staff.  These include: 
 

o Staff Disciplinary Policy 
o Confidential Reporting Code 
o Intimate and Personal Care  
o Physical Intervention Policy 
o Acceptable Use of ICT 
o Recruitment and Appointment of Staff Procedure 
o Safe Working Practice 
o School Complaints Procedure 
o Continuous Professional Development (to ensure relevant training is kept up to date) 

 
 
Roles and Responsibilities 
 
If a member of staff of volunteer receives an allegation against another member of staff, or 
if they have concerns about the behaviour of another member of staff, the matter must be 
reported straight away to the Headteacher.  If the Headteacher is absent, the concerns 
should be reported to Mrs D Ridley (Deputy Headteacher) or if both are absent, any other 
member of the Senior Leadership Group.  If the concerns or allegation relates to the 
Headteacher , the matter should be reported to the Chair of Governors or direct to the LADO 
if this is not possible.  References to "Headteacher" in the procedure below should be taken 
to mean "the person in school to whom the report is made". 
 
Mrs D Ridley (Deputy Headteacher) is the school's Designated Safeguarding Lead with 
responsibility for: 

• Ensuring that the school deals with allegations in accordance with these procedures, 

• Resolving any inter-agency issues, 

• Liaising with the Derbyshire Safeguarding Children Board (DSCB) on the subject. 
 
The Local Authority has a designated officer (LADO) to: 

• Be involved in the management and oversight of individual cases, 

• Provide advice and guidance to employers and voluntary organisations, 

• Liaise with the Police, Social Care and other agencies, 

• Monitor the progress of cases to ensure that they are dealt with as quickly as possible 
consistent with a thorough and fair process. 

 
The LADO telephone number is 01629 531940. 
 
The Detective Inspector from the Police Central Referral Unit (CRU) will: 

• Have a strategic oversight of the local Police arrangements for managing allegations 
against staff and volunteers, 

• Liaise with DSCB on the issue, 

• Ensure compliance. 
 
The Police Central Referral Unit should designate a detective sergeant(s) to: 

• Liaise with the LADO,  

• Take part in strategy discussions,  
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• Review the progress of the cases in which there is a Police investigation, 

• Share information on the completion of an investigation or related prosecution. 
 
 
Initial Considerations 
 
The first priority must be to ensure the immediate safety of the child and other children 
affected, or those child/children in contact with the individual (including their own children).  
 
Some allegations will be so serious they require immediate intervention by Police and/or 
Social Care. In these situations the employer will need to involve the Police (for example if 
the person is deemed to be an immediate risk to children or there is evidence of a criminal 
offence) and/or Children's Social Care where there are immediate Child Protection concerns 
e.g. where a child has been injured. Where there is no such evidence, the Headteacher 
should discuss the allegations with the LADO in order to help determine whether Police 
and/or Social Care involvement is necessary. 
 
The Headteacher should not ask the employee any questions that will interfere with any 
investigation.  
 
The Headteacher should immediately discuss the allegation with the LADO; this discussion 
should take place within 1 working day. Allegations made to the Police and / or Children's 
Social Care should also be immediately reported to the LADO. The purpose of an initial 
discussion is for the Headteacher and LADO to consider the nature, content and context of 
the allegation and agree a course of action. The LADO may ask the employer to provide or 
obtain relevant information, such as previous history, whether the child or the family have 
made similar allegations and the individual's current contact with children. 
  
The procedures for dealing with allegations need to be applied with common sense and 
judgement. Many cases may well either not meet the criteria set out above in the Introduction 
or may do so without warranting consideration of either a Police investigation or enquiries 
by Children's Social Care.  
 
The Local Authority Designated Officer (LADO) is available for advice and support and this 
does not necessarily mean all discussions will lead to a LADO referral. It is important to 
contact the LADO in any situation where advice is required.  
 
The LADO will consult with Children's Social Care and the Police as appropriate. 
 
Where an individual works for a contracted service, the commissioner of that service may 
also need to be informed and involved in subsequent discussions. Where an individual is 
self-employed, an agreement must immediately be reached as to which agency – Social 
Care, Police or regulatory body, or the LADO – will take responsibility for communication 
with the individual. 
 
There are up to three strands in the consideration of an allegation:  

• A Police investigation of a possible criminal offence; 
• Children's Social Care enquiries and/or assessment about whether a child is in need 

of protection or services;  
• Consideration by an employer of disciplinary action. 
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The initial sharing of information and evaluation may lead to a decision that no further action 
is to be taken in regard to the individual facing the allegation or concern; in which case this 
decision and a justification for it should be recorded by the employer and the LADO, and 
agreement reached on what information should be put in writing to the individual concerned 
and by whom. The employer should then consider with the LADO what action should follow 
both in respect of the individual and those who made the initial allegation.  
 
The discussion is likely to include: 
 

• Clarification whether the allegation is within the scope of these procedures 

• Whether the allegation is demonstrably false or unfounded without conducting an 
investigation (occasionally it can be identified that the allegation cannot be accurate) 

• The nature of the concern, how and why it has arisen, any previous information about 
the child or the individual who is the subject of the allegation and their relationship 
(including any previous allegations made by the child) 

• Any relevant background information including any particular history between the 
child and individual staff member  

• Any arrangements to secure the immediate safety of the child/ren, including 
consideration of the safety of the individual's own children 

• The necessity for a strategy meeting and whether Police and Children's Services 
should be contacted 

• Clarification whether, if the allegation is unlikely to lead to a police investigation, 
witness statements should be taken, including from the individual, as soon as 
possible. 

 
If appropriate the allegations referral form will be sent to the referrer for completion. This will 
include details of the adult who is the cause for concern, the school, the child, the nature of 
the allegation and any action taken thus far. Details of where to return the form will be 
included. 
 
The Headteacher will inform the accused person about the allegation as soon as possible 
after consulting the LADO. The Headteacher will provide them with as much information as 
possible at that time. However, where a strategy discussion is needed, or Police or 
Children's Social Care need to be involved, the Headteacher will not inform the accused 
person until those agencies have been consulted, and have agreed what information can be 
disclosed to the accused.  
 
An important outcome of the discussion with the LADO is for the Headteacher to clarify 
whether the subject of the allegation can be provided with any information at this stage.  
 
If the allegation is not demonstrably false or unfounded, and there is cause to suspect a 
child is suffering or is likely to suffer significant harm, a referral will be made to Children's 
Social Care. If the allegation is about physical contact, the strategy discussion or initial 
evaluation with the Police will take into account that some injuries may have been sustained 
in the course of reasonable restraint.  The initial evaluation with the police or the strategy 
discussion will take account that teachers and other designated school staff are entitled to 
use reasonable force to control or restrain students in certain circumstances, including 
dealing with disruptive behaviour.  The Physical Intervention Policy should inform the 
evaluation of the situation. 
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A strategy discussion should be convened in accordance with Child Protection Section 47 
Enquiries Procedure, Strategy Discussions/ Meetings; this meeting does not involve the 
accused person. 
 
Where there is not an identified child, but there is still potential risk to children in general, 
the LADO together with the Headteacher and Police should consider who should conduct 
any investigation. A strategy meeting may also be necessary to evaluate the information 
and agree a course of action. 
 
Where it is clear that an investigation by the Police or Children's Social Care is unnecessary, 
or the strategy discussion or initial evaluation decides that is the case, the LADO should 
discuss the next steps with the Headteacher. In those circumstances, the options open to 
the Headteacher depend on the nature and circumstances of the allegation and the evidence 
and information available. This will range from taking no further action to eventual dismissal 
or a decision not to use the person's services in the future.  
 
In some cases, an investigation will be needed to enable a decision about how to proceed. 
If so, the LADO should discuss with the Headteacher how and by whom the investigation 
will be undertaken. In straightforward cases, the investigation should normally be 
undertaken by a senior member of the school. In some circumstances such as the lack of 
resource within the school, or the nature or complexity of the allegation, the Headteacher 
may wish to consider commissioning an independent investigator.  The Local Authority can 
provide an independent investigator through the Children and Younger Adults Human 
Resources Department.  
 
The Headteacher will seek a written account from the accused person outlining their 
perspective of events leading to the allegation. If the individual wishes, this account may be 
shared at the strategy meeting, though they must be made aware that the Police will be 
present and may use this account as evidence in their investigation. The accused person 
will be advised to consult their professional association or trade union representative before 
submitting an account.  The individual who is the subject of the allegation does not attend 
the Strategy Meeting in person. 
 
 
Suspension 
 
The possible risk of harm to children posed by an accused person needs to be effectively 
evaluated and managed – in respect of the child(ren) involved in the allegations, and any 
other children in the individual's home, work or community life.  These concerns will be 
discussed with the LADO.  In some cases that will require the school to consider suspending 
the person until the case is resolved.   
 
Suspension will not be an automatic response when an allegation is received and all options 
to avoid suspension will be considered (e.g. redeployment, providing supervision when the 
accused has contact with children, moving the child or children to classes where they will 
not come into contact with the individual, making it clear that this is not a punishment and 
only in consultation with parents).  Depending on the nature of the allegation the 
Headteacher will consider the potential permanent professional reputational damage to 
employees that can result from suspension where an allegation is later found to be 
unsubstantiated or maliciously intended.  Suspension will be considered in any case where 
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there is cause to suspect a child is at risk of significant harm, or the allegation warrants 
investigation by the police, or is so serious that it might be grounds for dismissal.   
 
If immediate suspension is considered necessary, the rationale and justification for such a 
course of action should be agreed and recorded by both the Headteacher and LADO. This 
will include the alternatives to suspension that have been considered and why they were 
rejected. The accused person will be given written confirmation, usually within one working 
day, giving as much detail as appropriate for the reasons for the suspension. The 
Headteacher should also inform the person of who their named contact is within the 
organisation, their contact details and the support available to them.   More information 
about suspension can be found in the school's Staff Disciplinary Policy. 
 
The power to suspend is vested in the Headteacher and the Governing Body who will seek 
advice from the school's Human Resources provider and the LADO.  The local authority, the 
police, or children's social care cannot require the school to suspend a member of staff or a 
volunteer although they should give appropriate weight to their advice.  Where a strategy 
discussion or initial evaluation concludes that there should be enquiries by social care and/or 
an investigation by the police, the LADO will consult with those agencies about whether the 
accused member of staff needs to be suspended from contact with children, and will inform 
the Headteacher to consider suspension.  Where there is disagreement about whether an 
individual should be suspended, the Chair of the strategy meeting or individual members of 
the meeting may consider writing to the Headteacher and Chair of Governors requesting 
further consideration of the matter. 
 
If a suspended person is to return to work, the employer should consider what help and 
support might be appropriate, for example a phased return to work and/or provision of a 
mentor, and also how best to manage the member of staff's contact with the child concerned, 
if still in the work place.  
 
 
Supporting Those Involved 
 
Employers have a duty of care to their employees. The school will act to manage and 
minimise the stress inherent in the allegations process. Support for the individual is key to 
fulfilling this duty. Individuals will be informed of concerns or allegations as soon as possible 
and given an explanation of the likely course of action, unless there is an objection by 
Children's Social Care or the Police. In most cases, information about the allegation will be 
shared with the individual within 3 days (at the latest). 
 
A named representative (not the investigating officer) will be appointed, to keep the person 
who is the subject of the allegation informed of the progress of the case and consider what 
other support is appropriate for the individual. Where an individual is self-employed, 
agencies and the LADO must agree who will supply this function.   
 
The individual will be advised to contact their trade union representative if they have one, or 
other source of professional support. They will also be provided with access to welfare 
counselling or medical advice.  
 
Where the individual is suspended, a Contact Officer will be appointed to ensure the 
individual is kept informed of progress of the case and current work issues. Social contact 
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with colleagues should not be prevented unless there is evidence to suggest that such 
contact is likely to be prejudicial to the gathering and presentation of evidence. The initial 
suspension review meeting will be held within 5 working days, unless an alternative is 
agreed with the individual.  Thereafter, four-weekly reviews will be undertaken.  Please see 
the school's Staff Disciplinary Policy for information on the role of the Contact Officer during 
suspension. 
 
Minutes from the Strategy Meeting should not be shared with the individual against whom 
the allegation is made, however, it is expected that the individual will have access to the 
following information: 
 

• A copy of the Local Safeguarding Children Board's  Procedure for Allegations of 
Abuse made against a Person who works with Children, 

• Information on how to access legal/union advice and representation, 

• Any relevant information on the process. These do not replace the need for a face to 
face discussion, but provide a framework for discussion, 

• Information on the process of the enquiry and planned timescales, 

• Information on the interviews which may be conducted, 

• Information on independent support which may be available.eg, employee 
counselling service, professional association/ Union, General Practitioner, 
Teacherline. 

 
Parents or carers of a child or children involved will be told about the allegation as soon as 
possible if they do not already know of it. However, where a Strategy Discussion is required, 
or Police or Children's Social Care need to be involved, the parents/carers will not be 
informed until those agencies have been consulted and have agreed what information can 
be disclosed to the parents or carers. Parents/Carers will be kept informed about the 
progress of the case, and told the outcome where there is not a criminal prosecution, 
including the outcome of any disciplinary process. The deliberations of a disciplinary hearing 
and the information taken into account in reaching a decision cannot normally be disclosed, 
but the parents or carers of the child will be told the outcome. Where the allegation is against 
a teacher, parents and carers will also be made aware of the prohibition on reporting or 
publishing allegations about teachers. If parents or carers wish to apply to the court to have 
reporting restrictions removed, they should seek legal advice. 
 
The school together with Children's Social Care and/or Police, where they are involved, 
should consider the impact on the child concerned and provide support as appropriate. 
Liaison between agencies should take place to ensure that the child's needs are addressed.  
 
 
Confidentiality 
 
Every effort will be made to maintain confidentiality and protect those involved and guard 
against unwanted publicity while an allegation is being investigated or considered. When 
allegations are made against a teacher the school will comply with the Education Act 2011, 
which introduced reporting restrictions preventing the publication of any material that may 
lead to the identification of a teacher who has been accused by, or on behalf of, a student 
from the same school (where that identification would identify the teacher as the subject of 
the allegation). The reporting restrictions apply until the point that the accused person is 
charged with an offence, or until the Secretary of State publishes information about an 
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investigation or decision in a disciplinary case arising from the allegation. The reporting 
restrictions also cease to apply if the individual to whom the restrictions apply effectively 
waives their right to anonymity by going public themselves or by giving their written consent 
for another to do so or if a judge lifts restrictions in response to a request to do so. Breaching 
the reporting restrictions is a criminal offence; publication includes any speech, writing, 
relevant programme or communication in whatever form, which is addressed to the public 
at large or any section of the public; this includes social networking sites. 
 
The police will not normally provide any information to the press or media that might identify 
an individual who is under investigation, unless and until the person is charged with a 
criminal offence. In exceptional cases where the police might depart from that rule, e.g. an 
appeal to trace a suspect, they must apply to a magistrates court to request that reporting 
restrictions be lifted.   
 
The school will take advice from the LADO, Police and Children's Social Care to agree the 
following:  
 

• Who needs to know and what information can be shared; 
• How to manage speculation, leaks and gossip; 
• What, if any, information can be reasonably given to the wider community to reduce 

speculation; and 
• How to manage press interest if and when it should arise.  

 
The school will determine whether staff at the school are briefed with more information than 
the wider school community, including reminding staff of the strict confidentiality of any 
information provided and the response to give to any external enquiries. The opinion of the 
individual staff member and the LADO should be sought and every effort made to reach 
agreement on what will be communicated. At the minimum the individual should be informed 
of what will be communicated to appropriate sections of the school community. 
 
The school will consult with the LADO concerning any communication from the press and in 
relation to media coverage of the case. A central strategy will be formulated with the school, 
involving the Council's press office, senior officers and HR advice. It is important that a single 
approach to communication is agreed with all relevant parties/agencies. 
 
 
Resignations and Compromise Agreements 
 
The fact that a person tenders his or her resignation, or ceases to provide their services, will 
not prevent an allegation being followed up in accordance with these procedures.  
 
The school will also make a referral to the Disclosure and Barring Service (DBS) and any 
regulatory body when the criteria are met.  There is a legal duty to refer to the DBS and not 
doing so is a criminal offence. 
 
Every effort will be made to reach a conclusion in all cases of allegations bearing on the 
safety or welfare of children, including any in which the person concerned refuses to 
cooperate with the process. Wherever possible, the person will be given a full opportunity to 
answer the allegation and make representations about it, including a written response. The 
process of recording the allegation and any supporting evidence, and reaching a judgement 
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about whether it can be regarded as substantiated on the basis of all the information 
available, will continue even if that cannot be done or the person does not cooperate.  
 
By the same token so called "compromise agreements" (by which a person agrees to resign 
and the school agrees not to pursue disciplinary action, and both parties agree a form of 
words to be used in any future reference) will not be used in these cases. In any event, such 
an agreement will not prevent a thorough police investigation where that is appropriate. Nor 
can it override the statutory duty to make a referral to the Disclosure and Barring Service of 
DfE where circumstances require that. 
 
 
Organised and Historical Abuse 
 
Investigators should be alert to signs of organised or widespread abuse and/or the 
involvement of other perpetrators or institutions. They should consider whether the matter 
should be dealt with in accordance with complex abuse procedures which, if applicable, will 
take priority.  Historical allegations should be responded to in the same way as contemporary 
concerns. It will be important to ascertain if the person is currently working with children and 
if that is the case, to consider whether the current employer should be informed.  
 
 
Information Sharing 
 
In a strategy discussion or the initial evaluation of the case the agencies concerned will 
share all relevant information they have about the person who is the subject of the allegation, 
and about the alleged victim. 
 
Where the police are involved, wherever possible the school will ask the police to obtain 
consent from the individuals involved to share their statements and evidence for use in the 
school's disciplinary process. This should be done as the investigation proceeds and will 
enable the police to share relevant information without delay at the conclusion of their 
investigation or any court case. 
 
Children's social care will adopt a similar procedure when making enquiries to determine 
whether the child or children named in the allegation is in need of protection or services so 
that any information obtained in the course of those enquiries which is relevant to a 
disciplinary case can be passed to the school without delay. 
 
The school representative attending the strategy meeting is advised to establish whether 
other agencies are expecting, and planning, to be able to share information from their 
enquiries if, and when, the case is handed back to the school for use in any disciplinary 
procedure. 
 
The staff member who is the subject of the allegation will be reminded of the advice to 
consult their Trade Union/Professional Association representative, as they may benefit from 
guidance on the benefits and implications of giving consent to the sharing of their statement. 
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Record Keeping 
 
Details of allegations that are found to have been malicious will be removed from personnel 
records.  For all other allegations, a clear and comprehensive summary of the allegations 
made, details of how the allegation was followed up and resolved, and a note of any action 
taken and decisions reached, will be kept on a person's confidential personnel file, and a 
copy provided to the person concerned.  
 
The purpose of the record is to enable accurate information to be given in response to any 
future request for a reference if the person has left the school. It will provide clarification in 
cases where a future Disclosure and Barring Service certificate reveals information from the 
police about an allegation that did not result in a criminal conviction and it will help to prevent 
unnecessary reinvestigation if, as sometimes happens, an allegation re-surfaces after a 
period of time. The record will be retained until the person has reached normal retirement 
age or for a period of 10 years from the date of the allegation if that is longer. 
 
Notes of each strategy meeting will be sent to: 
 

• Social worker 

• Chair of meeting 

• Police, if present 

• Child Protection Support Officer (for tracking purposes) 

• The Case manager for the employer (e.g. Headteacher or Chair of Governors) 

• Any other invitees 
 
 
Timescales 
 
It is in everyone's interest to resolve cases as quickly as possible consistent with a fair and 
thorough investigation. Every effort will be made to manage cases to avoid any unnecessary 
delay.   The time taken to investigate and resolve individual cases depends on a variety of 
factors including the nature, seriousness and complexity of the allegation.  
 
However, where possible, the following timescales will be observed: 
 

• Where it is clear immediately that the allegation is unsubstantiated or malicious, the 
case should be resolved within one week.  

• The decision about the need for a strategy meeting should be taken within 5 working 
days.  

• If no formal disciplinary action is required, the Headteacher should instigate any 
appropriate follow up action within 3 working days. 

• Any disciplinary investigation and subsequent action will be progressed as quickly as 
possible as detailed in the school's Staff Disciplinary Policy.  

 
Where it is decided that there will be no police involvement, it will be for the Headteacher to 
deal with the case.  If there are still child protection concerns the Headteacher should 
discuss these with the LADO.  
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Oversight and Monitoring 
 
The LADO has overall responsibility for oversight of the procedures for dealing with 
allegations, for resolving any interagency issues, and for liaison with the Local Safeguarding 
Children Board (LSCB) on the subject. In addition, the LADO will also be involved in the 
management and oversight of individual cases. The LADO will provide advice and guidance 
to the school, in addition to liaising with the police and other agencies, and monitoring the 
progress of cases to ensure that they are dealt with as quickly as possible, consistent with 
a thorough and fair process. Reviews should be conducted at fortnightly or monthly intervals, 
depending on the complexity of the case.  
 
Police forces will also identify officers who will be responsible for liaising with the LADO, 
taking part in strategy discussion or initial evaluation, subsequently reviewing the progress 
of cases in which there is a Police investigation, sharing information on completion of the 
investigation or any prosecution.  
 
If the Strategy Discussion or Children's Social Care single assessment decides that a Police 
investigation is required, the Police should also set a target date for reviewing the progress 
of the investigation and consulting with the Crown Prosecution Service (CPS) about whether 
to charge the individual, continue to investigate or close the investigation. Wherever possible 
that review should take place no later than four weeks after the initial evaluation. Dates for 
subsequent reviews, ideally at fortnightly intervals, should be set at the meeting if the 
investigation continues.  
 
 
Action on Conclusion of a Case 
 
The following definitions should be used when determining the outcome of allegation 
investigations:  
 

• Substantiated: there is sufficient identifiable evidence to prove the allegation;  
• False: there is sufficient evidence to disprove the allegation;  
• Malicious: there is clear evidence to disprove the allegation, that there has been a 

deliberate act to deceive and the allegation is entirely false; 
• Unsubstantiated: this is not the same as a false allegation. It means that there is 

insufficient evidence to prove or disapprove the allegation. The term therefore does 
not imply guilt or innocence.  
 

The conclusion of any investigation should be clearly communicated in writing by the LADO 
to the school, who is then responsible for communicating this to the individual along with 
any actions agreed within the investigation. Where an individual is self-employed, it must be 
clearly agreed who will undertake this task and ensure the agreed action is put in place. 
 
If an individual disputes the outcome of an investigation, their right of challenge will ordinarily 
be with the employer through disciplinary or grievance procedures. By agreeing actions with 
the LADO or in a strategy meeting, the school will have accepted responsibility for these 
decisions and must be able to justify them to an employee or in any employment process.  
 
If the individual has a complaint about the process rather than outcome, they should be 
informed about the Local Authority complaints procedure. 
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At the conclusion of the case agreement will be reached on the following: 
 

• What information  will  be given to the child'/parents and persons affected by the 
investigation and how, and by whom, this will be done, 

• What information will be placed on files relating to children and staff 

• In the case of malicious allegations whether the record of this should be destroyed or 
retained in the staff member's personal file. 

 
The safeguarding team's Business Services Officer will be notified of the outcomes of all 
cases, including the outcome of any disciplinary procedures. In addition the officer will 
ensure the Headteacher/Chair is informed about the outcomes of any criminal action or child 
protection enquiry.  The LADO will make arrangements for liaising with the 
Headteacher/Chair concerning any action agreed, to ensure that these are implemented. 
 
Individuals may apply for access to their record under subject access procedure; such 
applications will be considered by the LADO and relevant documents, appropriately 
redacted, will be shared.  
 
If a person who has been suspended can return to work the Headteacher will consider how 
best to facilitate this. The Headteacher should consult the LADO about any remaining 
safeguarding issues or measures. Most employees will benefit from some help and support 
to return to work after a stressful experience. Depending on the circumstances, a phased 
return and or the provision of a work-place mentor to provide assistance and support in the 
short term may be appropriate. The Headteacher should also consider how best to manage 
the staff member's re-integration into the school community, in particular with the child or 
children who made the allegation. Depending on the staff member's terms and conditions, 
there may need to be a calculation of whether the employee has any holiday owing. 
 
 
Action Following a Criminal Investigation or a Prosecution 
 
The police or the CPS will inform the school and LADO immediately when a criminal 
investigation and any subsequent trial is complete, or if it is decided to close an investigation 
without charge, or not to prosecute after the person has been charged. In those 
circumstances the LADO should discuss with the Headteacher (or Chair of Governors) 
whether any further action, including disciplinary action, is appropriate and, if so, how to 
proceed. The information provided by the police and or children's social care will inform that 
decision.  
 
 
Disciplinary or Suitability Process 
 
The LADO and school will discuss whether disciplinary or other internal action is appropriate 
in all cases independently of any decision by the Police and CPS in relation to prosecution. 
However, the decision regarding any disciplinary action is the sole responsibility of the 
employer; they will be separately accountable for any such decision, which is subject to the 
usual criteria and right of appeal as usual under employment law. The school will always 
take advice from their HR and/or Legal services provider.  
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The discussion should consider any potential misconduct or gross misconduct on the part 
of the member of staff, and take into account any relevant information from the Police and/or 
Children's Social Care, the result of any investigation or trial and the different standard of 
proof in disciplinary and criminal proceedings.  The school may also consider lesser action, 
such as increased supervision, mentoring, training, or agreed transfer to alternative duties. 
 
In the case of supply, contract and volunteer staff, normal disciplinary procedures may not 
apply. In these circumstances, the LADO and school will act jointly with the providing 
agency. Where an individual is self-employed, employer options are not available. 
Consideration will be given to how the individual's activity can be restricted or monitored 
through working with professional or regulatory bodies, DBS, HSE, local commissioners or 
Licensing committees.  
 
The Police and local DBS teams should ensure that appropriate information is included on 
any future DBS checks. The individual must be informed of any such action or referral, and 
it must be clearly agreed who is taking responsibility to do this. 
 
If the allegation is substantiated and the person is dismissed or the employer ceases to use 
the person's services, or the person resigns or otherwise ceases to provide his or her 
services, the school must refer the case to the Disclosure and Barring Service for 
consideration of inclusion on the barred lists; or refer to any professional body.  There is a 
legal requirement for employers to make a referral to the Disclosure and Barring Service 
(DBS) where: they think that an individual has engaged in conduct (including inappropriate 
sexual conduct) that harmed (or is likely to harm) a child or if a person otherwise poses a 
risk of harm to a child, and an employer has removed the individual from relevant work with 
children or the person has chosen to cease relevant work in circumstances where they would 
have been removed had they not done so.  
 
Referral should be made as soon as possible after the resignation or removal of the member 
of staff involved and within one month of ceasing to use the person's services. Substantiated 
allegations are also likely to be Professional misconduct cases and should be referred to the 
relevant regulatory body (i.e. for teachers, a referral will be made to the National College for 
Teaching and Leadership). 
 
Where it is decided on the conclusion of a case that the individual can be considered for 
return to work with children, the school will consult with the LADO about any required 
safeguarding measures.  
 
 
References 
 
The school will seek guidance from the human resources provider in regard to including 
allegations in references. 
Cases in which an allegation was proven to be false, unsubstantiated or malicious will not 
be included in employer references. A history of repeated concerns or allegations which 
have all been found to be false, unsubstantiated or malicious, will also not be included in 
any reference.  
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Learning Lessons 
 
At the conclusion of a case in which an allegation is substantiated the LADO will review the 
circumstances of the case with the Headteacher (or Chair of Governors) to determine 
whether there are any improvements to be made to the school's procedures or practice to 
help prevent similar events in the future. 
 
This will include issues arising from the decision to suspend the member of staff, the duration 
of the suspension and whether or not the suspension was justified. Lessons should also be 
learnt from the use of suspension when the individual is subsequently reinstated. 
 
 
Action in respect of Malicious, False or Unsubstantiated Allegations 
 
If an allegation is determined to be malicious, false or unsubstantiated the school and LADO 
will consider if the child concerned is in need of any services, or may have been abused by 
someone else and refer as appropriate. In the rare event that an allegation is shown to have 
been deliberately invented or malicious, the Headteacher will consider whether any 
disciplinary action is appropriate against the student who made it, or the police will be asked 
to consider whether any action might be appropriate against the person responsible if s/he 
was not a student.  
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APPENDIX B 
DESIGNATED ROLES AND RESPONSIBILITIES 
 
 
The Designated Safeguarding Lead is:  
Mrs D Ridley, Deputy Headteacher 
 
The Assistant Designated Safeguarding Lead is:  
Ms C Osborn, Assistant Headteacher 
 
The Designated Lead for Children in Care/Looked after children is:  
Mrs D Ridley, Deputy Headteacher 
 
The Designated Lead for Anti-Bullying is: 
Mrs D Ridley, Deputy Headteacher 
 
The Designated Link Governor for Safeguarding is:  
Mrs C Rhodes 
 
The Designated link Governor for Anti-Bullying is:  
Mrs F Manvell 
 
The Designated link Governor for Children in Care/Looked after children is:   
Mrs C Rhodes 
 
The current Pastoral Team is: 
 
Sixth Form: 
Mr M Evans  Assistant Headteacher 
Mrs F Manvell Year Tutor 
Mr M Foyle  Year Tutor 
Mrs C Burton  Pastoral Manager 
 
Upper School: 
Mrs J Dobson Assistant Headteacher 
Mr K Mulholland Year Tutor  
Mr N Wallace Year Tutor 
Mrs S Sandover Pastoral Support Assistant 
 
Lower School: 
Ms C Osborn  Assistant Headteacher 
Mrs B Archer  Year Tutor  
Mr A Johnson Year Tutor 
Mr P Lane  Year Tutor 
Mrs R Skelton Pastoral Support Assistant 
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APPENDIX C 
 
LEARNING FROM SERIOUS CASE REVIEWS (SCRS) AND SERIOUS INCIDENT 
LEARNING REVIEWS (SILRS) 
 
Derbyshire Safeguarding Children Board recognises the importance of learning and 
improving from our experiences in this area.  A range of learning and themes from SCRs 
and SILRs have been identified from our most recent reviews, and from the preceding three 
years. 
 
In 2012 we have learnt that: 
 
Babies are particularly at risk from abuse and neglect including: 
 

• Shaking 

• Co-sleeping 

• Domestic abuse 

• Methadone used as a soother 

• Lack of ante-natal assessment 
 
Teenagers - a quarter of all SCRs/SILRs have been about the serious injury or death of a 
teenager. Issues include: 
 

• Suicide/self-harm 

• Child sexual exploitation (CSE) 

• Offending behaviour 

• Missing from school, home or care 

• Difficult to engage 
 
Parents- the death or serious injury of children and young people often has contributory 
factors including: 
 

• Substance misuse 

• Mental health 

• Domestic abuse 

• Hostility/non-engagement 

• Disguised compliance 

• Violent men 
 
It is vital that themes and learning is shared across all agencies to improve practice and 
increase safeguards to children and young people. The SCR subcommittee has identified a 
number of practice developments for professionals including: 
 

• Information gathering, sharing and recording. 

• Assessing the complete circumstances of the child and family, including their history. 

• Critically analysing all information. 

• Ensuring the needs of the child are paramount above those of the parents. 

• Seeing a child at home and where they sleep. 
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In 2013/2014 in summary form we learnt that: 
 
Common Themes: 

• Domestic Abuse 

• Substance Misuse 

• Vulnerabilities of older teenage children 

• Suicide/self-harm 

• Shaken babies/youngsters 

• Disguised compliance from parents/carers 

• Agencies should be consulted before closing cases 

• Risk to children should be assessed when in contact with perpetrators of domestic 
abuse 

• Not to have overoptimistic or unrealistic expectations of improvements seen or 
made as it is not likely reflective of  past or current risk     

 
Learning for Schools from SCR's and Serious Incident Learning Reviews (SIR's):  

• Appropriate representation is needed at key meetings- Child Protection Case 
Conferences 

• Effective multi-agency working 

• Working more SMART (ly) with children and Young people  

• Effective information sharing to inform assessments 

• Staff to be curious, inquisitive and ask more questions 

• Reflection and constructive challenge for staff when working with vulnerable 
children and young people 

• Staff to observe safer working practices  

• Staff to be reminded of a code of conduct and staff to operate by one 
 

Relevant SCRs: 
Serious Case Reviews, Serious Incident Learning and Thematic Case Reviews and leaning 
relevant for schools /colleges can be found at: http://www.derbyshirescb.org.uk 
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APPENDIX D 
 
SAFEGUARDING AND CHILD PROTECTION SUMMARY FOR VOLUNTEERS/ AGENCY 
WORKERS 
 
School Statement 
 
Lady Manners School recognises the moral and statutory responsibility to safeguard and promote 
the well-being of all students.  We endeavour to provide a safe and welcoming environment where 
children are respected and valued.  We are alert to the signs of abuse and neglect and follow our 
procedures to ensure that children receive effective support and protection.  While working in our 
school we expect you to take care of our students and follow our procedures. 
 

 
Designated Safeguarding Lead  
Mrs D Ridley, Deputy Headteacher  
 
 
 
 
 
 
Assistant Designated Safeguarding Lead 
Ms C Osborn, Assistant Headteacher (Head of Lower School)  
 
 
 

 
Responsibility 
 
You should ensure that you have read the school's Safeguarding and Child Protection Policy 
(available on the school website or from the Headteacher's PA) in order that you are aware of your 
responsibilities for safeguarding and promoting students' well-being while you are working in the 
school. 
 
Reporting 
 
If you are concerned for a student's health, well-being or safety in any way you must speak to the 
Designated Safeguarding Lead or Assistant Designated Safeguarding Lead before leaving the 
school site at the end of the day.   
 
If a student tells you something that suggests they are at risk from harm, allow them to tell you as 
much as they wish and let them know that you must pass the information on to the Designated 
Safeguarding Lead or Assistant Designated Safeguarding Lead.  You will be provided with a 
proforma to record the information the student has shared with you which should be completed 
before you leave the school site. You will be required to provide contact details in case further 
information or outside agencies become involved.  All information should be treated confidentially. 
If you are concerned about a student's immediate safety, notify the nearest member of staff and tell 
them why you are concerned. 
 
In the event that urgent medical treatment is required, seek medical assistance immediately by 
sending a student to medical and a student for assistance from a nearby member of staff. 
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APPENDIX E 
 
SAFER RECRUITMENT OF VOLUNTEERS AND EXTERNAL COACHES 
/INSTRUCTORS ETC. 
 
This guidance is necessary to ensure compliance with Safeguarding Children regulations. 
 
Whenever a person is 'recruited' to work in school through procedures other than a formal 
interview process, this guidance should be adhered to.  Examples of this could include the 
following: 
 
� Parents assisting on school trips 
� Former students returning for work experience 
� Peripatetic music teachers 
� Sports instructors/coaches 
� People brought in to undertake extra-curricular activities or support the curriculum 
� Supply staff employed by the school 
� Ex members of staff returning to undertake supply work 
� Volunteers undertaking mock interviews or young enterprise activities 
 
In all cases, the attached form must be completed and returned to the Human Resources 
Manager in advance of the individual working/volunteering in school.  The form provides: 
 
a) The information required for an informed decision to be made about the vetting 

checks that are required 
b) A written record that the school has adhered to the Safer Recruitment Regulations  
c) The information needed to update the school's Single Central Record of pre-

employment checks (required for OFSTED). 
 
Disclosure and Barring Service (DBS) Checks 
 
A decision as to whether a person requires a DBS check will be made on a case by case 
basis by the HR Manager.   
 
Please be aware a DBS Check will only check the criminal records of individuals.  If you are 
bringing someone in to work/volunteer in school you should obtain other information to 
check suitability (e.g. formal references, testimonials, informal knowledge from other staff 
etc.). 
 
If you are in doubt, please see the HR Manager for clarification before agreeing to 
someone working/volunteering in school 
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Safeguarding Information Form for Working/Volunteering in School 
 
SECTION A: To be completed in all cases by the member of school staff who wishes to engage a 
person to work/volunteer in school 

Name of 
Volunteer: 

 
      
 

Member of 
school staff 
responsible:   

      

How is this person known to you:       

What is their previous relevant 
experience: 

      

Brief nature of their duties during 
the engagement: 

      

Date from:       Date to:       

Duration/frequency of work (e.g. 
once per week, every day for one 
week): 

      

How will the individual be 
supervised during their duties 
(must be by a member of LMS 
staff): 

      

 
SECTION B: To be completed if the individual will not be supervised 

Has the person previously had a 
satisfactory DBS check (e.g. for 
another organisation)  

             
             Yes   Please provide a photocopy.  No  
             Date of check:               Disclosure number: 
                                                    

 

References or testimonials should be 
obtained for the individual, especially 
if they are not known to you 
otherwise.  Please attach copies or 
supply contact details of two 
referees. 

      

Date of Birth:       

Address: 
 

      

 
SECTION C: To be completed in all cases 
Signed (member of school staff 
responsible): 

 Date:       

HR Manager comments: 
 
      
 

Signed (HR Manager):  Date       

 
Please return the completed form to the HR Manager before the individual commences the engagement 
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APPENDIX F 
 
PROCEDURE FOR THE EMPLOYMENT OF AGENCY SUPPLY STAFF 
 
1. Supply staff new to the school 

• Details obtained from the relevant Agency concerning the visiting member of staff 
are added to the Single Central Record.  These details include: 

 
� Name 
� Date of birth 
� Role status (e.g. teaching or support) 
� If teacher: Teacher Number (if applicable), Qualified Teacher Status (QTS) 

status 
� Start date 
� Checks: DBS disclosure number and date check obtained, record that checks 

carried out by agency and the date agency confirmed this. 
 

• All supply staff new to the school bring their passport as evidence of identity.  A 
copy is taken for school records.  The date this was seen is added to the Single 
Central Record and identity of who checked this. 

 

• All supply staff are directed to Reception upon arrival.  If arrival is prior to 8.30 am 
staff go to the Cover Office to get details for the day and wait there until Reception 
is opened.  

 

• Induction pack is given including information about the responsibilities for 
safeguarding and code of conduct for staff. 

 
 
2. Reports from lessons 

• A proforma is completed for each day before leaving the school site to allow 
follow-up of any concerns identified by the member of supply staff, including those 
relating to the well-being of students. 

 
 
3. At the end of the day 

• All supply staff return to the person in charge of cover at the end of the day. 
 

• Aforementioned proforma is returned and checked for follow up. 
 

• If well-being issues are identified the Designated Safeguarding Lead or Assistant 
Designated Safeguarding Lead is informed in order that the detail of these are 
discussed before the supply staff member leaves (if both Leads are unavailable, 
refer to appropriate Head of School). 

 
A written account of concerns is completed by the member of supply staff and left with the 
Designated Safeguarding Lead or Assistant Designated Safeguarding Lead. 
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APPENDIX G 
 
SAFEGUARDING REPORT TO THE GOVERNING BODY 
 
This report is for the period     September ?? to July ?? 
 
N.B. Details of this information are confidential – names and specific circumstances cannot 
be discussed. 
 
Author:        
 
Name of Designated Safeguarding Lead: Debbie Ridley 
 
Assistant Designated Safeguarding Lead: Cassandra Osborn  
 
Name of Nominated Safeguarding Governor: Caroline Rhodes 
 
Summary of Safeguarding Training 
 
The Designated Safeguarding Lead and Assistant Designated Safeguarding Lead must 
undertake training consistent with the local Safeguarding Children Board Procedures. 
Training must be updated every two years. 
 
All staff new to the school receive safeguarding training as part of the induction process and 
receive refresher training at least every 3 years. 
 
[Summarise training undertaken by Designated Safeguarding Leads, pastoral staff, safer 
recruitment, Headteacher, Governors, through induction etc] 
 
Policies and other documents relating to safeguarding: 
 
Policies and/or procedures for 
Safeguarding 

Date in place Next review date 

Acceptable Use of ICT   
Student Acceptable Use of IT   
Anti-bullying   
Attendance   

Behaviour for Learning   
Careers Education and Guidance   
Confidential Reporting Code   
Criminal Background Checks and the 
Recruitment of People with Past Convictions 

  

Equality and Diversity   
Drugs    
Duties and Responsibilities of Teachers   

Exclusion of Students   
Extended school/before and after school 
activities 
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First Aid (including management of medical 
conditions, intimate care) 

  

Health and Safety (including school security)   
Health Education   

Induction   
Induction of new Governors   
Pastoral Care, Guidance and Support   
Personal, Social and Health Education    
Physical Intervention   
Primary/Secondary Liaison and Transition   
Recruitment and Appointment of Staff   

Safeguarding and Child Protection    
Safeguarding statement in school prospectus   
School Aims   
School Complaints   
Sex Education    
Special Educational Needs and Disabilities   

Staff Code of Conduct   
Use of photographs/video   
Work placement   

 
Summary of Referrals Made 
 
 Number No. Case conferences No. 

attended  
No. reports 
submitted 

Physical     
Sexual     

Emotional     
Neglect     

 
 
Number of students on Child Protection Register: 
 
 
 
Number of Looked After Children: 
 
 
 
Number of allegations made against staff: 
 
 
 
Other Comments on safeguarding issues and actions to be taken: 
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APPENDIX H 
STUDENT INTERNET SAFETY INFORMATION LEAFLET 
 
Mobile phones and computers are a part of everyday life for most young people.  Used 
correctly, they are an exciting source of communication, fun and education, but used 
incorrectly they can cause hurt and distress and be a threat to your safety.  You might 
receive hurtful or abusive text messages or emails, or you may talk to someone in a 
chatroom or on a social networking site who isn't who they say they are and is not a safe 
person to be talking to. 
 
Here are some tips for keeping yourself safe on your mobile and online: 
 

• Do not put up with unpleasant text messages, photographs, emails or videos.  Tell 
an adult at school about them. 

• Think about the language you use in text messages.  If you would not like it said 
about you, do not say it about anyone else.   

• Do not lend your mobile to anyone. 

• Do not reveal any personal details of any kind online such as your real name, 
address, email address, school, phone number, names of friends etc.  

• Do not give out your password to anyone; even your best friend.   

• Do not use names of your family or pets for your password.  People can guess these 
quite easily.  Use a mixture of letters and numbers. 

• Do not allow anyone online to trick you into doing something you do not want to or 
something you know you should not do. 

• Remember any emails you send or photographs and videos you upload to the internet 
cannot be destroyed.  They are there forever.  Think before you post something you 
might later regret.  Ask yourself would you be happy for your parents to see the 
information you have posted? 

• Never arrange to meet up with someone you meet online until you tell your parents.  
Most people are safe but some may not be. 

• Never respond to people you don't know. 

• Block any users who you are unsure about and break contact with anyone who makes 
you feel uncomfortable. 

• Do not allow yourself to be photographed  

• Do not access the internet via your mobile 'phone at school 

• You can report internet abuse at the click of a button on a really good website: 
www.thinkuknow.co.uk 
 
Remember if you do receive unpleasant messages or are worried tell your parents or 
an adult in school. 
 
Other useful websites: 
CBBC Safe Surfing including the Chat Guide 
www.bbc.co.uk/cbbc/help/staysafe 
Kidsmart 
www.kidsmart.org.uk 
Chat danger 
www.chatdanger.com 
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Lady Manners School 
Safeguarding Action Plan – January 2016 

 
Part One – Action plan for January 2016 to December 2016 

Action Point Details Person Responsible Date to be completed 
Continue to align all policies and 
procedures to ensure that they are 
consistent with the Child Protection and 
Safeguarding Policy and include 
appropriate cross-referencing 

All school policies and procedures are reviewed at 
least every three years. 

SLG when reviewing 
policies 

31 December 2017 

To attain a level 1 rating for our Anti-
Bullying Practice 

• Create a student-friendly version of our Anti-
Bullying Policy through consultation with students. 

• Complete the self-review anti-bullying mapping and 
planning tool to identify gaps in our practice 

• Commence work towards the Derbyshire STOP 
Anti-Bullying Award. 

• Collect and analyse information from incident logs 
to plan future interventions. 

DR/CO/JD 
 

DR/CO/JD 
 

DR/CO/JD 
 

DR/CO/JD 
 

31 December 2016 
 

31 July 2016 
 

31 July 2016 
 

31 July 2016 

To develop an internet safety policy, 
collecting all information and good 
practice into one policy. 

• Write a draft internet safety policy and consult with 
staff, students and parents. 

• Ensure the policy is approved by Governors. 
 

• Publicise the policy on the school website. 

• Ensure that the policy is reviewed annually. 

DR 
 

DR 
 

JL 
DR 

To: SLG 17 March 2016 
Curriculum & Students 

Committee 19 April 2016 
Full Board 5 May 2016 

6 May 2016 
February 2017 

Evaluate the effectiveness and impact 
of our PSHE teaching, including Child 

Sexual Exploitation 

• Train the PHSE coordinator with respect to delivery 
and monitoring. 

• Audit the PSHE curriculum with respect to statutory 
requirements and map out provision to identify 
gaps and address. 

• Carry out a student voice survey  

DR/AR 31 December 2016 
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Part Two – Review of Action plan for January 2015 to December 2015 
 

 
 
 

Action point Details and person responsible Completed? 
Include the audit in the Safeguarding 

policy 
Add the audit and the action plan as appendices to the safeguarding policy  DR Completed 

To improve the consistency and 
effectiveness of child welfare and 
child protection record keeping. 

DR to review child welfare and child protection record keeping  
DR to meet with the Heads of School and confirm the record keeping procedure 
including concerns, actions and outcomes 
DR to ensure all staff are aware of the record keeping procedure in particular the 
Heads of Year  

Completed 

To confirm a Private Fostering policy 
and share with staff to ensure all are 

aware of what PF is.  

DR to ensure all pastoral staff including form tutors are aware of and can  identify, 
record and act upon children in a private fostering arrangement 
DR to ensure the policy is passed by Governors  

Completed 

To develop an internet safety policy, 
collecting all information and good 
practice into one policy. Share this 

with staff. 

DR to write a draft internet safety policy 
DR to plan the evaluation and impact of internet safety programmes.  
DR to  ensure the policy is passed by Governors and shared with all staff 

This has been carried 
forward to the 2016 action 
plan 


