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Introduction  
 
St Bede C of E Primary Academy recognises that the welfare of the child is paramount and takes 
seriously its responsibility to safeguard and promote the welfare of the children and young people in 
its care.  This policy is to be read in conjunction with the Safeguarding Policy which addresses wider 
issues related to safeguarding. 
 
An agreed definition of safeguarding is: 
 

 Protecting children from maltreatment; 

 preventing impairment of children’s health and development; 

 ensuring that children are growing up in circumstances consistent with the provision 
of safe and effective care; and 

 Taking action to enable all children have the best outcomes 

 
Working Together to Safeguard Children DFE (2015) places a general duty on schools to co-operate 
with other agencies in the protection of children.  It also requires that schools have in place policies 
and procedures, which should be shared with parents, to address concerns about the safety and 
protection of children.  These requirements echo the guidance for schools contained in the guidance 
from the DfE ‘Keeping Children Safe in Education’ (2016). 
 
All children have the right to be safeguarded from harm or exploitation whatever their: 
  

 Race, religion, first language or ethnicity; 

 gender or sexuality; 

 age; 

 health or disability; 

 political or immigration status. 
 
Governors, staff and volunteers in this academy understand the importance of working in partnership 
with children, their parents/carers and other agencies in order to promote children’s welfare.  St Bede 
Academy is committed to offering its full support to Bolton Safeguarding Children’s Board in order to 
support it to perform its functions.  This document sets out our school's position in relation to all 
aspects of the child protection process. 
 

 
 
 



Aims 
 
The purpose of this policy is to: 
 

 Afford protection for the students at St Bede Primary Academy; 

 enable staff and volunteers to safeguard and promote the welfare of children; 

 promote a culture which makes this school a safer place to learn. 
 
This policy applies to all staff (including supply), volunteers, Governors or anyone working on behalf 
of St Bede Primary Academy. 
 
We will endeavour to safeguard children and young people by: 
 

 Valuing them, listening to and respecting them; 

 involving them in decisions which affect them; 

 making sure all staff and volunteers are aware of child protection procedures and 
update the staff’s understanding of child protection by providing appropriate training; 

 sharing information about concerns with agencies who need to know, and involving 
children and their parents/carers appropriately (by completing Early Help Forms); 

 recruiting staff and volunteers safely, ensuring all necessary checks are made (list 99 
and DBS clearance); 

 adopting a code of conduct for all staff and volunteers; 

 providing effective management through induction, support and training; 

 dealing appropriately with allegations/concerns about staff or volunteers, in accordance 
with Government guidance. 

 
Designated Officers 
 
The senior designated member of staff for child protection is Mrs Nicola Whittaker (Assistant Head). 
Mrs Sarah Rostron (Head of School), Miss Rochelle Connor (Learning Mentor), Mrs Beth Garvey 
(Online Safety Lead), Miss Hayley Edgington (KS1 Teacher) and Mrs Laura Briggs (EYFS Teacher) 
are the second points of contact.  In the event of any concern by any member of staff, or if any 
member of staff is approached by a pupil regarding any matter concerning abuse, they must tell the 
child that they are bound to pass on the information to the designated officers.   
 
The safeguarding Governor is Ms Carol Hardman 
 
The child protection Governor is Ms Carol Hardman 
 
Duty of All Staff 

The duty of care to the child remains with ALL members of staff who have knowledge about 
the incident.  If there are concerns about the Child Protection Officer not dealing with the 
complaint, this should be referred to the Head of school, or if the concerns pertain to the Head 
of school, the safeguarding Governor must be informed. 
 
All staff are aware that safeguarding incidents could happen anywhere and all staff must be alert to 
possible concerns being raised in this academy. 
 
 



All staff may raise concerns directly with Staying Safe Services (MASSS – R&A) on 01204 
331500 or by contacting the Bolton Safeguarding Children’s Board on 01204 337479.  There is 
a document to support staff in making referrals which can be found on the P:Drive in the 
Safeguarding Folder.  This has all contact numbers and a checklist of information needed to 
be passed on. However it is best practice to report any incidents to a member of the 
safeguarding team before any referral is made.  
 
The child must not be asked leading questions.  The person receiving the information should pass 
it on to as a matter of urgency to the designated officers to ensure the matter can be dealt with as 
soon as possible.  If these members of staff are not available the staff member should contact Social 
Services themselves and inform SMT later. 
 
No child must be promised that anything they state will be kept confidential if the matter is related to 
child protection/abuse.  It is helpful if you can tell the child you will jot down anything they actually 
say to ensure an exact record (date of disclosure is necessary also) is kept for future reference.  
 
If an incident happens outside normal school time or on an out of school activity, and neither the 
designated teachers, Head if school  nor the Deputy Head of school/Assistant Head are available, 
then the teacher must contact Social Services as soon as possible.  The teacher must inform the 
designated teachers, Head if school  nor the Deputy Head of school/Assistant Head as soon as 
possible. 
 
Supporting children and prevention 
 
We recognise that children who are abused, or witness violence, may find it difficult to develop a 
sense of 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.  We recognise when 
at school the behaviour of these children may be challenging and defiant or they may be withdrawn. 
Please see Prevent policy which details a clear approach implementing the Prevent duty and keeping 
children and learners safe from the dangers of radicalisation and extremism in accordance with the 
Counter-Terrorism and Security Act 2015. 
 
The school will endeavour to support all pupils through: 
 

 The content of the curriculum; 

 the school ethos, which promotes a positive, supportive and secure environment and 
gives pupils a sense of being valued; 

 the creation of an open culture which respects all individuals' rights and discourages 
bullying and discrimination of all kinds; 

 the school behaviour and discipline policies.  The school will ensure that the pupil 
knows that some behaviour is unacceptable but they are valued and not to be blamed 
for any abuse which has occurred; 

 liaison with other agencies that support the pupil, such as Educational Psychology 
Service, CAMHs, Referral & Assessment, Children and Adolescents, Behaviour 
Support, Early Intervention Team and the Mental Health Service; 

 the nurture intervention for children who are identified as vulnerable with academy 
learning mentors and pastoral/SEN teacher; 

 Identifying members of staff, Mrs Nicola Whittaker, Mrs Sarah Rostron, Mrs Laura 
Briggs, Miss Rochelle Connor, Mrs Beth Garvey and Miss Hayley Edgington who have 



overall responsibility for child protection matters.  They have received training in this 
field and act as a source of advice and support to other school staff; 

 by informing children of their rights to be free from harm and encouraging them to talk 
to school staff if they have any concerns; 

 PSHE and an ongoing programme of support, at an age appropriate level, which 
promotes self-esteem and social inclusion and addresses the issue of child protection 
in the wider context of child safety in general. 

 through careful and thorough induction of new staff in respect of all child protection and 
safeguarding concerns; 

 through rigorous safer recruitment checks and DBS checks for all staff. 
 

Ensuring that, when a pupil subject to a child protection plan leaves, their information is transferred 
to the new school immediately and that the child’s social worker is informed. 
 
Looked after children 
 
The looked after children in our care have ongoing PEPs which are shared with relevant external 
agencies in review meetings.  We follow the Framework for Action document when appropriate and 
work closely with the child’s social worker as well as the authority’s named virtual school head to 
ensure that the needs of the child are met. 
 
Early help 

The academy is committed to early help and the identification of unmet needs and vulnerabilities of 

its pupils and works in partnership with other agencies to promote the welfare of the pupils and to 

keep them safe.   All staff are aware of the early help process and understand their role in identifying 

emerging problems, sharing information with other agencies and for some staff acting as the lead 

professional in undertaking early help assessments.  The academy adheres to Bolton’s Framework 

for Action (October 2014) and will implement the Early Help process to support the wellbeing of 

children and families by tackling emerging needs at the earliest opportunity and prevent them from 

getting worse.   

 

Staff recruitment 

As part of its statutory duty to safeguard and promote the welfare of children, the academy will ensure 
that all Staff, Governors and Volunteers who come into direct contact with children will have 
undergone the enhanced disclosure and barring service (DBS) check and references will be taken 
up in line with safer recruitment procedures as well as this staff are also required to complete a 
disqualification by association statement as part of the annual PDI process. This information will be 
stored on the school’s single central record (SCR). Where there is no DBS in place, volunteers will 
not, at any time, be left with groups of children without a member of school staff present. On any 
recruitment panel, there will be a minimum of one person who has undergone safer recruitment 
training.  
 
Visitors 
As part of its statutory duty to safeguard and promote the welfare of children, the school will ensure 

that all visitors to the school are suitable and checked and monitored as appropriate. Prior to arrival 
visitors ask asked to bring their DBS paperwork. On arrival they will be asked to sign in and a DBS 
must be sighted at the reception desk. Visitors who arrive without DBS paperwork will be 



accompanied at all times whilst on the school premises. This information will be logged at the main 
school office and all visitors must wear a badge so as to be identifiable in school.  
 
Training and staff care scheme 
 
The Bolton Safeguarding Children Board (BSCB) operates a child protection and family support 
resource.  This is an inter-agency service which aims to assist all Bolton employees working in the 
child protection system, which includes all school staff, with their child protection roles.  As part of 
this service, the resource offers: 
  

 A comprehensive training programme for staff (which is at a cost);  

 a confidential staff care/staff counselling scheme for staff affected by child protection 
issues that are causing stress at work. 

 
Further details of any of these services can be obtained by telephoning 01204 337861. 
 
Training for St Bede Academy staff 

All staff employed by St Bede Academy will be made aware of the school’s arrangements for child 
protection and their responsibilities.  All new staff and volunteers will be provided with induction 
training that includes child protection, FGM, PREVENT awareness.  All staff will receive basic child 
protection training at least every three years to equip them with the knowledge and skills necessary 
to carry out their responsibilities. This training will enable staff to identify signs of possible abuse and 
neglect at the earliest opportunity, and to respond in a timely and appropriate way.  It will also cover 
what to do in the event that they witness inappropriate behaviour displayed by other members of 
staff, or any other person working with the children. 
 
The training may be provided by the school’s designated person/s as long as they have had up to 
date inter agency training at least every two years.  
 
Temporary staff and volunteers who work with children will be made aware of the school’s 
arrangements for child protection and their responsibilities, and on commencing at the school they 
will be issued with Appendix 1 to this document. 
 
In addition to basic child protection training, the designated person and team members will undertake 
training at least every two years in inter agency working that is provided by the Local Social Care 
department, or by an external welfare agency acceptable to the Local Safeguarding Children’s Board.  
They will undertake refresher training at two yearly intervals to keep their knowledge and skills up to 
date. In addition to this the DSL receives regular safeguarding updates at least annually.  
 

Physical Contact with Pupils/Restraint 

 

It is not considered realistic for the school to suggest that staff should never touch children.  Under 
section 550A of the Education Act 1996 and the non-statutory guidance from the DfE ‘Use of 
reasonable force 2013’ teachers and other staff in schools have the right to use reasonable force 
and physical intervention to control or restrain children in certain circumstances, including in order to 
avert an immediate danger to a child, an adult or property. 
  
Staff will be advised that the administration of corporal punishment to a pupil during any activity, 
whether or not within the school’s premises is strictly prohibited and to ensure that any physical 



contact they, and others acting in loco parentis have with children, is both appropriate and 
proportionate to the circumstances. 
 
Staff will be advised to be mindful of their own vulnerability when dealing with children, particularly 
in a one to one situation, without letting undue anxiety get in the way of their normal practice.  
All members of the senior management team have completed MAPA® training which stands for 
Management of Actual or Potential Aggression. The programme delivers a solid foundation based 
on the philosophy of providing the best care, welfare, safety, and security for staff and pupils that:  
 

•Focuses on prevention, deceleration and avoidance. 
•Addresses the risks of physical interventions. 
•Teaches safe, non-harmful interventions. 
•Offers proven post-incident strategies to prevent future crises 

 

Allegations against staff 

Regrettably, sometimes allegations of abuse may involve a member of the school staff.  In these 
circumstances the allegation MUST be reported to the Head of school or Deputy Head of school 
immediately. 

On receipt of such an allegation the Head of school or Deputy Head of school will contact the Local 
Authority’s senior designated person and report the matter to them and seek advice on the way 
forward.  If the PESW is unavailable an ESW Team Manager should be consulted or a senior member 
of the Social Services Child Protection Unit, the local Social Services Advice & Assessment Team 
Manager or a police officer at the Family Support Unit.  

If the allegation concerns the Head of school, the member of staff receiving the allegation MUST 
speak immediately to the PESW or an ESW Team Manager or, if unavailable, a senior member of 
the Social Services Child Protection Unit or a police officer at the Family Support Unit.  Additionally, 
the Chair of Governors must be notified.  Contact details are all available through the school office. 
Confidentiality must be maintained outside the key contacts named above. 
 
Raising concerns 
 
We realise that because of their day to day contact with children, school staff are ideally placed to 
observe the outward signs of abuse. 
 
Staff in school will therefore: 
 

 Report any inappropriate behaviour/activities to designated staff; 

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

 ensure that children know that they can approach any adult in school if they are worried 
and they will receive a consistent supportive response; 

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

 

 



Informing principles 

 All members of staff involved with children (teaching and non-teaching) have a 
responsibility to be mindful of issues related to children's safety and welfare and a duty 
to report and refer any concerns; 

 parents have a right to be informed about any concerns about a child's welfare or any 
action taken to safeguard and promote a child's welfare, providing this does not 
compromise the child's safety; 

 children are best protected when professionals work effectively together and share 
responsibility for protective action; 

 where there are possible concerns about a child's safety, unconditional confidentiality 
cannot be guaranteed and should not be offered.  When a child is on the Child 
Protection Register information about the child and his/her circumstances should only 
be shared on a ‘need to know’ basis; 

 St Bede Academy has in place systems that deter possible abusers and will manage 
effectively any allegations or concerns about abuse when they arise.  All staff are 
responsible for ensuring basic site security; locking of doors or reporting of 
maintenance issues to site staff; 

 when children make allegations about abuse or neglect they should always be listened 
to, have their comments taken seriously and, where appropriate, thoroughly 
investigated. 
 

Partnership 
 
The best outcomes for children generally are achieved when professionals can work effectively in 
partnership with parents/carers.  This belief holds equally in relation to child protection and other 
concerns about children’s safety or welfare.  It is vital that the staff have honest and open 
communication with parents/carers and any information or concerns that they have about their 
children are shared at the earliest opportunity.  The only exception to this would be where it was felt 
that such communication might compromise the child's safety. 
 
If a child is felt to be in need of protection and becomes the subject of a child protection plan, 
parents/carers should regard the staff at St Bede Primary Academy as a source of help and support. 
 
Responding to concerns 

In all of the following circumstances school will keep a confidential record of its concerns and actions. 
This is accessed by all CPOs on the CP drive.  Hard copies are also kept in swing files in a locked 
filing cabinet in the SMT office. 
  
If a member of staff receives information about a child that suggests that he/she has been actually 
abused or neglected or that this is likely, the school has a duty to refer these concerns to the Social 
Services Department or Police.  The school has no discretion in this matter.  In these circumstances 
the Multi- Agency Child Protection procedures apply. 
   
However, things may not be clear cut.  If they are not, staff should use the Child Concern Model and 
consult with colleagues from an appropriate agency usually, but not always, Social Services.  
Consultation is a means whereby those working with children can have ready access to consistent 
information and advice from suitably qualified and experienced staff, in order to explore a situation 
and to decide together on an appropriate course of action.  It should not be seen as a way of 



transferring ownership of a ‘problem’, unless this is the agreed outcome of the discussion, when a 
referral will be made. 
  
In these circumstances the Social Services department may decide to begin a child protection 
investigation in which case its procedures will apply.  In either case parents will be informed of what 
has happened at the earliest opportunity consistent with the child's best interests. 
 
It is important to remember that a referral or consultation with the Social Services department is an 
expression of concern about a child's welfare.  It is not an accusation or a presumption of 
responsibility about a parent/carer. 
 
In the course of an investigation the Social Services department or Police might wish to speak to a 
child, without parental knowledge or consent.  The Head of school, acting 'in loco parentis' has 
discretion to agree this, to allow the authorities to explore concerns and determine whether there are 
grounds for further action.  In these cases the Head of school will ensure that the child's welfare is 
secured and he/she has access to a trusted adult. 
 
The Head of school will not allow a child to be removed from school premises without either: 
 

 Parental consent; 

 an order of the Court or a Police Protection Order; 

 the child's own consent (providing the child is of an age and understanding to give informed 
consent). 
 

To avoid any misunderstandings, parents of children who sustain accidental injuries that result in 
cuts/bruises/fractures should inform school on the next working day. 
 
If staff at St Bede Primary Academy have general concerns about a child's welfare a member of the 
Child Protection Team or SMT will contact the parents/carers at an early stage in an attempt to work 
together to remedy the situation.  If concerns persist over a period of time, a member of the Child 
Protection Team or SMT may consult with the Social Services Department to discuss a way forward. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 1 
 
Categories of concern 
 

Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by 

inflicting harm, or by failing to act to prevent harm.  Children may be abused in a family or in 

an institutional or community setting by those who know them or, more rarely by others (e.g. 

via the internet).  They may be abused by an adult or adults or another child or children. 

 
Neglect: The persistent or severe neglect of a child which results in significant impairment of 
the child’s health or development e.g. 

- failure to provide adequate food, clothing or shelter (including abandonment or 
exclusion from home); 

- failure to protect from physical or emotional harm; 
- failure to meet child’s basic emotional needs; 
- failure to ensure adequate supervision; 
- failure to ensure access to appropriate medical care. 

 
Physical abuse: a form of abuse which may involve hitting, shaking, throwing, poisoning, 
burning or scalding, drowning, suffocating or otherwise causing physical harm to a child. 
Physical harm may also be caused when a parent or carer fabricates the symptoms of, or 
deliberately induces, illness in a child.  
 
Emotional abuse: the persistent emotional maltreatment of a child such as to cause severe 
and adverse effects on the child’s emotional development. It may involve conveying to a child 
that they are worthless or unloved, inadequate, or valued only insofar as they meet the needs 
of another person. 

 
Sexual abuse: Actual or likely sexual exploitation e.g.  

- use of force or enticement to take part in sexual activity penetrative, or non-
penetrative; 

- involvement in non-contact activities such as looking at or making abusive 
images; 

- encouraging children to watch sexual activities; 
- encouraging children to behave in sexually inappropriate ways; 
- any sexual activity with a child under the age of 16 (with or without agreement). 

 
Neglect: Neglect is the persistent failure to meet a child’s basic physical and/or psychological 
needs, likely to result in the serious impairment of the child’s health or development.  Neglect 
may occur during pregnancy as a result of maternal substance abuse. Once a child is born, 
neglect may involve a parent or carer failing to: 

• Protect a child from physical and emotional harm or danger. 
• Ensure adequate supervision (including the use of inadequate care-givers). 

 
 
 
 
 
 
 



Further information about Child Sexual Exploitation and Female Genital Mutilation 
 
Child Sexual Exploitation (CSE)  

 Involved exploitative situations, contexts and relationships where young people receive 
something as result of engaging in sexual activities (gifts such as money, drugs, 
alcohol, food, accommodation, affection);  

 can take many forms from the seemingly ‘consensual relationship’ where sex is 
exchanged for affection or gifts, to serious organised crime by gangs or groups;  

 exploitation involves an imbalance of power - the perpetrator holds some kind of power 
over the victim;  

 young people who are being sexually exploited do not exhibit any external signs of 
abuse.  

 

If there are concerns that a child in school  may be being sexually exploited staff must follow 

school’s safeguarding procedures and the Designated Safeguarding Lead should refer to Social 

Care and speak to Phoenix/Exit, Bolton’s Child Sexual Exploitation Team for advice on 01204 

337195 or email Phoenix.ExitTeam@gmp.pnn.police.uk 

 
Female Genital Mutilation (FGM)  

 Victims of FGM are likely to come from a community that is known to practice FGM;  

 the Prohibition of FGM Act 2003 makes female genital mutilation an offence;  

 it is an act of extreme violence against women and children;  

 it can be performed from birth onwards;  

 it carries the risks of physical damage, psychological damage and in some cases death; 

 girls at risk from FGM may not be aware of the practice or that it may be conducted on 
them.  

All staff have completed FGM online training as part of their induction to school.   
 

If staff have a concern regarding a girl that might be at risk of FGM they should activate local 
safeguarding procedures, using existing national and local protocols for multi-agency liaison with 
police and children’s social care.  If is believed that there is an immediate risk of FGM then this 
should be reported to the police.  Since 31 October 2015 there has been a mandatory reporting 
duty placed on teachers. 
 
SEXTING 

 

The academy has a stand-alone policy on Sexting that includes a flowchart.  Staff should also refer 

to the Sexting guidance for schools that was released by the UK Council (UKCCIS) for Child 

Internet Safety; Sexting in Schools and Colleges: Responding to incidents and safeguarding 

young people (September, 2016).  The guidance is designed for Designated Safeguarding Leads, 

their deputies, head teachers and Senior Leaders in schools and educational establishments. 

 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/609874/6_293

9_SP_NCA_Sexting_In_Schools_FINAL_Update_Jan17.pdf  

 
 
 
 

mailto:Phoenix.ExitTeam@gmp.pnn.police.uk
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/609874/6_2939_SP_NCA_Sexting_In_Schools_FINAL_Update_Jan17.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/609874/6_2939_SP_NCA_Sexting_In_Schools_FINAL_Update_Jan17.pdf


Radicalisation 

There is a clear approach to implementing the Prevent duty and keeping children and learners safe 
from the dangers of radicalisation and extremism in accordance with the Counter-Terrorism and 
Security Act 2015. 

The school has a ‘Prevent’ file where all incidents are logged and monitored (see Prevent policy).  
All staff have completed Prevent online training as part of their induction to school.  
 
DOMESTIC ABUSE  
 
The definition of domestic violence and abuse - Any incident or pattern of incidents of controlling, 
coercive or threatening behaviour, violence or abuse between those aged 16 or over who are or have 
been intimate partners or family members regardless of gender or sexuality. This can encompass, 
but is not limited to, the following types of abuse:  
 
● Psychological  
● Physical  
● Sexual  
● Financial  
● Emotional  
 
This definition includes so-called `honour` based violence, female genital mutilation (FGM) and 
forced marriage, and is clear that victims are not confined to one gender or ethnic group. 
 
Bolton’s Domestic Abuse Handbook should also be referred to.  This has been refreshed and 
updated in July 2017 and can be accessed via Bolton Safeguarding Children Board Website. 
http://www.publications.bolton.gov.uk/bdav/  
 
Domestic abuse is a safeguarding children issue and statistics show that in 90% of cases children 
are present in a household during a domestic abuse incident. Often the following day children are ill-
prepared to deal with the school day.  
 
Encompass is a partnership between Greater Manchester Police, (in Bolton this is the (PPIU) Police 
Protection Investigation Unit), Bolton Safeguarding Children Board and designated school staff, 
known as Key Adults. Working together to safeguard children, Greater Manchester Police will inform 
the Key Adults within schools about any domestic abuse incident where the child or young person 
has been present.  This will enable the school to take appropriate steps to support their pupil during 
what could be an emotionally difficult day. Key adults within the school are then able to accommodate 
the school day to lessen the impact and to support the child if they need it. In its simplest form, they 
are given some leeway, comfort and support. This can make a huge difference to children and allows 
them to have a safe space. 
 
 

CHILDREN MISSING FROM EDUCATION 

A child going missing from education is a potential indicator of abuse or neglect. Academy staff 
should follow the academy’s procedures for dealing with children that go missing from education, 
particularly on repeat occasions, to help identify the risk of abuse and neglect, including sexual 
exploitation, and to help prevent the risks of their going missing in future.  
 



The law requires all schools to have an admission register and an attendance register. All pupils 
must be placed on both registers. 
 
The academy will inform the local authority of any pupil who is going to be deleted from the 
admission register where they:  
 

● have been taken out of school by their parents and are being educated outside the school 
system e.g. home education;  

● have ceased to attend school and no longer live within reasonable distance of the school at 
which they are registered;  

● have been certified by the school medical officer as unlikely to be in a fit state of health to 
attend school before ceasing to be of compulsory school age, and neither he/she nor his/her 
parent has indicated the intention to continue to attend the school after ceasing to be of 
compulsory school age;  

● are in custody for a period of more than four months due to a final court order and the 
proprietor does not reasonably believe they will be returning to the school at the end of that 
period; or,  

● have been permanently excluded.  
 

The local authority must be notified when a school is to delete a pupil from its register under the 
above circumstances. This should be done as soon as the grounds for deletion are met, but no 
later than deleting the pupil’s name from the register. It is essential that schools comply with this 
duty, so that local authorities can, as part of their duty to identify children of compulsory school age 
who are missing education, follow up with any child who might be in danger of not receiving an 
education and who might be at risk of abuse or neglect. 
  
All schools must inform the local authority of any pupil who fails to attend school regularly, 
or has been absent without the school’s permission for a continuous period of 10 school 
days or more, at such intervals as are agreed between the school and the local authority. 
 

If a practitioner becomes aware of a child missing from education (CME), in whatever capacity, they 

should notify the CME Officer 01204 332139.  

 

Recognition of possible abuse 
 

It is extremely difficult to determine if abuse has occurred.  Teachers should look carefully at the 
behaviour of their children and be alert for significant changes.  Teachers should be aware that 
children may exhibit any of the following without abuse having occurred: 

 

 Disclosure; 

 non-accidental injury, bruising or marks; 

 explanation inconsistent to injury; 

 several different explanations for an injury; 

 reluctance to give information about an injury; 

 a sudden change in behaviour – aggression, extroversion, depression, 
withdrawn; 

 attention seeking; 

 hyperactivity; 

 poor attention; 

 appear frightened of parents or family members; 



 abnormal attachment between parent and child; 

 indiscriminate attachment; 

 hyper alertness; 

 reduce response; 

 frozen watchfulness; 

 nightmares; 

 anxiety/irritability; 

 abdominal pain/headaches; 

 poor self-esteem; 

 poor peer relationships; 

 act in an inappropriate way for age; 

 over sexualised play/talk or drawings; 

 excessive or inappropriate masturbation; 

 self-harm/eating disorder; 

 frequent visits to the toilet (urinary infection); 

 reluctant to change for P.E.; 

 failure to thrive; 

 poor hygiene; 

 recurrent/untreated infections of skin or head lice; 

 untreated health/dental issues; 

 frequent absence from school or repeated lateness; 

 delay in meeting normal development milestones; 
 
 
Dealing with disclosures 
 
If someone tells you that they or another child or young person is being abused: 
 

1) Receive  
- listen to what is being said, without displaying shock or disbelief; 
- take what is said seriously; 
- note down what has been said. 

 
2) Reassure 

- reassure the pupil, as far as is possible; 
- don’t promise confidentiality, you have a duty to refer; 
- reassure and alleviate guilt, if the pupil refers to it e.g. “You’re not to blame.”  

“You’re not the only one this sort of thing happens to” 
- reassure the child that information will only be shared with those who need to 

know. 
 

3) React 
- react to the pupil only as far as is necessary for you to establish whether or not 

you need to refer this matter, but don’t ‘interrogate’ for full details; 
- do not ask ‘leading’ questions, for example “Did he/she..........”  Such questions 

invalidate your evidence (and the child’s) in any later prosecution; 
- ask open questions, like “anything else you want to say?”; 
- do not criticise the perpetrator, the pupil may have an affection for him/her; 
- do not ask the pupil to repeat it all for another member of staff; 



- explain what you have to do next and who you have to talk to. 
 

 
4) Record 

- make some brief notes at the time on any paper, which comes to hand, and write 
them up as soon as possible; 

- do not destroy your original notes; 
- record the date, time, place any noticeable non-verbal behaviour, and the words 

used by the child.  Record the actual words by the child; 
- Record statements and observable things, rather than your ‘interpretations’ or 

assumptions. 
 

5) Refer 
- don’t delay in passing on this information to the senior designated teacher Mrs 

Nicola Whittaker.  Should Mrs Whittaker be off site, Mrs Sarah Rostron, Mrs 
Laura Briggs, Miss Hayley Edgington, Mrs Beth Garvey or Miss Rochelle 
Connor are the deputy designated teachers, with the third port of call being any 
member of the senior management team (SMT). 

- in some cases you may need to protect a child immediately – in these situations 
dial 999.  The police are the only agency with the statutory powers for the 
immediate protection of children. 

- it is not the school’s responsibility to decide whether abuse has taken place or 
not, however it is our responsibility to pass on information to the appropriate 
authority immediately. 

 
 
Useful Telephone Contact Numbers 

 Children’s Social Care: Child Protection Unit:            01204 337479 
 

 Referral and Assessment Team (MASSS):       01204 331500 
 

 Paula Williams - Local Authority Designated Officer (LADO):       01204 337474 
 

 Jacqui Parkinson -  Safeguarding in Education Team:                            01204 337472 
 

 Natalie France/Mikaela Wallace-Brannon  – Safeguarding in Education Team:                  01204 331314 
 

 Karen Presto – Early Help Integrated working Team Manager:      01204 331392 
 

 Shona  Green – Bolton Safeguarding Children Board                            01204 337964 
http://boltonsafeguardingchildren.org.uk/    
 

 Jane Roscoe – Missing from Education                                                  01204 332139 
 

 Emergency Duty Team – Out of Hours:                       01204  337777 
 

 Police – Safeguarding Vulnerable Persons Unit:         0161 8566583 
 

 Police Public Protection Investigation Unit (Child protection):      0161 8567949 
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Appendix 3 
 

GUIDANCE FOR SAFER WORKING PRACTICE FOR ADULTS WHO WORK WITH CHILDREN 

 

This guidance is taken from  

BOLTON FRAMEWORK FOR ACTION GUIDANCE 

GUIDANCE FOR SAFER WORKING PRACTICE FOR ADULTS WHO WORK WITH CHILDREN AND YOUNG PEOPLE  

 
Duty of Care  
 

The duty of care is in part, exercised through the development of respectful and caring relationships 

between adults and children and young people.  It is also exercised through the behaviour of the 

adult, which at all times should demonstrate integrity, maturity and good judgement. 

This means that adults should: 
 
 understand the responsibilities, which are part of their employment or role, and be aware that 

sanctions will be applied if these provisions are breached 
 always act, and be seen to act, in the child’s best interests 
 avoid any conduct which would lead any reasonable person to question their motivation and 

intentions 
 take responsibility for their own actions and behaviour 
 

 Employers also have a duty of care for the well-being of employees and to ensure that employees 

are treated fairly and reasonably in all circumstances. The Human Rights Act 1998 sets out important 

principles regarding protection of individuals from abuse by state organisations or people working for 

those institutions.  Adults who are subject to an allegation should therefore be supported and the 

principles of natural justice applied. 

 
The Health and Safety Act 1974 also imposes a duty on employees to take care of themselves and 

anyone else who may be affected by their actions or failings.  An employer’s duty of care and the 

adult’s duty of care towards children should not conflict.  This ‘duty’ can be demonstrated through 

the use and implementation of these guidelines. 

 

Power and Positions of Trust 

Adults should always maintain appropriate professional boundaries and avoid behaviour which might 
be misinterpreted by others.  They should report and record any incident with this potential. 
 

Physical Contact 

Many jobs within the children’s workforce require physical contact with children as part of their role.  
There are also occasions when it is entirely appropriate for other adults to have some physical 



contact with the child or young person with whom they are working.  However, it is crucial that in all 
circumstances, adults should only touch children in ways which are appropriate to their professional 
or agreed role and responsibilities. 
 

Not all children and young people feel comfortable about physical contact, and adults should not 

make the assumption that it is acceptable practice to use touch as a means of communication.  

Permission should be sought from a child or young person before physical contact is made.  Where 

the child is very young, there should be a discussion with the parent or carer about what physical 

contact is acceptable and/or necessary. 

 

Adults, nevertheless, should use their professional judgement at all times, observe and take note of 

the child's reaction or feelings and – so far as is possible - use a level of contact and/or form of 

communication which is acceptable to the child for the minimum time necessary. 

 

Physical contact which occurs regularly with an individual child or young person is likely to raise 

questions unless there is explicit agreement on the need for, and nature of, that contact.  This would 

then be part of a formally agreed plan or within the parameters of established, agreed and legal 

professional protocols on physical contact e.g. sport activities or medical procedures.   

 

If an adult believes that their action could be misinterpreted, or if an action is observed by another 

as being inappropriate or possibly abusive, the incident and circumstances should be reported to the 

senior manager outlined in the procedures for handling allegations and an appropriate record made.  

Parents/carers should also be informed in such circumstances. 

 

 Physical contact should take place only when it is necessary in relation to a particular activity. It 

should take place in a safe and open environment i.e. one easily observed by others and last for 

the minimum time necessary.  The extent of the contact should be made clear to the parent/carer 

and once agreed, should be undertaken with the permission of the child/young person.  Contact 

should be relevant to their age or understanding and adults should remain sensitive to any 

discomfort expressed verbally or non-verbally by the child. 

 

One to One Situations 

 
All organisations working with or on behalf of children and young people should consider one to one 
situations when drawing up their policies.  
 



It is not realistic to state that one to one situations should never take place. It is however, appropriate 
to state that where there is a need, agreed with a senior manager and/or parents/carers, for an adult 
to be alone with a child or young person, certain procedures and explicit safeguards must be in place.   
 
Adults should be offered training and guidance for the use of any areas of the workplace which may 
place themselves or children in vulnerable situations.  This would include those situations where 
adults work directly with children and young people in unsupervised settings and/or isolated areas 
within community settings or in street-based projects for example.  
 
One to one situations have the potential to make child/young person more vulnerable to harm by 
those who seek to exploit their position of trust.  Adults working in one to one settings with children 
and young people may also be more vulnerable to unjust or unfounded allegations being made 
against them.  Both possibilities should be recognised so that when one to one situations are 
unavoidable, reasonable and sensible precautions are taken.  Every attempt should be made to 
ensure the safety and security of children and young people and the adults who work with them.  
 
There are occasions where managers will need to undertake a risk assessment in relation to the 
specific nature and implications of one to one work.  These assessments should take into account 
the individual needs of the child/young person and the individual worker and any arrangements 
should be reviewed on a regular basis. 
 
Meetings with children and young people outside agreed working arrangements should not take 
place without the agreement of senior managers and parents or carers. 
 
 
This means that adults should: 
 
 ensure that when lone working is an integral part of their role, full and appropriate risk assessments 

have been conducted and agreed. 
 avoid meetings with a child or young person in  remote, secluded areas,  
 always inform other colleagues and/or parents/carers  about the contact(s)  beforehand, assessing 

the need to have them present or close by 
 avoid use of 'engaged' or equivalent signs wherever possible.  
 ensure a door is left open when alone with a child/children 
  Such signs may create an opportunity for secrecy or the interpretation of secrecy 
 always report any situation where a child becomes distressed or angry to a senior colleague 
 carefully consider the needs and circumstances of the child/children when in one to one situations 

 

 This guidance should be read in conjunction with the Intimate Care and Whistle blowing policies  

 

 


