
 

 

 

Dear Local Governing Body 
 

Take notice that a meeting of the Local Governing Body will be held on Monday 20th 
September 2021. The meeting will be held by ZOOM at 6 pm.  

(Meeting ID: 823 9169 7137, Passcode: 298401) 
 

Comments and questions relating to this Agenda should be emailed to 
lcutmore@fbaok.co.uk  

 

AGENDA 
 

Invitees:  Greg Brome (Chair)  Eve Knightbridge  
   David Anderton Sharon Harris 
   Marcia Hagon  Sarah Bimpong 
   Amy Holmes  Paul Claydon 
 

In attendance:  Linda Cutmore (Clerk) 

Thomas Mercer (Trust Finance Manager) 

 Steven Adams (Head of Estate) / Denise Broom (Director of Operations) 
   

Meeting commenced:  
Item  Timing Raised 
1. WELCOME & APOLOGIES - to note and approve apologies for 

absence 
2mins  

 CHAIRMAN AND VICE CHAIR 
To note the Chair and Vice Chair 2021-22 

1 min  

2. DECLARATION OF PECUNIARY OR CONFLICTS OF 
INTERESTS/LOYALTY – Governors are invited to declare any 
interest in any item on the agenda for this meeting.  Members 
may still declare an interest in any item at any time prior to the 
consideration of the matter. 

1 min  

3. All Governors should ensure that if they are unable to attend a 
meeting but wish to comment or raise questions on any point of 
the Agenda, they should email any and all comments and 
questions to the Clerk lcutmore@fbaok.co.uk by the date of the 
meeting.  The Chair of the LGB will ensure that any comments 
or questions submitted by the absent Governor will be raised 
during the appropriate agenda item.  

  

4. MINUTES OF THE PREVIOUS MEETING – to receive and 
confirm the Minutes of the meeting held on XXXX (Draft copy 
attached) 

2 mins  

5. MATTERS ARISING – to note matters arising from the above 
minutes 

2 mins  

6. TERMS OF REFERENCE 
To note the Terms of Reference as agreed by the Board of 
Directors 

1 min  

7 SCHEME OF DELEGATION 
To note the Scheme of Delegation as agreed by the Board of 
Directors  

1 min  

8 a. To complete and return Register of Interests  3 mins  



 

b. To confirm Link Healthcheck Governors  
c. To receive Governor Attendance 2020-21  
d. To note LIFE Calendar 2021-22 
e. To return updated biographies

9. LEADERSHIP & MANAGEMENT 
a. To complete Healthcheck (Attached) 
b. To recommend the School Development Plan for 

approval by Standards Committee (SDP to become 
standing agenda item on Non Healthcheck Agendas)

15 mins  

10. QUALITY OF EDUCATION 
a. To complete Healthcheck (Attached) 

15 mins  

11. PERSONAL DEVELOPMENT 
a. To complete Healthcheck (Attached)  

15 mins  

12. BEHAVIOUR & ATTITUDES  
a. To complete Healthcheck (Attached) 

15 mins  

13. HUMAN RESOURCES 
a. To receive Staffing Update (Verbal) 
b. To complete Healthcheck (Attached)  

15 mins  

14. FINANCE  
a. To receive Budgetary Position (Attached) 
b. To complete Healthcheck (Attached) 
c. To receive the Academy Trust Handbook 2021 and 

Summary of changes (Attached)  

15 mins  

15. PREMISES  
a. To receive Premises Update (Verbal) 
b. To complete Healthcheck (Attached)  

15 mins  

16. POLICIES – (Attached) 
  
To receive the Keeping Children Safe in Education guidance for 
2021 
 
To approve the following local policy/ies: 

a. Safeguarding Policy  
 

To note the following Trust level policy/ies that have been agreed 
by the Board:  

ⅰ Children with Health Needs who Cannot attend school 
ⅱ Appraisal Policy 
ⅲ Capability Procedure 
ⅳ Eye Care Policy 
ⅴ Redundancy & Restructuring Procedure 
ⅵ Sickness Absence Management Procedures 
ⅶ Whistleblowing Policy 

 Early Years Policy Statement 
 Sexual Harassment Guidance (Septenber 2021) 
 ICT Policy 

5 mins  

17 Governor Annual Review 
● To receive a verbal update 

5 mins  

18 ● To receive Board & Committee Meetings summary 
Summer 2021 (Attached) 

2 mins  

19 ANY OTHER BUSINESS 
 

5 mins  

20. DATES OF LGB MEETINGS FOR 2021-2022 

– Monday 8th November 
– Monday 24th January (HEALTHCHECK) 
– Wednesday 9th February (Rural Primary Governors’ Meeting) 
– Monday 14th March 

  



 

– Monday 9th May (HEALTHCHECK) SATs 
– Monday 6th June (inset day) 
– Monday 4th July 

 
All meetings would start at 6pm 

 
Meeting concluded at  
 
Mrs L Cutmore, Clerk to the Local Governing Body 



N

A meeting of the Local Governing Body was held by Zoom on
Monday 12th July 2021 at 6.00pm

MINUTES

Invitees: Eve Knightbridge Sarah Bimpong
David Anderton Sharon Harris
Marcia Hagon Greg Brome
Amy Holmes Paul Claydon

In attendance: Linda Cutmore (Clerk)
Denise Broom (Director of Operations)
Thomas Mercer (Trust Finance Manager)

Item Action
1. WELCOME & APOLOGIES -

● Marcia Hagon was unable to attend due to illness
● David Anderton was unable to attend due to another commitment
● Eve Knightbridge was unable to attend due to another commitment
● Sarah Bimpong will join the meeting later

2. DECLARATION OF PECUNIARY INTERESTS – Governors are invited to
declare any interest in any item on the agenda for this meeting.  Members may
still declare an interest in any item at any time prior to the consideration of the
matter.

No new declarations were made

3. All Governors should ensure that if they are unable to attend a meeting but wish
to comment or raise questions on any point of the Agenda, they should email
any and all comments and questions to the Clerk lcutmore@fbaok.co.uk by the
date of the meeting.  The Chair of the LGB will ensure that any comments or
questions submitted by the absent Governor will be raised during the
appropriate agenda item.

4. MINUTES OF THE PREVIOUS MEETING – The minutes of the meeting held
17th May 2021 were received and confirmed by Governors present by a show
of hands

5. MATTERS ARISING
There were no other actions

6. FINANCE
a. Budgetary Position

Mr Mercer reported that at the end of May the school had a surplus of
£28,186 compared to a budgeted surplus for the year to date of £13,397 - a
favourable variance of £14,789.
Income over the year was £8,259 over and this was largely due to
Government grants of over £15.5K, however the fall in income from
catering had reduced his figure
Expenditure - teaching staff costs showed an overspend of £6,787 due to a
member of staff leaving and the subsequent employment of agency staff.
This was expected to improve as the member of staff who left in April will
be replaced by an ECT in September at a lower salary.
Non staff costs were more favourable and showed an underspend in
supplies and services.

mailto:lcutmore@fbaok.co.uk


It was anticipated that there would be a surplus of £29,000 at the end of the
year, this was a good amount to carry forward but things happening in
June, July & August may affect this figure.
The Chair thanked Mr Mercer for his report and the favourable financial
position that the school was in.
Sharon Harris asked the Headteacher about the cost relating to agency
staff and it was explained that they were cheaper due oncost savings and
that there was no holiday pay.
The Headteacher explained that all expenditure had taken place with a
future goal in mind, such as upskilling current staff and improving premises
rather than a short term fix. It was noted that Dame Tipping was the most
financially secure school out of the rural primaries.
The end of year process had been made a lot easier with PS Financials
and this had been reflected in a reduction in Trudy’s workload, which has
allowed her to undertake other administration tasks as well as improve her
wellbeing.
Mrs Broom reported that from September there would be a dedicated
support hub for Trudy to access, as well as for other operational areas, and
that this help would be provided by Louise Anderson.
The Headteacher said that the budget process was now a lot smoother,
communication had improved and that the ability to see up to date figures
and query items was beneficial. There was more cohesion with setting the
budget and it could be constantly updated and refined.

7. PREMISES
a. Premises Update

1. Mrs Broom reported that the Fire System installation was now complete.
Minor works were planned over the Summer break which would be
undertaken by Brian Bowling. Other modifications were on hold until
they could be reviewed by the new Head of School, Mr Steven Ley

2. Unfortunately the CIF bid for the playground ar Dame Tipping had been
unsuccessful and there would be no appeal made over the decision. It
will be reviewed, with additional detail of why it was needed in regard of
safety & safeguarding etc., and then resubmitted in December

Denise Broom & Thomas Mercer left the meeting at 6.40 pm
8. COVID 19 Update on current situation

The Headteacher reported that cases were rising across the borough and
the third wave was on its way. However the measures within the school
were secure and parents were supportive if and when isolation was
required.

Updated guidance was being checked all the time and a new Risk
Assessment template was being prepared for use from 19/7/21. Current,
stricter measures would be staying in place as the Headtacher felt it may
cause confusion to change them for the last few days of term.

The Headteacher informed the board that staff would not be expected to
carry out the twice weekly COVID tests during the summer break but
should resume when they return to school.

Assemblies and lunchtimes would revert to their usual arrangements in
September.

The Chair thanked The Headteacher for all her hard work and staying on
top of the ever changing COVID situation and guidance



9. SAFEGUARDING
a. Safeguarding Update

There were 2 ongoing CP cases and 1 move to a ‘Child in Need’ plan.
Another family was at the assessment point and were positive about
accepting help.
The Headteacher also reported that going forward “My Concern” would
be known as “The Safeguarding Company”

b. SEND update
There was an additional ECHP and there would be another in
September.

c. Pupil Outcomes
Assessments had been completed and submitted to the FFT but will not
be published - they will be used in the Healthchecks

d. Pupil destinations – welfare, attendance
Attendance was 97% - one family was receiving help from the EWO
which had been accepted positively.
Two pupils had recently joined the school - 1 in Y2 and 1 in Y6, who was
from Brazil with no English, but was required to attend a primary school
before attending secondary in September. Neither child would be
assessed but was included in student numbers.

Transition for Y6 pupils had not gone ahead so support within the school
had been put in place. Two SEN pupils had been visited by
representatives from their new schools.

Children who would be joining Reception in September had come in for
a meet and greet with their parents on a Friday afternoon.

The Headteacher said the pupil data would be shared soon and that it
was looking more positive, gaps had been highlighted and interventions
that had already been put in place were proving to be effective. There
was a concern with writing ability within year 1, this is the same across
many primary schools, due to the amount of time spent away from the
classroom, in Dame Tipping this is also a shared class with year 2. The
Reception class is not shared and this has been reflected in their
development.

Sarah Bimpong joined the meeting at 6.50 pm

10. CHANGES TO THE SCHOOL DAY
a. Parents have been surveyed again and there was only one negative

response. The Headteacher asked if this change would be permanent
and was advised that this would be a Trust matter.

11. PARENT SURVEY
a. The results would be analysed before sharing with the Board in the

meeting in September. The Headteacher asked for it to be considered
that the results be shared with her, in order that she could provide a
narrative, as she would no longer be in the post at that time.

12 CORE OFFER FEEDBACK
a. The Chair reported that they had good value for money in every area

and that the operational side of the Trust had been fantastic and had
provided more cohesion.

13 POLICIES –
Governors noted the following Trust level policy that has been agreed by the
Board:



a) Admissions Policy 2022

14 ANY OTHER BUSINESS
The Chair reported that the governor reviews would take place during
the Summer and the skills audits had been distributed to the governors
in preparation for this. More training would be available to governors in
the future and they would be encouraged to access this.
Paul Claydon asked how the transition with the new Head of School was
progressing. The Headteacher reported that a planned visit had been
cancelled last week but Mr Steven Ley would be visiting the school on
13/7/21. The Headteacher had an agenda for the day and they had been
in regular communication. The Headteacher explained that she would be
taking up the position of Head of Year 4 at Mead Primary School as this
was the right move for her at this time.
The Chair thanked the Headteacher for all her hard work, through a
particularly challenging period, and that her reasons for leaving were
understood.
The Headteacher reported that there would be a leavers ceremony on
22/7 and that the Supply Teacher who had been employed to cover year
3/4 was also leaving to undertake a Masters degree. She would be
replaced by Claire Richardson, who was an ECT and would be with the
school from 15/7 until the end of term. A new Midday Assistant had also
been employed.
The Headteacher advised that she would complete the Healthchecks
ahead of the September meeting

15 DATE OF FUTURE MEETINGS

– Monday 20th September (HEALTHCHECK)
– Monday 8th November
– Monday 24th January (HEALTHCHECK)
– Wednesday 9th February (Rural Primary Governors’ Meeting)
– Monday 14th March
– Monday 9th May (HEALTHCHECK)
– Monday 16th May (Budget & School Development Plan)
– Monday 6th June
– Monday 4th July

All meetings would start at 6pm.

Meeting finished at 7.15 pm

Mrs L Cutmore, Clerk to the Local Governing Body
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LIFE Education Trust 
 

Terms of Reference for Local Governing Body 2021-22 (approved 10.7.21) 
 
Membership 
 
The members of the Local Governing Body will be appointed by the Board of Directors for a 
term of up to four years.  This can be renewed once, or twice following unanimous approval 
by the Board and Members.  All governors will be expected to complete an annual skills 
audit and to contribute to a key area of responsibility. Each Local Governing Body must 
contain two parent governors approved by the Board.   
 
The School Headteacher will be an ex-officio governor for the duration of his/her term of 
office.  The Trust Chair and/or CEO and/or Senior Trust Executives may attend meetings of 
the Local Governing Body 
 
Chairmanship 
 
The Chair and Vice Chair of Local Governing Bodies will be appointed by the Board of 
Directors on an annual basis with a maximum of 6 years served in those positions or up to 8 
years where unanimously agreed by the Directors and Members of the Trust.  At the end of 
8 years, the Chair will step down.  
 
Clerk 
 
The Clerk to the Local Governing Body will be appointed by the Board. 
 
Quorum 
 
A minimum of three Governors. 
 
Meetings 
 
The Board will determine the number of meetings per annum. It is expected that this will be 
one per month during term time.  The Local Governing Body cannot create sub-committees 
but may convene panels to perform certain functions. 
 
Minutes 
 
The minutes of the meetings will be distributed to the Board and Members of the Trust and 
will be available for inspection at the school. 
 
Terms 
 
The terms of reference are reviewed annually based on the school’s current Ofsted rating, 
the risk register and the Healthcheck which has been completed. 
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DO -  CONSULT  -   RECOMMEND  -  APPROVE  -  MONITOR 
 

DO   This person or body completes the activity to a high standard and then seeks approval 
CONSULT  This person or body is fully consulted in a meaningful way prior to the activity 
RECOMMEND This person or body confidently presents material following review to a more senior person or body 
APPROVE  This person or body receives and has the final decision-making power 
MONITOR  This person or body actively engages in quality assuring the activity or task 
 
The CEO may delegate tasks to either the Director of Operations or Education where appropriate 
 

Scheme of Delegation LGB 

ETHOS  

a. Set over-arching key Trust Vision and Ethos C 

b. Embed over-arching key Trust Vision and Ethos  M 

c. Set school values and traditions A 

d. Embed school values and traditions M 

e. Ensure appropriate means of  communication and engagement with all stakeholders local to the school M 

f. Complete annual surveys for key stakeholders M 

g. Ensure British Values are taught and understood in school M 

h. Manage first stage complaints against the local school M 

i. Manage second stage complaints against the local school D &R 

j. Manage third stage complaints against the local schools C 

k. Ensure safeguarding is compliant at school level D 

l. Maintain school Website       M 

m. Maintain school Prospectus             M 

HUMAN RESOURCES  

a. Appoint /suspend / dismiss local Executive Head/Head of School with LGB representation C 

b. Appoint / suspend / dismiss local school SLT D 

c. Undertake Performance Management for Executive Team  C 

d. Undertake Performance Management for Headteacher of local school with support of panel including Chair of LGB and external 
partner  

C 

e. Assess competency of a Local Governing Body  C 

f. Approve terms of reference for Trust Committees and Local Governing Bodies C 

n. Oversee all disciplinary matters relating to Headteacher supported by the Board C 
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o. Manage all staff internal disciplinary matters except dismissal of the Headteacher M 

p. Set the pay for the Headteacher of a local school C 

q. Ensure that the school has an effective staff development programme M 

r. Ensure effective deployment of school staff M 

s. Determine the Pay and Appraisal policies for the Trust and ensure they are statutorily compliant C 

t. Determine appropriate salary ranges and starting salaries for SLT and LPs if outside current pay structure C 

u. Determine appropriate salary ranges and starting salaries for staff below LP and SLT level C 

v. Determine school’s staffing structure annually R 

w. Appoint  / suspend / dismiss Academy Employee C 

x. Approve annual pay progression for teachers  C 

y. Approve applications to be paid on the upper pay range C 

z. Approve annual pay progression for  headteacher C  

aa. Oversee staff recruitment and appointment procedures C 

bb. Oversee employment contractual matters C 

cc. Ensure staff wellbeing and retention strategies are in place at school level   M 

dd. Ensure staff absence is tracked and managed effectively M 

ee. Ensure SCR is compliant M 

ff. Ensure good staff morale M 

gg. Make Redundancy  / Restructure staff    C 

LEADERSHIP & MANAGEMENT  

a. Ensure all school Healthcheck documentation is completed effectively and efficiently D 

b. Ensure strong 3 year strategic plan for Trust in place C 

c. Ensure Skills audits are completed for all Governors D 

d. Make changes to a school’s category R 

e. Determine educational KPIs for schools R  

f. Ensure the school meets its educational performance targets D 

g. Ensure risks for the school are identified and actions in place to address and reported to the board D & R 

h. Create school development plan template for schools C 

i. Create school development plan  R  

j. Approve admissions criteria for each local school R 

k. Ensure appropriate record keeping in respect of pupils attendance, admissions etc M 

l. Prepare for Ofsted inspection and SIAMS inspections where appropriate of schools M 

m. Ensure the Trust Board policies are put into practice efficiently and in a coordinated way D 

n. Approve / Remove Governors of Local Governing Body with advice from the Chair R 
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o. Ensure GDPR Compliance in school M 

jj. Establish LGB Working Groups D 

kk. Appoint / Remove Clerk to LGBs R 

ll. Create Trust Governance Calendar C 

mm. Set Academy Inset Days A 

nn. Set Academy Times, Terms and Holidays  A 

oo. Expand PAN R 

FINANCE (AUDIT COMMITTEE)   

a. Agree Central Trust contribution from schools C 

b. Set financial allocations for schools within the MAT C 

c. Approve annual budgets for all schools within the MAT C 

d. Prepare annual budget for school C 

e. Manage the delegated budget  D &M 

FACILITIES  

a. Oversee site and premises operational management including compliance with Health and Safety and other legal requirements M 

b. Implement site and premises operational management including compliance with Health and Safety and other legal requirements M 

c. Manage day to day site and premises issues M 

d. Review the condition survey and asset management reports  M 

e. Oversee arrangements for repairs and maintenance M 

f. Make recommendations on premises related expenditure R 

g. Oversee premises related funding bids C 

h. Review plans for new build and refurbishment projects C 

QUALITY OF EDUCATION  

a. Ensure an appropriate and up to date curriculum policy in individual school  R 

b. Ensure a broad and balanced curriculum which promotes high standards for all in individual school R   

c. Set targets for achievement at all key stages in individual school, including for micro-populations R  

d. Review of outcomes data for individual school D  

e. Review the progress and attainment of disadvantaged pupils and other targeted groups in an individual school. D 

f. Ensure high standards of teaching and learning in individual school M 

g. Ensure all teachers receive appropriate professional development to secure high standards M 

h. Ensure an appropriate and up to date marking and assessment policy for individual school R 

i. Ensure that the school’s extra-curricular offer is accessible to all and that pupil take up is inclusive M 

j. Ensure moderation and standardisation in place for all schools M 



5 
 

k. Participate in moderation and standardisation exercises to quality-assure standards M 

l. Complete Quality of Education Healthcheck D 

BEHAVIOUR & ATTITUDES  

a. Ensure an appropriate and up to date behaviour policy  M 

b. Provide a safe environment in school where standards of behaviour are excellent  M & A 

c. Ensure an appropriate system is in place for tracking pupil behaviour   M & A 

d. Track the standard of behaviour in the school, including by groups, subject and location D  

e. Ensure a clear anti-bullying programme in the school M 

f. Ensure due consideration is given to the mental health and wellbeing of pupils and staff in school M & A 

g. Track rates of exclusion by groups M  

h. Track the attendance and persistent absence rates of all groups in the school M 

i. Track the punctuality rates of all groups in the school M 

j. Complete Behaviour and Attitudes Healthcheck D & R 

k. Manage pupil disciplinary matters and any subsequent appeals A 

l. conduct pupil disciplinary appeals D 

PERSONAL DEVELOPMENT  

a. Ensure all pupils have a broad range of opportunities to develop spiritually, within the curriculum and extra-curricular M 

b. Track the success of the spiritual development offer and the participation of all groups of pupils  M 

c. Ensure all pupils have a broad range of opportunities to develop morally, within the curriculum and extra-curricular M 

d. Track the success of the moral development offer and the participation of all groups of pupils  M 

e. Ensure all pupils have a broad range of opportunities to develop socially, within the curriculum and extra-curricular M 

f. Track the success of the social development offer and the participation of all groups of pupils  M 

g. Ensure all pupils have a broad range of opportunities to develop culturally, within the curriculum and extra-curricular M 

h. Track the success of the cultural development offer and the participation of all groups of pupils  M 

i. Ensure pupils are prepared for life in modern Britain, having been taught the fundamental British values  M 

j. Ensure the school is an inclusive environment which promotes equality and diversity M 

k. Ensure pupils are prepared for the next steps in their education or career M 

l. Ensure pupils develop an understanding of healthy lifestyle choices, including the safe use of social media M 

m. Ensure pupils develop an awareness of such concerns as gangs, FGM, sexual exploitation and Prevent  M 

n. Ensure pupils follow the new relationships and sex education and health education curriculum.  M 

o. Complete Personal Development Healthcheck D & R 
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These terms are approved annually and were last approved on ___10th July 2021___ 
 
 

Signed ____ _____________________________ 
Chair of the Board of Directors 
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SCHEME OF DELEGATION –    
         
This will be reviewed annually and consideration will be given to the individual circumstances of each school in the Trust to determine if 
adjustments need to be made for them.  The powers delegated will depend on the Ofsted Category of the school, the school’s financial position 
and the results of any due diligence but this is a standard template for a GOOD or OUTSTANDING LIFE School 
 
There are a number of key expectations that the Trust expects all leaders and teams to demonstrate – these are to:  

 Comply with the Articles of Association and Academies Financial Handbook 

 Keep up to date with demographic, political and education changes at national and local level 

 Keep up to date with key performance indicators used by educational regulators. 

 Support the values of the Trust 

 Prepare for and actively contribute in Trust meetings 

 Actively engage in the development of the Trust 

 Model and engage in personal and professional development 

 Support the development of others including through coaching and mentoring 

 Maintain registers of Pecuniary Interests 
 
Each column below identifies the appropriate power and the action that will be taken at each level.  These are: 
 

DO -  CONSULT  -   RECOMMEND  -  APPROVE  -  MONITOR 
 

DO   This person or body completes the activity to a high standard and then seeks approval 
CONSULT  This person or body is fully consulted in a meaningful way prior to the activity 
RECOMMEND This person or body confidently presents material following review to a more senior 

person or body 
APPROVE  This person or body receives and has the final decision-making power 
MONITOR  This person or body actively engages in quality assuring the activity or task 
 
The CEO may delegate tasks to either the Director of Operations or Education where appropriate  



2 
 

Scheme of Delegation Head 
 

LGB CEO Standards 
Cttee 

P&P 
Cttee 

F&F 
Cttee 

Board Members 

ETHOS         

a. Set over-arching key Trust Vision and Ethos C C D & R    A M 

b. Embed over-arching key Trust Vision and Ethos  D M D    M M 

c. Set school values and traditions D & R A C    C  

d. Embed school values and traditions D M M    M  

e. Ensure appropriate means of  communication and 
engagement with all stakeholders local to the school 

D M A    M  

f. Complete annual surveys for key stakeholders D & R M M M M    

g. Ensure British Values are taught and understood in school D  M M M     

h. Manage first stage complaints against the local school D M       

i. Manage second stage complaints against the local school D D &R C    M  

j. Manage third stage complaints against the local schools  C D    M  

k. Manage fourth stage complaints        D  

l. Ensure safeguarding is compliant at school level D  D D  M    

m. Maintain school Website       D  M D    M  

n. Maintain school Prospectus             D M M    M  

HUMAN RESOURCES         

a. Appoint new Directors of the Board/Remove Directors of the 
Board 

  C    R/D DA 

b. Appoint CEO as Trustee/Director        R D A 

c. Appoint / suspend / dismiss CEO     M  D A C 

d. Appoint /suspend / dismiss local Executive Head/Head of 
School with LGB representation 

 C R  M  D A  

e. Appoint / suspend / dismiss local school SLT D D A  M  M  

f. Undertake Performance Management for CEO with support 
of external partner 

    M  D  

g. Undertake Performance Management for Executive Team   C D & R  M    

h. Undertake Performance Management for Headteacher of 
local school with support of panel including Chair of LGB and 
external partner  

 C D  M    

i. Ensure effective Performance Management for Trust central 
staff 

  D  M    

j. Ensure effective Performance Management system for all 
staff 

C  D  M    

  



3 
 

Scheme of Delegation Head LGB CEO Standards 
Cttee 

P&P 
Cttee 

F&F 
Cttee 

Board Members 

k. Assess competency of a Local Governing Body   C R    D A  

l. Approve terms of reference for Trust Committees and Local 
Governing Bodies 

 C R    D & A  

m. Approve membership of Trust Committees   C    D & A  

o. Oversee all disciplinary matters relating to Headteacher 
supported by the Board 

 C D    M  

p. Manage all staff internal disciplinary matters except 
dismissal of the Headteacher 

D M C  M    

q. Manage staff appeals against LGB decisions   C  M  D  

r. Manage school Employees request for Leave of Absence D  M  M    

s. Manage Headteacher request for Leave of Absence   D  M    

t. Manage Trust Employees request for Leave of Absence   D  M    

u. Manage Academy Employees Appeals against Leave of 
Absence decisions 

  D  M    

v. Manage Headteachers Appeals against Leave of Absence 
decisions 

  R  M  D  

w. Manage Trust Employees Appeals against Leave of 
Absence decisions 

  R  M  D  

x. Set the pay for the Headteacher of a local school  C R      

y. Ensure that the school has an effective staff development 
programme 

D M C  M    

z. Ensure effective deployment of school staff D M C      

aa. Determine the Pay and Appraisal policies for the Trust and 
ensure they are statutorily compliant 

C C R  A    

bb. Review Pay Policy annually  C  R  A    

cc. Determine appropriate salary ranges and starting salaries for 
SLT and LPs if outside current pay structure 

R C C  A    

dd. Determine appropriate salary ranges and starting salaries for 
staff below LP and SLT level 

D C C  M    

ee. Determine school’s staffing structure annually R R D A  M     

ff. Determine Central Trust staffing structure annually    D    A    

gg. Appoint  / suspend / dismiss Trust Staff Employee   D/A  C    

hh. Appoint  / suspend / dismiss Academy Employee D C C  M    

ii. Approve annual pay progression for teachers  R C R   A    

jj. Approve applications to be paid on the upper pay range R C R  A    

kk. Approve annual pay progression for  headteacher  C  R  A    

ll. Approve annual pay progression for support staff R  R  A    
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Scheme of Delegation Head LGB CEO Standards 
Cttee 

P&P 
Cttee 

F&F 
Cttee 

Board Members 

mm. Determine the application of national inflationary 
increases as required 

  R  D A    

nn. Ensure appropriate Job descriptions and person 
specifications are held for each post 

D  A   M    

oo. Receive annual confirmation of issue of annual pay 
statements  

  R   A    

pp. Oversee staff recruitment and appointment procedures C C D  M    

qq. Oversee employment contractual matters C C D  M    

rr. Ensure staff wellbeing and retention strategies are in place 
at school level   

D M D   M    

ss. Ensure staff absence is tracked and managed effectively D M D  M    

tt. Ensure SCR is compliant D M D  M    

uu. Ensure good staff morale D M D  M    

vv. Make Redundancy  / Restructure staff    R  C D & R  A    

LEADERSHIP & MANAGEMENT         

a. Ensure all school Healthcheck documentation is completed 
effectively and efficiently 

D D C M M M M  

b. Ensure strong 3 year strategic plan for Trust in place C C D &R    A M 

c. Retain legal responsibility for all schools within the MAT   D    D M 

d. Ensure the effectiveness of the Board       C D 

e. Ensure Skills audits are completed for all Governors  D D    M  

f. Make changes to the Articles of Association   R to    D &R to A 

g. Make changes to the Funding Agreement       R D 

h. Make changes to a school’s category  R C    R D 

i. Determine speed and scope of development of the Trust   R    D M 

j. Determine educational KPIs for schools D & R to R to D & R A     

k. Performance manage schools via the Finance and 
Premises School Healthchecks 

  D   M  M 

l. Performance manage schools via the Quality of Education, 
Personal Development, Behaviour & Attitudes, and 
Leadership & Management School Healthchecks 

  D M    M 

m. Performance manage schools via the Human Resources 
School Healthcheck 

  D  M   M 

n. Ensure the school meets its educational performance 
targets 

D D D D     
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Scheme of Delegation Head LGB CEO Standards 
Cttee 

P&P 
Cttee 

F&F 
Cttee 

Board Members 

o. Set KPIs for the Trust    R    D M 

p. Set and review Risk Register for the MAT   R    D M 

q. Ensure risks for the school are identified and actions in 
place to address and reported to the board 

D & R D & R C    M  

r. Ensure risk is managed effectively in all schools in the MAT   D     A M 

s. Create school development plan template for schools C C D M     

t. Create school development plan  D & R to R to C M     

u. Approve annual school development plans for all schools   R  A     

v. Approve admissions criteria for each local school R  R C    A  

w. Arrange independent admissions appeals committee       D  

x. Ensure appropriate record keeping in respect of pupils 
attendance, admissions etc 

D M  M   M D 

y. Prepare for Ofsted inspection and SIAMS inspections where 
appropriate of schools 

D M D M     

z. Ensure all statutory policies are in place C  R A A A A  

aa. Ensure the Trust Board policies are put into practice 
efficiently and in a coordinated way 

D D M      

bb. Elect / Remove Chair and Vice Chair of the Board of 
Directors 

      C D 

cc. Appoint Chair / remove Chair of Trust committees       D A C 

dd. Approve / Remove Governors of Local Governing Body with 
advice from the Chair 

 R C    D  

ee. Approve / review the Scheme of Delegation for each local 
school 

  R    D A  

ff. Ensure GDPR Compliance in school D M D    M  

gg. Facilitate new convertor or sponsored academies joining 
MAT 

  R to    A  

ii. Establish Trust Committees   R to C C C A  

jj. Establish LGB Working Groups R to D A    M  

kk. Appoint / Remove Chair / Vice Chair of LGBs    C    D  

ll. Appoint / Remove Trustees of the Board       C D 

mm. Appoint / Remove Clerk to Trust Board   C    D  

nn. Appoint / Remove Clerk to LGBs C R D    C  

oo. Create Trust Governance Calendar C C D C C C A  

pp. Set Academy Inset Days R to  A C    M  

qq. Set Academy Times, Terms and Holidays  R to A C    M  

rr. Expand PAN R to R to C    A  
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Scheme of Delegation Head LGB CEO Standards 
Cttee 

P&P 
Cttee 

F&F 
Cttee 

Board Members 

FINANCE (AUDIT COMMITTEE)          

a. Agree Central Trust contribution from schools  C R   D   

b. Set financial allocations for schools within the MAT  C R   D A  

c. Approve annual budgets for all schools within the MAT  C R    A  

d. Review annual budgets for each school and the central Trust    D   R A  

e. Prepare annual budget for school C C D      

f. Monitor school and Trust budgets   D   D   

g. Review Trust 3 year financial forecast   R   D&R A  

h. Prepare the financial statements including Internal Audit 
reports for presentation to the Board  

  D   R A  

i. Oversee the external audit and approve management letters   D &R   R A  

j. appointment of external auditors  D  R to   R to R to A 

k. Submit timely returns to ESFA in accordance with deadlines   D   M A  

l. Agree the annual programme of internal audit, review 
individual and annual reports 

  D   A   

m. Approve and file accounting returns  and approve 
management statements  

  D   R A  

n. Appoint an internal auditor for each school within the MAT to 
ensure internal accounting controls are effective 

  R   D   

o. Manage the delegated budget  D & R D &M M   M   

p. Ensure financial checks are undertaken and reported   D   M   

q. Ensure financial compliance   D   D   

r. Oversee financial procedures including compliance with DfE, 
EFSA and AfH. 

  D   M A  

s. Review the register of interests of budget holders regarding 
3rd party transactions 

     D & A   

t. Monitor insurance arrangements including employers and 
public liability  

  D   D   

FACILITIES         

a. Manage and determine capital developments including 
appointment of professional advisors 

  D   A   

b. Receive reports on significant capital developments in 
individual schools 

  R   D   
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Scheme of Delegation Head LGB CEO Standards 
Cttee 

P&P 
Cttee 

F&F 
Cttee 

Board Members 

c. Oversee site and premises operational management 
including compliance with Health and Safety and other legal 
requirements 

D M D   A   

d. Implement site and premises operational management 
including compliance with Health and Safety and other legal 
requirements 

D M M   M   

e. Manage day to day site and premises issues D M       

f. Review the condition survey and asset management reports   M D   M   

g. Oversee arrangements for repairs and maintenance D M M      

h. Make recommendations on premises related expenditure D R M   A   

i. Oversee premises related funding bids C C D   M   

j. Review plans for new build and refurbishment projects C C R   D   

k. Receive annual Health and Safety audit and major incident 
reports 

  R   D   

QUALITY OF EDUCATION         

a. Ensure an appropriate and up to date curriculum policy in 
individual school  

D & R R C      

b. Ensure a broad and balanced curriculum which promotes 
high standards for all in individual school 

D & R  R   C      

c. Set targets for achievement at all key stages in individual 
school, including for micro-populations 

D & R  R to R M & A     

d. Review of outcomes data for individual school D & R  D  D M     

e. Review of outcomes data for all Trust schools   D & R D & A   M  

f. Review the progress and attainment of disadvantaged pupils 
and other targeted groups in an individual school. 

D & R D D M     

g. Review the progress and attainment of disadvantaged pupils 
and other targeted groups in all Trust schools. 

  D & R  D & A   M  

h. Ensure high standards of teaching and learning in individual 
school 

D  M D M     

i. Ensure high standards of teaching and learning in all Trust 
schools 

  D & R D      

j. Ensure all teachers receive appropriate professional 
development to secure high standards 

D M D M     

k. Ensure an appropriate and up to date marking and 
assessment policy for individual school 

D & R  R A M     

l. Ensure that the school’s extra-curricular offer is accessible to 
all and that pupil take up is inclusive 

D & R M M M     
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Scheme of Delegation Head LGB CEO Standards 
Cttee 

P&P 
Cttee 

F&F 
Cttee 

Board Members 

m. Ensure moderation and standardisation in place for all 
schools 

C M D & R  M     

n. Participate in moderation and standardisation exercises to 
quality-assure standards 

D & R M D M     

o. Complete Quality of Education Healthcheck D & R D M M A     

BEHAVIOUR & ATTITUDES         

a. Ensure an appropriate and up to date behaviour policy  D&R M C&A  M     

b. Provide a safe environment in school where standards of 
behaviour are excellent  

D M & A M M     

c. Ensure an appropriate system is in place for tracking pupil 
behaviour   

D M & A C M M     

d. Track the standard of behaviour in the school, including by 
groups, subject and location 

D & R D  D&R M     

e. Ensure a clear anti-bullying programme in the school D & R M C M M     

f. Ensure due consideration is given to the mental health and 
wellbeing of pupils and staff in school 

D & R M & A D M     

g. Track rates of exclusion by groups D & R M  D & R 
to 

M & A     

h. Track the attendance and persistent absence rates of all 
groups in the school 

D & R M D & R M & A     

i. Track the punctuality rates of all groups in the school D & R M D & R 
to 

M & A     

j. Complete Behaviour and Attitudes Healthcheck D & R D & R 
to 

M M A     

k. Manage pupil disciplinary matters and any subsequent 
appeals 

D A M M     

l. conduct pupil disciplinary appeals  D  M     

PERSONAL DEVELOPMENT         

a. Ensure all pupils have a broad range of opportunities to 
develop spiritually, within the curriculum and extra-curricular 

D & R M D M     

b. Track the success of the spiritual development offer and the 
participation of all groups of pupils  

D & R M M M     

c. Ensure all pupils have a broad range of opportunities to 
develop morally, within the curriculum and extra-curricular 

D & R M D  M     

d. Track the success of the moral development offer and the 
participation of all groups of pupils  

D & R M M M     
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Scheme of Delegation Head LGB CEO Standards 
Cttee 

P&P 
Cttee 

F&F 
Cttee 

Board Members 

e. Ensure all pupils have a broad range of opportunities to 
develop socially, within the curriculum and extra-curricular 

D & R M D M     

f. Track the success of the social development offer and the 
participation of all groups of pupils  

D & R M M M     

g. Ensure all pupils have a broad range of opportunities to 
develop culturally, within the curriculum and extra-curricular 

D & R M D M     

h. Track the success of the cultural development offer and the 
participation of all groups of pupils  

D & R M M M     

i. Ensure pupils are prepared for life in modern Britain, having 
been taught the fundamental British values  

D & R M D M     

j. Ensure the school is an inclusive environment which 
promotes equality and diversity 

D & R M D M     

k. Ensure pupils are prepared for the next steps in their 
education or career 

D & R M D M     

l. Ensure pupils develop an understanding of healthy lifestyle 
choices, including the safe use of social media 

D & R M D M     

m. Ensure pupils develop an awareness of such concerns as 
gangs, FGM, sexual exploitation and Prevent  

D & R M D M     

n. Ensure pupils follow the new relationships and sex 
education and health education curriculum.  

D & R M D M     

o. Ensure the Trust offers a broad enrichment programme   D & R A     

p. Complete Personal Development Healthcheck D & R D & R M A     
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TRUST Policy MEMBERS DIRECTORS STANDARDS PAY & 
PERSONNEL 

FINANCE & 
FACILITIES 

LGBs 

Accessibility Plan  A     

Admissions Arrangements   A   C M  

Agendas & Papers, Minutes for Members, Directors, 
Committee and LGBs 

 A    A 

Allegations of Abuse Against Staff    A   

Allowances     A   

Appraisal    A  M 

Behaviour Principles (inc Anti-Bullying and 
Exclusion)  Policy Statement Trustwide, each school 
uses own procedures 

 A    C M 

Bullying      A 

Capability     A  M 

Careers Guidance - details of careers programme & 
provider access statement 

     A 

Charging & Remissions     A  

Children With Health Needs who cannot attend 
school 

  A    

Code of Conduct     A   

Complaints  A    M 

Data Protection  (including Protection of Biometric 
Information) 

 A     

Designated Teacher for Looked After and Previously 
Looked After children 

 A     

Discipline & Dismissal     A  M 

EAL Register       A 

Early Years Foundation Stage  A     

Equality & Diversity (inc Racial Incidents)    A   

Eyecare    A   



11 
 

TRUST Policy MEMBERS DIRECTORS STANDARDS PAY & 
PERSONNEL 

FINANCE & 
FACILITIES 

LGBs 

Finance Procedures Manual      A  

First Aid      A 

Freedom of Information Act Publication Schedule  A     

Grievance Procedure    A  M 

Gender Pay Gap Statement    A   

Health & Safety     A M 

Home School Agreements      A 

ICT Policy (inc. Pupil /Staff acceptable use)   A    

Leave of Absence    A   

NQTs Policy   A    

Pay Policy    A   

Premises Management      D 

Racial Incident    M   A 

Recruitment    A  M 

Redundancy & Restructuring Procedures     A  M 

Register of Business Interests  D    D 

Reserves Policy     A  

Retention Schedule     A  

Safeguarding (inc, Dealing with Extremism)  Policy 
Statement Trustwide, each school uses LA 
Safeguarding Policy 

 A    M 

School information published on website      M 

SEND Register      M 

Sex and Relationship Education   A    M  

Sickness Absence Monitoring    M  D 

Single Central Record      D 

Special Educational Needs & Disability   A   M 

Statement of Conditions for Teaching and Support 
Staff 

     X 

Stewardship & Green   A     
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TRUST Policy MEMBERS DIRECTORS STANDARDS PAY & 
PERSONNEL 

FINANCE & 
FACILITIES 

LGBs 

Student Admission and Attendance      C A M 

Succession Planning Policy    A   

Supporting Children with Medical Needs   A    

Whistleblowing     A  M 
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LOCAL Policy MEMBERS DIRECTORS STANDARDS PAY & 
PERSONNEL 

FINANCE & 
FACILITIES 

LGBs 

Art & Design      A 

Assessment      A 

Asset Management Policy/Plan      C A M  

Collective Worship      A 

Curriculum      C A M 

Display      A 

Drugs & Substance Misuse      A 

Educational Visits      C A M  

Emergency Plans       A 

Exams including Non Exam Assessment      A 

Extended School      A 

Feedback and Marking      A 

Fire Procedures      A 

Gifted & Talented      A 

Literacy      A 

Music      A 

PE      A 

Positive Handling      A 

Provider Access Policy      A 

Pupil Premium Plan / Statement      C A M  

PSHE      A 

Religious Education      C A M  

Smoking Policy      A 

Staff Development    A   

Staff Structure (Teaching & Support)    M  A 

Teaching & learning      C A M  

Uniform      A 

Whole School Food & Packed Lunch Policy      A 

 



 
 

Register of Interest 2021-22 
 
 
Name Business Interests Nature of Interest Date Interest Commenced 
Marcia Hagon  Needham Poulier Solicitors  Employee  October 2020 
    

 
 
Name Trusteeships & Governorships of other 

Educational Institutions & Charities 
Nature of Interest Date Interest Commenced 

G Brome Harold Wood Primary School  Chair of Governors 2010 
S Ley Dame Tipping Primary School Head of School 1/9/2021 
    
    

 
Name Relative Name Nature of Relationship  Material Interest (if applicable) 
G Brome Verity Brome Wife SIMS Support officer LBH  
David Anderton Emma Anderton Wife  Governor at Frances Bardsley Academy  

 



 
 
 
 

 
 

Healthchecks & Link Governors from September 2021 
 
 

Healthcheck Link Governor 

Quality of Education Paul Claydon 

Behaviour & Attitudes Sharon Harris 

Personal Development Sarah Bimpong 

Leadership & Management Greg Brome 

Premises Steven Adams 

Finance Thomas Mercer 

Human Resources  Vicky Smith 

 
 
 



 

REGISTER	OF	LOCAL	GOVERNING	BODY	ATTENDANCE	2020/21	 	
	 	 	 	 		 	

Local	Governing	Body	‐ DAME	TIPPING
NAME	OF	GOVERNOR 28.9.20	 16.11.20	 18.1.21	 15.3.21	 17.5.21	 12.7.21	 	 	No	of	Attendees		 	
Greg	Brome	 Y Y Y Y Y Y  6 of 6 100% 
Eve	Knightbridge	 Y Y Y Y Y APS  5 of 6 83.3% 
Marcia	Hagon	 Y APS Y Y APS APS  3 of 6 50% 
Sarah	Bimpong	 Y DNA Y Y Y Y  5 of 6 83.3% 
David	Anderton	 Y Y Y Y Y APS  5 of 6 83.3% 
David	Denchfield	 Y RESIGNED - - - -  1 of 1 100% 
Paul	Claydon		 Y Y Y Y Y Y  6 of 6 100% 
Sharon	Harris	 Y Y Y Y Y Y  6 of 6 100% 
Amy	Holmes	 Y Y Y Y Y Y  6 of 6 100% 
	        Average 89% 
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Leadership and Management Healthcheck report for Standards Committee   
 
School Name: Dame Tipping C of E Primary Term to which this Healthcheck applies: Summer  Autumn   Spring      
                         2021        2020 2021         
Completing the Healthcheck: 

1. For each of the 3 sections that follow, the school should complete a draft response, to include brief detail, data and explanation and a proposed 
rating. This should be sent to the link Governor and the Director of Standards a week in advance of the meeting. Additional data and examples may 
be made available for scrutiny at the meeting. Relevant information from the previous Healthcheck should be retained; out-of-date- information 
should be delete; changes or new information should be highlighted in YELLOW.  

2. The link governor and/or Director of Standards will meet with the school representative to interrogate the document, scrutinise evidence, agree 
the proposed rating and agree how much and which evidence should be presented to the LGB (Local Governing Body).  These meetings may be 
held in person or virtually and may be preceded by email exchanges regarding the draft content 

3. Where any category is not rated Green, a brief outline of actions being taken should be included; if any category is rated Red, a separate 
exception report should be provided. 

4. The final Healthcheck draft as agreed with the link governor must be completed in time to be sent out to governors with other paperwork one 
week in advance of the LGB meeting. Having read this, governors should try to send any questions arising to the clerk for circulation in advance of 
the meeting. When possible, it is the link governor who should raise the Healthcheck at the LGB meeting, with the member of school supporting.  
This should not involve reading or summarising the whole document; only significant issues, or questions to be answered, should be raised.     

5. At the LGB meeting, governors should scrutinise the Healthcheck and any evidence presented to satisfy themselves that they can confidently 
agree the proposed rating (or, when appropriate, to amend it). A brief summary of any discussion or questions asked at the LGB will be added to the 
Healthcheck commentary by the clerk, from the minutes of the meeting, and returned to the school ready for the next update. 

6. Once agreed, the final Healthcheck should be sent to the Clerk of the Trust Board; ready to be forwarded to the next relevant Committee. 

Rating: 
Green suggests the school is highly effective in this measure (A strength of the school; Ofsted Good or better) 
Red suggests the school is not yet effective in this measure (An area for development for the school; Ofsted RI or worse) 
White suggests the school is effective in this measure but is working to improve it (Broadly average; not yet confidently Ofsted Good) 
 
Draft Healthcheck completed by: Amy Holmes (School Representative)  

Meeting to confirm the Healthcheck with: Greg Brome (Link Gov)  

 

 Completion Date: Sept
2021

Jan 
2021 

May 
2021 

LM1 Strategic Leadership  W W W 
LM2 Educational Focus W W W 
LM3 Safeguarding & Wellbeing W W W 
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Healthcheck presented to and agreed by the LGB on:  
LM1 –  Strategic Leadership  RAG Rating: RED 

 
WHITE 

 
GREEN 

 

Guiding questions: 
1.1  Pupil Premium: does the school have a PP policy and a clear rationale for expenditure? Is it reviewed regularly? What is the evidence of impact?   
1.2  How many pupils does the school have in off-site or alternative provision? How is this quality assured?  
1.3 How many pupils have left the school since the start of the year? Could any of these be considered as artificially “off-rolling”? 
1.4 Is governance effective? How well does the governing body fulfil all of its statutory duties? Are there any vacancies on the LGB? 
1.5 What training has been provided for governors? How strong and consistent is governor attendance to meetings, events and training? 
1.6        What evidence exists to show that governors, staff and pupils support Trust events and activities? 

School’s information and narrative:   
1.1 Following consultation with staff, the school’s Pupil Premium policy has been agreed by the LGB and added to the website.  
Each year the school reviews the way pupil premium funding is allocated and is based on the needs of specific pupils. This is reviewed at the end of the school year 
and shared on the website. The 2018-19 spending allocation and 2017-18 are published on the website. The 2018-19 impact statement will be completed and 
added to the website by the end of January 2020. LAC pupils have detailed PEPs (Personal Education Plans) which break down the spending for those individuals. 
These are reviewed termly by the Designated LAC teacher, Senior Learning Mentor and social worker.  
 

Y6 Disadvantaged Attainment  Y6 Disadvantaged Progress 
 2017 

(3 children) 
2018 

(3 children) 
2019 

(3 children) 
  2018 

Expected 
2018 

Accelerated 
2019 

Expected 
2019 

Accelerated 
Reading  67% 100% 33%  Reading 100% 33% 66% 0% 
Writing  67% 67% 33%  Writing 66% 0% 66% 0% 
Maths  0% 100% 33%  Maths 66% 0% 33% 0% 
SPaG 67%  100% 33%       

Comb(RWM)  0%  67% 33%       
 
For the 2019 data, 2 of the 3 children joined in late in KS2, one at the end of Y5 and one at the start of Y6. This has a negative effect on the attainment and 
progress of the very small cohort. Projections for the Y6 2020 cohort is for Disadvantaged ARE combined to reach 66% in KS2 and 100% in KS1.  
Ian Gurman undertook a Pupil Premium in February 2020, and was supported by David Denchfield and Amy Holmes. Key recommendations are a focus in 2020-21 
and form part of the SDP. 
 
The Pupil Premium strategy for 20-21 has been completed and has been published on the school website. 
 
1.2 We do not have any children in an alternative provision or off-site. 
 
1.3  

 School roll 
07/21 04/21 12/20 7/20 7/18 7/17 

96 95 96 103 94 93 
The school roll has steadily risen over the last two years although is affected by in year mobility, often losing children where families move out of the area of chose 
to send their children to private schools. This academic year, 4 children have left and 5 joined. The PAN of the school is 105. Pupil numbers have decreased since 
the end of the Summer term. 2 parents have removed their children to be Electively Home Educated which has been agreed by Havering. We expect pupil numbers 
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to continue to decrease as many families have now moved out of borough and are awaiting placements at schools now within their local catchment. This will take 
total on roll to 94. In the Spring term 2 pupils left and 1 pupil joined taking total number of pupils on roll to 95. In the Summer term, 1 pupil left and 2 pupils joined 
taking the total to 96. 1 pupil started in year 6 and 1 pupil started in year 2 a week before the end of term. 
 
1.4 1.5 This academic year, governance has developed and become stronger. Health check training was provided by Ian Gurman (January 2020). This session 
was well attended and governors feedback was that they had developed a greater understanding of their role and the importance of the Healthchecks and how to 
provide challenge and support. The school has commissioned the Trust to write the HR, Finance and Premises reports; these will be presented to the LGB by the 
Trust member of staff.  There are 8 governors serving on the LGB, with Health checks allocated across the team. Governors have a range of experience and 
knowledge, including education, church, HR and legal backgrounds. The LGB fulfils its statutory duties and attendance to LGB meetings has improved from 87% 
(2018-2019) to 92% (2019-2020). The Chair and Vice-Chair are particularly active member of the LGB and regularly visit the school for formal and information 
meetings. The LGB have attended training provided by the LIFE Education Trust. 
 
1.6 
The Autumn term has offered many opportunities to develop links with the LIFE Rural schools and Dame Tipping has been an integral part of developing ways that 
the schools can work together particularly around curriculum. Despite the change in leadership, Dame Tipping continues to build on its relationship with Benhurst 
Primary school with the Acting Head teacher and Acting Deputy Head. The Dame Tipping SENCO has also developed relationship with the SENCO’s from other 
LIFE schools. Attending the Trust SENCO meeting and liaising closely with the FBA SENCO throughout the autumn term. We are now engaging proactively to 
further strengthen the links across all schools within the LIFE education Trust. Throughout the Summer Term we have continued to strengthen the links between 
the 4 rural primary schools. The Head Teacher has attended Rural Head Teacher Meetings every other week and has been supportive of the collaboration project.  
 
WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING  
 
We consider ourselves to be white for this section due to the systems in place to monitor and review the Pupil Premium expenditure and impact. The increased 
attendance and presence of the LGB and the attendance to training sessions supported by the LIFE Education Trust. 
 
The main actions required to improve this rating are 

 To continue to implement the recommendations in the Pupil Premium review in February 2020 and have evidence of impact. 
 For the LGB to continue to show challenge and support through the health checks and LGB meetings. 

Additional evidence seen at the Healthcheck meeting : (This should be made available for the link governor to scrutinise and to the LGB if requested)   
 Migration report and Off rolling analysis 
 Pupil Premium policy & strategy 
 Pupil Premium report               
 Questionnaires 
 Data pack 
 PPM 
 LGB meeting schedule & minutes

Summary of key points of the previous  LGB discussion:  
L1 – Pupil numbers are currently 95.  Two children had left and 1 joined - the maximum number of pupils on roll is 103. 
It was noted that governor training sessions now commenced at 6 instead of 5 pm, which made attendance easier - they usually last for about 
40 minutes. 
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The actions required to move this section to Green include continuing to implement the PP review and evidence impact and for the LGB to 
continue to show challenge and support through LGB meetings.  
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LM2 – Educational Focus RAG Rating: RED 
 

WHITE GREEN 
 

Guiding questions: 
2.1  What is the school vision and how does this translate into a strong ambition for high standards and a high-quality education for all? 
2.2        In what ways are the school’s vision and values aligned to and supportive of those of the Trust?  How are these communicated to all stakeholders?  
2.3  How does the HT/SLT ensure they remain focused on improving curriculum, pedagogy and staff development (and not other school organisational matters) 
2.4 How does the school develop effective middle leaders to ensure consistency of high standards?  
2.5 What training has been given to staff so far this year on matters of curriculum and pedagogy? What has been the impact? How do you know? 
2.6  How does performance management, target setting and school development planning work, and how do they drive the raising of standards? 
2.7 How does the school ensure robust monitoring and evaluation, including from external sources?

School’s information and narrative:   
2.1 In the spring term, the school undertook a review of its vision and values. This included a wide range of discussions with key stakeholders (e.g. Trust, LGB, 
Church, staff) and resulted in a new vision and values being developed and agreed. This is to be launched in the summer term through assemblies, rewards, 
displays, letters and everyday school language. The vision is to empower every child to approach life with optimism, creativity and compassion which we believe 
that through God’s love, we can make a difference. Our school values are now fully embedded across the school and promote educational excellence, personal 
beliefs and approaches that champion a ‘can do’ attitude. 
 
2.2 
Our values are in line with the Trust values. The school Values are displayed around school and in classrooms, on the school website and all correspondence. The 
school vision and values are now displayed clearly in the entrance to the school building. Throughout the Spring term there were two concrete examples of how 
clear our values are in school. In a task set to the pupils in year 3 and 4 to create a poster of learning behaviours the pupils created a document that was set out in 
the same way as our communications documents with the school logo, motto and values evidencing the clear vision and values in place throughout school. In the 
Spring term, the Head teacher created personalised Value postcards to all pupils in school. All postcards displayed the school values and read- ‘We will get 
through this together with Courageous optimism, Boundless Creativity and Heartfelt Compassion’. Dame Tipping have worked hard to strengthen the link between 
the school and LIFE over the last year. The LIFE logo appears on all letterheads, on the school website and is now a part of the weekly briefing sent out to all staff. 
The briefing also includes a LIFE news section so that Staff are up to date with the latest news from the Trust. Dame Tipping also has a number of shared policies 
with LIFE which are available to view on the school website and are emailed to all staff once agreed by governors. All policies shared with the Trust have the LIFE 
logo on them. The school’s Twitter account is linked with that of LIFE and this throughout the spring term there have been more updates and LIFE news has been 
retweeted. All parent letters and correspondence sent to staff clearly identifies the LIFE logo and our engagement with the LIFE Trust and is now more widely 
used. With support of the Trust Marketing officer, Twitter is now more frequently used.  
 
 
2.3 The Head Teacher remains focussed on the school priorities set out in the school development plan. Throughout the Summer Term monitoring and lesson 
visits continued to take place. Staff meeting continued to take place throughout the Summer term and we have continued to work with the Rural primary schools to 
develop the curriculum model. Areas to develop pedagogy have been identified throughout the school and the support has been put in place to support staff and 
pupils.  
 
2.4 2.5 There have been opportunities for staff to take on additional responsibilities across the trust and to support in other rural primaries and this will take place 
from September. Lydia Omodara will be responsible for leading Maths across the rural primaries and Michelle McDowell will be the EYFS curriculum phase 
coordinator. The school are fully supportive of this move to becoming middle leaders and will support both staff members.  Curriculum development is a key SDP 
focus and permeates the staff meeting/CPD programme. All staff have participated in a range of INSET and training across the year. A list of these sessions can 
be found in QoE 2.5. 
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2.6 The school has a clear structure in place to support appraisal which is through BlueSky. All staff have been trained and understand their responsibility to log 
details of CPD and uploading evidence to meet their targets. The PRM cycle is in three stages – target setting, a mid-year review and end of year review.. 
Governors and the P&P Committee ratified the recommendations of the school for pay progression for 2019-20. Support Staff are now using BlueSky and have a 
target that is linked to the SDP and Data which will help to raise attainment and progress. During the Summer term the rural primaries agreed to 4 targets for the 
School Development Plan which would allow closer working and collaboration which will be overseen by Maire O’Regan, Exec Head. The School Development 
Plan is shared with Staff and Governors for input. The SDP has clear outcomes which drive standards. The SDP is a working document and is evaluated and 
monitored throughout the year.  
 
2.7. Moderation took place in the Summer term amongst the rural primary schools as well as monitoring across the rural primary schools by different members of 
staff.  Meetings have been attending by The Head teacher and diocesan advisor, Carrie Prior to discuss school improvement. Ian Gurman undertook a Pupil 
Premium review in February 2020, and was supported by David Denchfield and Amy Holmes 
WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be white for this section because the school has swiftly reviewed key procedures and expectations following the change in leadership. 
The Staff Meeting and CPD programme continues to be clearly planned and focuses on key areas to further develop the school (e.g. safeguarding, data, 
curriculum, moderation). The strengths and areas for improvement have been identified and strategies in place to further improve outcomes for all pupils.  
 
The main actions required to improve/maintain this rating are 

 To continue to embed the new vision and values for the school. 
 To ensure the Staff Meeting and CPD programme continues to address key areas for school development. 
 To ensure the additional support staff that have been recruited are trained and effectively used to support children’s learning and pastoral care.  
 To consider how the recommendations from the Pupil Premium review can be implemented. 

Additional evidence seen at the Healthcheck meeting: (This should be made available for the link governor to scrutinise and to the LGB if requested)  
 PRM documents 
 Staff Meeting & CPD programme 
 Pupil Progress documents 
 Pupil Premium review 
 SDP 
 Vision and Values document 

Summary of key points of the previous  LGB discussion:  
L2 – Cross utilised training is now being used across the Trust. 
Support Staff are now included in the BlueSky performance and the Headteacher reported that it had been well received and felt empowered 
by it and the ability to use it as a tool for personal development. 
The actions required to move this section to Green include ensuring the new support staff are trained and effectively used to support 
children’s learning and pastoral care. 
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LM3 – Safeguarding and Wellbeing RAG Rating: RED 
 

WHITE GREEN 
 

Guiding questions: 
3.1  How does the school ensure there are robust systems to assure that safeguarding is effective and that a culture of safeguarding is established? (How and 
 when was this last audited?) 
3.2 What training has been provided to all staff and to individuals for Levels 1 and 3 safeguarding training and Safer Recruitment? 
3.3 How does the school gather evidence of the views of pupils, staff and parents? What does this show? How are views of “hard to reach” parents sought? 
3.4 How does the school support the wellbeing of staff, including managing their workloads? 
3.5        How does the school ensure a culture of professionalism and high expectations in oneself and of colleagues in the school in line with Trust expectations?  

School’s information and narrative:   
3.1 The school ensures that visitors, volunteers and new members of staff are clear on safeguarding procedures. Being a small school, staff know the pupils 
extremely well and are well positioned to notice any safeguarding concerns. Staff, volunteers and parents report concerns to the DSL and follow this up with an 
email which is added to the pupils’ records. Staff meetings include regular updates and discussions on pupils causing concern. The last safeguarding audit was 
carried out in May 2018 by LA officer Penny Patterson and safeguarding was found to be a strength. This was confirmed during the recent QA review: There is a 
strong awareness of safeguarding matters across the school.(QA review June 2019) 
The school has undertaken a period of research of online platforms where concerns can be logged. In December 2019, the school decided to use MyConcern. This 
was included within the revised budget and purchased in the Spring term. New concerns are logged onto MyConcern.  
 
During the enforced closure, key staff made phone calls to vulnerable parents to check on their well-being. Discussions were very well received by parents and 
resulted in many positive outcomes (e.g. support with remote learning, food parcels). This was in conjunction with the established Class Dojo platform which was 
well used by children, parents and staff as an open way to communicate. 
 
All staff have been trained in the use of MyConcern (September 2020) All members of staff have successfully logged concerns using the online platform and have 
followed the procedure in place. There have been 67 concerns shared by staff members between September and December 2020. Staff have been further 
supported in how to make referrals using MyConcern to ensure that all details and context are recorded. All new staff have received training for the use of 
MyConcern, The schools safeguarding procedures are due to be audited in the new academic year. 
 
3.2 All staff and some governors attend a whole school safeguarding INSET in September before term starts and these are followed up with staff meetings and 
twilight sessions during the year. The Head of School and Chair have undertaken the safer recruitment training as well as additional safeguarding sessions led by 
Penny Patterson (LA Safeguarding lead). All staff attended whole school Safeguarding training delivered by Penny Patterson (4th September 2020). This training 
was also shared with the LGB. Safeguarding training has been a focus of staff meetings and current topics discussed. Issues and case studies have been shared 
with staff using content sent to schools by Penny Patterson. All new staff have received the safeguarding briefing with the DSL and have been shown how to use 
MyConcern to log concerns. Staff training will take place in the Autumn term which will be in line with the changes to KCSIE 2021 
 
3.3 Through yearly Trust questionnaires, the school seeks the views of parents, pupils and staff; these were administered in June 2019. Overall, the results from 
the children were positive, with most feedback above 90%; better behaviour, more extra-curricular clubs, children not knowing how well they are doing and more 
consistent home learning were the main areas for the school to consider. Parent feedback mostly positive and 90% or higher; the main areas of concern were 
bullying, the quality of school dinners and the effectiveness of the LGB. 
 
Following concerning staff questionnaire feedback in the summer 2019 term, staff were given new surveys to complete in Spring 2020. The results were 
significantly stronger. All staff participated in the staff survey for Autumn 2020; below are the key improvements and areas to further develop. The results show that 
the school have continued to build on areas for improvement and we are proud of the significant improvements that have been made over the last academic year.  
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Children’s behaviour has been a previous concern. You can see from the staff survey results that due to the actions that have been put in place, this has improved 
significantly from 50% of staff agreeing to behaviour being good in Spring 2020 to 100% of staff agreeing in Autumn 2020. This is due to the policies, systems and 
procedures being led in throughout the school. Although both are recognised as being improved, the schools facilities and ICT, they continue to be areas that are 
being considered within the new school budget. The improvement in governance has also been acknowledged, although this has not been significant in the results 
due to the restrictions of COVID-19 but we are confident this will filter through when staff see the ongoing changes and improvements. 
    
  

2019 2020 Autumn 20 Change 
I am proud to be a member of staff at the school. 92% 100% 100% +8% 
I feel safe at the school. 83% 92% 100% +9% 
I have opportunities to raise suggestions and concerns. 92% 100% 100% +8% 
The school handles staff personal and personnel issues well. 67% 100% 100% +33% 
Children are safe at the school. 67% 85% 100% +18% 
Children are recognised for their achievements at school. 84% 100% 100% +16% 
Children’s attendance is good. 75% 100% 94% -6% 
Children’s punctuality is good. 67% 92% 94% +15% 
The school deals effectively with bullying. 75% 100% 100% +25% 
The school is well led and managed. 75% 100% 100% +25% 
Communication between SLT and staff is good. 75% 100% 94% -6% 
The school has sufficient resources. 25% 35% 59% +26% 
Staff morale is good. 42% 92% 100% +8% 
My workload is manageable. 66% 93% 94% +1% 
The overall performance of the school is good. 75% 93% 94% +1% 
The school runs smoothly on a daily basis. 67% 85% 88% +3% 
Pastoral care is good at school. 83% 100% 100% +17% 
Children’s behaviour is good. 75% 50% 100% +50% 
This school’s facilities and buildings are good. 59% 50% 76% +26% 
The Local Governing Body is effective. 83% 78%   82% +3% 
Technology enhances students’ learning here. 83% 71% 82% +11% 

 
Priorities identified from Staff Survey Spring 2020 

2019 Spring 20 Autumn 20 Change 
Children’s behaviour is good. 75% 50% 100% +50% 
This school’s facilities and buildings are good. 59% 50% 76% +26% 
The Local Governing Body is effective. 83% 78%   82% +4% 
Technology enhances students’ learning here. 83% 71% 82% +11% 
 
Priorities identified for 2020-2021 Autumn 2020 Survey 
 2019 Spring 20 Autumn 20 Change 
The school has sufficient resources  25% 33% 59% +26% 
The school’s facilities and buildings are good. 59% 50% 76% +26% 
Technology enhances children’s learning 83% 71% 82% +11% 
The Local Governing Body is effective. 83% 78%   82% +4% 
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The school has an open door policy and tries hard to engage all parents, including those who have historically not engaged with school, through conversations and 
phone calls with teachers, the Senior Learning Mentor and leadership team. Parents are also engaged through emails and Dojo messages.  
 
 
A parents Survey was conducted in the Summer term- The results are in the table below 
 

10% + negative difference 
10% + positive difference 45 
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Trust Average 
2021  

Trust Average 
2019 

My child is happy at school 93.3% 96% -2.7% 95.8% 98.6%

The school keeps my child safe 100.0% 100.0% 0.0% 96.9% 99.4%

My child makes good progress at school 71.1% 96.0% -24.9% 
93.3% 98.2%

My child is well looked after at school 97.8% 100.0% -2.2% 
97.2% 99.4%

My child is taught well at school 77.8% 98% -20.2% 94.2% 98.8%

My child receives appropriate homework for their age 64.4% 95% -30.6% 
86.8% 96.0%

Pupils are well behaved at school 86.4% 98% -11.6% 93.1% 98.8%

The school deals effectively with bullying 91.1% 73.0% 18.1% 
93.2% 82.3%

The school is well led and managed 88.9% 94.0% -5.1% 
94.5% 96.8%
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I receive valuable information from the school about my 
child's progress 

68.9% 94% -25.1% 

88.5% 96.8%

There is a wide range of extracurricular clubs trips and 
activities at school 

62.2% 96% -33.8% 

83.7% 95.7%

The school treats my child fairly and with respect 100.0% 94.0% 6.0% 
97.6% 96.0%

The school communicates effectively with parents / carers 72.7% 90% -17.3% 
90.9% 97.0%

The school responds well to any concerns or suggestions 
I raise 

88.9% 90% -1.1% 
92.3% 95.4%

There is a good level of technology in school which 
enhances my child's learning 

86.7% -- -- 

95.8% 52.5%

The school meets my child's learning needs 71.1% 96.0% -24.9% 
90.5% 96.3%

The school has supported my child/ren during the 
pandemic 

95.6% -- -- 
94.7% -- 

The school communicated with me effectively during the 
pandemic 

90.9% -- -- 

93.0% -- 

I would recommend this school to another parent 76.2% 94.0% -17.8% 
90.5% 97.0%

 
When compared to the parent/carer survey results 2019 the current survey results could look disappointing, however, I feel that the 2021 survey 
results are an accurate representation.  Some of the lower % responses are linked to the restrictions of Covid‐19 where trips and extracurricular 
activities have not been able to take place. Other areas that are considered low have already been identified and discussed throughout the year.  
 
 There are also some further factors to consider. 
 
The timing of the survey being sent out  has an impact on a few of the questions but for Dame Tipping particularly around the  question ‘I receive 
valuable information from the school about my child's progress’ as the survey was sent out well before the end of year reports were shared and 
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long after the Termly Learning Conferences took place. 
 
The challenges that the school has faced this year regardless of COVID‐19 have impacted the school. Dealing with extreme staffing issues and staff 
absences has had an impact on our school community and there is currently inconsistency and uncertainty which I believe contributes to only 76% 
of parents agreeing that they would recommend the school to others.  
 
It is also important to note that the results that have been collected and analysed in 2021 differs to how the results were collected on 2019. Whilst 
the results collected this year are a true representation of parent and carer views the same cannot be said of the results in 2019. The way in which 
the results have been collected this time now accurately reflect the views and gives the school clear actions to build upon. 
 
Overall, I think that the results are pleasing and necessary changes will be easy to implement and the school will see rapid improvement. 
 
Actions moving forward‐ 
 
 
3.4  
There has been a focus on staff wellbeing during the pandemic and there have been opportunities at school and Trust level to support staff wellbeing. Staff at 
Dame Tipping participated in a weekly dance challenge which was shared with staff and pupils via Google Classroom. This raised staff morale at a very difficult 
time. The staff have also enjoyed a pizza afternoon which was purchased using the LIFE Trust wellbeing fund that was given to each school. The head teacher has 
also provided breakfast and weekly fruit for all staff as well as asking the pupils in school during school closures to deliver flowers of thanks and appreciation. All 
staff were invited to attend a wellbeing session delivered by Toni Cox in the Summer Term where she spoke of ways to recognise and support mental health. 
Where possible the school aim to reduce teacher workload through verbal feedback marking and collaborative working where possible. The changes that are being 
made to the curriculum planning should have a positive impact on the wellbeing of all staff.  
 
 
3.5 
The school recognises the importance of leading by example and setting high expectations. All HR issues are dealt with effectively and through the correct 
channels. This has allowed of open and honest communication. Policies and systems have been adhered to a followed to ensure that a culture of professionalism 
and high expectations is in place at all times. During the summer term, all staff were asked to attend a briefing which reminded them of the professional duty.  
 
 
WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be White for this section because safeguarding is effective and there have been significant improvements in school that have been 
identified in the staff survey.  We are confident that once the opinions are sought by the pupils and parents we will begin to move to Green in this section as all 
other areas are strong.  
 
 
The main actions required to improve this rating are 

 To continue to manage the 2020-21 budget to allow for additional staffing and other key areas for development. 
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 Pupil and Parent survey to be sent out 

Additional evidence seen at the Healthcheck meeting: (This should be made available for the link governor to scrutinise and to the LGB if requested)    
 Safeguarding training notes 
 Yearly Questionnaires (Spring term 2020) 
 PRM documents 
 Staff Meeting & CPD programme 
 Pupil Progress documents 
 SDP 
 Safeguarding training record 

Summary of key points of the previous  LGB discussion:  
L3 – My concern is now fully embedded within the school, including supply staff. 
Safeguarding training has taken place in the form of scenarios with discussions on what to do next - this has enabled the knowledge to stay 
fresh and develop.  
The recent staff survey showed a big improvement in the children’s behaviour. 
The Chair reported that the Headteacher had worked tirelessly to support staff wellbeing and this included dance challenges and a pizza 
afternoon. 
The actions required to move this section to Green include, manage the budget appropriately and to undertake a parent survey.  

The Chair hoped that by the end of this year, many of the ratings would change to Green  

Governors agreed a RAG rating of WWW by a show of hands 

RAG Rating WWW 
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Quality of Education Healthcheck report for Standards Committee   
 
School Name: Dame Tipping C of E Primary School   Term to which this Healthcheck applies: Summer Autumn Spring  

      2020       2020   2021 
Completing the Healthcheck: 

1. For each of the 3 sections that follow, the school should complete a draft response, to include brief detail, data and explanation and a proposed 
rating. This should be sent to the link Governor and the Director of Standards a week in advance of the meeting. Additional data and examples may 
be made available for scrutiny at the meeting. Relevant information from the previous Healthcheck should be retained; out-of-date- information 
should be delete; changes or new information should be highlighted in YELLOW.  

2. The link governor and/or Director of Standards will meet with the school representative to interrogate the document, scrutinise evidence, agree 
the proposed rating and agree how much and which evidence should be presented to the LGB (Local Governing Body).  These meetings may be 
held in person or virtually and may be preceded by email exchanges regarding the draft content 

3. Where any category is not rated Green, a brief outline of actions being taken should be included; if any category is rated Red, a separate 
exception report should be provided. 

4. The final Healthcheck draft as agreed with the link governor must be completed in time to be sent out to governors with other paperwork one 
week in advance of the LGB meeting. Having read this, governors should try to send any questions arising to the clerk for circulation in advance of 
the meeting. When possible, it is the link governor who should raise the Healthcheck at the LGB meeting, with the member of school supporting.  
This should not involve reading or summarising the whole document; only significant issues, or questions to be answered, should be raised.     

5. At the LGB meeting, governors should scrutinise the Healthcheck and any evidence presented to satisfy themselves that they can confidently 
agree the proposed rating (or, when appropriate, to amend it). A brief summary of any discussion or questions asked at the LGB will be added to the 
Healthcheck commentary by the clerk, from the minutes of the meeting, and returned to the school ready for the next update. 

6. Once agreed, the final Healthcheck should be sent to the Clerk of the Trust Board; ready to be forwarded to the next relevant Committee. 

Rating: 
Green suggests the school is highly effective in this measure (A strength of the school; Ofsted Good or better) 
Red suggests the school is not yet effective in this measure (An area for development for the school; Ofsted RI or worse) 
White suggests the school is effective in this measure but is working to improve it (Broadly average; not yet confidently Ofsted Good) 
 
Draft Healthcheck completed by: Amy Holmes (School Representative)  

Meeting to confirm the Healthcheck with: Paul Claydon (LIFE Exec/Link Gov) on (Date) 

Healthcheck presented to and agreed by the LGB on: __________________ (Date) 

 
Completion Date: Sept 

2021 
Jan 
2021 

May 
2021 

QE1 Intent W W W 
QE2 Implementation  W W W 
QE3 Impact W W W 
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QoE1 Curriculum Intent 
 

RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
1.1  What planning has taken place for the design of the current curriculum? Who was involved in the planning? What training has been provided for staff?   
1.2  How does the curriculum address the needs of all learners, particularly the most disadvantaged and pupils with high prior attainment or SEND?   
1.3 Outline how the curriculum is broad and rich for all learners in all year groups/key stages? How is it sequenced to ensure progression of knowledge/skills? 
1.4 How is curriculum coverage monitored and how are potential gaps in pupils’ knowledge and skills identified and addressed? 
1.5  How is “cultural capital” developed in pupils, both in lessons and extra-curricular?  
1.6 How does the curriculum address personal development, health, citizenship, appreciation of human creativity? If not taught in lessons, how do you ensure 
 coverage for all pupils?  
1.7  Does the school have a Curriculum Policy? How is this reviewed? What curriculum developments are currently being planned?

School’s information and narrative: (to include actions and impact since last Healthcheck)  
1.1 What planning has taken place for the design of the current curriculum? Who was involved in the planning? What training has been provided for staff?   
The curriculum development is overseen by the Headteacher and a timetable of training and support is planned termly to support curriculum development alongside teacher 
CPD.  In the Summer term the LIFE education Trust appointed subject development coordinators and we have begun work on the English curriculum. Power of Reading has been 
purchased and teachers have mapped the English focus texts to their topics. In the Autumn term we have worked alongside Melissa Bryan who is the Trust English lead for the 
rural schools. On the 7th October all teaching staff attended a Power of Reading Curriculum development CPD session. Further Staff meeting dates have been scheduled to 
further support the implementation of the Power of Reading. During the Autumn Term, the curriculum has continued to follow the planning completed by staff in the Spring 
term using the Cornerstones curriculum.  
There have been discussion and agreement around the 4 rural schools using the same curriculum materials to deliver the curriculum. There is now a LIFE curriculum model in 
place that all staff were consulted on. Further planning meetings will take place in the Spring term to work towards a full implementation of the rural curriculum model by 
2021/2022.  Curriculum design for EYFS has started to be planned based on the new development matters frame work in preparation for September 2021, this heavily involves 
the Reception teacher as part of planning.  
A curriculum review of PSHE will take place this year as national changes have been made to the curriculum which is now statutory from Summer term 2021. Discussions have 
been had amongst the Rural school leaders and further discussions will take place in the Spring term. All teachers will be a part of the review and the scheme and policy will be 
updated following this review.  The RSE Trust policy has been through parental consultation. The policy includes the schools overview for PSHE and Relationships and Sex 
Education.  All class teachers have been involved in the planning stages of the LIFE Rural Primary Portal where planning has been uploaded. This is the beginning of the 2 year 
rolling curriculum that has taken place. Staff have worked alongside class teachers within their rural primary phase to plan for the rolling curriculum. The curriculum planning has 
contimued to be actioned throughout the Summer term with all class teachers contributing to the planning within their current phase. Staff meetings have continued to involve 
all staff and the portal for the rural primary curriculum has been shared.   
 
1.2 How does the curriculum address the needs of all learners, particularly the most disadvantaged and pupils with high prior attainment or SEND? 
Our curriculum is fully inclusive of all learners. The curriculum allows flexibility of the topics to fully support all pupils of all abilities in class which is further supported in class by  
a Learning Support Assistant. The design of the school day allows for appropriate intervention to take place for all learners.  In the Autumn term all pupils took part in a whole 
school project to support the transition back to school after school closures. This allowed opportunities for staff to identify where support and challenge should be targeted for 
individual pupils. In the Spring term interventions were set up and put in place to support the needs of all learners. This has had a positive impact and although it is not shown 
fully in the data there has been a marked improvement in the progress of the pupils.  Further support for SEND learners has been put in place by creating pupil profiles using the 
5P approach for staff to be able to identify best learning strategies for individual pupils. The 5P profile cards have continued to support pupils in their learning and have had a 
posotve inpact on their behaviour for learning. Pupils in KS1 have been reassessed and put into new groups to support phonics and reading. Maths continues to offer support 
and challenge to all pupils through the use of All, Try and Aspire routines to practice fluency and reasoning at all levels. It will be important to continue to evaluate the impact of 
the rural curriculum to ensure it meets the needs of the pupils at Dame Tipping. This process is an important step in the curriculum development that has been noted in the 
curriculum action plan.  
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1.3 Outline how the curriculum is broad and rich for all learners in all year groups/key stages? How is it sequenced to ensure progression of knowledge/skills?  
It is a priority at Dame Tipping to ensure that all children benefit from a broad and balanced curriculum.  White Rose Maths is mapped to the National Curriculum objectives and 
is clearly sequenced to ensure progression. The skills are taught during KS1 and built upon as the children move through KS2 with new skills being added as appropriate. The 
Scheme of Learning adopts clear techniques such as bar modelling and the concrete, pictorial, abstract approach (CPA). These techniques are used and built upon throughout 
each year group which supports the acquisition of new skills. As stated in 1.1 the development of the rural primaries curriculum is underway and is currently being reviewed to 
ensure that it is rich and broad for all pupils across all subjects. 
 
1.4 How is curriculum coverage monitored and how are potential gaps in pupils’ knowledge and skills identified and addressed? 
White Rose Maths is mapped to the National Curriculum objectives and provides complete coverage. Since September 2020 this has also included recapping of the previous 
year’s objectives to consolidate learning and any missed content. Beginning and end of block assessments are made to identify gaps in pupils’ knowledge.   
 
In all subject’s gaps in knowledge and skill are identified through formative and summative assessments. This assessment supports teachers to identify where support is needed. 
These are addressed in subsequent lessons or through small group interventions led by support staff. Booster groups are also provided in Year 6 and will begin in the Spring term 
for Year 2. The curriculum is currently being reviewed by the Headteacher and Trust Subject Coordinators where necessary.  Formative and summative assessments took place in 
the Spring term to support teachers in identifying gaps in knowledge and content in Reading, writing and maths. The assessments have supported future planning and addressing 
areas where further support is needed. There has continued to be a system of monitoring the curriculum intent through the spring term with remote learning and return to 
school. Planning has been carefully adapted to meet the needs of the pupils by addressing assessment opportunities. Formal assessment took place in the summer term to again 
support teacher judgements, identify gaps in knowledge and clearly identify progress from the spring to the summer term.  The curriculum will be covered by phase curriculum 
coordinators across the primary schools and the roles of the coordinators will be in role by September 2021.    
 
1.5 How is “cultural capital” developed in pupils, both in lessons and extra‐curricular? How is full extra‐curricular coverage addressed for all pupils?  
Cultural capital is developed across all key stages through whole class teaching, modelling and culture rich experiences. These include: library visits, cultural week, museum visits 
and music lessons. This term pupils have been given opportunities for public speaking, for example by leading collective worship and reading in church. The Choir has been 
invited to sing at Saint Frances Hospice and Queens Hospital. Year 6 pupils took a lead in showing around prospective parents for the Reception 2020 intake.  
 
Due to the COVID‐19 pandemic extra‐curricular opportunities have been reduced in school in line with the school Risk assessment. In the Spring term Year 5 and 6 participated in 
a Victorian day where they immersed themselves in Victorian education. Reception and Year 1 and 2 had living eggs and observed part of the lifecycle of eggs to chicks. Year 3 
and 4 participated in a Roman Day at school where they learnt about the Romans. Year 5 and 6 attended an outdoor pursuits centre as they has not had the opportunity to 
participate in a residential for the past 2 years due to the Pandemic.  
 
1.6 How does the curriculum address personal development, health, citizenship, appreciation of human creativity? If not taught in lessons, how do you ensure coverage for 
all pupils?  
The school now follows the PHSE association, PSHE programme, which gives thorough coverage of personal development, health and citizenship which is taught as discrete 
lessons. Relationships and Sex education will continue to be taught as a separate unit in the Summer Term as identified in the Trust draft Policy. This unit was taught successfully 
in the Summer term. Parents were made aware of when this would take place so that they were able to support the sessions. 
 
1.7 Does the school have a Curriculum Policy? How is this reviewed? What curriculum developments are currently being planned? 
The school does not currently have a Curriculum Policy, nor is it statutory guidance to have one in place. Due to the changes that are currently taking place within the curriculum 
development and implementation of the rural school curriculum, it is our intention to have a policy in place by September 2022.  
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WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING
 
We consider ourselves to be WHITE for this section because… 
 
We continue to be in a period of change with our curriculum intent in order to work more proactively with the rural schools and therefore  consider ourselves to be WHITE for 
this section. The intent for the Rural Curriculum is clear and staff are now more informed about the direction it is moving in. All classes are now using the curriculum planning but 
more time is needed to indentified and evaluate the impact of the rural curriculum.   
 
The main actions required to improve/maintain this rating are … 

 To continue to work with the rural primaries to develop the Rural Primary Portal 
 To ensure that there is a clear process to evaluate the effectiveness of the curriculum for the pupils at Dame Tipping 
 To ensure that the rural curriculum meets the needs of the pupils at Dame Tipping and adapt where necessary  
 To develop ways to increase cultural capital (extracurricular) 

Additional evidence seen at the Healthcheck meeting: (This should be made available for the link  governor to scrutinise and to the LGB if requested)  
 CPD Calendar 
 Monitoring timetable 
 SDP 

Summary of key points of the previous  LGB discussion:  
Q1 – remained White.   

The RSE Trust policy has been through parental consultation and all class teachers have been involved in the planning stages of the LIFE 
Rural Primary Portal where planning has been uploaded.  
In the Spring term interventions were set up and put in place to support the needs of all learners. Further support for SEND learners has been 
put in place using the 5P approach for staff to be able to identify best learning strategies for individual pupils. Pupils in KS1 have been 
reassessed and put into new groups to support phonics and reading. Maths continues to offer support and challenge to all pupils through the 
use of All, Try and Aspire. It will be important to continue to evaluate the impact of the rural curriculum to ensure it meets the needs of the 
pupils at Dame Tipping. This process is an important step in the curriculum development that has been noted in the curriculum action p. 
The development of 1:1 in the rural primaries curriculum is underway and is currently being reviewed to ensure that it is rich and broad for all 
pupils across all subjects 
Formative and summative assessments took place in to support teachers in identifying gaps in knowledge and content in Reading, writing and 
maths. The assessments have supported future planning and addressing areas where further support is needed. Planning has been carefully 
adapted to meet the needs of the pupils by addressing assessment opportunities. The curriculum will be covered by phase curriculum 
coordinators across the primary schools and the roles of the coordinators will be in role by September 2021. 
Year 5 and 6 participated in a Victorian day where they immersed themselves in Victorian education. Reception and Year 1 and 2 had living 
eggs and observed part of the lifecycle of eggs to chicks. 
The school now follows the PHSE association, PSHE programme, which gives thorough coverage of personal development, health and 
citizenship which is taught as discrete lessons. Relationships and Sex education will continue to be taught as a separate unit in the Summer 
Term as identified in the Trust draft Policy. 
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The action required to move this area to Green includes the need to continue to work closely with rural primaries and to ensure the Dame 
Tipping curriculum is effective and meets the needs of the pupils.   
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QoE2  Implementation of the 
 Curriculum 

RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
2.1  What systems does the school have in place to evaluate the quality of teaching and learning? What is the current evaluation? Are there any subjects or 
 areas of the school which are particular strengths or areas for development? How are these being addressed?  
2.2  How well do teachers use assessment, both in and out of lessons, to inform teaching, check understanding and provide feedback? Does the school have a 
 marking, feedback and assessment policy? Is the school assessment system efficient in terms of teacher workload? 
2.3  How does the school ensure that lessons are challenging in terms of matching the aims of the curriculum and stretching all pupils, including the more able?  
2.4 How is the development of pupils’ fluency, confidence and enjoyment of reading addressed in lessons? 
2.5  What training has been provided to teachers to support their teaching, especially in those areas in need of improvement?     
2.6 Do children attend a broad and rich ranges of extra-curricular activities? How is its coverage and impact for all pupils monitored and evaluated? 
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School’s information and narrative: (to include actions and impact since last Healthcheck)  
 
2.1 What systems does the school have in place to evaluate the quality of teaching and learning? What is the current evaluation? Are there any subjects or areas of the 
school which are particular strengths or areas for development? How are these being addressed?  
Weekly monitoring took place in the Spring term via Google Classroom to ensure that all pupils had access to high quality resources and feedback. The Headteacher joined 1 live 
session per week and absences of pupils were monitored. The monitoring of teaching and learning continued throughout the Summer term. Melissa Bryan and Lucy Burton both 
attended Dame Tipping to undertake a monitoring visit in addition to the monitoring carried out by the Head Teacher. The monitoring was positive. There continues to be 
concerns around the effectiveness of teaching and learning in LKS2. Additional support staff were redeployed to support LKS2. A new teacher has been appointed for Year 3 and 
4 for September. 
 
2.2 How well do teachers use assessment, both in and out of lessons, to inform teaching, check understanding and provide feedback? Does the school have a marking, 
feedback and assessment policy? Is the school assessment system efficient in terms of teacher workload? 
 In line with our whole school policy on marking and feedback, verbal feedback continued via MOTE (a voice recorder for verbal feedback) to offer children the support that they 
needed throughout home learning. This was also provided by written feedback to parents and accompanying phone calls home throughout the Spring term. The marking and 
feedback policy was shared with all staff at the beginning of the Summer term to ensure that all were aware of the expectations of feedback. The Head teacher completed a 
book look at 2 points during the Summer term. Feedback was given individually to staff members. Verbal feedback continues to be given and this can be seen in books by the use 
of the verbal feedback stamp.  
 
2.3 How does the school ensure that lessons are challenging in terms of matching the aims of the curriculum and stretching all pupils, including the more able? 
As the pupils returned to school in March, the Year 6 booster to stretch children. Interventions were also put in place to offer additional support to those for arithmetic and 
reading.  
 
 2.4 How is the development of pupils’ fluency, confidence and enjoyment of reading addressed in lessons? 
Reading has been an area that has been identified as a limiting factor across all key stages since returning to school and current data supports this. Throughout the Spring term 
we introduced ‘precious reading time’ across the school as well as improving our systems for children and parents recording reading at home in order to support the fluency of 
reading. The changes put in place for reading have had a positive impact on pupils’ willingness to read at home. The use of the raffle system and consistent marking in reading 
records has boosted the motivation of the pupils. Library shelving has been installed in the learning hub and will house the books that the children will be able to free choose. 
This will continue to develop a love of reading. Work will need to be completed in the Autumn term.  
 
2.5 What training has been provided to teachers to support their teaching, especially in those areas in need of improvement?    
Staff training is provided weekly through staff meetings and INSET days to support teaching.  
 
 
During the Autumn term meetings were used to address 
the following: 

During the Spring term staff meetings were used to 
address the following: 

During the Summer term staff meetings were used to 
address the following: 

Safeguarding Google Classroom Rural Curriculum 
Marking and Feedback  ICT training  Pupil Transition and Handover
Curriculum Behaviour Management‐ 5P Profile  Staff Mental Health and Wellbeing
Google Classroom Reciprocal Reading Report Writing
Physical Education Precision Teaching Successful Headship
Pupil Asset Changes to EYFS‐ New Development Matters Safeguarding
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Assessment for Reading and Writing  Early Excellence‐ EYFS Team Building 
White Rose Maths  Successful Headship
Power of Reading Havering Festival of Education 
Religious Education

 
2.6 Do children attend a broad and rich ranges of extra‐curricular activities? How is its coverage and impact for all pupils monitored and evaluated? 

Name of Club Day/Time Total Pupils 
 

Boys Girls Disadvantaged 

KS1 Tag Rugby Monday pm 8 100% 0 25% (2) 
Sewing Club UKS2 Monday Lunch 19 37% 63% 11% (2) 

Book Club KS2 Monday pm 10 20% 80% 10% (1) 
KS2 Tag Rugby Tuesday pm 7 71% 29% 14% (1) 

Dance Wednesday pm 5 20% 80% 25% (2) 
Story Sack KS1 Wednesday pm 6 50% 50% 33% (2) 

Gymnastics Thursday pm 11 18% 82% 18% (2) 
Choir Thursday Lunch 22 14% 86% 13% (3) 

Spanish  Thursday pm 10 40% 60% 0 
 
Extra‐curricular activities have not taken place this term due to COVID‐19 restrictions and in line with school Risk Assessment. Active Kids club started in the Summer term. The 
club proved to be very popular and we added an additional day to encourage more pupils. 60% of the school participated. KS2 Booster clubs tool place for writing and maths and 
were well attended. 
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WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING
 
We consider ourselves to be White for this section because … 
We have clear systems in place to support curriculum implementation and this is ongoing. A clear CPD programme is in place and has been adapted in light of changes made to 
the curriculum. Steps are in place to ensure that all teaching is Good, there is a greater understanding of Assessment for Learning and Curriculum Planning. We have agreed, 
implemented and rigorously monitored the expectations of Marking, Feedback and Presentation across the school but evidence showed that this is not yet consistent and due to 
the staffing changes alongside enforced school closures, needs to be looked into again. The system set up to support remote learning was implemented well through clear 
leadership from the Headteacher. This was supported by positive feedback from staff and parents.  
The main actions required to improve/maintain this rating are … 

 Mentoring of new staff members 
 Peer lesson visits 
 ‘Challenge’ CPD sessions 
 Development of extracurricular trips and visits for all year groups once COVID restrictions allow.  

Additional evidence seen at the Healthcheck meeting: (This should be made available for the link governor to scrutinise and to the LGB if requested)  
 School Development Plan 
 Staff Meeting Minutes 
 CPD Calendar  

Summary of key points of the previous LGB discussion:  
Q2 – remained White  

Weekly monitoring took place in the Spring term via Google Classroom to ensure that all pupils had access to high quality resources and 
feedback. The Headteacher joined 1 live session per week and absences of pupils were monitored. Verbal feedback continued via MOTE so 
children received the support that they needed throughout home learning. This was also provided by written feedback to parents and 
accompanying phone calls home throughout the Spring term. 
Year 6 boosters were implemented to stretch children. Interventions were also put in place to offer additional support to those for arithmetic 
and reading. 
Reading had been identified as an area of concern across all key stages. ‘Precious reading time’ was introduced across the school in order to 
support the fluency of reading. Further work is planned in the Summer term to develop reading fluency and develop the enjoyment of reading, 
this includes creating a library in the learning hub.  
Extra curricular activities have not taken place this term due to COVID 19 restrictions but are set to start in the Summer term and will be run 
by school support staff. 
 

The action required to move to green includes mentoring of new staff members, Peer lesson visits, ‘Challenge’ CPD sessions and development 
of extracurricular trips and visits for all year groups once restrictions allow. 
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QoE3 Impact of the Curriculum RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
3.1  How have standards in national tests/exams (both progress and attainment) compared to national standards and what has been the trend in recent years? 
3.2  How are standards in the school currently compared to past outcomes? How do you know? How are these assessed/moderated? 
3.3 Are there any groups of pupils (eg. boys, girls, PPG, HPA, SEND) who are achieving less well? If so, what actions are being taken?  
3.4 Is there significant variation in standards of pupils’ work across the different subjects of the curriculum? If so, what actions are being taken? 
3.5 How is pupils’ fluency in reading being improved and their cultural capital developed? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
  
3.1 How have standards in national tests/exams (both progress and attainment) compared to national standards and what has been the trend in recent years? 
Due to the COVID‐19 pandemic, data has not been published for any educational performance data based on tests or assessments and did not take place in 2020. 
All data seen in 3.1 is historic data.  
 
YR Good Level of Development (GLD) 
  2017 2018 

 
2019 2019

Nat Ave 
Overall  69% 77%  71% 72%

Strengths: Progress in reception was good. 
Areas for development: 
80% not including 2 children with significant SEND  
 
Year 1 Phonics Screening 
  2017 2018 

 
2019 2019 Nat 

Ave 
Overall  60% 77%  79% 82%

Strengths:  
 Slight % increase in phonics this year due to consistency of Read, Write, Inc synthetic phonics programme being used throughout the school.  

Areas for development:  
 To continue to embed RWI across the school  
 Target children who are not on track to pass the phonics screening (See English Action Plan 19‐20)  

Year 2 ARE (SATs) 
  2017 2018 

 
2019 2019 Nat 

Ave 
Reading  85% 63%  80% 76%
Writing  54% 63%  67% 70%
Maths  77% 81%  73% 77%
Comb  54% 63%  67% 66%

Strengths 
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 Significant increase of children achieving ARE in Reading which is above national  
 Slight increase in % of children achieving ARE in Writing but still below national 
 Combined data 67% which is just above national. This has increased by 3% compared to 2018 and 13% compared to 2017 

Areas for development: 
 Writing attainment to be at or above national 
 Maths attainment to be at or above national 

 
Year 2 GDS (SATs) 
  2017 2018 

 
2019 2018 Nat 

Ave 
Reading  16% 13%  33% 26%
Writing  8% 6%  20% 16%
Maths  16% 19%  33% 22%
Comb  0% 6%  20% 12%

Strengths:  
 GDS is above national in all subjects.  
 GDS is above national for combined data 

Areas for development:  
 To maintain an upward trajectory for GDS within KS1 

 
Year 6 ARE (SATs) 
  2017 2018 

 
2019 2019 Nat 

Ave 
Reading  57% 85%  69% 73%
Writing  71% 69%  69% 79%
Maths  43% 92%  77% 79%
Comb  29% 69%  62% 65%

Strengths: 
 Although still slightly below national, combined data is in line with the 2018 results 
 Similar to 2018 data and predicted 2020 outcomes. This would make a three‐year trend broadly in line with national average.  

Areas for development: 
 All subjects to be at or above national 
 To increase combined attainment to meet national average 

There is a significant drop in Reading and Maths from 2018 to 2019. This attributed to mobility in Year 6. Three children joined in year 6 each as low attainers which has lowered 
the attainment in Reading and Maths significantly. There had to be a focus on securing a rounded combined score. The combined attainment for the children on roll from KS1 
would have been 88%  
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Year 6 GDS (SATs) 
  2017 2018 

 
2019 2019 Nat 

Ave 
Reading  14% 39%  38% 27%
Writing  0% 15%  15% 20%
Maths  0% 15%  23% 27%
Comb  0% 15%  15% 10%

Strengths:  
 Attainment of GDS has been maintain in all subjects. 
 Combined GDS is above national average. 

Areas for development:  
 To maintain an upward trajectory for GDS within KS2 
 To improve the % of children achieving GDS in writing to be in line with national average.  

3.2   How are standards in the school currently compared to past outcomes? How do you know? How are these assessed/moderated? 
 

  Year 1 (Internal Data)     
  2017  2018  2019  2020  2021    2019 KS1 Nat Ave 
Reading  71%  77%  71%  33% 60%   76% 
Writing  57%  46%  71%  33% 33%   70% 
Maths  79%  62%  93%  33% 47%   77% 
Comb    71% 33% 33% 66%

 
  Y2 (Internal Data)     

  2017 2018 
 

2019 2020 2021  

Reading  85%  63%  80%  46%  53%    76% 
Writing  54%  63%  67%  39%  47%    70% 
Maths  77% 81%  73% 62% 73% 77% 
Comb  54% 63%  67% 39% 40% 66% 

 
  Y3 (Internal Data)  

  2017 2018  2019 2020 2021 2019 KS2 Nat Ave
Reading  100% 90%  50% 53% 60% 73% 
Writing  58%  81%  57%  33%  53%    79% 
Maths  58%  83%  71%  53%  53%    79% 
Comb      43%  27%  47%    65% 

 
  Y4 (Internal Data)     

  2017  2018  2019  2020  2021    2019 KS2 Nat Ave 
Reading  92%  93%  62%  66%  67%    73% 
Writing  77%  93%  38%  66%  47%    79% 
Maths  62%  77%  80%  47%  60%    79% 



13 
 

Comb      62%  47%  33%    65% 
 

  Y5 (Internal Data)  
  2017  2018  2019  2020  2021    2019 KS2 Nat Ave 
Reading  46%  85%  93%  40%  70%    73% 
Writing  54%  69%  80%  50%  60%    79% 
Maths  62%  77%  80%  60%  80%    79% 
Comb      67%  40%  50%    65% 

 
  Y6 (Internal Data)     

  2017  2018  2019  2020  2021    2019 KS2 Nat Ave 
Reading  57%  85%  69%  75%  100%    73% 
Writing  71%  69%  69%  42%  58%    79% 
Maths  43%  92%  77%  50%  67%    79% 
Comb  29% 69%  62% 42% 58% 65% 

 
 
The data in the table above shows the data trends for each year group over the past 5 years. Although the data is a concern, there are many factors that can be attributed to this 
as discussed in previous health check meetings.   
 
The table below shows the data for each year group this academic year rather than a comparison of the previous year end of year data for that year group as reported above. At 
this point in the year, the data is concerning however this has been directly impacted by enforced school closures. Year 1‐ 4 have been most impacted by school closures. Pupil 
mobility continues to impact data figures in some classes. Other factors can be found in the cohort information box below.  
  

Year 1  Reading %  Writing %  Maths %  Combined % 

Autumn Data  33%  33%  33%  33% 

Spring Data  33%  33%  33%  33% 

Summer Data  60%  33%  47%  33% 

Year 2  Reading %  Writing %  Maths %  Combined % 

Autumn Data  46%  39%  62%  39% 

Spring Data  40%  27%  40%  27% 

Summer Data  53%  47%  73%  40% 

Year 3  Reading %  Writing %  Maths %  Combined % 

Autumn Data  53%  33%  53%  27% 

Spring Data  40%  27%  40%  27% 
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Summer Data  60%  53%  53%  47% 

Year 4  Reading %  Writing %  Maths %  Combined % 

Autumn Data  66%  66%  47%  47% 

Spring Data  53%  47%  47%  40% 

Summer Data  67%  47%  60%  33% 

Year 5  Reading %  Writing %  Maths %  Combined % 

Autumn Data  40%  50%  60%  40% 

Spring Data  50%  50%  70%  40% 

Summer Data  70%  60%  80%  50% 

Year 6  Reading %  Writing %  Maths %  Combined % 

Autumn Data  75%  42%  50%  42% 

Spring Data  66%  58%  58%  42% 

Summer Data  100%  58%  67%  58% 

 
 
Current Cohort information 
Year 1  Year 2  

 15 pupils on roll 
 5 pupils additional needs or on SEN register 
 3 pupils PP15 pupils on roll 
 5 pupils additional needs or on SEN register 
 3 pupils PP15 pupils on roll 
 5 pupils additional needs or on SEN register 
 3 pupils PP 

 14 pupils on roll 
 6 pupils additional needs or on SEN register‐ 1 EHCP  
 6 pupils PP 

Year 3   Year 4 
 15 pupils on roll  
 5 pupils additional needs or on the SEN register  
 2 pupils PP 

 15 pupils on roll  
 1 pupil joined in KS2 
 5 pupils additional needs or on the SEN register  
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 2 pupils PP 

Year 5   Year 6  
 9 pupils on roll.  
 4 pupils joined in Reception 
 3 pupils joined in KS2 
 4 pupils additional needs or on SEN register 
 4 pupils PP 

 11 pupils on roll  
 5 pupils joined in KS2 
 1 pupil SEN Register 
 2 pupils PP 

 
Pupil Progress meetings took place in the Summer term. Pupils were identified for targeted intervention support for the Autumn term.  
 
All data shows that there continues to be a significant gap between SEND and non‐SEND learners across the school and this is an area that we already addressing by monitoring 
Quality First Teaching and evaluating the effectiveness of the current interventions in place.  
 
The number of SEND pupils in school continues to be high and this directly impacts the data in classes. It is also important to note that the significant SEND needs are in Year 1 
and 2 and Year 3 and 4. In both classes this to 1/3 of the class and. This impact can be seen in the whole class data in all 4 year groups and is a contributing factor. Throughout 
the Spring term the Head teacher has created an action plan for SEN pupils across school. This has included redeploying staff to support needs, assessing individual needs of 
pupils by purchasing screening tools to identify personal areas of need and support. Intervention programs have been planned and will be monitored every 6 weeks. Discussion 
between Teachimhg and support staff has been encouraged to create pupil profiles for pupils inclusive of Individual Education Plans and pupils who demonstrate behaviour 
needs have been supported using the 5P Pupil Profile to give strategies for learning. With the support that has been put in place, we will see a raise in data in the Summer term.  
 
The table below shows the data for Pupil Premium pupils in each year group this academic year.  

Year 1 SEND         
 2 pupils 

Reading %  Writing % Maths % Combined %

Autumn Data  0%  0% 0% 0%

Spring Data  0%  0% 0% 0%

Summer Data  0%  0% 0% 0%

Year 2 SEND
6 pupils 

Reading %  Writing % Maths % Combined %

Autumn Data  33%  17% 33% 17%

Spring Data  33%  17% 33% 0%

Summer Data  50%  17%  67%  17% 

Year 3 SEND
4 pupils 

Reading %  Writing % Maths % Combined %

Autumn Data  25%  25% 0% 25%

Spring Data  0%  0% 0% 0%
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Summer Data  0%  0% 0% 0%

Year 4 SEND
5 pupils 

Reading %  Writing % Maths % Combined %

Autumn Data  0%  0% 0% 0%

Spring Data  0%  0% 0% 0%

Summer Data  20%  0% 20% 0%

Year 5 SEND
4 pupils 

Reading %  Writing % Maths % Combined %

Autumn Data  25%  25% 75% 25%

Spring Data  25%  25% 75% 25%

Summer Data  50%  50% 75% 25%

Year 6 SEND
1 pupil 

Reading %  Writing % Maths % Combined %

Autumn Data  0%  0% 100% 0%

Spring Data  0%  0% 100% 0%

Summer Data  100%  0% 0% 0%

 
3.3 Are there any groups of pupils (eg. boys, girls, PPG, HPA, SEND) who are achieving less well? If so, what actions are being taken? 
Autumn 2019‐ Boys outperformed girls at the end of KS2, this was due to a number of girls (3) who had Special Educational Needs and Disabilities; 1 child had an EHCP in place 
and 2 joined in UKS2. Across the school, the gap between SEND and Non‐SEND is widening. We have evaluated the effectiveness of the interventions that are run throughout the 
school and assembly times have now been changed to accommodate additional interventions each morning that will be run by the Class Teachers. All Class Teachers complete an 
intervention timetable to indicate who they are supporting and how, which is then monitored by the SENCO.  In the Spring term, Training has been provided to all LSA’s during an 
assembly time, with a focus of support and interventions at the beginning of each half term. Skills audits will be carried out in the Spring term and a training programme 
developed so that the gap begins to close throughout the school between SEND and Non‐SEND pupils. 
 
Whilst the SEN gap across the school is an area of concern and is continuing to be monitored it is important to remember the small number of children that are in each group. 
There are large gaps in some year groups due to the number of children who are on the SEN register. We are aware of the challenge and Gaps that’s are widening in Year 1, 2 
and 3 and have put in place intervention and support where necessary in these classes. The change within year 4 is significant, however, this is due to mobility in the between 
the end of summer and the Autumn term. The increased gap in Year 4 is due t 1 child who has found school very difficult this term and due to the support her has needed socially 
has not maintained his academic ability. Upon return to school he will continue to be supported in class. Half termly intervention and monitoring meetings with the SENDCo and 
teachers took place early in the Spring term to discuss further support for pupils and interventions and an operational plan was put in place to support children of similar abilities 
across year groups. New interventions were put in place during assembly times and led by teachers and LSA’s. The SENDCo has monitored the progress of SEN children in each 
year group and has visited lessons and shared feedback. The monitoring showed that some children needed more support and differentiation in class and the SENDCo worked 
alongside teachers to put resources in place. Further support for planning and assessment will be put in place in the Summer term. Further agencies have also been involved 
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including the Educational Psychologist, speech and Language team and the Inclusion team to support applications for EHC Plans.  Further CPD will be planned for the 
Summer/Autumn term to ensure that the needs of children who are significantly below Age Related Expectations can be met. In the Autumn term 2 EHCP applications were 
submitted, one being successful. Three further EHCP are due to be submitted, once enough evidence has been collected to strengthen all applications. 
 
The table below shows the data for Pupil Premium pupils in each year group this academic year. See 3.2 for SEND information.  
 

Year 1 PP 
3 pupils 

Reading %  Writing %  Maths %  Combined % 

Autumn Data  33%  33%  33%  33% 

Spring Data  33%  33%  33%  33% 

Summer Data  66%  0% 66% 0%

Year 2 PP 
6 pupils 

Reading %  Writing %  Maths %  Combined % 

Autumn Data  33%  33%  33%  33% 

Spring Data  33%  33%  33%  33% 

Summer Data  33%  33%  66%  17% 

Year 3 PP 
2 pupils 

Reading %  Writing %  Maths %  Combined % 

Autumn Data  50%  50%  50%  50% 

Spring Data  50%  50%  50%  50% 

Summer Data  100%  100% 100% 100%

Year 4 PP 
2 pupils 

Reading %  Writing %  Maths %  Combined % 

Autumn Data  50%  50%  50%  50% 

Spring Data  50%  0%  50%  0% 

Summer Data  50%  0%  50%  0% 

Year 5 PP 
4 pupils 

Reading %  Writing %  Maths %  Combined % 

Autumn Data  50%  50%  75%  25% 

Spring Data  50%  50%  75%  25% 

Summer Data  100%  50%  75%  50% 



18 
 

Year 6 PP 
2 pupils 

Reading %  Writing %  Maths %  Combined % 

Autumn Data  100%  100%  50%  50% 

Spring Data  100%  100%  50%  50% 

Summer Data  100%  100%  50%  50% 

 

3.4 Is there significant variation in standards of pupils’ work across the different subjects of the curriculum? If so, what actions are being taken?  
It was noted in our Peer Review (9th June 2019) that ‘Overall, the quality of presentation of pupils’ work and the standards achieved in their written work, as seen in lessons 
and in the work scrutiny meetings, was not as high as one might expect. The standards across all subjects are not yet consistent, especially those within foundation subjects. 
Cornerstones curriculum will be implemented at the beginning of the Spring term and expectations of presentation, marking and feedback will be reiterated to all staff at the 
beginning of the term. Lesson visits will begin in the Spring term as will the monitoring; these will be led by the Head of School and Executive Head by 31st January 2020.  
Lesson visits took place in November 2020. Differing standards in pupils work were indentified and staff received feedback. Further monitoring took place once pupils returned in 
the Spring term. A focus on learning behaviours and presentation is needed across school.   
 
3.5 How is pupils’ fluency in reading being improved and their cultural capital developed?  
Children are taught reading skills from entry into the Early Years Foundation Stage and continue to build on these skills throughout their school life. The children quickly become 
skilled confident readers and show enjoyment in developing independent, successful reading skills. We use phonics as a prime early reading skill following a Systematic Synthetic 
Phonics approach. As a school we realise that, while phonic knowledge is an excellent tool for reading, other skills support reading development too. Alongside decoding skills, 
children are taught sight recognition words (words that you are unable to use decoding rules to read). This facilitates the development of fluency as the reader gains confidence 
to recognise words on sight rather than applying phonic skills. Children are also taught to use contextual and visual clues to work out unfamiliar words within the text. 
Comprehension and vocabulary are taught throughout topics, shared stories and discussion during both class and guided reading time. Our School Home Reading Scheme is 
based on Oxford Reading Tree (ORT). This scheme has a range of phonic based texts, both fiction and non‐fiction, plus books that enable children to apply their sight recognition 
and context skills in addition to decoding. In addition, we have a range of different texts types from different publishers that children have access to. These have been colour 
coded to reflect the progression of sounds and words taught. During the school day, teachers use a range of texts within their daily Guided Reading sessions. These books are 
also organised into coloured bands. The books are new to the children and set at a slightly harder reading level than their home reading book to ensure that children are 
supported and challenged in equal measure. We ensure that these books are from a variety of schemes to allow our children access to as many types of texts as possible. English 
lessons are book based. The focus books for each unit of learning are selected to ensure engagement for all and reviewed regular in line with new cohorts. Reading is celebrated 
throughout the school and parents are given support and guidance as their child progresses through the stages of reading development. See 3.1 and 3.2 for reading attainment. 
Cultural capital is developed across all key stages through whole class teaching, modelling and culture rich experiences. These include: library visits, cultural week, museum visits 
and music lessons. 
 
WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be White for this section because… 
There has been a significant drop in data since school closures and this requires more time to address the gaps in learning before we will see a rise in data. We have put a plan in 
place and are closely motoring each cohort to ensure they have opportunities to accelerate their progress. The focus continues to be on Quality First Teaching and a clear plan is 
in place to improve whole school data. Due to the circumstances data is skewed, however, through rigorous knowledge and knowing our pus needs we have put together a 
system of supporting pupils through targeted intervention support. The data is a concern but there are plans in place to improve this but this will take time to implement.  
 
The main actions required to improve/maintain this rating are … 
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 Whole school data improvement in the Spring term 
 Marking and Feedback policy to be updated and monitored 
 Further CPD for Curriculum Development 
 Monitor SEND group attainment and progress 
 CPD for all staff in supporting SEND  
 Evaluation and Monitoring of Interventions 
 Opportunities to develop Cultural Capital are planned into topic overviews when situation allows.  

Additional evidence seen at the Healthcheck meeting: (This should be made available for the link governor to scrutinise and to the LGB if requested)  
 OTrack monitoring 
 Pupil Progress Meeting Minutes 
 Venn Diagrams 
 Moderation Materials 
 Pupil Premium Review Report 

Summary of key points of the previous LGB discussion:  
 

Q3 – remained White 

Comparisons in data are difficult due to the closures caused by the pandemic and figures from 2019 are not relevant. Years 1-4 appear to 
have been most affected by the closures and the gap for SEND & PP pupils has increased. The school is aware of this and measures are in 
place to improve learning behaviours and belief in achieving 

The action required to move to green includes further CPD for Curriculum Development, monitoring of SEND group attainment and progress 
and CPD for all staff in supporting SEND. 

Governors agreed a RAG rating of WWW by a show of hands 

RAG Rating WWW 
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Personal Development Healthcheck report for Standards Committee   
 
School Name: Dame Tipping C of E Primary SchoolTerm to which this Healthcheck applies: Summer   Autumn    Spring 
                  2021        2021   2022 
Completing the Healthcheck: 

1. For each of the 3 sections that follow, the school should complete a draft response, to include brief detail, data and explanation and a proposed 
rating. This should be sent to the link Governor and the Director of Standards a week in advance of the meeting. Additional data and examples may 
be made available for scrutiny at the meeting. Relevant information from the previous Healthcheck should be retained; out-of-date- information 
should be delete; changes or new information should be highlighted in YELLOW.  

2. The link governor and/or Director of Standards will meet with the school representative to interrogate the document, scrutinise evidence, agree 
the proposed rating and agree how much and which evidence should be presented to the LGB (Local Governing Body).  These meetings may be 
held in person or virtually and may be preceded by email exchanges regarding the draft content 

3. Where any category is not rated Green, a brief outline of actions being taken should be included; if any category is rated Red, a separate 
exception report should be provided. 

4. The final Healthcheck draft as agreed with the link governor must be completed in time to be sent out to governors with other paperwork one 
week in advance of the LGB meeting. Having read this, governors should try to send any questions arising to the clerk for circulation in advance of 
the meeting. When possible, it is the link governor who should raise the Healthcheck at the LGB meeting, with the member of school supporting.  
This should not involve reading or summarising the whole document; only significant issues, or questions to be answered, should be raised.     

5. At the LGB meeting, governors should scrutinise the Healthcheck and any evidence presented to satisfy themselves that they can confidently 
agree the proposed rating (or, when appropriate, to amend it). A brief summary of any discussion or questions asked at the LGB will be added to the 
Healthcheck commentary by the clerk, from the minutes of the meeting, and returned to the school ready for the next update. 

6. Once agreed, the final Healthcheck should be sent to the Clerk of the Trust Board; ready to be forwarded to the next relevant Committee. 

Rating: 
Green suggests the school is highly effective in this measure (A strength of the school; Ofsted Good or better) 
Red suggests the school is not yet effective in this measure (An area for development for the school; Ofsted RI or worse) 
White suggests the school is effective in this measure but is working to improve it (Broadly average; not yet confidently Ofsted Good) 
 
Draft Healthcheck completed by: Amy Holmes (School Representative)  

Meeting to confirm the Healthcheck with: Sarah Bimpong (LIFE Exec/Link Gov) on (Date)  

Healthcheck presented to and agreed by the LGB on: __________________ (Date) 

 
 Completion Date: Sept 

2020
Jan 
2021 

May 
2021 

Sept 
2021 

PD1 SMSC W W W W 
PD2 Preparation for Adult Life  G G G G 
PD3 Physical and Mental Health  G G G G 
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PD1  Spiritual, Moral, Social & 
 Cultural Development 

RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
1.1  How does the school provide for pupils’ spiritual development? What opportunities exist for pupils to reflect upon their own beliefs & perspectives on life 
 (religious or otherwise)? How is a sense of creativity and fascination fostered? How successful is this currently and what future actions are being taken? 
1.2  How does the school provide for pupils’ moral development? How do you know if pupils understand the difference between right and wrong? How is this 
 developed? And how are pupils encouraged to see the consequences of their actions and behaviours? Where are moral and ethical issues explored in the 
 curriculum? How successful is this currently and what future actions are being taken? 
1.3 How does the school provide for pupils’ social development? How are pupils encouraged to work/socialise with others from different backgrounds (ethnic,
 religious, economic)? How does the school teach cooperation & conflict resolution? How successful is this currently & what future actions are being taken? 
1.4 How does the school provide for pupils’ cultural development? How are pupils helped to understand & appreciate the cultural influences that shape one’s 
 own heritage and exist in modern Britain? How is participation encouraged and monitored in artistic, musical, sporting and cultural activities? (see QoE 2.6) 
            How successful is this currently for all groups of pupils) and what future actions are being taken?   
1.5       (for Church Schools only); How well prepared is the school for SIAMS and what evidence exists to support this judgement? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
1.1 
Pupils’ spiritual development is supported in a range of ways. Pupils are encouraged to be reflective through assemblies and PSHE lessons.  Within the RE scheme of work pupils 
learn about different religions and beliefs to support their understanding of different views on life.  The RE Medium Term Plans are now in place and teachers have been support 
by Sarah Cotton. Children are encouraged to share their own beliefs and perspectives on life through class collective worship and leading their own assemblies. The school 
continues to have close links with St John’s Church and although we have been unable to attend church due to the Pandemic restrictions, we have continued to work closely with 
Revd David who has filmed zoom collective worship and led outdoor whole school Collective Worship within the Summer Term .  
1.2    
The school provides moral development through its Core Christian Values; Courageous Optimism, Boundless Creativity and Heartfelt Compassion which are now embedded 
across school and pupils and staff are actively discussing and modelling the values. The Values continue to support the behaviour expectations of all pupils and are discussed to 
support the children in identifying right and wrong and allows opportunities for reflection and conflict resolution. The behaviour policy and has continued to support pupil’s 
behaviours. Pupils are honest and open about their feelings and their actions and our behaviour script encourages pupils to open up. This has proved to be well embedded since 
the pupils have return and supports pupils in the learning behaviours. Moral and ethical issues are explored through class and collective worship and pupils are asked to share 
their thoughts, feelings and opinions on a number of matters.  
1.3 
Pupils are encouraged to develop an understanding of social issues through RE and collective worship, but also through the large array of charity work that they do. Throughout 
the Summer Term they have raised money for St Francis Hospice and we have also continued to support and sponsor the education of two pupils in The Gambia. In Autumn 
2020, the whole school completed a transition project based around the global pandemic and the pupils place in the world. The pupils participated in discussions around their 
own experiences and the experiences of others during this time. Throughout the Autumn term, class collective worship has taken place and this has been supported by picture 
news where the children have been able to debate questions set and link to British Values. Through modelling of our behaviour expectations and use of the behaviour script 
Pupils are supported during conflict resolution and we are working to support them in becoming independent in doing so. All behaviour incidents are monitored through 
MyConcern. Social development has been an important consideration through the return to school as pupils have had limited to no interaction with others. Social groups have 
continued to take place throughout the Summer term and games and activities that were planned to support break and lunchtimes have had a positive impact on behaviour 
throughout the summer term. Staff have supported pupils in speaking and acting kindly, encouraging others and have modelled conflict resolution. This has seen the children 
happy to independently resolve conflict themselves and encourage others to participate.  
1.4  



3 
 

The school is multicultural and teachers encourage pupils, through class discussions and presentations, to celebrate and explain aspects of their cultural heritage. Pupils are 
taught through topic and English about a wide variety of cultures. Throughout the summer term there were opportunities for pupils to learn in different ways. Health and fitness 
week provided opportunities for pupils to identify how singing, dance and art impacted positively on mental health. All pupils had the opportunity to participate in ‘Tipping’s Got 
Talent’ where they were able to showcase many talents including, singing, dancing and comedy. The Year 5 and 6 pupils put together a Victorian Medley of songs and dances 
based on their Victorians topic.  
 
1.5  
The Head Teacher has continued to liaise with Carrie Prior, Diocesan advisor with the most recent face to face visit taken place in the Summer term. This year the school has 
worked on 3 of the 7 strands; Strand 1 Vision and Leadership, Strand 7 The Effectiveness of Religious Education and Strand 6 The Impact of Collective Worship. Evidence and 
impact of this can be seen in the SIAMS SEF where areas for development have been identified.   
 
WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be White for this section because … 
The school continues to have a strong moral and spiritual ethos which is displayed in the way the staff and children work together and interact. However, due to teh 
changes with curriculum and the enforced closures and restrictions there has yet to be the opportunity to fully embed these practices in to the school. Once further 
cultural aspects have been enhanced through the curriculum and additional extracurricular opportunities planned, we would consider ourselves to be green. 

The main actions required to improve/maintain this rating are … 
 Develop prayer and spirituality through the work of the collective worship team. 
 Extend the use of debating in the school through a debating club and use of debate within the classroom. 
 Plan and implement a programme of cultural experiences which is wide and varied 
 Develop further links with our community in order to offer more memorable experiences 

Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested)  
 Forest school and production photographs 

 Discussions with pupils around the school’s core Christian values 
 Meeting notes RE Advisor 
 SIAMS SEF 

Summary of key points of the previous LGB discussion:  
P1 – remains White 

The RE plan continues to be implemented and Rev David has been involved in some live assemblies. 

The pupils live & breathe the values and these have helped with behaviour and conflict resolution during the transition of children returning to 
school. The school hopes to extend opportunities for cultural development to both staff and pupils in the future. Mrs Bimpong reported that she 
had been appointed Cultural Intelligence Trainer for her NHS Trust and would be able to provide further support with this  

The action required to move to green includes opportunities in place for cultural development 

PD2  Preparation for Adult Life in 
 Modern Britain 

RAG Rating: RED 
 

WHITE 
 

GREEN 
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Guiding questions: 
2.1  In what ways, and how successfully, has the school established an inclusive environment and promoted equality of opportunity? 
2.2  How well do pupils understand the fundamental British Values? How do you know? How is this being developed and deepened? 
2.3 How do pupils learn about such issues as protected characteristics, FGM, Prevent, gangs, criminal and sexual exploitation?  
2.4 How well prepared are pupils for their next steps (education or employment)? What information, advice and guidance is provided?

School’s information and narrative: (to include actions and impact since last Healthcheck)  
 
2.1 The school strives to provide an inclusive environment for all pupils.  Our one level school building provides the opportunity for ease of access for all pupils and family 
members.  Our admissions policy ensures that an inclusive environment is provided for all prospective pupils.  Teachers’ planning and lesson delivery is tailored to support all 
children and support all children to achieve to the best of their ability.  For children who are unable to access the curriculum set for their age, adaptations to provision have been 
made including a designated learning area with specific lessons planned to their developmental needs. All children are aware of the range of behavioural, medical and learning 
needs across our school and this is built upon through class discussion and assemblies. As a school we celebrate our differences and to date have participated in a Deaf 
awareness day, Black History Month, Anti‐Bullying and Diabetes awareness. Support continues to be put on place for pupils with additional needs so that they are able to be 
included in everyday classroom and school activities. Throughout the Summer term there have been additional meetings with parent and carers to identify the progress and 
support that theor children have made, Changes have continued totake place within their provision and additional support from the Havering SEND team has been useful.  
2.2 
All year groups are taught about British Values through PSHE lessons. There is a whole school half termly focus on one of the British Values and a specific PSHE lesson focuses on 
this value as appropriate in the different key stages. The school website contains information about each of the British Values and examples of how these could be 
demonstrated. There has been increased awareness of British Values throughout the Autumn term as classes have used Picture news assemblies delivered in classes. A new 
whole school display is now in place in place and photographs and work demonstrating values in action will be added to develop and deepen understanding. This is an area that 
will need to be reviewed in the next academic year to ensure that the understanding of British Values is being developed and deepened.   
 
2.3  
All pupils participated in the online NSPCC Speak out, Stay Safe Assembly on the 16th November as part of Anti‐bullying week. They were able to discuss ways that they could 
seek help. Relationship and Sex Education took place for all Year 6 pupils in the Summer term. A Year 6 to Year 7 transition pack was completed by all Year 6 pupils and this was 
supported by the Church moving on activities. 
 
2.4  
The children are well prepared for their next step in education, both within Dame Tipping and once the children move on to secondary school.  Although we are a small school 
and, in some cases, taught by the same teacher over 2 years, the transition is still as important. All children had the opportunity in the summer term to meet their new teacher 
and class and visit their new classroom, listen to a story, complete some learning and become familiar with their new surroundings.  To help prepare the children for the new 
school year, all teachers complete a pupil hand over to so that all necessary personal and academic information is passed on. The children in Y6 are well prepared for their 
journey into secondary school.   Transition for Year 6 pupils was unable to go ahead but they were supported in school by their class teacher and with a visit from Revd, David.  
For children on the SEN register or who are identified by staff as benefitting from additional support, the SENDCo meets with a representative from the child’s new secondary 
school, the child, parents and class teacher to take part in a PCR (a pupil centred review) which details the children’s view on themselves as learners.  There were 2 PCRs in the 
Summer Term.  
WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING
 
We consider ourselves to be Green for this section because our school environment is inclusive and promotes equality of opportunity. The children are aware of British Values 
and how they are promoted throughout our school. Children are not yet all able to explicitly explain protected characteristics, however, this is an area that we will continue to 
embed throughout the next academic year and evidence and promote through pictures and news via the school website. 
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The main actions required to improve/maintain this rating are …
 A programme of collective worship has been planned to include teaching around protected characteristics, such as disability. 
 Further Staff training on Safeguarding concerns‐ ie‐PREVENT to be planned in (CPD timetable) 
 Update the website with up to date information, events and successes 
 Develop deeper roots with British Values as a school and a community 

Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested) 

 Collective Worship and Assembly rota 
 British Value displays in classrooms 
 British Value displays in hall 

Summary of key points of the previous LGB discussion:  
P2 – remains Green  

There are transition processes in place for pupils moving up and moving on and they are provided with lots of support. 
The school continues to develop British values. 
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PD3  Physical & Mental Health RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions (see also PD1 above): 
3.1  In what ways, and how successfully, does the school develop pupils’ character? 
3.2 In what ways, and how successfully, does the school develop pupils’ confidence and resilience thereby strengthening their mental health? 
3.3  What support and training has been provided for pupils for issues of health, online safety, risks to their wellbeing, bullying and social media?  
3.4  How does the school develop the pupils’ age-appropriate understanding of sex and healthy relationships? 
3.5 How does the school develop pupils’ understanding of and participation in healthy lifestyles, including through extra-curricular activities? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
3.1  
Our school core values; Courageous Optimism, Boundless Creativity and Heartfelt Compassion underpin everything we do as a school community and these have a very positive 
impact on our pupils. The Values are modelled by staff which are used the values to as a foundation to support the pupils. Throughout school closures and upon return to school 
there have been opportunities to use the shared language of our values. Core Value Commendations are a way of celebrating when the Core Values have been met. Pupils are 
encouraged to share their own personal achievements and they are recognised for this in the weekly achievement assemblies. As a school, we recognise that pupil’s mental 
health and well‐being is paramount to their growth and development into adulthood.  We strive to support our pupils to develop a strong sense of self and have positive mental 
attitudes. Throughout the Summer term we have continued to offer Forest School in every Key Stage as we value this as an opportunity to develop pupils’ character.   
 
3.2  
Teachers deliver PE sessions each week to support pupils in building resilience and stamina as well as developing an understanding of how exercise supports well‐being. Teachers 
and pupils are in agreement that this has support their transition back to school and following the new Complete PE scheme has been a welcomed structure for lessons and staff 
development. Emotional Literacy support and Thrive sessions have been tailored to meet the needs of pupils who require more support to develop learning behaviours in school.  
Resilience and mental health has been a huge area that we have been working on throughout the Spring term. Whilst remote learning has been a useful bridge between home 
and school we have recognised an increase in children anxiety and resilience. Many pupils have reported feeling upset and have found the transition back into school very 
difficult, a priority focus in school has been on learning behaviours and ways to develop a growth mindset. There has been increase in PSHE and circle time to allow the children 
the opportunity to speak openly about how they are feeling. Through reading books and leading virtual assemblies we have explored feelings and strategies to support learning 
and talked a lot about communication. We have identified through pupil conferencing that these feelings are stemming from gaps in knowledge. In response to this need, 
interventions have been set up to cover a range of academic and social groups. Changes made to the curriculum as well as the support and interventions put in place have been 
reviewed and have shown that they have had a positive impact and pupil wellbeing ahs improved throughout the Summer term. Pupils have spoken positively of the support that 
they have received and parents have been happy that the pupils are receiving small group or 1:1 support. These interventions will be monitored by the Head teacher and Sendco 
and support staff will be directed by class teachers to ensure that needs continue to be met.  
 
3.3  
National internet safety day was recognised during school closures and children participated in a range of activities remotely. Staff training took place to support the teaching of 
internet safety and were introduced to the DfE Education for a Connected World Framework. There were some incidences within KS2 where additional sessions were planned in 
as a result of social media and the Google Classroom platform not being used appropriately. These incidences were used as an opportunity to inform pupils of dangers and 
importance of privacy. There are frequent open discussions about wellbeing throughout school and children are supported with whole class strategies and individual support 
from the ELSA.  Throughout the Summer term the ELSA has been used to support larger groups of pupils in a class setting rather that 1:1 and this has had a positive impact on the 
mental health and wellbeing of these pupils. They have reported enjoying school more.  
 
3.4    
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  The Trust RSE policy was circulated for consultation with parents and carers in the spring term. The schools overview for RSE was evaluated and refined  in order to be included 
in the Trust policy and meet statutory DfE guidance.  
 
3.5  
Due to Government guidance the usual sports and after school clubs have been unable to take place this year. During the Summer term we opened up two slots for after school 
clubs called ‘Kids Fitness’ where the children attending the after school club which was run by support staff to provide additional exercise to promote a healthy lifestyle. During 
the Summer term the whole school also participated in health and fitness week where not only did they learn about keeping fit, they also learned about eating the roght foods, 
All children had the opportunity to make a healthy snack.  
 
WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING
 
We consider ourselves to be Green for this section because we have robust systems in place and embedded across the school that support the physical and mental well‐being of 
all of our pupils. We have worked hard to support learners in being resilient this term and this will continue into the Autumn term. Pupils have strategies to support them with 
learning and opportunities have been sought throughout the Summer term to support and improve the mental health and lifestyles of our pupils.  
 
The main actions required to improve/maintain this rating are … 

 Continue to develop ways to further build resilience across the school 
 Strategies and resources to support Mental Health across the school  

 

Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested)   
 CPD timetable  
 ELSA documents 
 Newsletters 
 Health and fitness week timetables 
 Twitter feeds 

 

Summary of key points of the previous LGB discussion:  
 

P3 – remains Green 

Resilience and mental health have been a priority and pupils have been encouraged to have a growth mind-set. Staff have modelled behaviours 
by speaking about their emotions and the academic support put in place has improved self-esteem. 
National internet safety day was recognised during school closures and we were introduced to the DfE Education for a Connected World 
Framework. - a real eye opener! 
There were some incidences where social media and the Google Classroom platform were not used appropriately, and these were used as 
examples - parents had been spoken to and were supportive. 
The Trust RSE policy was circulated for consultation with parents and carers in the spring term and no questions were received. 
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Extra-curricular activities will recommence after half term and this will be used as an opportunity to ask pupils what they would like and to 
identify gaps and support. 

Governors agreed a RAG rating of WGG by a show of hands 

RAG Rating WGG 

 



1 
 

   
 
 

 
Behaviour and Attitudes Healthcheck report for Standards Committee   
 
School Name: Dame Tipping C of E Primary School Term to which this Healthcheck applies: Autumn  Spring         Summer 
                  2020   2021   2021 
Completing the Healthcheck: 

1. For each of the 3 sections that follow, the school should complete a draft response, to include brief detail, data and explanation and a proposed 
rating. This should be sent to the link Governor and the Director of Standards a week in advance of the meeting. Additional data and examples may 
be made available for scrutiny at the meeting. Relevant information from the previous Healthcheck should be retained; out-of-date- information 
should be delete; changes or new information should be highlighted in YELLOW.  

2. The link governor and/or Director of Standards will meet with the school representative to interrogate the document, scrutinise evidence, agree 
the proposed rating and agree how much and which evidence should be presented to the LGB (Local Governing Body).  These meetings may be 
held in person or virtually and may be preceded by email exchanges regarding the draft content 

3. Where any category is not rated Green, a brief outline of actions being taken should be included; if any category is rated Red, a separate 
exception report should be provided. 

4. The final Healthcheck draft as agreed with the link governor must be completed in time to be sent out to governors with other paperwork one 
week in advance of the LGB meeting. Having read this, governors should try to send any questions arising to the clerk for circulation in advance of 
the meeting. When possible, it is the link governor who should raise the Healthcheck at the LGB meeting, with the member of school supporting.  
This should not involve reading or summarising the whole document; only significant issues, or questions to be answered, should be raised.     

5. At the LGB meeting, governors should scrutinise the Healthcheck and any evidence presented to satisfy themselves that they can confidently 
agree the proposed rating (or, when appropriate, to amend it). A brief summary of any discussion or questions asked at the LGB will be added to the 
Healthcheck commentary by the clerk, from the minutes of the meeting, and returned to the school ready for the next update. 

6. Once agreed, the final Healthcheck should be sent to the Clerk of the Trust Board; ready to be forwarded to the next relevant Committee. 

Rating: 
Green suggests the school is highly effective in this measure (A strength of the school; Ofsted Good or better) 
Red suggests the school is not yet effective in this measure (An area for development for the school; Ofsted RI or worse) 
White suggests the school is effective in this measure but is working to improve it (Broadly average; not yet confidently Ofsted Good) 
 
Draft Healthcheck completed by: Amy Holmes (School Representative)  

Meeting to confirm the Healthcheck with: Sharon Harris (Link Gov) (Date)TBC 

Healthcheck presented to and agreed by the LGB on: __________________ (Date) 

 
 Completion Date: Sept 

2021 
Jan 
2021 

May 
2021 

B1 Behaviour Systems W W W 
B2 Behaviour and Attitudes G G G 
B3 Attendance and Punctuality W W W 
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B1 – Behaviour Systems RAG Rating: RED 

 
WHITE 

 
GREEN 

 

Guiding questions: 
1.1  How is behaviour tracked and monitored in the school (including incidents of racism or bullying)? What does the monitoring show? Is any group (eg PP or 
 SEND) disproportionately represented? And what actions are being taken to improve the situation? 
1.2  What are the exclusion rates (internal, fixed term, permanent) and how do they compare to last year? Is any group disproportionately represented? 
1.3  What other data exists to help evaluate behaviour (eg rewards, sanctions, pupil voice, parental views) and what do they show? 
1.4  Is the behaviour tracking system robust and fit for purpose? Has it been reviewed? 
1.5  How effective and widely understood is the school’s behaviour policy? How do you know? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
1.1 
Dame Tipping does not tolerate or accept that bullying has a place in our school. We do not have any children who regularly and systematically make poor choices 
towards other child/children which we note as bullying. When children do make poor choices, they are swiftly and fairly dealt with by following the behaviour policy.  
Behaviour and bullying incidents are tracked using MyConcern. In the Autumn term, the new behaviour policy was implemented in school and has been used effectively 
by all staff. There has been a decrease in behaviour incidents throughout the autumn term. Three individual pupil behaviour incidents have been logged on Pupil asset 
and My concern.  All three pupils are our most vulnerable in school and have additional support or intervention in school to support their behaviour needs. There was one 
bullying claim made by a parent in the autumn term. This complaint involved a child with SEN needs. The claim was investigated and was not found to be an incident of 
bullying. Provision was put in place to support both children in school and they continued to be monitored. In the summer term we monitored the behaviour of one pupil 
who was identified as needing additional support as behaviour incidents were identified as becoming very frequent. Support was put in place around transitions which is 
when the incidents were identified. Monitoring is continuing to take place through professional dialogue and support has been put in place where possible. 
 
1.2  
 
Autumn  
There have been zero fixed term exclusions in the Autumn term 2020 compared to 3 in the spring term last year. Two of the three children who were excluded are no 
longer om roll. One has moved to secondary school and the other is now being home educated (Supported and agreed by Havering SEN Team). 
 
Spring 
There have been zero fixed term exclusion this academic year. There have been discussions with parents and carers of one child of whom behaviour is concerning and 
parental consent has been given to allow an inclusion consultation to take place with external professionals. 
 
Summer 
There have been zero fixed term exclusion this academic year. The behaviour of one pupils as discussed previously has improved with support put in place using the 5P 
profile.  
 
 

1.3 
Surveys from stakeholders have taken place across the year and are positive about behaviour in and around school.  
Autumn term- Staff Survey- 100% agree that the behaviour of pupils is good 
Autumn term- Pupil Survey- 90%  agree that behaviour of pupils is good 
Summer Term- Parent/Carer Survey- 86% agree that behaviour of pupils is good 
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1.4  
As a school we agreed on 3 short, simple and memorable rules; Ready, Respectful, Safe. These rules are for all to adhere to which also support the restorative approach 
to behaviour that we are moving towards. The restorative approach will support all children to become reflective in their behaviours and seek ways to deal with conflict 
positively. The children and staff have already seen a positive impact on behaviour through the consistency of language being used by all. The behaviour tracking was 
reviewed by the Head teacher at the end of the Autumn term and an action plan put in place in the Spring term. The review identified that whilst the change in systems 
and policy for behaviour were effective and consistent across the school, there were still some pupils who needed additional behaviour support. This has led to whole 
staff training for 5P profiling and this now in place for identified pupils as a whole school system for supporting behaviour needs, this includes a ‘menu’ of consequences 
which are matched to their needs. This approach is pupil centred and has had a positive impact on learning behaviours and understanding behaviour needs of pupils. 
The behaviour tracking using MyConcern is working well. The size of the school and the knowing the pupils well supports the tracking of pupils who have behaviour 
needs. The changes for individual behaviour support have been effective and there were a reduced number of behaviour concerns were logged during the summer term.   
 
1.5 
 
The school’s behaviour policy is widely embedded amongst pupils and staff. This is referred to in discussion regarding behaviour as a whole school, class and individual 
basis as necessary. All classes have a behaviour display to show the behaviour principles of ready, respectful and safe in school. This has been identified during lesson 
visits and learning walks across school. When children are asked what our behaviour principles are they will confidently recall each one. Throughout the Spring term, the 
behaviour policy has been monitored for those that are in school and through the use of Google Classroom and online learning sessions; our behaviour principles have 
been adapted for remote learning. 
WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be WHITE for this section because … 
Whilst there continue to be robust systems in place to support challenging behaviour with the use of 5P profiling and celebration of positive learning behaviours, this 
requires more time to be fully embedded. Adapting to unexpected changes with staffing and enforced school closures, the changes that have been made to the behaviour 
systems are not yet effective in all classes and changes have not yet been in place long enough to evaluate their effectiveness.  

The main actions required to improve/maintain this rating are … 

 Review the behaviour policy with staff and pupils. Explain and reinforce the revised policy to staff, pupils and parents. 
 Continue to monitor the implementation, impact and effectiveness of changes across the whole school 
 Ensure that all behaviour policies and systems are managed consistently across school. 

Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested)  
 Comments and other responses from parent, pupil and staff surveys 
 Behaviour survey  
 MyConcern and Pupil Asset 

 Letter from Havering SEN team 
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Summary of key points of the previous LGB discussion:  

B1 – remains White 

There have been no real changes since the last healthcheck apart and the area has been overshadowed by staff changes. 

Behaviour is tracked using My Concern but due to school closures there is no data to support any progress. There have been no fixed term exclusion 
this academic year. There have been discussions with parents and carers of one child of whom behaviour is concerning and parental consent has 
been given to allow an inclusion consultation to take place with external professionals. 

A parent survey has not been carried out to date, however a survey is planned to be sent to parents in June. Certificates and attendance continue 
to be monitored half termly to ensure fairness and consistency. 

5P profiling is in place for identified pupils as a whole school system for supporting behaviour needs and includes a ‘menu’ of consequences. This 
approach is pupil centred and will continue to be monitored into the Summer term. 
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B2 – Behaviour and Attitudes RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
2.1  What does the evidence of lesson visits show about behaviour in lessons, including pupils’ behaviour for learning?  
2.2  What is behaviour like around the school out of lessons? Is there a calm, orderly and positive environment?  
2.3 Is there variability in behaviour in the school? By time? Area? Year group? Pupil groups? With particular staff (eg cover, MDAs)? 
2.4 Do pupils feel safe in school? How do you know? What do pupils, parents and teachers say about behaviour?  
2.5 What methods does the school use to promote high expectations of pupils’ behaviour and attitudes?

School’s information and narrative: (to include actions and impact since last Healthcheck)  
2.1 
Lesson visits were conducted in November and December. Visits show an improvement in pupils learning behaviour. In 5/4 lessons visited, children were engaged and 
participating in the lesson. There continues to be some support needed where pupils who have lower resilience and self-esteem due to early childhood trauma need 
additional support, however, in 5/5 lesson visited, there was a clear improvement in pupils learning behaviours in comparison to Autumn 2019.  
  
2.2 
Movement around school is much improved. The pupils are happy and both staff and pupils greet one another. Children are reminded of the behaviour principles as they 
move around school. Transitions are now calm.  There have been some changes to how classes collect their belongings from the cloakroom/corridor and numbers of 
pupils have been reduced in the area at one time. Fabulous walking is now fully embedded in school to ensure that the children move around in a calm and orderly fashion. 
Lunchtimes continue to be a concern due to lack of space for the children to move around in but this has improved due to staggered lunchtimes  
 
2.3 
Behaviour in Lower KS2 is not as consistently good as in the other classes; this is partly due to the makeup of the cohort and the level of high needs within the class. 
Changes to the support staff structure have been made to ensure that there is a consistent adult to support the class and this has had a positive impact. The number of 
behavioural issues has decreased and the learning behaviours have improved within the class. We have increased the capacity of staff at lunchtimes and worked with 
Midday supervisors to ensure that incidents are dealt with using the school behaviour principles. Additional support has been given to the Midday staff to improve 
behaviour management. During the Summer Term an additional Midday was employed to support behaviour at lunchtimes.  
 
 
2.4  
Pupils reported during the review that they feel safe and happy: Pupils spoke very positively about the school, of which they are proud. They feel safe and happy and enjoy 
coming to school, as can also be seen in their high attendance rates. (QA review June 2019). There have been some parental complaints regarding the behaviour of pupils 
in LKS2, which have been dealt with by the Head of School. All changes and actions have been mentioned above. A pupil questionnaire will be carried out when the 
children have settled back into school.  
 
In a survey completed in Autumn 2020- 96% of pupils agreed that they felt safe in school. Staff have informed the Headteacher of an improvement in behaviour and this is 
expected to be identified in the Autumn term staff survey. In the Autumn staff survey 100% of staff agreed that behaviour was good in school. This was a positive increase 
of 50% from the Spring 2020 survey.  In the Summer Term Parent/Carer Survey- 86% of parents and carers agreed that behaviour of pupils is good and 100% agreed that 
the school keeps their child/ren safe.  
 
 
2.5  
A culture of high expectations around behaviour is modelled in school by all members of staff. The behaviour policy and principles offer fairness and consistency to all of 
our pupils. Those who model the expectations and identified in assemblies and praised verbally by staff for being role models. In KS1 Star of the Day award is awarded to 
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a child who has followed the core values and or behaviour principles and their picture in placed on display. In KS2 daily ‘Shout outs’ are given out and displayed in class for 
the pupils who have followed the core values and or behaviour principles. 
 

WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be GREEN for this section because … 
Behaviour expectations are in place and consistent and now fully embedded, this has been evidenced through the continued effectiveness throughout enforced school 
closures and inconsistencies of staffing. New staff members have picked up quickly the principles and the consistency of the behaviour has impacted positively on the 
transition for pupils as they returned to school in the Spring term. The behaviour policy is in place and will be fully reviewed in the Summer term. Learning behaviour within 
KS2 has improved; this is affected by behaviour needs of individual children. Support is in place to improve learning behaviours of those children with low self-esteem and 
reliance linked to early childhood trauma. We have implemented safer and smoother transitions across the school and ensure a greater constancy of Behaviour 
expectations for all staff and children. Staff have been supported by CPD on behaviour management and all staff are in board to ensure that behaviour expectations are 
reinforced and modelled to a high expectation around the school. The increase in the staff survey results and 100% of staff agreeing that behaviour is good in school 
alongside the parent and carers survey results of 86% agree is evidence of the work that has been achieved.  

 

The main actions required to improve/maintain this rating are … 
 Monitor learning behaviour during lesson visits. 
 Mentoring of less experienced staff to establish strong behaviour management skills. 

Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested) 
 pupil questionnaires 
 CPD timetable 
 Lesson Visits  
 Learning walks 
 Staff and parent feedback 

Summary of key points of the previous LGB discussion:  
B2 – remains Green  

The pupil’s behaviour remains good, learning walks have been implemented and lesson visits are planned for the Summer term. 

The space at the front of school was used throughout the last 4 weeks of the Spring term and it did prove difficult to ensure that there was adequate 
staff to pupil ratio due to staff absences. From the Summer term the compound grounds will be dry and large enough to provide a space for two 
socially distanced bubbles. 
Lunchtime clubs will resume in the Summer Term.   
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B3 – Attendance and Punctuality 
 

RAG Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
3.1  What is the current attendance rate for the school? How does this compare to the LA and national averages and to the school’s figures for the last 3 years? 
3.2 What is the current persistent absence rate for the school? How does this compare to the LA, national and the school’s figures for the last 3 years? 
3.3  What are the above rates for disadvantaged pupils? Are there any other groups which are disproportionately represented? 
3.4  What actions are being taken to improve the above rates? And what is the impact? How do these figures compare to the school-set targets? 
3.5 What is punctuality like? To school and to lessons? How is this monitored to evaluate any disproportional representation of pupil groups? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
3.1 Attendance 

 2016-17 (%) 2017-18 (%) 2018-19 (%) 2019-20 (%) 2020-2021 
School 96.29 96.5 96.6 95 96 

LA 95.8 95.8    
National 96 95.8    

 
Statistics release reports on pupil absence in primary and secondary schools in the 2019 to 2020 academic year have been cancelled due to COVID-19 and therefore 
cannot be compared. At present our whole school attendance has improved as can be seen in the table above, however this does not factor in the enforced school 
closures or consider illness related absences of pupils between January and March and this should be considered. Attendance of pupils accessing Google Classroom 
during school closures was monitored and where children did not attend live sessions or complete work they were contacted to encourage attendance. The % of children 
who attended regular sessions as set out by Government guidance stood at 83%. Pupils who were hard to reach were invited into school and supported through 1:1 
sessions and phone calls to encourage attendance. This had a positive impact with 96% of pupils online and regularly attending school or remote learning sessions by the 
end of the February. Whole School Attendance has improved and is in line with school and national trends. 
 
3.2 Persistent Absence 

 2016-17 (%) 2017-18 (%) 2018-19 (%) 2019-20 (%) 2020-2021 
School 10.4 5.8 4.6 -- 7 

LA 9.2 9.0    
National 8.3 8.7    

 
Persistent absence is continuing to be monitored although the huge impact that Covid 19 is having on the health of the nation generally and everybody’s new-found caution 
with all possible symptoms of the virus has been acknowledged by school. Despite this, we have sent letters to parents regarding PA and have also continued to meet with 
the EWO during the Autumn term to identify pupils whose absence is a cause for concern.  
 
Our data for PA is skewed due to the number of pupils who did not return to school or requested to be home educated. These pupils were not taken off roll as safeguarding 
procedures do not allow until the pupil is on roll at a new school or confirmation of Home Education was seen. 4 children who did not return to school in September were 
kept on roll at Dame Tipping for ½ term which is included in our PA data. 
 
We have worked with Havering admissions, Havering Home Education Team, Thurrock and Essex admissions to support 6 families (8 children) move to new schools, this 
half term.  
 
Attendance meetings took place in the spring term, 3 pupils are being monitored for Persistent absenteeism at school level. Should persistent absence continue upon 
return to school this will be escalated to the EWO. In the Summer term, we had one family whose persistent absenteeism became a concern. Home visits were requested 
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by school and the EWO facilitated the visits. Montoring will continue into the next academic year. Persistent absenteeism has increased throughout the Summer term 
however this is still below national average shared in 2018.  
 
 
3.3 Disadvantaged pupils and SEN 

Autumn 2019 Spring 2020 Summer 2020 Summer 2021 See below 

Attendance PP 
(19 chd) 

92.2% Attendance PP (19 
chd) 

93.5% Attendance PP   Attendance PP (22 
pupils) 

 

Attendance FSM 
(8 chd) 

88% Attendance FSM 
(8 chd) 

90.1% Attendance FSM   Attendance FSM (15 
pupils) 

 

PA PP (3 chd) 16% PA PP (2 chd) 26.3% PA PP   PA PP (0 pupils)  

PA FSM (2 chd) 25% PA FSM (2 chd) 10.5% PA FSM (2 chd)  PA FSM (2 chd)  

Attendance SEN 
No EHCP (16 
chd) 

92% Attendance SEN 
No EHCP (19 chd) 

93.6% Attendance SEN 
No EHCP (19 chd) 

 Attendance SEN No 
EHCP (19 pupils) 

 

Attendance SEN 
EHCP (2 chd) 

78.1% Attendance SEN 
EHCP (2 chd) 

50% Attendance SEN 
EHCP (2 chd) 

 Attendance SEN 
EHCP (3 Pupils) 

 

 
Autumn 2020 
Pupils now eligible for free school meals has increased significantly since summer 2020 and have lower attendance than those not on free school meals. Pupils with 
EHCPs have lower attendance than SEN pupils not on EHCPs and non-SEN pupils. **one child who has an EHCP did not return to school in September and is now taken 
off roll. His absence contributes to the low attendance of pupils with and EHCP. 95% is the overall attendance of children with and EHCP that are still on roll.  
 
Mobility in school continues to be a contributing factor for low attendance and for reasons explained in 3.2, persistent absence is lower due to keeping children on roll for 
safeguarding purposes.  
 
Spring 2021 
Attendance figures are positive however, as discussed in 3.1 this is skewed by enforced school closures and attendance codes. An additional meeting will take place with 
the EWO in the summer term.  
 
Summer 2021- School attendance group analysis report to be run by Trudy Wakeman to get data and check for missing marks to be completed on SIMS before 3.3 can be 
completed.  
 
 
3.4  
The school continues to work with parents, children’s services and medical professionals to raise awareness of the importance of good attendance and to put provision in 
place to support pupils being in school. First day calling is embedded in the school’s systems and home visits are carried out when no contact can be made with parents or 
other family members. Letters are sent out to parents and carers whose attendance falls below 95% each half term to make them aware of the consequences for poor 
attendance and the impact it has on progress and attainment as well as social aspects of school. As persistent absence is high, there will be meetings with parents and 
carers of these children who have attendance below 90% in the spring term. The attendance of these children will be monitored weekly.  In the Spring term, 1 meeting took 
place with parents whose children’s attendance was below 90% and this has since improved. Letters were sent out by the Head of School to parents with attendance 
below 95% and an additional letter was sent out by the Educational Welfare Officer in addition to those whose attendance was becoming a concern after discussions with 
the Head of School. 
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We continued to meet with the EWO during the Summer term to identify pupils whose absence is a cause for concern and letters have been issued. A follow up meeting is 
planned for Autumn term where the EWO will invite those whose attendance and punctuality hasn’t improved will be asked to attend to put an action plan in place.  
 
 
3.5 
Punctuality in school overall is good. 2 families have agreements on place with school due to primary aged children attending different schools. The school day now starts 
at 8:45am and this has improved the punctuality of both families since returning to school in March. This has continued to be monitored in the Summer term, parents have 
been reminded of the importance of getting the children to school on time and the impact of lost learning opportunities through poor punctuality.   
 
WHERE THIS INVOLVES A CHANGE OF RAG RATING PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be WHITE for this section because … 
The current data cannot be compared to national or LA due to the current restrictions with COVID-19. While there is an X- code that can be used by schools our data 
includes those who didn’t return to school in September. This data impacts negatively on our attendance figures. Systems are now in place to support attendance across 
the school. We will continue to work with families and the EWO. Half termly attendance meetings are in place and systems are being regularly reviewed. Systems and 
process for absence reporting and monitoring are in place and working well. Plans are in place to improve communications between stakeholders which will add an extra 
layer of continuity for all.  
 
The main actions required to improve/maintain this rating are … 

 Reinforce to parents that term time holidays will not be authorised and that fines will be issued by the LA. 
 Continue to work with the school nurse and other health professionals and parents to raise the attendance of pupils with medical conditions. 
 Continue to work with parents and children’s services 
 To monitor children with persistent absence weekly and arrange meetings and phone calls to parents 

Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested)   
 Attendance, PA and punctuality reports on SIMs. 
 Attendance documents from the EWO 

 Letters sent to parents 

Summary of key points of the previous LGB discussion:  
B3 - remains White  

Some figures have been skewed as the 2 home-schooled pupils were included. The percentages appear high due to the small cohorts.  
Punctuality has improved since the earlier start to the school day was implemented to allow for PPA time on a Friday afternoon. This will continue to 
be monitored for the rest of the academic year. 
Despite the inconsistencies in teaching in KS2, behaviour has remained good and systems are in place 

Governors agreed a RAG rating of WGW by a show of hands 

RAG Rating WGW
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Human Resources Healthcheck report for Pay & Personnel Committee        
School Name: Dame Tipping C of E Primary     Term to which this Healthcheck applies:       Spring   Autumn   Spring     Summer 
                         2020        2020       2021          2021 
Completing the Healthcheck: 

1. For each of the 3 sections that follow, the school should complete a draft response, to include brief detail, data and explanation and a proposed 
rating. This should be sent to the link Governor and the Director of Standards a week in advance of the meeting. Additional data and examples may 
be made available for scrutiny at the meeting. Relevant information from the previous Healthcheck should be retained; out-of-date- information 
should be delete; changes or new information should be highlighted in YELLOW.  

2. The link governor and/or Director of Standards will meet with the school representative to interrogate the document, scrutinise evidence, agree 
the proposed rating and agree how much and which evidence should be presented to the LGB (Local Governing Body).  These meetings may be 
held in person or virtually and may be preceded by email exchanges regarding the draft content 

3. Where any category is not rated Green, a brief outline of actions being taken should be included; if any category is rated Red, a separate 
exception report should be provided. 

4. The final Healthcheck draft as agreed with the link governor must be completed in time to be sent out to governors with other paperwork one 
week in advance of the LGB meeting. Having read this, governors should try to send any questions arising to the clerk for circulation in advance of 
the meeting. When possible, it is the link governor who should raise the Healthcheck at the LGB meeting, with the member of school supporting.  
This should not involve reading or summarising the whole document; only significant issues, or questions to be answered, should be raised.     

5. At the LGB meeting, governors should scrutinise the Healthcheck and any evidence presented to satisfy themselves that they can confidently 
agree the proposed rating (or, when appropriate, to amend it). A brief summary of any discussion or questions asked at the LGB will be added to the 
Healthcheck commentary by the clerk, from the minutes of the meeting, and returned to the school ready for the next update. 

6. Once agreed, the final Healthcheck should be sent to the Clerk of the Trust Board; ready to be forwarded to the next relevant Committee. 

Rating: 
Green suggests the school is highly effective in this measure (A strength of the school; Ofsted Good or better) 
Red suggests the school is not yet effective in this measure (An area for development for the school; Ofsted RI or worse) 
White suggests the school is effective in this measure but is working to improve it (Broadly average; not yet confidently Ofsted Good) 
Draft Healthcheck completed by: Vicky Smith (School Representative)  

Meeting to confirm the Healthcheck with: Maire O’Regan, Stephen Ley, Greg Brome, & Vicky Smith (LIFE Exec/Link Gov) on 10th Sep 2021 

Healthcheck presented to and agreed by the LGB on: 20th September 2021 (Date) 

   
 Completion Date: May 

2020
Sep 
2020

Jan 
2021

May 
2021

Sep 
2021 

H1 Staffing Sufficiency G G G G G 
H2 Legal, Disciplinary, 

Grievances or 
Capability Issues 

G G G G G 

H3 Development W W G G G 
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H1 – Staffing Sufficiency 
 

Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
H1.1 Is there evidence that a secure and cost effective staff structure is in place? 
H1.2 Has the staffing structure been reviewed in the past 12 months with a clear rationale for it? 
H1.3 Is there evidence that the school structure has been benchmarked against successful models? 
H1.4 Are governors confident that those leaving have been suitably replaced with little likely detrimental impact on student outcomes or  
         staff morale? 
H1.5 Are governors confident that all steps have been taken to fill any vacancies and that plans are in place where there are current  
         unfilled roles? 
H1.6 Are governors confident that all necessary checking processes have been conducted? 
H1.7 Is the single central record up to date? 
H1.8 Are sickness absence trends improving and above comparative averages or is appropriate rationale provided for any negative  
         trends? 
H1.9 Is any potential impact on student outcomes being monitored and addressed appropriately? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
H1.1 Yes. The Headship structure for 2020/2021 was agreed by Pay and Personnel on 16th June 2020. Staffing structures are approved annually by Pay and 
Personnel. Fixed-term contract in place for the Acting Headteacher.  
Staffing structure for September is currently being reviewed by the Acting Headteacher with the support of the Trust HR Manager to reflect two members of 
teaching staff returning from MAT leave, one on a reduced contract. Structure to be approved by P&P in June. 
Secure cost effective staffing structure in place for September 2021 which was reviewed and approved by the Pay and Personnel form on the 22nd June 2021 
which includes a new Leadership structure. 
 
H1.2 Yes. The staffing structure is reviewed and approved annually by Pay and Personnel, the structure for 2020/2021 approved on 16th June 2020. Trust HR 
Manager holds monthly HR meeting with Acting Headteacher, last meeting held 19th November 2020. 
Trust HR Manager continues to meet with Acting Headteacher for monthly HR meetings, last meeting held on 1st April 2021.  
The staffing structure was reviewed in the summer term, a new Leadership structure consisting of an Executive Headteacher and Head of School would be 
implemented from September 2021. The new structure provides an Executive Headteacher who oversees Rural Primary schools in addition to providing support for 
the Head of School. A new Head of School was successfully appointed in the summer term following the resignation of the existing Acting Headteacher, The 
structure was approved by Pay and Personnel on 22nd June 2021. 
 
H1.3 The school has been benchmarked against similar small schools within the Trust. Trust HR Manager meets with the CEO and Director of Operations 
fortnightly to discuss any concerns, the last meeting was held 2nd December 2020. 
The new Leadership structure which will be implemented in September has been benchmarked against the other Rural Primaries within the Trust. Trust HR 
Manager meets with the CEO weekly and fortnightly with CEO and Director of Operations to discuss any concerns, the last meeting was held on 9th July 2021. 
 
H1.4 No members of staff left the school at the end of the summer term and no resignations were received for the end of the Autumn term. Of the existing staff, 
there is 100% retention rate of staff from last academic year. Exit interviews to be conducted with staff by the Acting Headteacher before they leave.  A new staff 
survey has been circulated to staff buy the Acting Headteacher with the completion date of the end of the Autumn term. Pay and Personnel agreed the extended 
deadline of 31st December 2020, on 10th November 2020. 
No members of staff left have left the school since the start of the Autumn Term, therefore 100% of staff retention of its existing staff. A member of teaching staff 
who currently covering a MAT leave will leave the school in June when the member of staff returns from leave. A part time member of support staff will leave at the 
end of the summer term when their temporary contract ends. Exit interviews are to be conducted by the Acting Headteacher in the summer term.  
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Staff survey for survey conducted shows an impressive 100% of staff are proud to be a member of staff at the school, consistent with the result from the Spring 
Term survey in 2020 and 2% above the Trust average. An impressive 100% of staff felt that staff morale was good, a 7% increase on the previous survey 
conducted in the Spring Term of 2020 and 19% above the Trust average. These are great results, especially when considering the challenging working 
circumstances surrounding Covid-19.Last survey conducted in December 2020. Trust HR manager attends a monthly HR meeting with the Acting Headteacher, 
last meeting held on 1st April 2021. 
Five members of staff left during the summer term, three members of teaching staff and two members of support staff, equating to 27.8% of the existing staff at the 
beginning of the academic year 2020/2021. One member of support staff left for personal reasons and the other for a promotion in a new school. Two members of 
teaching staff left for a change in career and the third for a different role in another school. Trust HR Manager meets with the Acting Headteacher fir the monthly 
HR Meetings, last meeting held on 2nd July 2021. 
 
 
H1.5 TES annual subscription with the Trust, which enables unlimited adverts, all vacancies, are advertised on the Trust and schools own website. 
Vacancies posted on Linkedin and shared on social media to attract a wider field. There are no outstanding vacancies.  
In addition, vacancies are advertised on Havering school jobs and Teaching Vacancies on the DfE website. There are no outstanding vacancies. 
All vacancies for September 2021 were successfully appointed with no current vacancies for the Autumn Term. 
 
 
H1.6 Yes- The Trust HR Manager conducts audits on personal information held on file and against the single central record. Findings and any actions are fed back 
to the Acting Headteacher and Administrative Officer. The Trust HR Manager last visited the school to carry out checks on 30th November 2020. The next visit is 
planned for January 2021. Any new starters are contracted centrally by the HR team where all pre-employment checks are circulated and checked.  Safer 
Recruitment refresher training is reviewed at the beginning of each term, any training requirements identified are planned prior to expiry date. DBS checks carried 
out a month in advance of the expiry of the check. A Governor file is to be set up that contains all records that are created by office administrator, with the support 
of the Trust HR Manager. This will allow for record checking.  
All new starter pre-employment checks are completed centrally by the Trust HR Manager/HR Assistant following conditional offer to candidate, contracts are not 
issued until all checks have been cleared. Regular communication and updates are maintained with the Head of School. Checks that require renewal are managed 
at school level and audited by the Trust HR Manager once every half term. Chair of Governors audits the SCR once a term, audit for the Summer Term to be 
arranged. A Governor file, containing all required information is now set up and complete. 
Pre-employment checks for new members of staff joining the school in September 2021 had a conditional offer sent and their pre-employment checks completed 
by the Trust HR team prior to a contract being issued. Chair of Governors continues to audit the SR to ensure that checks are complete, last audit completed  
 
H1.7 Yes. Trust standardised template now implemented with information held reflected on personnel files. Audits of the SCR have been completed by the Trust 
HR Manager on 21st September, 19th November and 30th November 2020. Actions and findings are recorded in the checking sheet. The Chair of Governors 
conducted an SCR Audit on 3rd December. Date to be arranged for the Spring Term check. Central HR file has been created by Trust HR Manager, which the 
Acting Headteacher and officer administrator have access to. This allows the HR Manger to review the SCR remotely without having to visit the school in person. 
SCR Audit and spot check of files to ensure a true reflection. Trust HR Manager Audited the 5th May 2021, using the centrally HR shared area. A new version has 
been saved for the summer term, a leaver removed and those leaving at the end of the Summer Term highlighted in Blue to reflect the colour KEY. All checks in 
place and up to date for staff, contractors and Governors. All checks are in place and up to date for staff and Governors. Comments from The Trust HR Manager 
recorded in the checking sheet of the SCR. 
Trust HR Manager completes an audit every half term, last audit conducted 3rd July 202, Colour coding in place for those members of staff leaving and those due to 
join in the September 2021, key information added as pre-employment check results were received. All checks up to date and in place. Date to be arranged for 
Chair of Governors and Trust HR Manager to complete an audit in the Autumn Term. 
 
H1.8 Sickness absence rates for the Autumn Term between 1st September and December 2020 shown in table below. Figures only include staff 
sickness absence and not absences related to COVID-19 symptoms, self-isolation or shielding. These are being tracked centrally by the Trust. 
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Sickness absence rates for the Spring Term 2021, between 4th January and 31st March are shown in the table below. Figures only include staff sickness absence 
and not absences related to COVID-19 symptoms, self-isolation or shielding. 
 
 
 
 
 
 
 
 
Sickness absence rates for the Summer Term 2021, between 19th April 2021 and 21st July 2021 are shown in the table below. Figures only include 
staff sickness absence and not absences related to COVID-19 symptoms, self-isolation or shielding. 
 
 
 
 
 
 
 
 
Robust absence management process are now in place, which are reflected in the Trust Sickness Absence Management Policy. Return to work 
meetings are held with all members of staff following every absence. OH referrals and informal absence review meetings to be held when and where 
necessary with absence improvement plans being put in place. There has been A significant decrease in the number of days lost for teaching staff 
due to sickness absence falling from 28 in 2019/2020 to 13 in 2020/2021. One member of teaching staff has been referred to OH. Support staff 
absence has had a marginal increase from 12 days in 2019/2020 to 15 in 2020/2021. Overall, there has been a significant decrease in sickness 
absence from 40 day lost in 2019/2020 to 28 days in 2020/2021. This is the lowest number of days lost overall in the Autumn Term for 3 years. 
There were no days lost to sickness absence for teaching staff in the Spring Term 2020/2021, a reduction from 10 days in Spring Term 2019/2020.  
There was a significant increase in the number of days lost due to sickness absence for support staff with 57 days being lost in the Spring Term 
2020/2021 compared to 10 in Spring Term 2019/2020. 30of the support staff days lost were due to one member of staffs long term absence, they 
were referred to OH and have since returned on a six-week phase return into school. Patterns of support staff absence have been reviewed with 
another OH referral being made due to trigger points being reached.  
  

 Autumn Term 2020/2021 
1st September – 30th November 

2020 
Number of Days 

Autumn Term 2019/2020 
Number of Days 

Autumn Term 2018/2019 
Number of Days 

Teaching Staff 13 28 2.5 
Support Staff 15 12 35 

Total days 28 40 37.5 

 Spring Term 2020/2021 
4th January – 31st March  

Number of Days 

Spring Term 2019-2020 
 Until 20/03/20 

Number of Days 

Spring Term 2018/2019 
Number of Days 

Teaching Staff 0 10 2 
Support Staff 57 10 34.5 

Total days 56 20 36.5 

 Summer Term 2020/2021 
19th April – 21st July   

Number of Days 

Summer Term 
2019/2020 

School Closure 

Summer Term 2018/2019 
Number of Days 

Teaching Staff 8 N/A 0 
Support Staff 31 N/A 22 

Total days 39 N/A 22 
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There were 31 days lost for support staff during the summer term, a reduction from 57 in the spring 
term and a slight increase from 22 days in the summer term 2018/2019. 14 of these days were due to 
a member of support staff having a procedure and another for member a staff which was 
monitored. Both members of staff have since returned to school. Teaching staff lost 8 days due to 
sickness absence, an increase from 0 days lost in the spring term 2020/2021 and summer term 
2018/2019. 5 of those days were for one member of teaching staff with a chest infection. 
 
Staff who are absent to Covid 19 related reasons are tracked centrally by the HR Team.  Staff that are affected 
are required to complete and return a staff declaration form to reflect the reason for their absence. Number 
shown in the table below reflect the number of staff effected between 1st September 2020 and the 9th 
December 2020.  

 

 
 
 
 
 
 
 
 
 
 
 
 
Staff who are absent to Covid 19 related reasons are tracked centrally by the HR Team.  Staff that are 
affected are required to complete and return a staff declaration form to reflect the reason for their absence. 
Number shown in the table below reflect the number of staff effected between 4th January 2021 and 31st March 
2021.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

COVID REASON FOR ABSENCE Number 
of cases 

Trip Abroad 0 
Symptom Display 4 
Medical Appointment 1 
NHS Track and Trace 5 
Symptom Display & Positive test 2 
Contact from school positive case 1 
Household Isolation 3 
CEV 0 
Childcare 1 

COVID REASON FOR ABSENCE 
Number 

of 
cases  

NHS Track and Trace 1 
Contact from STUDENT positive case 0 
Contact from STAFF positive case 0 
CEV 1 
Symptom Display 0 
Symptom Display & Positive test 0 
Household Isolation 1 
Medical Appointment 0 
Childcare 0 
Trip Abroad 0 

COVID REASON FOR ABSENCE 
Number 

of 
cases  

NHS Track and Trace 1 
Contact from STUDENT positive case 0 
Contact from STAFF positive case 0 
CEV 1 
Symptom Display 0 
Symptom Display & Positive test 0 
Household Isolation 1 
Medical Appointment 0 
Childcare 0 
Trip Abroad 0 
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Staff who are absent to Covid 19 related reasons are tracked centrally by the HR Team.  Staff that are 
affected are required to complete and return a staff declaration form to reflect the reason for their absence. 
Number shown in the table below reflect the number of staff effected between 19th April 2021 and 21st July 
2021.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
H1.9 The Staff absences are recorded in SIMS and monitored by the Office Administrator in line with the Trust Policy with the support of the Trust HR Manager.  
Absences are recorded through SIMS so reports can be run for analysis. Trust HR Manager meets with the Acting Headteacher monthly where any concerns are 
shared and reflecting next steps are implemented. Last meeting held 19th November 2020. The Acting Headteacher continues to communicate and share any 
concerns with HR Manager as they arise in addition to the scheduled meeting.  Trust HR Manager continues to support Administrative Officer until confident in 
process. Trust HR Manager met with CEO and the Director of Operations on 2nd December.  
Trust HR Manager last met with the Acting Headteacher on 1st April to review and discuss any HR issues and concern including absence, next meeting scheduled 
to be held on 7th May. Trust HR Manager meets with CEO weekly and additionally with the CEO and the Director of Operations monthly. Last meeting held 21st 
March.  
Trust HR Manager meets with the Acting Headteacher fir the monthly HR Meetings, last meeting held on 2nd July 2021. In addition Trust HR Manager meets with 
CEO weekly and the CEO and Director of Operations fortnightly to discuss any concerns, last meeting held the last meeting was held on 9th July 2021. 
 
 
 

COVID REASON FOR ABSENCE 
Number 

of 
cases  

NHS Track and Trace 2 
Contact from STUDENT positive case 0 
Contact from STAFF positive case 0 
CEV 0 
Symptom Display 0 
Symptom Display & Positive test 0 
Household Isolation 1 
Medical Appointment 0 
Childcare 0 
Trip Abroad 0 

We consider ourselves Green for this section because the school continues to have a complete and cost effective staffing structure with the addition of a new 
Leadership structure from September 2021. Processes have been implemented with reviews conducted by Trust HR Manager. All checks are in place and up to 
date, all posts for September have been successfully filled. 
 
 
The main actions required to improve/maintain this rating are … 

 Continue to monitor support staff sickness carefully and refer to OH if necessary 
 Trust HR Manager to continue to meet with Executive Headteacher and Head of School once a month from September 
 Trust HR Manager / Romford hub Advisor to support office administrator in their role 
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Additional evidence seen at the Healthcheck meeting: (available to the LGB if requested)  
 Covid related figures from the spring term and Autumn term 
 Staff survey results 
 Staff absence figures  
 Staff survey results February 2020 
 Approved Staffing structure for September 2021 

 

Summary of key points of last LGB discussion: 
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H2 – Legal, Disciplinary, 
Grievances or Capability Issues 
 

Rating: RED 
 

WHITE 
 

GREEN 
 

Guiding questions: 
H2.1 Are governors content that the school has a robust system for dealing with all types of HR issues?  Are there HR policies in place, fit for purpose and being 
followed to deal with this?  
H2.2 Is there evidence that correct processes have been followed in any HR or legal matter? 
H2.3 Are governors satisfied that there is sufficient justification for any settlements that the school has entered into including any  
         payments made? 
H2.4 Are governors satisfied that appropriate HR and legal advice has been taken and adhered to in all necessary situations? 
H2.5 Are governors content that grievance, disciplinary, capability issues and flexible working requests individually or collectively do not reveal concerns for the 
wellbeing or progress of staff or students?  
H2.6 Are governors satisfied that any potential reputational damage to the school has been limited? 
H2.7 Are issues raised by staff being addressed appropriately and effectively? 
H2.8 Are governors aware of staff turnover and destinations of staff leaving?  
H2.9 Are governors satisfied that staff are not being discriminated against protected characteristics (Equality Act 2010)? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
H2.1 From 1st September 2020, Stone King were contracted as the HR and Legal provider for the Trust, replacing Juniper. Trust HR Manager and HR Assistant 
meet with link advisor as and when required. Model Policies in place, which are reviewed, updated, approved centrally and circulated to all staff. Policies and saved 
within the staff drive to allow all staff continues access to them. Trust HR Manager meets with CEO and Director of Operations fortnightly, last meeting held on 2nd 
December. Monthly meetings are held between the Trust HR Manager and Acting Headteacher, the last meeting was held 19th November 2020, other meetings 
include 8th and 24th of September, 23rd October, 30th November. HR Manager continues to support office administrator in their role.  
Monthly HR meetings continue to be held with the Acting Headteacher, the latest meeting being held on 1st April. Trust HR Manager meets with link colleague at 
Stone King regularly to discuss current cases and bring up to date on any new cases, last meeting held 28th April. Trust HR Manager meets with CEO weekly and 
monthly with the Director of Operations and CEO for the Monthly Trust HR meetings on the 21st April. 
Trust HR Manager continues to meet with the Acting Headteacher for monthly HR Meetings where any issues or concerns are raised, last meeting held on 2nd July 
2021. This meeting is in addition to the ongoing support that is provided as and when required. In addition Trust HR Manager meets with CEO weekly and the CEO 
and Director of Operations fortnightly to discuss any concerns, last meeting held the last meeting was held on 9th July 2021. 
 
 
H2.2 Yes. Change of HR and Legal provider from 1st September 2020 to Stone King. All formal matters are referred to Trust HR Manager. Trust HR Manager 
meets with CEO and Director of Operations fortnightly where any concerns are shared. Last meeting held on the 2nd December. Administrative Officer and 
Headteacher in regular contact. Governors informed of any potential redundancies or settlements in advance.  
One agreed settlement was concluded in the Spring Term supported by Stone King Legal services, Meeting with the colleague were supported by Stone King HR 
Provider and Director of Operations.   
It was identified in the summer term that a member of support staff was not fulfilling their contracted hours. Advice was sought from the Trust HR Manager who met 
with the member of staff and the Director of Operations to address the matter. The colleagues has since agreed to reduce the number of contracted hours and the 
issue has been concluded. 
 
H2.3 Chair of Governors to always to be consulted on all transaction regarding staff leaving which includes any settlements, redundancy or notice periods in 
advance. 
One agreed settlement was concluded in the Spring Term supported by Stone King Legal services, Chair of Governors was made aware of the agreement by the 
Acting Headteacher in advance of it being agreed. 
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H2.4 Yes, Change of HR and Legal provider from 1st September 2020 to Stone King. All formal matters are referred to Trust HR Manager, Administrative Officer 
and Acting Headteacher in regular contact with any concerns or queries. Monthly meeting held, last meeting held on the 19th November.  
Monthly HR meetings continue to be held with the Acting Headteacher, the latest meeting being held on 1st April, Trust HR Manager meets regularly with Stone 
King Link Colleague who recently supported in the Spring Term settlement agreement. 
Trust HR Manager meets regularly with Stone King link advisor to update them on any ongoing or new concerns, last meeting held with them on 30th July. Trust HR 
Manager continues to meet with the Acting Headteacher for monthly HR Meetings where any issues or concerns are raised, last meeting held on 2nd July 2021. 
This meeting is in addition to the ongoing support that is provided as and when required. In addition Trust HR Manager meets with CEO weekly and the CEO and 
Director of Operations fortnightly to discuss any concerns, last meeting held the last meeting was held on 9th July 2021. 
 
H2.5 The Acting Headteacher supports staff regarding any wellbeing concerns or issues they may have with an open door policy. Concerns are shared with the 
Trust HR Manager who supports where required. One member of support staff is under informal capability. New colleagues have reviews during their probationary 
period to ensure any needs or concerns are addressed New staff survey to be conducted by the end of the Autumn Term, 31st December 2020. Stone King 
contracted to offer HR and Legal guidance, if and when possible. Individual Risk Assessments have been conducted by the Acting Headteacher with those staff 
who were anxious or from a vulnerable where requested when school returned, these are reviewed. Staff wellbeing is a current focus for the Trust during these 
challenging uncertain times. 
Staff survey conducted in December 2020 showed that 100% of staff felt that the school handles staff personal and personnel issue well, a ,maintained response 
from the 100% received in Spring Term 2020 and 3% above the Trust average. 100% of staff agreed that the school was well led and managed, again maintaining 
the 100% response from the survey in Spring Term 2020 and 4% above the Trust average.  100% of staff felt that staff morale was good, a 7% increase from the 
93% received in the Spring Term staff survey and 19% above the Trust average and 94% of staff felt that their workload was manageable, 9% above the Trust 
average. This results are great results considering the challenging circumstances staff had to work due to Covid. A new Confidential Care service has been 
introduced to all Trust staff giving them free 24 hour 7 day a week access to a support service to support their wellbeing with both work related and personal 
issues. This is accessible in a number of way including telephone, text, live chat and website facilities. All staff in the Trust have been given a workload 
management day to use by the end of the summer term to support their wellbeing. One member of teaching staff submitted a flexible working request during the 
Spring Term which was agreed with a permanent reduction in working days. 
Acting Headteacher continues to have an open door policy which supports staff wellbeing and to identify any issues or concerns at an early stage so they can be 
supported. Staff were reminded of the confidential care that is offered to all Trust staff. Feedback from those staff who have accessed the service have been very 
positive. One member of support staff requested a reduction in their contracted hours to support their personal needs, this was reviewed by the Head of School 
and Trust HR Manager and was agreed.  
 
H2.6 Communication with parents is good, newsletters, open evenings and a good use of social media is in place. Staff changes are communicated to all 
stakeholders through the School Newsletter and letters home. Governors are aware of the potential risks to the school’s reputation and deal with such matters 
appropriately and sensitively. There are currently no issues, which cause concern. 
 
H2.7 Weekly staff meeting is held with all staff. The Trust held two wellbeing, workload management meeting on the 1st and 3rd December, which all staff were 
invited to attend. The Acting Headteacher has an open door policy and shares concerns with the Trust HR Manager who advises and supports where required. 
Trust HR meeting held fortnightly with The CEO, Director of Operations and Trust HR Manager, last meeting held 2nd December. A scheduled monthly meeting 
between the Headteacher and Trust HR Manager is held in addition to existing communication. Trust HR Manager last met with the Headteacher on 19th 
November. 
Any concerns or complaints raised by staff are investigated and dealt with accordingly, following the appropriate approved policy to ensure consistency and 
compliance. Trust HR Manager met with the Acting Headteacher on 1st April to discuss any HR/staff concerns. Staff survey conducted in December 2020, 100% of 
staff felt that the school handles staff and personnel issues well, maintaining the 100% results following the Spring Term staff survey 4% above the Trust average.  
. 
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H2.8 Staff exit interviews to be conducted by the Headteacher with staff who leave the school. No resignations were received in the Summer Term or the Autumn 
Term. The school have maintained 100% retention of existing staff. 
Five members of staff left during the summer term, three members of teaching staff and two members of support staff, equating to 27.8% of the existing staff at the 
beginning of the academic year 2020/2021. One member of support staff left for personal reasons and the other for a promotion in a new school. Two members of 
teaching staff left for a change in career and the third for a different role in another school. Trust HR Manager meets with the Acting Headteacher fir the monthly 
HR Meetings, last meeting held on 2nd July 2021. 
 
H2.9 The school can demonstrate that staff are not being discriminated against the 9 protected characteristics, as there is no evidence, grievances or complaints 
reflecting them. The school includes a paragraph in all adverts relating to equality. A Skills Audit is conducted fairness in new roles, to ensure fairness and that all 
are treated equally. 
 
We consider ourselves Green for this section because strong systems and processes remain in place; with the support of the Trust HR Manager, ensuring 
processes remain highly effective.  Communication remains between the Head of School staff and parents remains good. Policies are being followed and acted 
upon in addition to continued support from Trust HR Manager.  
  
The main actions required to improve/maintain this rating are … 

 Monthly meeting to continue between Acting Headteacher and Trust HR Manager. 

Additional evidence seen at the Healthcheck meeting: (available to the LGB if requested)  
 LGB minutes 
 Staff survey results from Autumn Term 

 Advert 
 OH referrals/ reports & phased return plans 

Summary of key points of last LGB discussion:  
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H3 – Development 
 

Rating: RED 
 

WHITE GREEN 
 

Guiding questions: 
H3.1 Does staff development information show relevant, fairly distributed and cost effective training for both teaching and support staff? 
H3.2 Is evidence in place of succession plans for all key roles? 
H3.3 Do effective staff have opportunities for progression at the school? 
H3.4 Is INSET training being used effectively by the school to raise standards and deliver school development priorities?  
H3.5 Is there evidence that training and intervention are leading to improvement in the quality of leadership, management, teaching and  
         learning?  
H3.6 Is there evidence of staff satisfaction in the school and how is this measured?  
H3.7 Are governors aware of the appraisal process, how is performance managed, is there evidence from staff that they feel supported with any appeals being 
addressed appropriately? 

School’s information and narrative: (to include actions and impact since last Healthcheck)  
H3.1 The Acting Headteacher confirmed all staff attended the safeguarding training in September and Bluesky training in the summer term. CPD and staff training 
is now recorded within the Bluesky training system to help support staff objectives and appraisal. Trust HR Manager continues to offer support with the system 
whilst staff adapt to the new process.  
Monthly HR meeting between Trust HR Manager and Acting Headteacher includes staff training and opportunities for staff, last meeting held 1st April 2021 with 
further meeting scheduled for 7th May. Staff survey conducted in December 2020, 94% of staff felt that the school makes appropriate provision for their professional 
development, an 8% increase from the survey conducted in the Spring Term 2020 and 7% above the Trust average. 
Trust HR Manager continues to meet with the Acting Headteacher for monthly HR Meetings to discuss training needs, planned training and development 
opportunities, last meeting held on 2nd July 2021. Training continues to be put onto the Bluesky performance management system. 
 
H3.2 The Headship structure for 20/21 has been agreed by Pay and Personnel.  and is in the process of being discussed with all individuals. The Pay & Personnel 
Committee, Chairs and Vice Chairs, discuss, review and approve succession plans Trust HR Manger to have regular contact and support the Office Administrator 
in their role. Any gaps in knowledge to be support and addressed. The Trust HR Manager continues to support Administrative Officer in her role; a Training Needs 
Analysis was conducted by the HR Manager in September which includes areas of training needs, support and additional steps. Trust HR Manager keeps the 
Acting Headteacher informed of progress. Trust HR Manager met with the office administrator on 8th September and 24th of September, 23rd October, 19th 
November and 30th November, to conduct live training and coaching. Further sessions to be scheduled. Session help to ensure knowledge of processes is in place 
and supports the confidence of the office administrator in their role. 
 
 
H3.3 Of the existing staff, 7.69% have gained internal promotions. Acting Headteacher confirmed that the new staff survey had been circulated to staff with the 
deadline of 31st December. 
94% of staff felt that the school makes appropriate provision for their professional development, an 8% increase from the survey conducted in the Spring Term 
2020 and 7% above the Trust average. 
Of the existing staff 27.8% of staff have had an internal promotion where opportunities for them to develop have been successfully secured. 
 
H3.4 The Acting Headteacher confirmed that inset training is used effectively. Of the 5 inset training day the following training programme was in place; 
Safeguarding, understanding the School Covid Risk Assessment, SDP priorities, Power of Reading, Google classroom, complete PE, Vision & Values, 
understanding Christianity, RE training with Trust Schools and behaviour. A rural schools inset had been planned for the 4th January.  
The following Training was conducted in the Spring Term; Rural Primary Phase Meetings for Curriculum, Curriculum Rural Primary School meet every Wednesday,  
Google Classroom, ICT training, Behaviour Management- 5P Profile, Reciprocal Reading, Precision Teaching, Speech and Language, Changes to EYFS- New 
Development Matters, Early Excellence- EYFS, Successful Headship. 
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A detailed training schedule for the summer term was put in place and delivered to staff.  
 
H3.5 The Acting Headteacher confirmed that the impact of training received is evident when conducting lesson observations and student behaviour had improved. 
Lesson observations continue to be conducted by the Acting Headteacher where practice is reviewed against training received.  
Lesson observations continued to be completed by the Acting Headteacher during the Summer Term. From September the Executive Headteacher and Head of 
school would complete lesson walks using the LIFE template. 
 
H3.6 The Acting Headteacher confirmed that the new staff survey had been circulated to staff with a completion deadline date of 31st December 2020. 
The Trust had held two wellbeing/workload sessions on 1st and 3rd December. 
The staff survey conducted in December 2020 showed that an impressive 100% of staff were proud to be a member of the school, a maintained response from the 
staff survey conducted in Spring Term 2020 and 2% above the Trust average. 100% felt that they were able to raise suggestion and their concerns, again 
maintained from Spring Term Survey 2020 and 4% above the Trust average. All staff in the Trust have been given a workload management day to use by the end 
of the summer term to support their wellbeing  
 
H3.7 Bluesky training organised by the Trust HR Manager, was conducted with staff virtually during school closure. Appraisal meetings for 2020/2021 have been 
held with new objectives being recorded within the new system. Trust wide objectives, approved by P&P in March were pre populated for teachers within the 
system. Appraisals for teaching staff had now been completed and recorded within the system. All CPD training is now recorded within the Bluesky system. The 
system had been received well by staff.  No threshold applications were submitted by staff in October 2020. 
Due to the enforced school closures and Covid restrictions Teaching staff midyear appraisals are due to be conducted w/c 24th May. Support staff objectives will be 
reviewed in September. All reviews will be recorded within Bluesky. 
Three members of teaching staff are eligible to apply for threshold this year with the application deadline of 31st October 2021. One member of teach8ing staff will 
increase automatically on the mainscale.  
 
We consider ourselves Green for this section because the Bluesky system has been implemented and is being used by all staff, the school works with other 
rural small schools to share practice. Strong staff survey results have been received.  
 
The main actions required to improve/maintain this rating are … 

 Teaching and Support Staff to input 2020/2021 mid-year reviews into the Bluesky system and continue to review throughout the remainder of the year 
 Continued monitoring and lesson observations to be conducted by Acting Headteacher to monitor the impact of training 

Additional evidence seen at the Healthcheck meeting: (available to the LGB if requested)  
 CPD plans 

 Staff survey conducted in Autumn Term 2020 
 Bluesky training records and user guides 
 Bluesky system 

Summary of key points of last LGB discussion:  
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Dame Tipping Church of England Primary School  

Budget Summary Report 
 

Meeting Date/Time : September 2021  
Report Author : Thomas Mercer 
 

 
1. Purpose of Report 
 
To provide an update on the budgetary position at Year-End 31st August 2021. 

2. Budgetary Summary 
 
The budget report shows the Year-End - 31st August 2021 position, with a surplus of £34,102 
compared to a budgeted year - end surplus of £5,062; a favourable variance of £29,040. 
 
The following areas have contributed to the YTD favourable variance. 
 
Income – Year-End - £8,979 over 
  
A0 - GAG funding is in line with budget 
 
The Year-End favourable variance relates to reclassification of income relating to other 
categories within the accounts.  
 
Additional Covid-19 related support incomes received during the year also partly accounts for 
this year end position. 
 
A2 - Other Gov’t Grants - Year End - £31,440 under 
High Needs, Free School meals supplementary grants and Covid-19 emergency support. The 
in-month and year-to-date adverse variance is due to income code reclassification. 
 
A3 - Private Sector Funding - Year End - £4,340 under 
The £5k budget set for this discretionary income category was based on prior year actual, which 
has not been met given the extraordinary nature of the year. 
 
A4 - Other income - Year End - £3,790 under  
The other income category includes breakfast club and catering income. 
This income category has performed well considering the 2020/21 year. The £3k adverse 
variance is considerable better that had been expected. 

Overall, this the school has ended the year with favourable income variance of c.£9k   

Expenditure – Year End £20,062 over  
 
B0 to B6- Staffing costs – Year End £5,054 over 
 
The net Year - End positions across all staff cost lines record slight variances as a result of the 
staff movement during the year. 
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The total staff costs position at year end is c.£5k above budget, which is reasonable given the 
nature of the year. 

Other Expenditure – Year End £25,116 under 
 
C0 - Maintenance of Premises costs - Year End £352 over  
 
Maintenance includes both internal maintenance, external maintenance and maintenance of the 
grounds as well as alterations and improvements.  
 
The year ended with a small overspend on this budget line reflecting the school’s effective 
management of this budget. 
 
C1 - Other Occupational costs - Year End £5,723 under 
Other occupational costs include cleaning materials, refuse disposal and utilities.  
In addition to managing the budget effectively, a strongly negotiated refund for £1,400 from 
Castle Water has contributed to the year-end position. 
 
D0 - Educational Supplies and Services - Year End £18,003 under 
Educational Supplies include curriculum supplies on books, equipment and ICT, stationery, 
primary sports grant expenditure and educational professional fees. 
 
Curriculum general resources including ICT are underspent by £3,945 at the end of June. This 
is largely attributable to the school closure, whilst restrictions were in force. 
 
The remaining underspend in this category are attributable to unutilised trip expenditure, 
deferred sports premium driven school activities and underspent IT hardware and software 
budgets. The general underspend in this category reflects the impact of the pandemic on 
teaching and learning. 
 
E0 - Other Supplies and Services - Year End £157 over  
Other supplies and services include head office recharges, catering and other office costs. 
 
This is a broad ranging budget category, from service contracts to professional fees. Although a 
c.£4k unbudgeted headteacher advert costs were incurred during the year, the school has 
ended the year with only a small overspend, owing to the careful monitoring of the sub budget 
lines.   
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F0- ICT Costs (non-capital) - Year End £401 under 
This budget category covers all the school’s IT software related licences, which was largely in 
line with budget resulting in a small favourable variance. 
 
G0- Staff Development - Year End £1,497 under 
This budget includes LBH staff development package costing £1,712. Additional courses/staff 
development activities could have been taken up had it not been for the exceptional nature of 
this year. 
 
Capital Expenditure 
 
Capital income of £40,326 is the first two instalments of the CIF funding for the fire safety works. 
A c.£15.5k major works expenditure is expected to be capitalised to the balance sheet under 
fixed asset capital reserve. 
 
Capital expenditure of £20,292 includes professional fees and contractor invoice for the CIF 
funded fire safety works project. 

Forecast for the year ended 31 August 2020 as per revised budget 

 £ 

Reserves b/f 2020/21 - The audited reserves as at 31st August 2020 (6,474)

Forecast Income 2020/21 - As per revised budget  695,947

Forecast Expenses 2020/21 - As per revised budget  (690,885)

Updated Reserves c/f 2020/21 (1,412)
 

Changes to forecast following March review 

Covid-19 related income 23,380

Under-achieved income streams (14,401)

Redundancy Payment & net staff and agency costs variance (5,054)

Underspend on ‘Other Costs’ 25,116
 
Updated forecast reserves as at 31st Aug 2020/21 * 

29,040

 

* This is a pre-audit estimate and subject to audit adjustments 



COMPARATIVE SPENT

Actual

F&F Agreed 
Revised 2020‐
2021 Budget Variance Actual

F&F Agreed 
Revised 2020‐
2021 Budget

F&F Agreed 
Revised 2020‐
2021 Budget Forecast

F&F Agreed 
Revised 2020‐
2021 Budget (%)

Income

A0 ‐ GAG funding 45,321 43,283 2,038 589,825 541,277 541,277 589,825 541,277 108.97 %

A2 ‐ Other Govt Grants 181 5,665 (5,484) 103,230 134,670 134,670 103,230 134,670 76.65 %

A3 ‐ Private Sector Funding ‐ 5,000 (5,000) 660 5,000 5,000 660 5,000 13.20 %

A4 ‐ Other Income 1 1,250 (1,249) 11,210 15,000 15,000 11,210 15,000 74.74 %

Total Income 45,503 55,198 (9,695) 704,926 695,947 695,947 704,926 695,947 101.29 %

Expenditure

Staffing Expenditure

B0 ‐ Teaching Staff 26,834 27,198 364 305,731 302,884 302,884 305,731 302,884 100.94 %

B1 ‐ Educational Support Staff 12,947 18,779 5,832 154,782 221,049 221,049 154,782 221,049 70.02 %

B2 ‐ Premises Staffing 967 ‐ (967) 14,746 ‐ ‐ 14,746 ‐ ‐

B3 ‐ Admin Staffing 3,052 ‐ (3,052) 36,633 ‐ ‐ 36,633 ‐ ‐

B4 ‐ Other Staff ‐ ‐ ‐ 6,129 ‐ ‐ 6,129 ‐ ‐

B5 ‐ Agency Staff 367 250 (117) 13,966 3,000 3,000 13,966 3,000 465.53 %

B6 ‐ SLT Staff Costs ‐ ‐ ‐ ‐ ‐ ‐ ‐ ‐ ‐

Total Staffing Expenditure 44,167 46,227 2,060 531,987 526,933 526,933 531,987 526,933 100.96 %

C0 ‐ Maintenance of Premises ‐ 581 581 7,852 7,500 7,500 7,852 7,500 104.69 %

C1 ‐ Other Occupational Costs (1,356) 1,047 2,403 11,665 17,388 17,388 11,665 17,388 67.08 %

D0 ‐ Educational Supplies and Services 709 2,727 2,018 22,763 40,766 40,766 22,763 40,766 55.84 %

E0 ‐ Other Supplies and Services 4,255 7,504 3,249 92,365 92,208 92,208 92,365 92,208 100.17 %

F0 ‐ ICT Costs (Non Capital) ‐ 214 214 2,189 2,590 2,590 2,189 2,590 84.52 %

G0 ‐ Staff Development ‐ 168 168 2,003 3,500 3,500 2,003 3,500 57.22 %

Total Other Expenditure 3,608 12,241 8,633 138,836 163,952 163,952 138,836 163,952 84.68 %

Total Expenditure 47,775 58,468 10,693 670,823 690,885 690,885 670,823 690,885 97.10 %

Surplus / (Deficit) excl. Capital (2,272) (3,270) 998 34,102 5,062 5,062 34,102 5,062

Management Accounts Report as at 31st August 2021

48,548

DAM ‐ Dame Tipping Primary School
CURRENT PERIOD YTD TOTALS FULL YEAR

Variance

(3,790)

(31,440)

(4,340)

66,267

8,979

(2,847)

(6,129)

(14,746)

(36,633)

(5,054)

(352)

(10,966)

‐

18,003

5,723

(157)

401

1,497

25,116

20,062

29,040



Management Accounts Report as at 31st August 2021
Notes to the Management Accounts

Capital

Capital Income

W0 ‐ Capital Income ‐ ‐ ‐ 40,326 ‐ ‐ 40,326 ‐ ‐

Total Capital Income ‐ ‐ ‐ 40,326 ‐ ‐ 40,326 ‐ ‐

Capital Expenditure

W1 ‐ Capital Expenditure ‐ ‐ ‐ 35,640 ‐ ‐ 35,640 ‐ ‐

Total Capital Expenditure ‐ ‐ ‐ 35,640 ‐ ‐ 35,640 ‐ ‐

Total Capital Funds ‐ ‐ ‐ 4,686 ‐ ‐ 4,686 ‐ ‐

Surplus / (Deficit) inc. Capital (2,272) (3,270) 998 38,788 5,062 5,062 38,788 5,062

40,326

40,326

4,686

33,726

(35,640)

(35,640)
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Finance Healthcheck report for Finance & Facilities Committee 
               
School Name: __ _ Dame Tipping ___ Term to which this Healthcheck applies:     Summer   Autumn   Spring    
                         2021 XX     XX 
Completing the Healthcheck: 
1. For each of the 3 sections that follow, the school should complete a draft response, to include brief detail, data and explanation and a proposed rating. 
This should be sent to the link Governor and the Director of Standards a week in advance of the meeting. Additional data and examples may be made 
available for scrutiny at the meeting. Relevant information from the previous Healthcheck should be retained; out-of-date- information should be delete; 
changes or new information should be highlighted in YELLOW.  
2. The link governor and/or Director of Standards will meet with the school representative to interrogate the document, scrutinise evidence, agree the 
proposed rating and agree how much and which evidence should be presented to the LGB (Local Governing Body).  These meetings may be held in person 
or virtually and may be preceded by email exchanges regarding the draft content 
3. Where any category is not rated Green, a brief outline of actions being taken should be included; if any category is rated Red, a separate exception report 
should be provided. 
4. The final Healthcheck draft as agreed with the link governor must be completed in time to be sent out to governors with other paperwork one week in 
advance of the LGB meeting. Having read this, governors should try to send any questions arising to the clerk for circulation in advance of the meeting. 
When possible, it is the link governor who should raise the Healthcheck at the LGB meeting, with the member of school supporting.  This should not involve 
reading or summarising the whole document; only significant issues, or questions to be answered, should be raised.     
5. At the LGB meeting, governors should scrutinise the Healthcheck and any evidence presented to satisfy themselves that they can confidently agree the 
proposed rating (or, when appropriate, to amend it). A brief summary of any discussion or questions asked at the LGB will be added to the Healthcheck 
commentary by the clerk, from the minutes of the meeting, and returned to the school ready for the next update. 
6. Once agreed, the final Healthcheck should be sent to the Clerk of the Trust Board; ready to be forwarded to the next relevant Committee. 
 
Rating: 
Green suggests the school is highly effective in this measure (A strength of the school; Ofsted Good or better) 
Red suggests the school is not yet effective in this measure (An area for development for the school; Ofsted RI or worse) 
White suggests the school is effective in this measure but is working to improve it (Broadly average; not yet confidently Ofsted Good) 
 

Draft Healthcheck completed by: ___Thomas Mercer___ (School Representative)  
Meeting to confirm the Healthcheck with: ___ Marcia Hagon ___ (LIFE Exec/Link Gov) on ___  September, 2021__ (Date) 
Healthcheck presented to and agreed by the LGB on: __20th September, 2021_ (Date) 
  

  Completion Date: Jan May Sept Jan May Sept 

    2020 2020 2020 2021 2021 2021 

F1 Viability R R W W G G 

F2 Probity W G G G G   G 

F3 
Knowledge, Understanding, 
Planning & Procedures 

G G G G G   G 
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F1 – Viability Rating: RED 
 

WHITE 
 

GREEN 
X 

Guiding Questions:  
F1.1 Are Governors aware of the budget setting process?  Has the Academy set an in year balanced budget? 
F1.2 Is there evidence of a 3-year financial forecast. Does this include realistic assumptions and pupil number estimates?  
F1.3 Have Governors received the audited accounts? Does this illustrate that the Trust is a ‘going concern’?  
F1.4 Are Governors aware that the Trust financial statements include the publication of executive pay which must also be included on the Trust 
website? 
F1.5 What evidence is available to Governors to demonstrate that monthly management accounts are produced which include a variance report?  
F1.6 Do Governors receive termly pupil numbers and projections? 
F1.7 Have any legal cases been lodged against the school?  Has the potential financial implication been accounted for? 

AFH 
2.10 
2.1.1 

1.14,2.8.1 
2.32 
2.19 

 
2.18 
2.12 

School’s information and narrative – (to include actions and impact since last Healthcheck) 
 
F1.1  

 Governors are aware of the budget setting process. The 2020/21 budget and assumptions were presented and approved by the LGB in the Spring Term. The 
Academy set an in-year balanced budget for 2020/21.  

 The budget is revised in November 2020 to consider changes in staffing and in light of changes to opening reserves resulting from the audit. The August 2020 
management accounts reported a closing reserves surplus of £145 however an audit adjustment of £6,514 lead to an audited opening deficit position of £6,474. The 
2020/21 revised budget shows an in-year surplus of £18,507 and a closing surplus of £12,033. The revisions to the budget will be set out to Governors in the budget 
report presented in the January 2021 LGB meeting.  

 A balanced budget for 2021/22 is currently being compiled.  Thomas (Head of Finance), Amy Holmes (Headteacher), Marcia Hagon (Link Finance Governor), Greg 
Brome (Chair of Governors), Denise (Operations Director) will meet to discuss the first draft of the budget.  This will be presented for approval by the Finance and 
Facilities Committee on 8th June, and will be presented to the LGB in the July meeting.  We have received the GAG statement on 23rd February 2021 and the above 
process is being followed to prepare the new budget. 

 The school’s proposed 2021/22 balanced budget recommended to the Board of Trustees by Finance and Facilities Committee were approved on the 10th July 2021. 

F1.2  
 The 3-year forecast is compiled by the Trust on the basis of the current budget and forecast outturn. All known assumptions are included. This forecast was agreed 

by the Trust Finance & Facilities committee on 16 June 2020. 
 The School’s 3-Year Budget Forecast was also approved on the 10th July, 2021 

F1.3  
 The audit for 2019/20 was reviewed by the Finance and Facilities Committee on 10th November 2020.  The audit partner, Mr James Cross, attended the meeting and 

presented the financial statements for the year ended 31 August 2020 and the auditors’ management letter that sets out the findings of the audit and any matters for 
improvement. The Committee members were given the opportunity to ask questions of the audit partner relating to the audit process. The financial statements were 
approved by the Trust Board on 24 November 2020. The signed accounts, the auditors’ management letter and the internal audit annual report were submitted to 
ESFA on 21st December 2020 and was filed with Companies House on the 10th December 2020. The academies accounts return (AAR) was filed with the DfE on the 
10th February 2021. 

 A copy of the audited financial statements and management letter will be shared with the LGB at the January meeting. 

The trustees report within the financial statements include a going concern paragraph which confirms that the trustees have considered the impact of the Covid-19 pandemic 
on the Trust’s activities and financial position and have reviewed the forecasts for a period of at least twelve months following the date of approval of the financial statement. 
On this basis they conclude that the trust has adequate resources to continue in operational existence for the foreseeable future and is therefore a going concern. The going 
concern basis has therefore been adopted in preparation of the financial statements (see page 40 of the financial statements). The auditors refer to this statement in their 
report on page 32 and consider it appropriate. 
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F1.4 
 Governors are aware that the Trust financial statements include the publication of executive pay and this will be highlighted when the financial statements are 

presented to the LGB at the January meeting. Governors were reminded at the last Healthcheck meeting this information is also published on the Trust website. 

F1.5  
 A monthly outturn report is produced which highlights variances against budget and provides an explanation for any significant variances. The reports are presented 

to the governors at each LGB meeting. This forms the basis for capturing any foreseen events to assess impact on forecast outturn. 

F1.6 
 Pupil number estimates are included a key budget assumption that is reported as part of the budget setting process and in the preparation of the 3-year forecasts. 

They are again reviewed when the budget is revised in November each year. Projections for the year are included as part of the monthly management accounts. 

F1.7     There are no legal cases lodged against the school.  
WHERE THIS INVOLVES A CHANGE OF RAG RATING, PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be GREEN or this section as all areas have been met 
 
The main actions required to maintain this rating are to demonstrate the school’s continued access to sufficient resources to continue operating viably. 
Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested)  

 Signed Audited accounts 
 Management Report 

 An improved in-year position following the latest review of the budget presenting a forecast year-end outturn of c. £30k 
 An approved 2021/22 surplus budget of £17.4k  

Summary of key points of previous LGB discussion:  
F1 - has moved to Green as the school is viable and work has commenced on next year’s budget   

Mrs Broom reported that the Financial Academies Handbook would be available in June and would come into effect in September, this would be circulated 
and any changes highlighted as they may affect future Healthchecks. 
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F2 – Probity  Rating: RED 
 

WHITE 
 

GREEN 
X 

Guiding Questions 
F2.1 Have Governors received the annual letter which is sent to the accounting officer covering issues such as developments in the accountability 
framework?  
F2.2 Does the Academy have a register of interests for Trustees and budget holders in place?  Are there measures in place to manage conflicts of 
interest and any relationships with related parties? Can these be proved to be in accordance with the Academy Trust Handbook 
F2.3 What evidence is there that any management letter points raised by auditors have been responded to, and within a timeframe set by the ESFA 
F2.4 Who is the Trust’s external auditor?  Are Governors aware of their term and the requirement to retender every 5 years? 
F2.5 Can the school demonstrate how it is delivering assurance through independent challenge e.g. internal audit, or any other means identified in 
the Academy Trust Handbook?  
F2.6 Have Governors seen evidence of internal audit reports?  How are risks reviewed and the frequency? What evidence is in place to show that 
internal audit is undertaken by an independent auditor? Have all internal audit requirements been met including the demonstration that funds must 
not be used to purchase alcohol? 
F2.7 Have Governors seen the structure of the Executive team and their areas of responsibility? 
F2.8 Have Governors seen the scope of work for internal audit? 

AFH 
1.2.2 

 
3.10.1- 3.10.22 

 
 

3.16 
4.5 

 
3.22 

 
3.15 3.17, 3.20 

2.35 
1.4,1.8 

1.26,1.36,1.37,1.38 
3.1,3.18,3.23 3.15 

School’s information and narrative – (to include actions and impact since last Healthcheck) 
F2.1  

 The annual letter sent to Accounting Officer is distributed to Governors in the Autumn Term along with the Academies Financial Handbook. All developments and 
issues raised are discussed at this meeting. 

 The annual ESFA Letter to Academy Trust Accounting Officers was shared with all Chairs and Governors on the 14th July 2021. The letter will be included in Agenda 
packs for deliberations in the Autumn Governors meeting. 

F2.2  
 The register of interests is maintained by the Clerk.  Budget holders register of interests are held in the FBA finance office. Any declared interests are reported to the 

Finance & Facilities Committee and are reviewed as part of the internal and external audit process. Any identified interests are managed in line with the Academies 
Financial Handbook and brought to the attention of the external auditors to verify that the ‘at cost’ requirement has been met (where transactions with related parties 
exist). 

F2.3  
 The audited management letter was reviewed by the Finance & Facilities Committee on 10th November 2020 and by the Trust Board on the 24th November 2020.  

Of the 7 points that were raised, 4 were minor points and rated green, and 3 had a medium rating. All of the medium points have been resolved with the introduction 
of PS Financials and the move to centralise the finance function, as a result of the new system.  The management responses for 2019/20 had all been dealt with 
appropriately and cleared. 

F2.4  
 The Trust’s external auditor is Moore Kingston Smith LLP. The year ended 31 August 2020 was the final year of their 3-year term. Governors were informed at the 

last Healthcheck meeting – the re-appointment of Moore Kingston Smith LLP by the Trustees at the last members meeting for another 3-year term. The end of the 
current re-appointment will be 6 years of continuous service, which breaches the new Academy Trust Handbook (ATH) requirement to retender after 5 years. 
Trustees will discuss options and decide on the appropriate measures to prevent breaching the ATH. 

 
 
 



5 
 

F2.5  
 The Trust employs SBM Services to deliver its programme of internal scrutiny, as required by the Academies Financial Handbook. The scope of work covers 9 keys 

areas that are reviewed annually for Dame Tipping. The last review for Dame Tipping was carried out remotely in the 19/20 Summer Term and focused on payroll and 
purchasing. The internal audit report was reviewed at the 16th November 2020 LGB meeting. 

 The Spring Healthcheck Reports have been produced to be discussed with Lead Governor ahead of a comprehensive discussion at full LGB meetings. 
 The Trust’s Internal Audit was carried out remotely in July 2021 and the reports were made available over the Summer and will be shared with Governors at the 

Autumn Governor’s meeting. 

F2.6  
 Internal audit visits are carried out on a termly basis by an external consultant SBM Services and reports are shared with the Governors. Using an external consultant 

to carry out the internal audit assures independence. The Trust has 3 visits per year for FBA and Benhurst and an annual visit for the smaller primary schools. The 
reports are shared with the LGB. For Dame Tipping the 2019/20 report was shared at the November 2020 LGB meeting.  

 The scope of the work is reviewed by SBM at the start of every year to ensure that it considers any changes in the Academies Financial Handbook. Risks are 
reviewed at the start of the year, for example, risks associated with the introduction of the new finance and payroll system were highlighted and reviewed in the first 
internal audit visit of this year (for FBA and Benhurst), covering the payroll and purchasing areas.  

 SBM Services ensure that all internal audit requirements are met as part of their engagement including the demonstration that funds must not be used to purchase 
alcohol - this forms part of their review of purchasing. 

 The Trust’s Internal Audit was carried out remotely in July 2021 and the reports were made available over the Summer and will be shared with Governors at the 
Autumn Governor’s meeting. Implemented actions will be reported at subsequent meetings to allow Governors to monitor progress. 

F2.7  
 Governors are aware of the structure of the Trust. ‘Trust Issues’ is a standing agenda item at each LGB meeting to inform governors of trust business. 
 Chairs & Vice Chairs also meet termly with the Trust CEO where details of all relevant Trust updates are shared. 

F2.8  
 The Trust board approves the scope of work for the internal audit annually and this is also shared with the LGB. The scope of the internal audit was agreed by the 

Finance and Facilities Committee on 10th November 2020. 
 The 2021/22 year’s Internal Audit Scope will be agreed by the Trust board at the 9th November meeting and will be shared with Governors afterwards. 

WHERE THIS INVOLVES A CHANGE OF RAG RATING, PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be GREEN or this section as all areas have been met 
 
The main actions required to maintain this rating are to ensure full compliance of the Academy Trust Handbook and associated internal and external audit 
measures are in place to evidence these.  
 
Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested) 

 Annual letter to accounting officers from Eileen Milner from ESFA (to be shared with Governors during the Autumn term Governor meetings) 
 Register of interests 
 Internal audit reports  
 External audit management letter 

Summary of key points of previous LGB discussion:  
 F2 - Probity - Rating Remaining Green 
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F3 – Knowledge, Understanding, Planning 
& Procedures 

Rating: RED 
 

WHITE 
 

GREEN 
X 

Guiding Questions 
F3.1 Is there evidence of benchmarking areas of high expenditure i.e. staffing? Have Governors seen the School Resource Management Self-
assessment tool? 
F3.2 How does the school show that it has internal control risk management processes in place?  
F3.3 What dated evidence is available to Governors to see that all ESFA deadlines for financial returns have been met?  
F3.4 Have all Governors received the Academy Trust Handbook, with the annual summary of changes?  
F3.5 Is there a Scheme of Delegation of financial powers in place? Is there evidence that this has been reviewed annually?  
F3.6 Does the school have adequate insurance in place?  If external provider, has this been evaluated against the DfE’s risk protection arrangement?  
F3.7 Are Governors aware of the sources of income generation?   Is the statutory charging policy in place?  
F3.8 Does the school have a financial manual in place?  Is there evidence to show that it has been aligned with the Academy Trust Handbook on an 
annual basis? 
F3.9 Are Governors aware that the Trust has a risk register in place? What is the LGB input to this?  
F3.10 Are Governors aware of the risk of cybercrime? Are their measures in place to mitigate this? Are Governors aware of action to be taken if a cyber-
security incident occurred? 

AFH 
2.14, 6.8 

 
3.1,3.15 
2.15 4.1 

2.13,2.3.3 
2.11 

 
2.4 
2.4 

 
2.5.1 
2.38 

 
6.16 

 
F3.1  

 A benchmarking exercise took place as part of the 2020/21 budget setting process using the ESFA schools resource management self-assessment tool. The tool 
produces a dashboard which shows how the school’s data compares to thresholds on a range of statistics that have been identified as indicators for good resource 
management and outcomes. The benchmarking exercise used the data from 2019/20 projections and identified the spend on teaching staff as a proportion of total 
expenditure to be low and the spend on educational support staff to be high, explained by the use of HLTA’s to deliver some classes. Review of the staffing structure 
will continue in 2020/21. 

 The benchmarking exercise will take place during each budget setting cycle.  
 From 2021 it is now compulsory to complete and submit this form by 15 March 2021. This has been extended to 15th April 2021. 
 The 2019/20 Return has been completed and approved by the Chair and another member of the Trust Board for submission to the ESFA. It has been recommended – 

subject to the full Board’s approval - to keep the subject of the SRMSAT as a standing Agenda item at all Trust Committee and Board meetings to enable effective 
monitoring of agreed improvement actions.  

F3.2  
 Internal audit visits take place on an annual basis to review internal controls. Internal controls are aligned to the requirements of the Academies Financial Handbook 

through the Trust financial procedures manual. Internal audit reports are reviewed by the LGB annually. 

F3.3  
 Evidence is available at trust level from the School Business Manager. 
 The following deadlines have been met in the first term of 2020/21: 
 The budget forecast return 3 year submitted on 28th September 2020 
 Land and Buildings collection Tool submitted on 16th December 2020 
 Trust financial statements, management letter and annual internal scrutiny report submitted on 21 December 2020. 
 The deadline for submission of the academy’s accounts return has been extended to 23 February 2020. This was actually submitted on the 10th February 2021. 
 The governors are informed of annual requirements when the Academies Financial Handbook is sent to governors in the Autumn term, with a summary of changes. 
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F3.4 
 The 2021/22 version – The Academy Trust Handbook along with the summary of changes were sent to Governors on the 17th June 2021. 

 
 
F3.5 

 The Trust’s Scheme of delegation can be located on the LIFE Website.  Evidence can be found in minutes of committee meetings and also internal audit reports. The 
latest scheme of delegation was approved at the November 2020 LIFE Board meeting. 

 The latest version including annual Academy Trust Handbook updates and Trust updates will be reviewed and approved by the Trust Board at the 9th November 
meeting and shared with Governors thereafter. 

F3.6  
 Adequate insurance is in place via Zurich Insurance. The renewal for 2020/21 was evaluated against the DfE’s RPA cost of £18 per pupil. As a Trust wide policy, 

Zurich offered a more comprehensive cover for the same cost. This exercise will be repeated in good time before renewal next year. 
 All Trust wide policies have been evaluated and renewed for the 2021/22 Academic year. 

F3.7  
 Governors are aware of the sources of income generation and these are reported on in the monthly outturn reports. The statutory charging and remissions policy are in 

place. 

F3.8  
 The Finance Procedures Manual can be found https://lifeeducationtrust.com/wp-content/uploads/2020/06/LIFE-Finance-Procedures-Manual-Ratified-June-2020-2.pdf  

this was adopted in June 2020. 
 The internal auditor uses it as a basis for testing to inform Governors that it is being adhered to. The finance procedures manual is updated annually by the Trust (last 

updated June 2020) and circulated to each school. 
 The Trust Finance manual has been updated with the Academy Trust Handbook changes and will be reviewed and approved by the Trust Board at the 9th November 

2021 meeting and shared with Governors thereafter. 

F3.9  
 Governors are aware of the existence of the Trust’s risk register which is reviewed by the Trust board termly and shared with the LGB annually. Any feedback from 

LGB members on the risk register is considered by the Trust board. 

F3.10  
 Governors have been briefed of the Trust’s awareness of the risk of cyber crime and informed of work being done to mitigate this risk. A digital strategy which sets out 

the Trust’s risk mitigation plans including a move to cloud based server hosting and also taking out insurance policies against Cybercrime has been developed for 
discussion and approval at the Trust Board’s 7th September 2021 meeting. This will be shared with Governors thereafter. 

 
WHERE THIS INVOLVES A CHANGE OF RAG RATING, PLEASE BE EXPLICIT ON WHAT HAS CHANGED TO BRING THE NEW RATING 
 
We consider ourselves to be GREEN or this section as all areas have been met  
 
The main action required to maintain this rating are to ensure that adequate risk mitigating measures are in place. To provide sufficient evidence to enable 
Governors to assure themselves of the adequacy of Trust governance and internal risk management controls measures being followed. 
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Additional evidence: (This should be made available for the link governor to scrutinise and to the LGB if requested)  
 

 Internal audit report; the Link Governor has seen the Autumn Term Internal Audit Report 
 2021/22 Trust Board Approved budget 

 Academy Trust Handbook - Link to the Academies Trust Handbook added to Healthcheck - 
https://assets.publishing.service.gov.uk/media/60c8d0318fa8f57ce8c4621e/Academy_trust_handbook_2021.pdf 

 Scheme of Delegation - (Updated version yet to be considered for approval by the Board’s Finance & Facilities Committee on the 9th November 2021) 
 Finance Manual - (Updated version yet to be considered for approval by the Board’s Finance & Facilities Committee on the 9th November 2021) 
 Charging and remission policy 

 E-mail confirmation of submissions to the ESFA are available 

Summary of key points of previous LGB discussion:  
  

F3 – remains Green.   
Two audits have taken place which have had positive outcomes 
 

 The Headteacher reported that PS Financials was working well for the school and it was useful to see line by line accounts.  The Director of Operations reported that 
the system will eliminate some of the issues raised during the audits.  

 



Formerly the Academies Financial Handbook, the new Academy 
Trust Handbook comes into effect on 1 September 2021. 

 
Changes to the Handbook include:  

 
 New name for the Academies Financial Handbook – it's been renamed as the 

Academy Trust Handbook 
 

 Trusts must be aware of the risk of cybercrime, put in place proportionate controls 
and get permission from the ESFA before paying any ransom demands 

 
 The ESFA can obtain information from third parties about the trust, where it has 

concerns about financial management and/or governance. The trust must give 
permission for this to the ESFA if it requests it 

 
 Trusts are advised to liaise with their RSC when their senior executive leader is 

planning to leave the Trust to discuss structure and options. 
 

 From 1 March 2022, any newly appointed senior executive leader can only be a 
trustee if: 

                    -The members decide to appoint them as a trustee, and 
                    -The senior executive leader agrees, and 
                    -The trust's articles permit it 
 

 The Trust must get approval from the ESFA for severance payments where: An exit 
package which includes a special severance payment is at or above £100,000, 
and/or the employee earns over £150,000 
 

 No one from the senior leadership team can conduct internal scrutiny  
 

 The trust should retender the external audit contract at least every 5 years 
 

 Where the finance committee and audit and risk committee are separate, the chair 
cannot be the same person (the chair of trustees still can’t be the chair of the audit 
and risk committee) 

 
 The trust board should review the scheme of delegation annually (and immediately 

where there’s been a change in trust management or organisational structure) 
 

 The trust board should have an objective independent external review of its 
effectiveness, ideally routinely 

 
 New name for the clerk to the Board – they’re now the ‘governance professional’ 

 
 New name for the financial notice to improve (FNtI) – this is now called the notice to 

improve (NtI), to reflect that the ESFA can intervene in broader governance issues 
and not just financial concerns 

 



 The Trust must make sure it gets DBS certificates for all staff, supply staff, trust 
members, trustees, and individuals on committees and local governing bodies (this 
was already a duty under Keeping Children Safe in Education) 

 
 The Trust must make sure trust members aren’t subject to a section 128 direction 

(this is more explicit in this handbook, but was mentioned in the previous handbook) 
 

 The trust board has a duty to safeguard and promote the welfare of children and 
have regard to statutory safeguarding guidance (this was already the case under The 
Education (Independent School Standards) Regulations 2014 and Keeping Children 
Safe in Education) 

 
 As the employer, the trust is responsible for Estates including the health and safety of 

staff, pupils and visitors. 
 

 The trust must make the agenda, approved minutes, and any other documents 
considered at each meeting, available for public inspection (this was already covered 
in the model articles of association) 

 
 The trust should have places on your board reserved for parents (having parent 

trustees and/or parent local governors was already a requirement in the model 
articles of association, and set out in DfE guidance) 

 
 
DBroom 
24.6.21 
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Academy trusts must comply with this handbook as a condition of their funding 

agreement. It provides an overarching framework for implementation of effective financial 

management and other controls, consistent with your obligations as publicly funded 

bodies. Other resources are available to help you get the right systems in place.  

In addition, managing your resources will support best value and promotes public 

accountability.   

Feedback 

To provide feedback about the handbook or to contact ESFA for guidance please 

complete an enquiry form.  

http://www.education.gov.uk/kc-enquiry-form
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Foreword by Baroness Berridge 

Academy trusts perform an important role in advancing education 

for the public benefit.  As we recover from Covid-19, I have been 

incredibly impressed by how strong academy trusts have been 

able to adapt and continue to advance education even under 

these most challenging of climates, supporting their schools to 

deliver the best possible outcomes for our young people. 

My aspiration is for all schools to have this support and to thrive 

by being part of a confident and successful multi-academy trust. 

For this to happen, it is important that the regulatory framework 

set by government is intelligent, transparent and efficient, helping trusts to build capacity, 

to seek ever higher quality and be well run, whilst reflective of their contractual 

agreement with the Secretary of State. The framework needs to be able to protect 

children’s education and the proper use of public money, enabling rapid and effective 

action to be taken in the rare instances where concerns arise in trusts. 

We continue to strengthen and develop the regulatory framework, reflecting the central 

role trusts now play in the school system. This year, in a significant first step, we are re-

branding the Academies Financial Handbook to be known as the Academy Trust 

Handbook and highlighting within it trusts’ existing responsibilities in a wider range of 

areas, acting in the spirit of clarity and providing close to a ‘one stop shop’ for trustees, 

local governors and leaders of trusts. In particular, we are pointing you to the key 

legislation and guidance about safeguarding, health and safety and estates management 

by which you are already bound. It is essential that trusts comply with these important 

requirements to ensure the welfare of pupils. Nothing is more important than keeping 

children and those who work with them safe; this and effective education can only be 

achieved in a well-maintained, secure, and comfortable environment. The scope of the 

handbook reflects my vision to provide you with clear and comprehensive guidance to 

help you deliver excellent oversight of your schools. 

In parallel, recognising how we continue to intervene on occasion in broader governance 

issues, not only in response to financial management concerns, we are updating the 

name of the Financial Notice to Improve. Going forward this will be known as a Notice to 

Improve. 

I also want to draw your attention to three further additions to the handbook; again, these 

are not new requirements for those governing and leading trusts, but we are taking this 

opportunity to expressly remind you of your obligations. 

First, the handbook emphasises that trusts should reserve places in their governance 

structure for parents, carers or other individuals with parental responsibilities – either on 

the main trust board or in local governing bodies. Involving parents in trust governance 



6 

helps ensure that boards stay accessible and connected to the community they serve 

and supports robust decision making. 

Secondly, the handbook highlights the benefit of commissioning an external review of 

your governance, as a stronger means of identifying potential improvements, rather than 

self-assessment alone. I encourage you to consider a review if your trust is undergoing 

significant change, but also to reflect on how it could support you more routinely. The 

handbook points you to resources that can help. 

The final area to emphasise is cyber security. Many of you will be aware of the increasing 

number of cyber-attacks involving ransomware which are affecting the education sector 

and others. I know that these events can have devastating effects on organisations and 

individuals, and the Department continues to work with crime prevention agencies to help 

trusts protect themselves. The handbook highlights the National Crime Agency’s advice 

not to pay ransoms, and to approach us if your trust finds itself in the very difficult 

position of contemplating such a payment. 

I want to end by thanking you for your resilience and commitment to effective 

governance, leadership and financial management in the most demanding of years. 

Thank you for all you have provided to your pupils, families and communities over this 

time. As the regulatory framework continues to develop, please do draw on the handbook 

as an essential tool to support improvement in these areas. 

 

  

Baroness Berridge  

Parliamentary Under Secretary of State for the School System 
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Who should read this handbook 

Find out if this handbook applies to you. 

Read this handbook if you have responsibility for governing, managing or auditing an 

academy trust. This includes: 

• academy members, chairs of trustees, trustees, local governors and audit and 

risk committee members 

• academy accounting officers, chief financial officers and governance 

professionals (clerks to the board) 

• academy auditors. 

The handbook comprises short topics explaining requirements that trusts must follow. 

Depending on your role, you may need to read other material, which is signposted 

throughout. 

What the handbook covers 

The handbook: 

• describes the governance and financial responsibilities of academy trusts 

reflecting their status as charitable companies acting in the public interest 

• refers to trusts’ statutory responsibilities covering safeguarding and health and 

safety 

• explains when trusts must obtain ESFA approval in advance for financial 

transactions. Trusts must ensure they are familiar with these requirements as 

described in part 5. ESFA may intervene where trusts do not seek ESFA 

approval in advance  

• balances the need for effective financial governance with the freedoms that 

trusts need over their day to day business  

• sets out the areas of HM Treasury’s Managing Public Money applying to trusts, 

and reflects The 7 principles of public life (selflessness, integrity, objectivity, 

accountability, openness, honesty and leadership) to which public office 

holders must adhere 

• covers all types of academy including single academy trusts, trusts with 

multiple academies, free schools, studio schools, university technical colleges, 

alternative provision and special academies 

• must be complied with as a requirement of trusts’ funding agreements with the 

Secretary of State 

• sets out that ESFA may intervene where it has concerns about the trust’s 

compliance with financial management requirements and describes potential 

consequences for trusts and individuals. 

 

https://www.gov.uk/government/publications/managing-public-money
https://www.gov.uk/government/publications/the-7-principles-of-public-life
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Using the handbook 

In the handbook: 

• ‘must’ – identifies requirements. A list is at part 8 

• ‘should’ – identifies minimum good practice which trusts should apply unless 

they can demonstrate that an alternative approach better suits their 

circumstances. 
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What has changed in this edition? 

The main changes are as follows. 

Roles and responsibilities 

• Information on suitability checks for existing and future members [1.4] 

• Confirming that trusts should have reserved places for parents in their 

governance structure [1.11] 

• Highlighting trusts’ obligations in relation to safeguarding [1.15], health and 

safety [1.17] and estates management [1.20] 

• Emphasising the process if appointing a senior executive leader as a trustee 

[1.23] 

• Emphasising the value of external reviews of governance for trusts [1.32] 

• Advising trusts to liaise with their RSC when their senior executive leader is 

planning to leave the trust to discuss their structure and options [1.36] 

• Replacing the term clerk with governance professional [1.49] 

• Reminding trusts of the requirement for Disclosure and Barring Service checks 

[1.51 and 1.52]. 

Main financial requirements 

• Explaining when trusts should review their scheme of delegation [2.4] 

• Updating information on what trusts need to publish on their website in relation to 

employees whose benefits exceed £100k [2.32] 

• Reminding trusts of governance documents which need to be available for public 

inspection [2.51]. 

Internal scrutiny 

• Explaining that the chair of the audit and risk committee should not be the same 

person as the chair of the finance committee [3.10] 

• Explaining that internal scrutiny must not be carried out by a member of the 

senior leadership team [3.15] 

Annual accounts and external audit 

• Setting out when trusts should re-tender for their external audit service [4.5] 
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Delegated Authorities 

• Explaining that trusts must obtain prior approval for staff severance payments 
of £100k or more which include a non-statutory/non-contractual element, and/or 
where the employee earns over £150k [5.12]. 

The regulator and intervention 

• Introducing a requirement for trusts to provide ESFA with authority to obtain third 

party information [6.5]. 

• Providing trusts with advice and guidance on cybercrime [6.16 and 6.17] 

• Renaming the Financial Notice to Improve (FNtI) to Notice to Improve (NtI) 

reflecting how ESFA intervenes in broader governance issues [6.18 to 6.22] 
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Part 1: Roles and responsibilities 

The duties of key people responsible for running academy trusts. 

1.1 Trusts perform an important role in advancing education in the public benefit. 

Accordingly trustees and management must have the skills, knowledge and 

experience to run the academy trust. Understanding your role will help ensure the 

trust complies with legal and contractual duties. 

Members 

What members do  

1.2 Every trust has members who have a similar role to shareholders of a company 

limited by shares. They: 

• are the subscribers to the memorandum of association (where they are 

founding members)  

• may amend the articles of association subject to any restrictions created by the 

funding agreement or charity law  

• may, by special resolution, appoint new members or remove existing members 

other than, where there is one, the foundation/sponsor body and any members 

it has appointed   

• have powers to appoint trustees as set out in the trust’s articles of association 

and powers under the Companies Act 2006 to remove trustees  

• may, by special resolution, issue direction to the trustees to take a specific 

action 

• appoint the trust’s external auditors and receive (but do not sign) the audited 

annual report and accounts (subject to the Companies Act) 

• have power to change the company’s name and, ultimately, wind it up.  

How many members should there be? 

1.3 The academy trust must have at least three members, although the Department’s 

strong preference is that trusts should have at least five members. Having more 

members:  

• provides for a more diverse range of perspectives 

• ensures members can take decisions via special resolution without requiring 

unanimity. 

Suitability of members 

1.4 Trusts must ensure that their members are not currently subject to a direction made 

under section 128 of the Education and Skills Act 2008 which prohibits individuals 

https://www.legislation.gov.uk/ukpga/2008/25/contents
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from taking part in academy trust management, and that they do not appoint as a 

member, a person who is currently subject to a section 128 direction. 

Can employees be members? 

1.5 No. Members must not be employees of the trust, nor occupy staff establishment 

roles on an unpaid voluntary basis.  

Can trustees be members? 

1.6 There should be significant separation between the individuals who are members 

and those who are trustees. If members sit on the board of trustees this may reduce 

the objectivity with which the members can exercise their powers. The Department’s 

strong preference is for a majority of members to be independent of the board of 

trustees. 

Working with the trustees 

1.7 Whilst responsibility to conduct the trust’s strategic business sits with the trustees, if 

the governance of the trust by the board of trustees becomes dysfunctional the 

members will have a strong interest in ensuring the board has plans to address the 

issues, or otherwise to remove the board or individual trustees and re-appoint 

trustees with the skills necessary for effective governance. 

1.8 It is important, therefore, for members to be kept informed by trustees about trust 

business so they can be assured that the board is exercising effective governance. 

This must include providing the members with the trust’s audited annual report and 

accounts as stated in paragraph 4.4.  

Find out more about the role of members in section 5 of the Governance Handbook 

and the academy trust governance: structures and roles guidance. 

Trustees  

Who are the trustees? 

1.9 The trustees of the academy trust are both charity trustees and company directors. 

This handbook refers to them as trustees.  

1.10 However, in some academy trusts, such as church academies, those on the board 

are known instead as ‘directors’. In church academies, the term ‘trustees’ is 

reserved for those on the board of the separate trust owning the land.  

1.11 The trust’s articles of association will set out conditions determining the minimum 

number of trustees the trust will have. All trusts should have reserved places for 

https://www.gov.uk/government/publications/governance-handbook
https://www.gov.uk/government/publications/governance-structures-and-roles


13 

parents, carers or other individuals with parental responsibilities in their governance 

structure; trusts should hold elections to fill these places, as appropriate. 

• Single academy trusts should have at least two such places on the board. 

• Trusts with multiple academies should have at least two such places on the 

board or at least two such places on each local governing body where the trust 

has established them. 

Find out more about: 

• Model articles of association for academy trusts 

• DfE’s governance structures and role descriptors guidance. 

 

What should trustees focus on? 

1.12 The trustees should focus on three core functions: 

• ensuring clarity of vision, ethos and strategic direction 

• holding executive leaders to account for the educational performance of the 

organisation and its pupils, and the performance management of staff 

• overseeing and ensuring effective financial performance. 

Find out about Understanding your data to help trustees support and challenge the 

executive team. 

1.13 The trustees must apply the highest standards of conduct and ensure robust 

governance, as these are critical for effective financial management. They should 

follow the Governance Handbook, which describes the following features of 

effective governance in more detail and will aid compliance with the Academy trust 

handbook:  

 

• strategic leadership that sets and champions vision, ethos and strategy  

• accountability that drives up educational standards and financial performance  

• people with the right skills, experience, qualities and capacity  

• structures that reinforce clearly defined roles and responsibilities  

• compliance with statutory and contractual requirements  

• evaluation of governance to monitor and improve its quality and impact. 

Do trustees have statutory duties? 

1.14 Yes. They must comply with the trust’s charitable objects, with company and charity 

law, and with their contractual obligations under the funding agreement. Company 

https://www.gov.uk/government/publications/governance-structures-and-roles
https://www.gov.uk/government/publications/governance-structures-and-roles
https://www.gov.uk/government/publications/academy-model-memorandum-and-articles-of-association
https://www.gov.uk/government/publications/governance-structures-and-roles
https://www.gov.uk/government/publications/understanding-your-data-a-guide-for-school-governors-and-academy-trustees
https://www.gov.uk/government/publications/governance-handbook
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directors’ duties are described in sections 170 to 181 of the Companies Act 2006, 

but in summary are to: 

• act within their powers 

• promote the success of the company 

• exercise independent judgement 

• exercise reasonable care, skill and diligence 

• avoid conflicts of interest 

• not accept benefits from third parties  

• declare interest in proposed transactions or arrangements. 

As an organisation, the trust has a range of obligations under current legislation and 

statutory guidance. Trusts obligations include such matters as safeguarding, health 

and safety and estates management. Ensuring strong governance in these areas 

will be a key priority for the board. 

Safeguarding 

1.15 Academy trust boards have a duty to:  

• safeguard and promote the welfare of children 

• have regard to any statutory guidance on safeguarding issued by the Secretary 

of State 

• ensure the suitability of staff, supply staff, volunteers, contractors and 

proprietors.  

Find out more about this duty in: 

• The Education (Independent School Standards) Regulations 2014 

and read further guidance in: 

• Working together to safeguard children 

• Sexual violence and sexual harassment between children in schools and 

colleges  

• Keeping children safe in education (KCSIE), which contains guidance on 

legal requirements including Disclosure and Barring Service (DBS) checks, 

directions made under section 128 of the Education and Skills Act 2008 

prohibiting individuals from taking part in academy trust management, and 

teacher prohibition checks 

 

1.16 When carrying out the Prevent duty as required under section 26 of the Counter 

Terrorism and Security Act, trusts are required to follow the Home Office’s ‘Revised 

http://www.legislation.gov.uk/ukpga/2006/46/part/10/chapter/2
https://www.legislation.gov.uk/uksi/2014/3283/made
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.legislation.gov.uk/ukpga/2008/25/contents
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Prevent duty guidance: for England and Wales’ and the DfE’s general advice 

‘Protecting children from radicalisation: the prevent duty’. 

 

Find the guidance at: 

• Revised Prevent duty guidance: for England and Wales 

• Protecting children from radicalisation: the prevent duty 

 

Health and safety 

1.17 The main legislation covering this area is the Health and Safety at Work etc. Act 

1974 and its regulations. Under the Act the academy trust, as an employer, is 

responsible for the health and safety of its staff, pupils, and any visitors.  

1.18 Trust boards should follow the Department’s ‘Health and Safety: responsibilities and 

duties for schools’ as well as ‘Health and Safety Executive (HSE) guidance for 

Education’.  

Find out more at: 

• Health and Safety at Work etc. Act 1974 

• Health and Safety: responsibilities and duties for schools 

• Health and Safety Executive guidance for Education 

1.19 Academy trusts have a duty to manage asbestos in their schools effectively, 

compliant with the Control of Asbestos Regulations 2012.  

Find out more about: 

• Managing Asbestos in Your School or College – DfE guidance to help 
academy trusts understand their duties in relation to asbestos management 

• Asbestos registers and management plans – essential for safe management 
of asbestos 

• Duty to manage asbestos guidance - detailed advice from the Health and 
Safety Executive 

• Asbestos management checklist for schools – questions to help academy 
trusts check whether suitable precautions are in place  

• Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 
2013 – including trusts’ legal duty to notify the Health and Safety Executive 
in certain circumstances where asbestos has been disturbed or damaged 

 

Estates management  

1.20 An academy trust’s estate is both an asset and a mechanism to deliver outcomes 

for pupils. The DfE expects academy trusts to manage their school estate 

strategically and maintain their estate in a safe working condition.  

https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
https://www.legislation.gov.uk/ukpga/1974/37/contents
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools/responsibilities-and-duties-for-schools
https://www.hse.gov.uk/services/education/index.htm
http://www.hse.gov.uk/asbestos/regulations.htm
https://www.gov.uk/guidance/asbestos-management-in-schools
https://www.gov.uk/government/publications/asbestos-management-in-schools--2
https://www.hse.gov.uk/asbestos/duty.htm
https://www.hse.gov.uk/services/education/asbestos-checklist.pdf
https://www.hse.gov.uk/riddor/
https://www.hse.gov.uk/riddor/
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Find advice, standards and tools for academy trusts at Good Estate Management 

for Schools. This includes guidance on developing an estates strategy and asset 

management plan, and a self-assessment to identify estate management priorities. 

What else do trustees consider? 

1.21 The trustees must ensure regularity and propriety in use of the trust’s funds, and 

achieve economy, efficiency and effectiveness – the three elements of value for 

money.  The trustees must also take ownership of the trust’s financial sustainability 

and its ability to operate as a going concern. 

Find out about the Top 10 ‘musts’ for trustees. 

What does the chair of trustees do? 

1.22 The chair is responsible for ensuring the effective functioning of the board and has a 

vital role in setting the highest expectations for professional standards of 

governance and accountability for the board. It is the chair’s responsibility to give 

the trust board clear leadership and direction, keeping it focused on its core 

functions. The chair’s role will be informed by the governance professional’s 

(clerk’s) advice and support. ESFA will help chairs and their boards to do this if 

required.  

Find out more about the role of the chair: Governance structures and roles. 

 

Can employees be trustees? 

1.23 From 1 March 2022 any newly appointed senior executive leader can only be a 

trustee if the members decide to appoint them as such, the senior executive leader 

agrees and the trust’s articles permit it. The Department’s strong preference is for 

no other employees to serve as trustees, nor for trustees to occupy staff 

establishment roles on an unpaid voluntary basis, in order to retain clear lines of 

accountability. This does not prevent trustees from carrying out internal scrutiny as 

described in paragraph 3.17. 

Can trustees delegate? 

1.24 Yes. The board must appoint an audit and risk committee – either a dedicated 

committee or combined with another committee, in accordance with section 3.6, to 

advise the board on the adequacy of the trust’s internal control framework, including 

financial and non-financial controls and risk management arrangements, to direct a 

programme of internal scrutiny and to consider the results and quality of external 

audit. 

https://www.gov.uk/guidance/good-estate-management-for-schools
https://www.gov.uk/guidance/good-estate-management-for-schools
https://www.gov.uk/government/publications/academy-trust-financial-management-good-practice-guides/operating-an-academy-trust-as-a-going-concern
https://www.gov.uk/government/publications/governance-structures-and-roles
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1.25 The board may also delegate functions to other committees. Each committee (other 

than those in a trust with multiple academies constituted as a local governing body) 

must contain a majority of trustees, but it may also include other people the board 

chooses to appoint. 

Find out more about internal scrutiny and the audit and risk committee. 

1.26 Academy trusts must not have de facto trustees (defined in appendix 1 of the 

Charities SORP) or shadow directors (defined in section 251(1) of the Companies 

Act 2006). 

Skills and experience 

1.27 The board should identify the skills and experience it needs, including financial 

knowledge, and address gaps through recruitment, and/or induction, training and 

other development activities. This is particularly important at key transition points. 

The board should also address this for local governing bodies. The Governance 

Handbook identifies training material to help trustees develop and engage fully with 

their role. This includes a competency framework for governance that trusts should 

refer to in determining whether they have skills gaps. 

1.28 New trusts producing audited accounts for the first time must include in their first 

governance statement what they have done to review and develop their governance 

structure and the composition of the board.  

1.29 Subsequently, established trusts should include an annual assessment, including a 

review of the board’s composition in terms of skills, effectiveness, leadership and 

impact. 

1.30 Trusts should refer to the features of effective governance in the Governance 

Handbook (strategic leadership, accountability, people, structures, compliance and 

evaluation).  

1.31 They can also refer to the 20 key questions for the governing board to ask itself, 

and 21 questions for multi-academy trust boards published by the All-Party 

Parliamentary Group on Education, Governance and Leadership. 

External reviews of governance 

1.32 An objective independent external review of the effectiveness of the board can be a 

more powerful diagnostic tool than a self-evaluation. External reviews are 

particularly important before the board undertakes any significant change - for 

example before a trust grows significantly, or in cases where concerns around 

governance arise. The Department’s strong preference is that external reviews of 

governance are also conducted routinely as part of a wider programme of self-

assessment and improvement. Reviews should also consider the interaction 

http://www.charitysorp.org/download-a-full-sorp/
https://www.gov.uk/government/publications/governance-handbook
https://www.gov.uk/government/publications/governance-handbook
https://www.gov.uk/government/publications/governance-handbook
https://www.gov.uk/government/publications/governance-handbook
https://www.gov.uk/government/publications/governance-handbook
https://www.nga.org.uk/Knowledge-Centre/Good-governance/Effective-governance/Twenty-Questions.aspx
https://www.nga.org.uk/Knowledge-Centre/Good-governance/Effective-governance/Twenty-one-Questions-for-Multi-academy-Trust-Board.aspx
https://www.gov.uk/guidance/reviews-of-school-governance
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between members and trustees, including the extent to which members are able to 

assure themselves that the trustees undertake their duties effectively. 

 

Find out more about: 

• the role of trustees in section 5 of the Governance Handbook  

• academy trust governance: structures and roles  

• DfE school governance update 

• Charity Commission guidance CC3: the essential trustee: what you need to 

know, what you need to do 

• the automatic disqualification rules for individuals acting as trustees or senior 

managers in charities 

• compliance with The Education (Independent School Standards) Regulations 

2014 (legislation.gov.uk)  

• trustees should also follow the other guidance available from the Charity 

Commission 

• questions for the board to ask itself about its governance arrangements in the 

DfE School resource management self-assessment tool  

• external reviews of governance, section 7 of the Governance Handbook 

The accounting officer 

Who is the accounting officer? 

1.33 The board of trustees must appoint, in writing, a senior executive leader who may 

be appointed as a trustee. In single academy trusts this should be the principal. In 

trusts with multiple academies it should be the chief executive or equivalent.  

1.34 The board must also appoint, in writing, a named individual as its accounting 

officer. This should be the senior executive leader. The individual must be a fit and 

suitable person for the role. The roles of senior executive leader and accounting 

officer must not rotate. The accounting officer should be employed by the trust. The 

trust must obtain prior ESFA approval if it is proposing, in exceptional 

circumstances, to appoint an accounting officer who will not be an employee.  

1.35 The appointment of an accounting officer does not remove the trustees’ 

responsibility for the proper conduct and financial operation of the trust.  

Find out about the automatic disqualification rules for individuals acting as senior 

managers or trustees in charities. 

 

https://www.gov.uk/government/publications/governance-handbook
https://www.gov.uk/government/publications/governance-structures-and-roles
https://www.gov.uk/government/publications/school-governance-update/school-governance-update-april-2021
https://www.gov.uk/government/publications/the-essential-trustee-what-you-need-to-know-cc3
https://www.gov.uk/government/publications/the-essential-trustee-what-you-need-to-know-cc3
https://www.gov.uk/guidance/automatic-disqualification-rule-changes-guidance-for-charities
https://www.legislation.gov.uk/uksi/2014/3283/made
https://www.legislation.gov.uk/uksi/2014/3283/made
https://www.gov.uk/government/organisations/charity-commission
https://www.gov.uk/government/organisations/charity-commission
https://www.gov.uk/government/publications/school-resource-management-self-assessment-tool
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/925104/Governance_Handbook_FINAL.pdf
https://www.gov.uk/guidance/automatic-disqualification-rule-changes-guidance-for-charities
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Departure of the senior executive leader (accounting officer) 

1.36 When the senior executive leader is planning to leave the trust (for example 

retirement or resignation), the board of trustees should approach their Regional 

Schools Commissioner (RSC) in advance to discuss their structure and options, 

including plans for recruitment. 

Find out more about the Regional Schools Commissioners. 

What does the accounting officer do? 

1.37 The accounting officer role includes specific responsibilities for financial matters. It 

includes a personal responsibility to Parliament, and to ESFA’s accounting officer, 

for the trust’s financial resources. 

1.38 Accounting officers must be able to assure Parliament, and the public, of high 

standards of probity in the management of public funds, particularly regularity, 

propriety and value for money.  

1.39 Accounting officers must adhere to The 7 principles of public life. 

1.40 The accounting officer must have oversight of financial transactions, by: 

• ensuring the academy trust’s property and assets are under the trustees’ 

control, and measures exist to prevent losses or misuse 

• ensuring bank accounts, financial systems and financial records are operated 

by more than one person 

• keeping full and accurate accounting records to support their annual accounts. 

The accounting officer’s annual statement 

1.41 The accounting officer must complete and sign a statement on regularity, propriety 

and compliance each year and submit this to ESFA with the audited accounts. The 

accounting officer must also demonstrate how the trust has secured value for 

money via the governance statement in the audited accounts. 

The accounting officer’s duty to raise concerns 

1.42 The accounting officer must take personal responsibility (which must not be 

delegated) for assuring the board that there is compliance with the funding 

agreement and handbook.  

1.43 The accounting officer must advise the board in writing if action it is considering is 

incompatible with the articles, funding agreement or handbook.  

1.44 Similarly, the accounting officer must advise the board in writing if the board fails to 

act where required by the funding agreement or handbook. Where the board is 

https://www.gov.uk/government/organisations/regional-schools-commissioners/about
https://www.gov.uk/government/publications/the-7-principles-of-public-life
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minded to proceed, despite the accounting officer’s advice, the accounting officer 

must consider the board’s reasons and if the accounting officer still considers the 

action proposed by the board is in breach of the articles, the funding agreement or 

handbook, the accounting officer must notify ESFA’s accounting officer immediately 

in writing. 

Find out more about the accounting officer role in chapter 3 of Managing Public 

Money. 

The chief financial officer 

Who is the chief financial officer? 

1.45 The board must appoint a chief financial officer (CFO), who is (and whose job title 

may instead be) the trust’s finance director, business manager or equivalent, to 

whom responsibility for the trust’s detailed financial procedures is delegated. The 

CFO should play both a technical and leadership role. The CFO should be 

employed by the trust, and the trust must obtain prior ESFA approval if it is 

proposing, in exceptional circumstances, to appoint a CFO who will not be an 

employee. 

Skills and experience 

1.46 The CFO and their finance staff must be appropriately qualified and/or experienced. 

Trusts must assess whether the CFO, and others holding key financial posts, 

should have a business or accountancy qualification and hold membership of a 

relevant professional body, dependent on the risk, scale and complexity of financial 

operations. ESFA encourages larger trusts (for example over 3000 pupils) to 

consider the range of accountancy qualifications available from professional bodies 

such as the ICAEW, ACCA, CIMA or CIPFA (including CIPFA qualifications 

developed in partnership with ISBL), and take this into account when filling CFO 

vacancies.  

1.47 CFOs should maintain continuing professional development and undertake relevant 

ongoing training.  

Relevant apprenticeships are available at levels 4 and 6 for CFOs and other 

finance staff seeking qualifications for their level of responsibility. Trusts should 

consider using the apprenticeship levy for professional development of finance 

staff. 

 

Support for the CFO 

https://www.gov.uk/government/publications/managing-public-money
https://www.gov.uk/government/publications/managing-public-money
https://www.icaew.com/
https://www.accaglobal.com/gb/en.html
https://www.cimaglobal.com/
https://www.cipfa.org/
https://isbl.org.uk/Training/Specialist-Training/Level-7-Certificate-in-School-Financial-and-Operational-Leadership.aspx
https://www.gov.uk/government/publications/apprenticeship-levy-how-it-will-work/apprenticeship-levy-how-it-will-work
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1.48 The CFO need not discharge all their duties personally. The trust may employ 

additional staff or contractors with the relevant skills and knowledge at the 

appropriate time.  

Find out what the CFO role may cover in the Institute of School Business 

Leadership’s Professional Standards, and its employers’ guidance.   

CFOs may find it beneficial to engage in a local or regional network of fellow school 

business professionals. Find one in the directory of school business professional 

networks.  

The governance professional (clerk to the board) 

1.49 The academy trust must appoint a governance professional to support the board of 

trustees who is someone other than a trustee, principal or chief executive of the 

trust. A governance professional can contribute to the efficient functioning of the 

board by providing:  

• guidance to ensure the board works in compliance with the appropriate legal 

and regulatory framework, and understands the potential consequences of 

non-compliance 

• independent advice on procedural matters relating to operation of the board  

• administrative and organisational support.  

1.50 For non-executive trustees a knowledgeable governance professional (or company 

secretary) is an essential part of their tool kit. 

Find out about: 

• the knowledge, skills and behaviours required to provide professional 

clerking to the board in the Clerking competency framework 

• DfE’s governance structures and role descriptors guidance 

Disclosure and Barring Service checks 

1.51 In complying with the Independent School Standards, and as set out in funding 

agreements, academy trusts must ensure enhanced Disclosure and Barring 

Service (DBS) certificates are obtained as appropriate for all staff and supply staff. 

1.52 Similarly all academy trust members, trustees and individuals on any committees 

including local governing bodies are required to have an enhanced criminal records 

certificate from the Disclosure and Barring Service (DBS), which does not include a 

barred list check (unless in addition to their governance duties they also engage in 

regulated activity). 

https://isbl.org.uk/Standards/index.aspx
https://isbl.org.uk/Standards/index.aspx
https://isbl.org.uk/documents/091136.3362807ISBL%20Head%20teachers%20and%20governance%20guidance%20-%20online%20edition.pdf
https://www.gov.uk/government/publications/join-or-create-a-network-for-school-business-professionals/school-business-professional-networks-directory
https://www.gov.uk/government/publications/join-or-create-a-network-for-school-business-professionals/school-business-professional-networks-directory
https://www.gov.uk/government/publications/governance-handbook
https://www.gov.uk/government/publications/governance-structures-and-roles
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/800615/Independent_School_Standards-_Guidance_070519.pdf
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Find out about DBS checks and regulated activity in schools within the statutory 

guidance Keeping children safe in education (KCSIE) 

https://www.gov.uk/government/organisations/disclosure-and-barring-service
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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Part 2: Main financial requirements  

The financial management requirements for academy trusts. 

Financial oversight 

2.1 Trustees and management must maintain robust oversight of the academy trust. 

2.2 The trust must take full responsibility for its financial affairs, stewardship of assets 

and use resources efficiently to maximise outcomes for pupils. 

Board meetings 

2.3 The board and its committees must meet regularly enough to discharge their 

responsibilities and ensure robust governance and effective financial management. 

Board meetings must take place at least three times a year (and business 

conducted only when quorate), although trusts should consider meeting more 

frequently. If the board meets less than six times a year it must describe in its 

governance statement, accompanying its annual accounts, how it maintained 

effective oversight of funds with fewer meetings.  

Scheme of delegation 

2.4 The board cannot delegate overall responsibility for the academy trust’s funds. 

However, it must approve a written scheme of delegation of financial powers that 

maintains robust internal controls. The scheme of delegation should be reviewed 

annually, and immediately when there has been a change in trust management or 

organisational structure. 

2.5 The academy trust should have a finance committee to which the board delegates 

financial scrutiny and oversight, and which can support the board in maintaining the 

trust as a going concern. 

Basic control principles 

2.6 The academy trust must have sound internal control, risk management and 

assurance processes. This should follow a tiered approach comprising: 

• clearly communicated procedures, structures and training of staff 

• appropriate day to day supervision and checks by management 

• internal scrutiny overseen by an audit and risk committee 

• external audit and assurance.  

2.7 The control framework must: 

• ensure delegated financial authorities are complied with  
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• maintain appropriate segregation of duties  

• co-ordinate the planning and budgeting process 

• apply discipline in financial management, including managing debtors, 

creditors, cash flow and monthly bank reconciliations  

• plan and oversee capital projects 

• manage and oversee assets, and maintain a fixed asset register 

• ensure regularity, propriety and value for money in the organisation’s activities  

• ensure a risk register is maintained and reviewed by the board drawing on 

advice provided to it by the audit and risk committee 

• reduce the risk of fraud and theft 

• deliver independent checking of controls, systems, transactions and risks. 

 

Find out how the trustees must ensure internal control and risk management is 

scrutinised and operating effectively. 

Financial planning 

2.8 The board of trustees must: 

• ensure that financial plans are prepared and monitored, satisfying itself that the 

trust remains a going concern and financially sustainable 

• take a longer term view of the trust’s financial plans consistent with the 

requirement to submit three-year budget forecasts to ESFA 

• as part of its management of the trust’s funds, set a policy for holding reserves 

and explain it in its annual report. Information on how the trust must report on 

reserves is set out in the Accounts Direction.  

Setting a budget 

2.9 The board of trustees, and any separate committee responsible for finance, must 

ensure rigour and scrutiny in budget management.  

2.10 The board of trustees must approve a balanced budget, and any significant 

changes to it, for the financial year to 31 August, which can draw on unspent funds 

brought forward from previous years. The board must minute its approval.  

2.11 The board must ensure budget forecasts for the current year and beyond are 

compiled accurately, based on realistic assumptions including any provision being 

made to sustain capital assets, and reflect lessons learned from previous years.  

2.12 It should challenge pupil number estimates as these underpin revenue projections, 

and review these termly.  

https://www.gov.uk/guidance/good-estate-management-for-schools/strategic-estate-management
https://www.gov.uk/government/publications/academy-trust-financial-management-good-practice-guides/operating-an-academy-trust-as-a-going-concern
https://www.gov.uk/government/publications/academies-accounts-direction
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2.13 Boards are encouraged to take an integrated approach to curriculum and financial 

planning so that they are confident about planning the best curriculum for their 

pupils and delivering the trust’s educational priorities with the funding they have 

available.  

2.14 Boards should refer to DfE’s material on improving school resource management 

including the top 10 planning checks for governors. To help manage capital assets 

and budgets they should refer to the Good estates management for schools 

guidance including the organisation self-assessment tool, top 10 estate checks for 

boards and material on strategic estate management. 

Find out more to help with financial planning, financial performance and resource 

management, including tools for: 

• financial benchmarking  

• school resource management self-assessment  

• school financial efficiency metrics 

• view my financial insights which provides trusts with an assessment of their 

financial data based on similar schools 

• financial support for academy trusts in financial difficulty 

Sending your budget to ESFA 

2.15 The academy trust must submit to ESFA, in a form specified by ESFA: 

• an Academies budget forecast return outturn (BFRO) each May  

• an Academies budget forecast return three year (BFR3Y) each July  

in accordance with deadlines published annually. 

2.16 These must be approved by the trustees before submission.  

2.17 The board of trustees must notify ESFA within 14 calendar days of its meeting if 

proposing to set a deficit revenue budget for the current financial year, which it 

cannot address after taking into account unspent funds from previous years, as this 

would be non-compliant with the funding agreement and this handbook.  

Find out more about: 

• submitting your budget returns to ESFA 

• deficit recovery 

 

 

https://www.gov.uk/guidance/integrated-curriculum-and-financial-planning-icfp
https://www.gov.uk/guidance/integrated-curriculum-and-financial-planning-icfp
https://www.gov.uk/guidance/school-resource-management-top-10-planning-checks-for-governors
https://www.gov.uk/guidance/good-estate-management-for-schools
https://www.gov.uk/guidance/good-estate-management-for-schools/tools-and-checklists
https://www.gov.uk/guidance/good-estate-management-for-schools/tools-and-checklists
https://www.gov.uk/guidance/good-estate-management-for-schools/tools-and-checklists
https://www.gov.uk/guidance/good-estate-management-for-schools/strategic-estate-management
https://www.gov.uk/government/collections/schools-financial-health-and-efficiency
https://www.gov.uk/government/collections/schools-financial-health-and-efficiency
https://www.gov.uk/guidance/schools-financial-efficiency-financial-benchmarking
https://www.gov.uk/government/publications/school-resource-management-self-assessment-tool
https://www.gov.uk/government/publications/schools-financial-efficiency-metric-tool
https://www.gov.uk/government/publications/academy-trusts-view-my-financial-insights
https://www.gov.uk/government/publications/financial-support-for-academy-trusts-in-financial-difficulty/financial-support-for-academy-trusts-in-financial-difficulty#:~:text=In%20general%20terms%2C%20a%20Qualifying,trust%20is%20the%20%E2%80%9CChargor%E2%80%9D.&text=ensure%20the%20funding%20could%20be%20recovered
https://www.gov.uk/guidance/academies-budget-forecast-return
https://www.gov.uk/guidance/academies-budget-forecast-return
http://www.education.gov.uk/kc-enquiry-form
https://www.gov.uk/guidance/academies-budget-forecast-return
https://www.gov.uk/government/publications/academy-trust-financial-management-good-practice-guides/academy-trust-deficit-recovery
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Monitoring the budget 

2.18 The trust must prepare management accounts every month setting out its financial 

performance and position. Management must take appropriate action to ensure 

ongoing viability.  

2.19 Management accounts must be shared with the chair of trustees every month 

irrespective of the trust’s size, and with the other trustees six times a year, even if 

they do not meet in each of those months. The board must consider these when it 

does meet, and minute it.  

2.20 The board must ensure appropriate action is being taken to maintain financial 

viability including addressing variances between the budget and actual income and 

expenditure.  

2.21 The format of monthly management accounts must include an income and 

expenditure account, variation to budget report, cash flows and balance sheet.  

2.22 The trust must select key financial performance indicators and measure its 

performance against them regularly, including analysis in its annual trustees’ report 

as explained in the Accounts Direction. 

2.23 Where the board has concerns about financial performance, it should act quickly 

ensuring the trust has adequate financial skills in place.  

Find out more from ESFA about: 

• management accounting and operating as a going concern 

Cash management 

2.24 The trust must manage its cash position robustly. It must avoid becoming 

overdrawn on any of its bank accounts so that it does not breach restrictions on 

borrowing. It may be required to report on its cash position to ESFA where there are 

concerns about financial management. 

Investments 

2.25 The board of trustees may invest to further the trust’s charitable aims, but must 

ensure investment risk is properly managed. When considering an investment the 

board must: 

• act within its powers to invest as described in its articles 

• have an investment policy to manage and track its financial exposure, and 

ensure value for money  

• exercise care and skill in investment decisions, taking advice as appropriate 

from a professional adviser 

https://www.gov.uk/government/publications/academies-accounts-direction
https://www.gov.uk/government/publications/academy-trust-financial-management-good-practice-guides/academy-trust-management-accounting
https://www.gov.uk/government/publications/academy-trust-financial-management-good-practice-guides/operating-an-academy-trust-as-a-going-concern


27 

• ensure exposure to investment products is tightly controlled so security of 

funds takes precedence over revenue maximisation  

• ensure investment decisions are in the trust’s best interests  

• review the trust’s investments and investment policy regularly. 

2.26 The board should follow the Charity Commission’s guidance: CC14 Charities and 

investment matters: A guide for trustees. ESFA’s approval must be obtained for 

novel, contentious and/or repercussive investments. 

Procurement and spending decisions 

2.27 The academy trust must be able to show that public funds have been used as 

intended by Parliament. 

Procurement basics 

2.28 The academy trust must ensure: 

• spending has been for the purpose intended and there is probity in the use of 

public funds 

• spending decisions represent value for money  

• internal delegation levels exist and are applied 

• a competitive tendering policy is in place and applied, and the procurement 

rules and thresholds in the Public Contracts Regulations 2015 and Find a 

Tender service are observed 

• professional advice is obtained where appropriate. 

2.29 The Department strongly recommends the deals for schools that make buying 

simpler and quicker, and can provide better value for money.  

Find out more about: 

• buying procedures and procurement law for schools 

• buying for schools - how to plan and run an efficient procurement process 

• how to compare your costs against other schools and access the school 

financial benchmarking tool 

• additional guidance in annex 4.6 of Managing Public Money 

• the duty for companies to report their payment practices and performance. 

Setting executive pay 

2.30 The board of trustees must ensure its decisions about levels of executive pay 

(including salary and any other benefits) follow a robust evidence-based process 

and are a reasonable and defensible reflection of the individual’s role and 

responsibilities. No individual can be involved in deciding their remuneration. 

https://www.gov.uk/government/publications/charities-and-investment-matters-a-guide-for-trustees-cc14
https://www.gov.uk/government/publications/charities-and-investment-matters-a-guide-for-trustees-cc14
http://www.education.gov.uk/kc-enquiry-form
http://www.legislation.gov.uk/uksi/2015/102/contents/made
https://www.gov.uk/guidance/public-sector-procurement
https://www.gov.uk/guidance/public-sector-procurement
https://www.gov.uk/government/publications/deals-for-schools/deals-for-schools
https://www.gov.uk/guidance/buying-procedures-and-procurement-law-for-schools
https://www.gov.uk/guidance/buying-for-schools
https://www.gov.uk/guidance/schools-financial-efficiency-financial-benchmarking
https://schools-financial-benchmarking.service.gov.uk/
https://schools-financial-benchmarking.service.gov.uk/
https://www.gov.uk/government/publications/managing-public-money
https://www.gov.uk/government/publications/business-payment-practices-and-performance-reporting-requirements
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2.31 The board must discharge its responsibilities effectively, ensuring its approach to 

pay and benefits is transparent, proportionate and justifiable, including: 

• process – that the procedure for determining executive pay and benefits, and 

keeping them proportionate, is agreed by the board in advance and 

documented  

• independence – decisions about executive pay and benefits reflect 

independent and objective scrutiny by the board and that conflicts of interest 

are avoided 

• robust decision-making – factors in determining pay and benefits are clear, 

including whether educational and financial performance considerations, and 

the degree of challenge in the role, have been taken into account 

• proportionality – pay and benefits represent good value for money and are 

defensible relative to the public sector market 

• commercial interests – ensuring the board is sighted on broader business 

interests held by senior executives, and is satisfied that any payments made by 

the trust to executives in relation to such interests do not undermine the 

transparency requirements for disclosing pay in accordance with the 

Academies Accounts Direction 

• documentation – the rationale behind the decision-making process, including 

whether the level of pay and benefits reflects value for money, is recorded and 

retained 

• a basic presumption that executive pay and benefits should not increase at a 

faster rate than that of teachers, in individual years and over the longer term 

• understanding that inappropriate pay and benefits can be challenged by ESFA, 

particularly in instances of poor financial management of the trust. 

Publication of executive pay 

2.32 The trust must publish on its website in a separate readily accessible form the 

number of employees whose benefits exceeded £100k, in £10k bandings, for the 

previous year ended 31 August. Benefits for this purpose include salary, employers’ 

pension contributions, other taxable benefits and termination payments. Trusts may 

wish to display this information in a tabular form showing in each column salary, 

pension etc. Where the academy trust has entered into an off-payroll arrangement 

with someone who is not an employee, the amount paid by the trust for that 

person’s work for the trust must also be included in the website disclosure where 

payment exceeds £100k as if they were an employee. 

2.33 The trust is reminded of requirements under the Equality Act 2010 (Specific Duties 

and Public Authorities) Regulations 2017 for organisations with 250 or more 

employees to publish information on their website and on the government’s 

reporting website about the gender pay gap in their organisation.   

http://www.legislation.gov.uk/uksi/2017/353/contents/made
http://www.legislation.gov.uk/uksi/2017/353/contents/made
https://www.gov.uk/report-gender-pay-gap-data
https://www.gov.uk/report-gender-pay-gap-data
https://gender-pay-gap.service.gov.uk/
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Tax arrangements for senior employees 

2.34 The academy trust must ensure its senior employees’ payroll arrangements fully 

meet their tax obligations and comply with HM Treasury’s guidance about the 

employment arrangements of individuals on the avoidance of tax. This is described 

in HM Treasury’s Review of the Tax Arrangements of Public Sector Appointees 

which explains that senior managers with significant financial responsibilities should 

be exclusively on payroll, and therefore subject to Pay As You Earn with income tax 

and NI contributions deducted at source. Failure to comply with these requirements 

can result in a fine by HM Treasury.  

Find out more about: 

• Setting executive salaries: guidance for academy trusts 

• Principles for setting executive pay from the Confederation of School Trusts 

• Executive pay: issues for consideration by governing boards of academy trusts 

from the National Governance Association 

• Staffing and employment advice for schools  

• List a teaching job at your school on Teaching Vacancies 

 

Purchase of alcohol 

2.35 The trust’s funds must not be used to purchase alcohol for consumption, except 

where it is to be used in religious services. 

Income generation 

2.36 The academy trust should set fees for its chargeable services at full cost, but can 

apply an additional rate of return when in a commercial environment.  

2.37 For the provision of mainstream boarding places, trusts must charge on a full cost 

recovery basis applying a rate of return of 8% on boarding charges. Fees and 

charges should be determined in accordance with ESFA’s guidance on Managing 

boarding provision and annex 6.1 of Managing Public Money. 

Risk management 

Oversight of risk and the risk register 

2.38 The trust must manage risks to ensure its effective operation and must maintain a 

risk register: 

• Overall responsibility for risk management, including ultimate oversight of the 

risk register, must be retained by the board of trustees, drawing on advice 

provided to it by the audit and risk committee.   

https://www.gov.uk/government/publications/review-of-the-tax-arrangements-of-public-sector-appointees
https://www.gov.uk/government/publications/setting-executive-salaries-guidance-for-academy-trusts/setting-executive-salaries-guidance-for-academy-trusts
https://cstuk.org.uk/assets/link_boxes/Guidances/CST-Code-Principles-for-Setting-Executive-Pay.pdf
https://www.nga.org.uk/Knowledge-Centre/Best-use-of-Resources/Staffing/Performance-management/Executive-pay-NGA-guide.aspx
https://www.gov.uk/government/publications/staffing-and-employment-advice-for-schools
https://www.gov.uk/guidance/list-a-teaching-job-at-your-school-on-teaching-vacancies
https://www.gov.uk/government/publications/state-funded-boarding-school-provision-management-and-charges
https://www.gov.uk/government/publications/state-funded-boarding-school-provision-management-and-charges
https://www.gov.uk/government/publications/managing-public-money
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• Other committees may also input into the management of risk at the discretion 

of the board.  

• Aside from any review by individual committees, the board itself must review 

the risk register at least annually. 

• Risks management covers the full operations and activities of the trust, not 

only financial risks. 

Find out how the trustees must ensure effective risk-based internal scrutiny. 

2.39 The trust’s management of risks must include contingency and business continuity 

planning. 

Find out more about: 

• management of risk: principles and concepts including HM Treasury’s suggested 

structure for a risk register 

• risk management in ESFA’s good practice guide. 

The risk protection arrangement 

2.40 The academy trust must have adequate insurance cover in compliance with its 

legal obligations or be a member of the academies risk protection arrangement 

(RPA). Not all risks are covered in the RPA.  

2.41 The trust should consider the RPA unless commercial insurance provides better 

value for money. If the trust is not an RPA member, it should determine its own level 

of commercial insurance to include buildings and contents, business continuity, 

employers’ and public liability insurance and other cover required. 

2.42 The trust must cooperate with risk management auditors and risk managers, and 
implement reasonable risk management audit recommendations made to them.  

Find out more about the risk protection arrangement.  

Whistleblowing 

Having a procedure 

2.43 The academy trust must have procedures for whistleblowing, to protect staff who 

report individuals they believe are doing something wrong or illegal.  

2.44 The trustees must agree the whistleblowing procedure and publish it on the trust’s 

website. 

https://www.gov.uk/government/publications/orange-book
https://www.gov.uk/government/publications/academy-trust-financial-management-good-practice-guides/academy-trust-risk-management
http://www.rpaclaimforms.co.uk/wp-content/uploads/2018/08/RPA-FAQs-Aug-18.pdf
https://www.gov.uk/academies-risk-protection-arrangement-rpa
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2.45 The trust should appoint at least one trustee and one member of staff who other 

staff can contact to report concerns. 

Informing staff  

2.46 The trust must ensure all staff are aware of the whistleblowing process, and how 

concerns will be managed.  

2.47 Staff should know what protection is available to them if they report someone, what 

areas of malpractice or wrongdoing are covered in the trust’s whistleblowing 

procedure, and who they can approach to report a concern. 

2.48 The trust must ensure all concerns raised with them by whistleblowers are 

responded to properly and fairly.  

Find out more at: 

• whistleblowing for employees, including a definition of whistleblowing 

• school complaints and whistleblowing, including how ESFA handles complaints 

about academies 

• the whistleblowing charity Protect (formerly Public Concern at Work), which 

provides confidential independent advice about wrongdoing in the workplace. 

Being transparent about your governance 

2.49 The trust must be transparent with its governance arrangements. 

2.50 The trust must provide details of its governance arrangements in the governance 

statement published with its annual accounts, including what the board has 

delegated to committees and, in trusts with multiple academies, to local governing 

bodies. The trust must also publish on its website up-to-date details of its 

governance arrangements in a readily accessible format, including: 

• the structure and remit of the trust’s members, board of trustees, committees 

and local governing bodies (the trust’s scheme of delegation for governance 

functions), and the full names of the chair of each 

• for each of the trust’s members serving at any point over the past 12 months, 

their full names, date of appointment, date they stepped down (where 

applicable), and relevant business and pecuniary interests including 

governance roles in other educational institutions 

• for each trustee and local governor serving at any point over the past 12 

months, their full names, date of appointment, term of office, date they stepped 

down (where applicable), who appointed them, and relevant business and 

pecuniary interests including governance roles in other educational institutions. 

https://www.gov.uk/whistleblowing
https://www.gov.uk/education/school-complaints-and-whistleblowing
https://protect-advice.org.uk/homepage/
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If the accounting officer is not a trustee their business and pecuniary interests 

must still be published  

• for each trustee, their attendance records at board and committee meetings 

over the last academic year 

• for each local governor, their attendance records at local governing body 

meetings over the last academic year. 

2.51 The trust must make available for public inspection: 

• the agenda for every meeting of the trustees, local governing bodies and 

committees 

• the approved minutes of each meeting 

• any report, document or other paper considered at each meeting. 

The trust may exclude from any item any material relating to: 

• a named teacher or other employee or proposed employee 

• a named pupil or student at the academy, or candidate for admission or referral 

to it 

• any matter which, by reason of its nature, the trustees are satisfied should 

remain confidential. 

Provision of information 

General information requests 

2.52 The academy trust must provide ESFA, or its agents, with information ESFA 

requires to meet funding requirements. This information must be of sufficient quality 

and provided when and how ESFA and its agents request it. ESFA will consider the 

impact on the trust in the deadlines it specifies. 

2.53 On occasion, ESFA will require urgent information from the trust, usually because of 

requests to ESFA to fulfil its duties to provide information to the Secretary of State 

and account to Parliament. ESFA will act reasonably in requests for information and 

have regard to costs and timescales of providing it, and its confidentiality. In 

requesting information, ESFA will consider information previously supplied by the 

trust to ESFA or other stakeholders with whom ESFA is able to share information. 

Information about key individuals in the trust 

2.54 The trust must notify ESFA of changes to the governance information described in 

this section within 14 calendar days of the change.  

2.55 Notification must be through the governance section of DfE’s Get information about 

schools (GIAS) register, accessed via DfE Sign-in.  

https://get-information-schools.service.gov.uk/
https://get-information-schools.service.gov.uk/
https://services.signin.education.gov.uk/
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2.56 All mandatory fields specified in GIAS for the individuals must be completed and 

the trust must ensure its record in GIAS for the individuals is kept up to date. 

2.57 The records required in GIAS for the trust are: 

• members  

• chair of trustees 

• all other trustees 

• accounting officer 

• chief financial officer 

including direct contact details for all. 

2.58 The records required in GIAS for constituent academies in a trust with multiple 

academies are: 

• headteacher  

• chairs of local governing bodies (where adopted),  

• local governors (where adopted) 

 

including direct contact details for all. 

Failure to provide information 

2.59 If the trust does not return the information ESFA requires by the deadline, or the 

information is not acceptable quality, ESFA may conduct investigations to collect it. 

ESFA may deduct the cost of the investigations from the trust’s recurrent funding. 

ESFA may take further actions it deems necessary, such as publication of the 

names of late returners, to enforce compliance where trusts fail to fulfil their duties 

to provide information. 
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Part 3: Internal scrutiny  

The need for academy trusts to conduct checks to ensure systems are 

effective and compliant. 

Purpose of internal scrutiny 

3.1 All academy trusts must have a programme of internal scrutiny to provide 

independent assurance to the board that its financial and non-financial controls and 

risk management procedures are operating effectively. 

Approach 

3.2 Internal scrutiny must focus on: 

• evaluating the suitability of, and level of compliance with, financial and non-

financial controls. This includes assessing whether procedures are designed 

effectively and efficiently, and checking whether agreed procedures have been 

followed 

• offering advice and insight to the board on how to address weaknesses in 

financial and non-financial controls, acting as a catalyst for improvement, but 

without diluting management’s responsibility for day to day running of the trust 

• ensuring all categories of risk are being adequately identified, reported and 

managed. 

3.3 The trust must identify on a risk-basis (with reference to its risk register) the areas it 

will review each year, modifying its checks accordingly. For example, this may 

involve greater scrutiny where procedures or systems have changed. 

Working with other assurance providers 

3.4 Internal scrutiny should take account of output from other assurance procedures to 

inform the programme of work. For example, it should have regard to 

recommendations from the trust’s external auditors as described in their 

management letter, and from relevant reviews undertaken by ESFA. 

Independence and objectivity 

3.5 Independence in internal scrutiny must be achieved by establishing appropriate 

reporting lines whereby those carrying out checks report directly to a committee of 

the board, which in turn provides assurance to the trustees. 
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Directing internal scrutiny – the audit and risk committee 

Requirement for a committee 

3.6 The academy trust must establish an audit and risk committee, appointed by the 

board.  

• Trusts with an annual income over £50 million must have a dedicated audit 

and risk committee.  

• Other trusts must either have a dedicated audit and risk committee or can 

combine it with another committee, such as finance. 

3.7 The audit and risk committee should meet at least three times a year. 

Remit of the committee in relation to internal scrutiny 

3.8 The audit and risk committee must: 

• oversee and approve the trust’s programme of internal scrutiny 

• ensure that risks are being addressed appropriately through internal scrutiny  

• report to the board on the adequacy of the trust’s internal control framework, 

including financial and non-financial controls and management of risks. 

Membership of the committee 

3.9 Employees of the trust should not be audit and risk committee members, but the 

accounting officer and chief financial officer should attend to provide information 

and participate in discussions.  

3.10 The chair of trustees should not be chair of the audit and risk committee. Where the 

finance committee and audit and risk committee are separate, the chair should not 

be the same. 

3.11 Where the audit and risk committee is combined with another committee, 

employees should not participate as members when audit matters are discussed.  

Operating the committee 

3.12 The committee must: 

• have written terms of reference describing its remit 

• agree a programme of work annually to deliver internal scrutiny that provides 

coverage across the year  

• review the ratings and responses on the risk register to inform the programme 

of work, ensuring checks are modified as appropriate each year   

• agree who will perform the work 
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• consider reports at each meeting from those carrying out the programme of 

work 

• consider progress in addressing recommendations 

• consider outputs from other assurance activities by third parties including 

ESFA financial management and governance reviews, funding audits and 

investigations 

• have access to the external auditor, as well as those carrying out internal 

scrutiny, review their plans and reports and also consider their quality.  

3.13 In trusts with multiple academies, the committee’s oversight must extend to the 

financial and non-financial controls and risks at constituent academies.  

3.14 Oversight must ensure information submitted to DfE and ESFA that affects funding, 

including pupil number returns and funding claims (for both revenue and capital 

grants) completed by the trust and (for trusts with multiple academies) by 

constituent academies, is accurate and in compliance with funding criteria. 

Find out more in HM Treasury’s audit committee handbook. 

Delivering internal scrutiny  

Principles 

3.15 Internal scrutiny must: 

• be independent and objective – for example it must not be performed by the 

trust’s own accounting officer, chief financial officer or other members of the 

senior leadership or finance team  

• be conducted by someone suitably qualified and experienced and able to draw 

on technical expertise as required 

• be covered by a scheme of work, driven and agreed by the audit and risk 

committee, and informed by risk  

• be timely, with the programme of work spread appropriately over the year so 

higher risk areas are reviewed in good time   

• include regular updates to the audit and risk committee by the person(s) or 

organisation(s) carrying out the programme of work, incorporating: 

• a report of the work to each audit and risk committee meeting, including 

recommendations where appropriate to enhance financial and non-financial 

controls and risk management 

• an annual summary report to the audit and risk committee for each year 

ended 31 August outlining the areas reviewed, key findings, 

recommendations and conclusions, to help the committee consider actions 

and assess year on year progress.   

https://www.gov.uk/government/publications/audit-committee-handbook
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3.16 Whilst the audit and risk committee is responsible for overseeing the internal 

scrutiny, the findings must also be made available to all trustees promptly.  

Options 

3.17 The trust must deliver internal scrutiny in the way most appropriate to its 

circumstances. Options include: 

• employing an in-house internal auditor 

• a bought-in internal audit service from a firm, other organisation or individual 

with professional indemnity insurance  

• the appointment of a non-employed trustee  

• a peer review by the chief financial officer from another academy trust. The 

trust should satisfy itself that the trust supplying the reviewer has a good 

standard of financial management and governance and should minute the 

basis for its decision. The peer reviewer should be independent of the trust. 

3.18 The trust may combine the above options. The trust may also use other individuals 

or organisations where specialist non-financial knowledge is required.  

3.19 To ensure those carrying out the programme of internal scrutiny work are suitably 

qualified and/or experienced: 

• auditors should be members of a relevant professional body  

• trustees and peer reviewers performing the work should have qualifications in 

finance, accounting or audit, and appropriate internal audit experience. Trusts 

should work towards this position where it is not already the case.  

3.20 Trusts should note that the Financial Reporting Council’s Ethical Standard states 

that a firm providing external audit to an entity shall not also provide internal audit 

services to it. In order to minimise threats to objectivity and independence in the 

internal scrutiny of academy trusts, ESFA considers that the term internal scrutiny 

must be viewed in the same way as internal audit. 

3.21 The trust must keep its approach to internal scrutiny under review. If it changes in 

size, complexity or risk profile, it should consider whether its approach remains 

suitable. 

External reporting and transparency 

3.22 The trust must confirm in its governance statement, accompanying its annual 

accounts, which of the internal scrutiny options it has applied and why. The 

outcome of the work must also inform the accounting officer’s statement of 

regularity in the annual accounts.    

https://www.frc.org.uk/auditors/audit-assurance/standards-and-guidance/current-ethical-standards
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3.23 The trust must submit its annual summary report of the areas reviewed, key 

findings, recommendations and conclusions (as presented to the audit and risk 

committee under section 3.15 by the person(s) or organisation(s) carrying out the 

programme of work) to ESFA by 31 December each year when it submits its 

audited annual accounts. If the trust uses additional individuals or organisations 

where specialist non-financial knowledge is required, as permitted under paragraph 

3.18, it should reflect their findings, recommendations and conclusions as part of 

the summary document submitted to ESFA. The trust must also provide ESFA with 

any other internal scrutiny reports if requested. 

Find out more in ESFA’s internal scrutiny good practice guide, which: 

• describes both financial and non-financial areas that internal scrutiny could 

cover, and  

• provides a suggested structure for an internal scrutiny annual report. 

Further information on internal audit is available at the Chartered Institute of 

Internal Auditors. 

https://www.gov.uk/government/publications/academy-trust-financial-management-good-practice-guides/internal-scrutiny-in-academy-trusts
https://www.iia.org.uk/about-us/what-is-internal-audit/
https://www.iia.org.uk/about-us/what-is-internal-audit/
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Part 4: Annual accounts and external audit 

How academy trusts must report on their finances to give assurance to 

Parliament and the public about the use of resources. 

Preparation and audit of accounts  

4.1 The academy trust must maintain adequate accounting records and prepare an 

annual report and accounts in line with the Charity Commission’s Statement of 

Recommended Practice (SORP) and ESFA’s Accounts Direction  

4.2 The accounts must be audited. 

4.3 The accounting period of an academy trust will usually end on 31 August as 

described in its funding agreement.  

4.4 The audited report and accounts must be: 

• submitted to ESFA by 31 December 

• published on the trust’s website by 31 January  

• filed with Companies House under company law, usually by 31 May   

• provided to every member (under the Companies Act) 

• provided to anyone who requests a copy. 

Find out more about: 

• preparation, audit and submission of your annual accounts in the Accounts 

Direction and Charites SORP 

• the requirement to submit an annual confirmation statement to Companies 

House. 

External auditors 

Appointment of external auditors 

4.5 Under the Companies Act 2006, academy trusts must appoint an auditor to give an 

opinion on whether their annual accounts present a true and fair view of the trust’s 

financial performance and position (appointment being by the members, other than 

where the Companies Act permits the trustees to appoint – for example for the 

trust’s first period of account). Trusts should retender their external audit contract at 

least every five years and must consider the relevant points in 4.17 when 

evaluating. 

4.6 The audit contract, and regularity engagement as described in 4.15, must be in 

writing and must not cover other services. If additional services are purchased, a 

http://www.companieshouse.gov.uk/
https://www.gov.uk/government/publications/academies-accounts-direction
https://www.gov.uk/government/publications/academies-accounts-direction
http://charitysorp.org/
https://www.gov.uk/guidance/confirmation-statement-guidance
http://www.legislation.gov.uk/ukpga/2006/46/part/16
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separate letter of engagement must be obtained specifying the work and the fee. 

Trusts should note that auditors are subject to the Financial Reporting Council’s 

Ethical Standard which aims to strengthen auditor independence and prevent 

conflict of interest where additional services are provided to a client. 

Find out more about choosing an external auditor. 

Removal of external auditors  

4.7 The letter of engagement must allow for removal of auditors, before the expiry of 

the term of office, in exceptional circumstances. Proposals to remove auditors must 

require a majority vote of the members who must provide reasons for their decision 

to the board. There must be a requirement in the letter of engagement for the 

auditors to provide the trust with an explanation if the auditors resign, within 14 

calendar days of their resignation. 

4.8 The board of trustees must notify ESFA immediately of the removal or resignation 

of the auditors. For removal, the trust must notify ESFA of the reasons, copying to 

ESFA any statement received from the auditor on this matter. For resignation, the 

trust must copy to ESFA an explanation from the auditors. A change in auditor at 

the expiry of their agreed term of office does not require notification to ESFA. 

Group auditors and sector account 

4.9 DfE will consolidate each academy trust’s accounts into a sector annual report and 

accounts (SARA). DfE will use audited accounts returns and other information to 

generate the SARA, which the National Audit Office (NAO) will audit.  

4.10 As each trust is a component of the SARA, the trust must prepare the financial 

information requested by DfE for this purpose. 

4.11 Academy trusts’ auditors will be required by DfE to audit certain information, and 

this requirement should be incorporated within the terms of engagement.  

4.12 The NAO must reach an opinion on regularity for ESFA’s own accounts, and for this 

will draw on the regularity opinions of trusts’ auditors. 

Find out more about the academies sector annual report and accounts. 

Review of regularity 

Accounting officer’s statement 

4.13 An accounting officer’s statement on regularity, propriety and compliance must be 

included in the academy trust’s annual accounts. This is a declaration by the 

https://www.frc.org.uk/auditors/audit-assurance/standards-and-guidance/current-ethical-standards
https://www.gov.uk/government/publications/academy-trust-financial-management-good-practice-guides/choosing-an-external-auditor-for-an-academy-trust
http://www.education.gov.uk/kc-enquiry-form
http://www.education.gov.uk/kc-enquiry-form
http://www.education.gov.uk/kc-enquiry-form
http://www.nao.org.uk/
https://www.gov.uk/government/collections/academies-sector-annual-reports-and-accounts
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accounting officer that they have met their responsibilities to Parliament for the 

resources under their control during the year. It includes responsibility to ensure: 

• efficient and effective use of resources (value for money) 

• public money is spent for the purposes intended by Parliament (regularity)  

• appropriate standards of conduct, behaviour and corporate governance are 

maintained (propriety). 

4.14 The format of the statement is in ESFA’s Accounts Direction. The accounting officer 

also has responsibility to advise the board of trustees and ESFA of instances of 

irregularity or impropriety, or non-compliance with the funding agreement or 

handbook.  

Auditor’s review of regularity 

4.15 A review of the accounting officer’s statement must be included within the remit of 

academy trusts’ external auditors. The auditor’s conclusions on regularity must be 

addressed jointly to the trust and ESFA. 

Find out more about the accounting officer’s statement and review of regularity in the 

Accounts Direction.  

External audit oversight and findings – the audit and risk committee 

4.16 The audit process can support trusts by identifying areas that may require 

improvement. The board of trustees, taking advice from the audit and risk 

committee, must ensure there is an appropriate, reasonable and timely response 

by the trust’s management team to findings by external auditors, taking 

opportunities to strengthen systems of financial management and control.  

4.17 Specifically the audit and risk committee must: 

• review the external auditor’s plan each year 

• review the annual report and accounts 

• review the auditor’s findings and actions taken by the trust’s managers in 

response to those findings 

• assess the effectiveness and resources of the external auditor to provide a 

basis for decisions by the trust’s members about the auditor’s reappointment or 

dismissal or retendering. Considerations may include: 

• the auditor’s sector expertise 

• their understanding of the trust and its activities 

• whether the audit process allows issues to be raised on a timely basis at 

the appropriate level 

https://www.gov.uk/government/publications/academies-accounts-direction
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• the quality of auditor comments and recommendations in relation to key 

areas 

• the personal authority, knowledge and integrity of the audit partners and 

their staff to interact effectively with, and robustly challenge, the trust’s 

managers  

• the auditor’s use of technology 

• produce an annual report of the committee’s conclusions to advise the board 

of trustees and members, including recommendations on the reappointment or 

dismissal or retendering of the external auditor, and their remuneration. 
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Part 5: Delegated authorities  

The financial freedoms and limits applying to academy trusts. 

Requirement to obtain ESFA approval  

5.1 The academy trust has autonomy over financial transactions arising in the normal 

course of business. However, some transactions have delegated authority limits 

beyond which trusts must obtain prior ESFA approval, regardless of the source of 

funds. A schedule of delegated authorities is at section 5.65. Trusts must ensure 

they are familiar with these requirements and ESFA may intervene where trusts do 

not seek the required ESFA approval in advance. 

Use ESFA’s contact form to request ESFA approval for any transactions beyond the 

academy trusts delegation limits. Such approval must be sought before the transaction 

takes place. 

 

Disclosure 

5.2 Irrespective of whether ESFA approval is required, the academy trust must disclose 

aggregate figures for transactions of any amount, and separate disclosure for 

individual transactions above £5,000, in its audited accounts for the following 

transactions: 

• special payments – compensation [5.14] 

• special payments – ex gratia [5.17] 

• writing off debts and losses [5.19] 

• guarantees, letters of comfort and indemnities [5.19] 

• acquisition or disposal of freehold land and buildings [5.23] 

• disposal of heritage assets [5.23] 

• taking up or granting a leasehold on land and buildings [5.26] 

• gifts by the trust [5.32]. 

5.3 The following transactions must be disclosed in total, and individually: 

• special payments – staff severance, of any value [5.7]. 

5.4 Other than what is required under financial reporting standards, the Charities SORP 

and the Accounts Direction, disclosure can be anonymised. 

http://www.education.gov.uk/kc-enquiry-form
http://www.education.gov.uk/kc-enquiry-form
http://www.charitysorp.org/
https://www.gov.uk/academies-accounts-direction
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Novel, contentious and repercussive transactions 

5.5 Novel, contentious and/or repercussive transactions must always be referred to 

ESFA for approval, and the request must be made to ESFA before the transaction 

occurs. ESFA may refer such transactions to HM Treasury for approval, so trusts 

should allow sufficient time for proposals to be considered. 

• Novel transactions are those of which the academy trust has no experience, or 

are outside its range of normal business. 

• Contentious transactions are those that might cause criticism of the trust by 

Parliament, the public or the media.  

• Repercussive transactions are those likely to cause pressure on other trusts to 

take a similar approach and hence have wider financial implications. 

Special payments 

5.6 Certain transactions by public bodies may fall outside their usual planned range of 

activity and may exceed statutory and contractual obligations. HM Treasury calls 

these special payments, (see annex 4.13 of Managing Public Money), and are 

subject to greater control than other payments. They include: 

• staff severance payments 

• compensation payments 

• ex gratia payments. 

Special staff severance payments  

5.7 Special staff severance payments are paid to employees outside statutory or 

contractual requirements when leaving public employment. They are different to ex 

gratia payments. 

5.8 If an academy trust is considering a staff severance payment above statutory or 

contractual entitlements, it must consider the following issues before making a 

binding commitment: 

• that the proposed payment is in the trust’s interests 

• whether the payment is justified, based on legal assessment of the trust’s 

chances of successfully defending the case at employment tribunal. If there is 

a significant prospect of losing the case, a settlement may be justified, 

especially if the costs of a defence are likely to be high. Where a legal 

assessment suggests the trust is likely to be successful, a settlement should 

not be offered 

• if the settlement is justified, the trust would need to consider the level of 

settlement. This must be less than the legal assessment of what the relevant 

body (e.g. an employment tribunal) is likely to award. 

http://www.education.gov.uk/kc-enquiry-form
https://www.gov.uk/government/publications/managing-public-money
https://www.gov.uk/being-taken-to-employment-tribunal-by-employee
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5.9 Staff severance payments should not be made where they could be seen as a 

reward for failure, such as gross misconduct or poor performance. The only 

acceptable rationale in the case of gross misconduct would be where legal advice is 

that the claimant is likely to succeed in an employment tribunal because of 

employment law procedural errors. In the case of poor performance, an acceptable 

comparison would be the time and cost of taking someone through performance 

management and capability procedures. 

5.10 Where the academy trust is considering a staff severance payment including a non-

statutory/non-contractual element of £50,000 or more, (gross, before income tax or 

other deductions), ESFA’s prior approval must be obtained before making any 

binding offer to staff. ESFA will refer such transactions to HM Treasury, so trusts 

should allow sufficient time for proposals to be considered. Examples of approval 

requirements are as follows: 

Statutory/contractual 

payment 

 Non-statutory/non-

contractual payment 

ESFA/HM Treasury 

approval required? 

£30,000 + £30,000 No 

£60,000 + £30,000 No 

£30,000 + £50,000 Yes – for £50,000 

5.11 Academy trusts should demonstrate value for money by applying the same scrutiny 

to a payment under £50,000 as those over £50,000, and have a justified business 

case. Settlements must not be accepted unless satisfying the conditions in this 

handbook and in ESFA’s guidance and submission template.  

5.12 Additionally, in accordance with HM Treasury’s Guidance on Public Sector Exit 

Payments, academy trusts must obtain prior ESFA approval before making a staff 

severance payment where: 

• an exit package which includes a special severance payment is at, or above, 

£100,000; and/or 

• the employee earns over £150,000. 

Find out more about severance payments. 

Use of confidentiality clauses 

5.13 Academy trusts must ensure confidentiality clauses associated with staff severance 

payments do not prevent an individual’s right to make disclosures in the public 

interest (whistleblowing) under the Public Interest Disclosure Act 1998. 

http://www.education.gov.uk/kc-enquiry-form
http://www.education.gov.uk/kc-enquiry-form
https://www.gov.uk/government/publications/academies-severance-payments-form
https://www.gov.uk/government/publications/public-sector-exit-payments-guidance-on-special-severance-payments
https://www.gov.uk/government/publications/public-sector-exit-payments-guidance-on-special-severance-payments
https://www.gov.uk/guidance/academies-severance-payments
http://www.legislation.gov.uk/ukpga/1998/23/contents
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Compensation payments  

5.14 Compensation payments provide redress for loss or injury, for example personal 

injuries, traffic accidents or damage to property. If an academy trust is considering a 

compensation payment, it must base its decision on a careful appraisal, including 

legal advice where relevant, and ensure value for money. 

5.15 Academy trusts have delegated authority to approve individual compensation 

payments provided any non-statutory/non-contractual element is under £50,000. 

Where the trust is considering a non-statutory/non-contractual payment of £50,000 

or more ESFA’s prior approval must be obtained. ESFA will refer such transactions 

to HM Treasury. 

5.16 Trusts should consider whether cases reveal concerns about the effectiveness of 

internal control systems and take steps to correct failings. 

Ex gratia payments  

5.17 Ex gratia payments are another type of transaction going beyond statutory or 

contractual cover, or administrative rules. Annex 4.13 of Managing Public Money 

provides examples, including payments to meet hardship caused by official failure 

or delay, and to avoid legal action due to official inadequacy. 

5.18 Ex gratia transactions must always be referred to ESFA for prior approval. HM 

Treasury approval may also be needed. If trusts are in doubt about a proposed 

transaction, they should seek ESFA advice. 

Write-offs and entering into liabilities 

5.19 The academy trust must obtain ESFA’s prior approval for the following transactions 

beyond the delegated limits described below: 

• writing-off debts and losses; and 

• entering into guarantees, letters of comfort or indemnities. 

5.20 The delegated limits, are: 

• 1% of total annual income or £45,000 (whichever is smaller) per single 

transaction 

• cumulatively, 2.5% of total annual income (subject to a maximum of £250,000) 

in any financial year per category of transaction for trusts that have not 

submitted timely, unqualified accounts for the previous two financial years. This 

category includes new trusts that have not had the opportunity to produce two 

years of audited accounts. 

http://www.education.gov.uk/kc-enquiry-form
https://www.gov.uk/government/publications/managing-public-money
http://www.education.gov.uk/kc-enquiry-form
http://www.education.gov.uk/kc-enquiry-form
http://www.education.gov.uk/kc-enquiry-form
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• cumulatively, 5% of total annual income (subject to a maximum of £250,000) in 

any financial year per category of transaction for trusts that have submitted 

timely, unqualified accounts for the previous two financial years. 

5.21 In relation to these limits: 

• the trust should always pursue recovery of amounts owed to it, including 

overpayments, or erroneous payments. In practice, however, there will be 

practical and legal limits to how cases should be handled 

• the trust should only consider writing-off losses after careful appraisal, 

including whether all reasonable recovery action has been taken with the 

debtor, the trust’s insurers, or the risk protection arrangement, and should be 

satisfied there is no feasible alternative 

• the amounts for write-offs are before successful claims from an insurer or the 

risk protection arrangement 

• total annual income is defined as grant income as disclosed in the trust’s last 

audited accounts. ESFA should be contacted if the trust has not yet published 

their first audited accounts. 

5.22 Before accepting liabilities by issuing guarantees, a letter of comfort or indemnity, 

the trust should secure value for money by appraising the proposal through 

assessment of the costs and benefits of relevant options. Academy trusts seeking 

ESFA approval for an indemnity should confirm whether it is covered by insurance 

or Risk Protection Arrangement (RPA). 

Acquisition and disposal of fixed assets 

5.23 Academy trusts must obtain prior approval from ESFA for the following 

transactions: 

• acquiring a freehold of land or buildings 

• disposing of a freehold of land or buildings 

• disposing of heritage assets, as defined in financial reporting standards, 

beyond any limits in the funding agreement for the disposal of assets generally. 

5.24 Other than land, buildings and heritage assets, trusts can dispose of other fixed 

asset without ESFA’s approval subject to achieving the best price that can 

reasonably be obtained, and maintaining the principles of regularity, propriety and 

value for money. 

Find out more about submitting a school land transaction proposal. 

http://www.education.gov.uk/kc-enquiry-form
http://www.education.gov.uk/kc-enquiry-form
http://www.education.gov.uk/kc-enquiry-form
https://www.gov.uk/guidance/submit-a-school-land-transaction-proposal
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Leasing 

5.25 There are two types of lease: 

• finance leases: these are a form of borrowing 

• operating leases: these are not borrowing. 

5.26 Trusts must obtain ESFA’s prior approval for the following leasing transactions: 

• taking up a finance lease on any asset for any duration from another party, 

which are subject to the borrowing restrictions described in paragraphs 5.33 

and 5.34 

• taking up a leasehold or tenancy agreement on land or buildings from another 

party for a term of seven or more years 

• granting a leasehold interest, including a tenancy agreement, of any duration, 

on land and buildings to another party. 

5.27 Other than the above, trusts do not require ESFA’s approval for operating leases. 

5.28 Trusts must ensure any lease maintains the principles of value for money, 

regularity and propriety. Trusts should seek advice from their professional adviser 

and/or external auditor if they are in doubt over whether a lease involves borrowing. 

Find out more in ESFA’S leasing good practice guide, which includes information on 

distinguishing between the two types of lease. 

Managing General Annual Grant (GAG) 

Managing surplus GAG 

5.29 ESFA previously set limits on GAG carried forward by trusts from year-to-year. 

These limits have now been removed for eligible trusts (see section 5.60). ESFA will 

report to DfE any trusts where it has serious concerns about a long-term substantial 

surplus with no clear plans for its use. 

Pooling of GAG by trusts with multiple academies 

5.30 A trust with multiple academies can amalgamate GAG for its academies to form one 

central fund. This can be used to meet the running costs at any constituent 

academy within the trust. In accordance with its funding agreement a trust must not 

pool PFI funding. 

5.31 The trust must consider the funding needs and allocations of each constituent 

academy and must have an appeals mechanism. If a constituent academy’s 

principal feels the academy has been unfairly treated, they should appeal to the 

trust. If the grievance is not resolved, they can appeal to the Secretary of State, via 

http://www.education.gov.uk/kc-enquiry-form
https://www.gov.uk/government/publications/academy-trust-financial-management-good-practice-guides/leasing-guidance-for-academy-trusts
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ESFA. Where ESFA receives an appeal, it will review the process that the trust has 

followed, including whether the trust has considered the funding needs of the 

constituent academy, and whether the trust’s internal appeals process has been 

applied. ESFA will provide the constituent academy and the trust with the 

opportunity to provide any evidence they feel is relevant to the case. ESFA’s 

decision will be final and can result in the pooling provisions being dis-applied. 

Gifts 

5.32 The academy trust should have a policy and register on the acceptance of gifts, 

hospitality, awards, prizes or other benefits that might compromise their judgment or 

integrity and should ensure all staff are aware of it. When making gifts, the trust 

must ensure the value is reasonable, is within its scheme of delegation, the 

decision is documented, and achieves propriety and regularity in the use of public 

funds. 

Borrowing 

5.33 Academy trusts must obtain ESFA’s prior approval for borrowing (including finance 

leases and overdraft facilities) from any source, where such borrowing is to be 

repaid from grant monies or secured on assets funded by grant monies, regardless 

of the interest rate chargeable. Credit cards must only be used for business 

expenditure, and balances cleared before interest accrues. 

5.34 However, academy trusts will only be granted permission for borrowing in 

exceptional circumstances, such as schemes introduced by the Secretary of State 

to meet broader policy objectives - for example the Department’s Condition 

Improvement Fund for capital projects, and the Salix scheme that supports energy 

saving.  

Find out more about the Condition Improvement Fund and the Salix scheme. 

Related party transactions 

5.35 This part of the handbook deals with goods or services provided by or to individuals 

or organisations related to the academy trust. 

Related parties include persons and entities with control or significant influence over 

the academy trust, and members of the same group (e.g. parent and subsidiary 

companies, key management personnel and close family members).  

The above description is not comprehensive. Find the full definition in: 

• section 33 of Financial Reporting Standard 102 

• section 9.15 and appendix 1 of the Charities SORP. 

http://www.education.gov.uk/kc-enquiry-form
https://www.gov.uk/condition-improvement-fund
http://salixfinance.co.uk/loans/
https://www.frc.org.uk/getattachment/e1d6b167-6cdb-4550-bde3-f94484226fbd/FRS-102-WEB-Ready-2015.pdf
http://charitiessorp.org/download-a-full-sorp/
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The related parties section of ESFA’s Accounts Direction provides further information. 

Principles applying to related party relationships 

5.36 Academy trusts must be even-handed in their relationships with related parties by 

ensuring that: 

• trustees comply with their statutory duties as company directors to avoid 

conflicts of interest, not accept benefits from third parties, and declare interest 

in proposed transactions or arrangements 

• all members, trustees, local governors of academies and senior employees 

complete the register of interests, in accordance with sections 5.45 to 5.48 of 

this handbook  

• no member, trustee, local governor, employee or related individual or 

organisation uses their connection to the trust for personal gain, including 

payment under terms that are preferential to those that would be offered to an 

individual or organisation with no connection to the trust 

• there are no payments to trustees by the trust unless permitted by the articles, 

or by authority from the Charity Commission, and comply with any relevant 

agreement with the Secretary of State. Trusts will need to consider these 

obligations where payments are made to other business entities who employ 

the trustee, are owned by the trustee, or in which the trustee holds a controlling 

interest 

• the Charity Commission’s approval is obtained where the trust believes a 

significant advantage exists in paying a trustee for acting as a trustee 

• payments provided to the persons referred to in section 5.49 satisfy the ‘at 

cost’ requirements in this handbook. 

5.37 The trust should be aware of the Charity Commission’s guidance for trustees CC11: 

Trustee expenses and payments. 

5.38 The board of trustees must ensure requirements for managing related party 

transactions are applied across the trust. The board chair and the accounting officer 

must ensure their capacity to control and influence does not conflict with these 

requirements. They must manage personal relationships with related parties to 

avoid both real and perceived conflicts of interest, promoting integrity and openness 

in accordance with The 7 principles of public life.  

5.39 Trusts must recognise that some relationships with related parties may attract 

greater public scrutiny, such as: 

• transactions with individuals in a position of control and influence, including the 

board chair and accounting officer 

https://www.gov.uk/government/publications/academies-accounts-direction
https://www.gov.uk/government/organisations/charity-commission
https://www.gov.uk/government/organisations/charity-commission
https://www.gov.uk/government/publications/trustee-expenses-and-payments-cc11
https://www.gov.uk/government/publications/trustee-expenses-and-payments-cc11
https://www.gov.uk/government/publications/the-7-principles-of-public-life
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• payments to organisations with a profit motive, as opposed to those in the 

public or voluntary sectors 

• relationships with external auditors beyond their duty to deliver a statutory 

audit. 

5.40 The trust must keep sufficient records, and make sufficient disclosures in their 

annual accounts, to show that transactions with these parties, and all other related 

parties, have been conducted in accordance with the high standards of 

accountability and transparency required within the public sector. 

Reporting and approval of related party transactions 

5.41 Trusts must report all contracts and other agreements with related parties to ESFA 

in advance of the contract or agreement commencing, using ESFA’s related party 

on-line form. This requirement applies to all such contracts and agreements made 

on or after 1 April 2019.   

5.42 Trusts must obtain ESFA’s prior approval, using ESFA’s related party on-line form, 

for contracts and other agreements for the supply of goods or services to the trust 

by a related party agreed on or after 1 April 2019 where any of the following limits 

arise: 

• a contract or other agreement exceeding £20,000  

• a contract or other agreement of any value that would mean the cumulative 

value of contracts and other agreements with the related party exceeds, or 

continues to exceed, £20,000 in the same financial year ending 31 August.  

5.43 For the purposes of reporting to, and approval by, ESFA contracts and agreements 

with related parties do not include salaries and other payments made by the trust to 

a person under a contract of employment through the trust’s payroll.  

Find out more about reporting related party transactions to ESFA and obtaining 

approval. 

 

Approval of novel, contentious and/or repercussive related party transactions 

5.44 Novel, contentious and/or repercussive related party transactions are subject to 

separate arrangements. Trusts must obtain ESFA’s prior approval for any contracts 

and other agreements with related parties that are novel, contentious and/or 

repercussive, regardless of value. Approval must be sought using ESFA’s enquiry 

form, not through the related party on-line form. Trusts should carefully consider the 

impact of this requirement and its relevance to transactions involving the board 

chair and/or the accounting officer.  

 

https://onlinecollections.des.fasst.org.uk/onlinecollections/
https://onlinecollections.des.fasst.org.uk/onlinecollections/
https://www.gov.uk/government/publications/related-party-transactions-information-for-academy-trusts/declare-or-seek-approval-for-related-party-transactions-summary-guidance#church-schools
https://www.gov.uk/government/publications/related-party-transactions-information-for-academy-trusts/declare-or-seek-approval-for-related-party-transactions-summary-guidance#church-schools
https://form.education.gov.uk/en/AchieveForms/?form_uri=sandbox-publish://AF-Process-f9f4f5a1-936f-448b-bbeb-9dcdd595f468/AF-Stage-8aa41278-3cdd-45a3-ad87-80cbffb8b992/definition.json&redirectlink=%2Fen&cancelRedirectLink=%2Fen
https://form.education.gov.uk/en/AchieveForms/?form_uri=sandbox-publish://AF-Process-f9f4f5a1-936f-448b-bbeb-9dcdd595f468/AF-Stage-8aa41278-3cdd-45a3-ad87-80cbffb8b992/definition.json&redirectlink=%2Fen&cancelRedirectLink=%2Fen
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Register of interests 

5.45 The academy trust’s register of interests must capture relevant business and 

pecuniary interests of members, trustees, local governors and senior employees, 

including: 

• directorships, partnerships and employments with businesses 

• trusteeships and governorships at other educational institutions and charities  

• for each interest: the name and nature of the business, the nature of the 

interest and the date the interest began. 

5.46 The register must identify relevant material interests from close family relationships 

between the academy trust’s members, trustees or local governors. It must also 

identify relevant material interests arising from close family relationships between 

those individuals and employees. ‘Close family relationships’ is defined in section 

5.49 (third bullet). 

5.47 Trusts should consider whether other interests should be registered, and if in doubt 

should do so. Boards of trustees must keep their register of interests up-to-date at 

all times. 

5.48 Trusts must publish on their websites relevant business and pecuniary interests of 

members, trustees, local governors and accounting officers. Trusts have discretion 

over the publication of interests of other individuals named on the register. The 

Charity Commission offers guidance in Manage a conflict of interest in your charity 

and CC29: Conflicts of interest: a guide for charity trustees. 

At cost requirements 

5.49 Subject to sections 5.54 to 5.57 a trust must pay no more than ‘cost’ for goods or 

services (‘services’ do not include contracts of employment) provided to it by the 

following persons (‘persons’ meaning both individuals and organisations): 

• members or trustees of the academy trust 

• individuals or organisations related to a member or trustee of the academy 

trust. For these purposes the following persons are related to a member, or 

trustee: 

• a relative of the member or trustee. A relative is defined as a close member 

of the family, or member of the same household, who may be expected to 

influence, or be influenced by, the person. This includes, but is not limited 

to, a child, parent, spouse or civil partner 

• an individual or organisation carrying on business in partnership with the 

member, trustee or a relative of the member or trustee 

• a company in which a member or the relative of a member (taken 

separately or together), and/or a trustee or the relative of a trustee (taken 

separately or together), holds more than 20% of the share capital or is 

https://www.gov.uk/guidance/manage-a-conflict-of-interest-in-your-charity
https://www.gov.uk/government/publications/conflicts-of-interest-a-guide-for-charity-trustees-cc29
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entitled to exercise more than 20% of the voting power at any general 

meeting of that company 

• an organisation controlled by a member or the relative of a member (acting 

separately or together), and/or a trustee or the relative of a trustee (acting 

separately or together). For these purposes an organisation is controlled by 

an individual or organisation if that individual or organisation can secure that 

the affairs of the body are conducted in accordance with the individual’s or 

organisation’s wishes 

• any individual or organisation given the right under the trust’s articles of 

association to appoint a member or trustee of the academy trust; or any body 

connected to such individual or organisation 

• any individual or organisation recognised by the Secretary of State as a 

sponsor of the academy trust; or any body connected to such individual or 

organisation. 

5.50 A body is connected to another individual or organisation if it is controlled by the 

individual or organisation, or controls the organisation, or is under common control 

with the individual or organisation. For these purposes, control means: 

• holding more than 20% of the share capital (or equivalent interest), or 

• having the equivalent right to control management decisions of the body, or 

• having the right to appoint or remove a majority of the board or governing 

body. 

5.51 The ‘at cost’ requirement does not apply to the trust’s employees unless they are 

also one of the parties described in section 5.49. 

5.52 While these provisions do not apply to contracts of employment, the principles of 

value for money and using public money properly, including managing conflicts of 

interest, still apply. Salaries should be appropriate to the individual’s skills and 

experience and to wider market rates. 

5.53 If staff of an individual or organisation in section 5.49 are based in, or work from the 

premises of, the academy trust, that individual/ organisation and the trust must 

agree an appropriate sum to be paid to the trust for use/occupation of the premises, 

save to the extent that they are carrying out work for the trust. 

5.54 The ‘at cost’ requirement applies to contracts with a related party agreed on or after 

7 November 2013.  

5.55 The ‘at cost’ requirement applies to contracts with a related party exceeding £2,500, 

cumulatively, in any one financial year. Where a contract takes the trust’s 

cumulative annual total with the related party beyond £2,500, the element above 

£2,500 must be at no more than cost.  
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5.56 In relation to organisations supplying legal advice or audit services to the academy 

trust, the ‘at cost’ requirement applies where the organisation’s partner managing 

the service is a member or trustee of the trust but not in other cases for those 

organisations. The published ethical standards for auditors prevent partners or 

employees of the audit firm from acting as a trustee of their client trust, but not of 

other trusts. 

5.57 In relation to dioceses, the contributions made by an academy trust to its diocese 

for services it receives associated with securing the academy trust’s religious 

character and ethos, which only the diocese can provide, are regarded as meeting 

the ‘at cost’ requirement.  

5.58 Academy trusts must ensure any agreement with an individual or organisation 

referred to in section 5.49 to supply goods or services to the trust is properly 

procured through an open and fair process and is: 

• supported by a statement of assurance from that individual or organisation to 

the trust confirming their charges do not exceed the cost of the goods or 

services, and  

• on the basis of an open book agreement including a requirement for the 

supplier to demonstrate clearly, if requested, that their charges do not exceed 

the cost of supply. 

5.59 For these purposes the cost will be the ‘full cost’ of all the resources used in 

supplying the goods or services and must not include any profit. Full cost includes:  

• all direct costs (costs of materials and labour used directly in producing the 

goods or services) 

• indirect costs (a proportionate share of fixed and variable overheads). 

Find out more about the ‘at cost’ statement of assurance.  

Applicability of delegations and freedoms 

5.60 Some delegations and freedoms in part 5 of this handbook that go beyond the 

trust’s funding agreement do not apply to those trusts. They do not apply to trusts 

that are party to one or more funding agreements that: 

• allow one or more of its academies to receive GAG based on estimated pupil 

numbers regardless of whether they are being funded on that basis, and  

• allow the Secretary of State to recover GAG from those academies if estimated 

pupil numbers exceed census-based pupil numbers beyond a specified 

percentage, and 

• do not require a move to pupil census-based funding permanently. 

https://www.frc.org.uk/auditors/audit-assurance/standards-and-guidance
https://www.gov.uk/government/publications/review-of-related-party-transactions-in-academies
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5.61 A move permanently means: 

• the academy is subject to a funding agreement moving it to pupil census-based 

funding within a specified number of years, after which the agreement provides 

for it to be funded only in that way, or  

• in the case of a free school it is subject to a funding agreement moving it to 

pupil census-based funding when all cohorts relevant to the age range have 

some pupils present; and allows the Secretary of State to recover all additional 

GAG from the free school if estimated pupil numbers exceed census-based 

pupil numbers. 

5.62 The delegations and freedoms in the handbook that do not apply to trusts on 

estimates-based GAG funding are those relating to: 

• acquisition and disposal of fixed assets (5.23) 

• leaseholds and tenancy agreements of land and buildings (5.26) 

• carry forward of unspent GAG from one year to the next (5.29) 

• pooling of GAG (5.30). 

5.63 The freedoms do not apply until the trust’s funding agreements are updated to move 

all academies within the trust to pupil census-based funding permanently, as 

defined above. 

5.64 In the case of a trust with multiple academies, if one or more of its constituent 

academies does not meet the criteria above for access to the delegations and 

freedoms, all academies within the trust will be unable to access the delegations 

and freedoms. 
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Summary of freedoms and delegations  

5.65 This summary is not a substitute for the full handbook. Trusts’ delegated authorities 

are subject to the conditions in section 5.60. Trusts under a notice to improve will 

have their delegated authorities revoked under section 6.21.   

Novel, contentious 

and repercussive 

Novel, contentious and 

repercussive transactions 

ESFA agreement required [5.5] 

Special payments Staff severance and 

compensation 

ESFA agreement required if £50,000 

or more before tax [5.10 and 5.15]  

 Ex gratia payments  ESFA agreement required [5.18] 

Write-offs and 

liabilities 

(subject to  

£250,000 ceiling) 

Writing-off debts and losses ESFA consent required if exceeds:   

• 1% of annual income or 

£45,000 individually; or 

• 2.5% or 5% of annual income 

cumulatively [5.19 and 5.20] 

Entering into guarantees, 

indemnities or letters of comfort  

Acquisition and 

disposal of fixed 

assets 

Acquiring freehold land/buildings ESFA agreement required [5.23] 

Disposing of a freehold on 

land/buildings 

ESFA agreement required [5.23] 

 Disposing of heritage assets ESFA agreement required [5.23] 

 Other disposals Trust has full discretion [5.24]  

Leasing Taking up a finance lease ESFA agreement required [5.26]  

 Taking up a leasehold on land 

and buildings 

ESFA agreement if lease term seven 

years or more [5.26]  

 Taking up any other lease Trust has full discretion [5.27] 

 Granting a lease on land and 

buildings 

ESFA agreement required [5.26]  

GAG GAG carry forward  No limits if trust eligible [5.29]  

 Pooling by trusts with multiple 

academies 

No limits (except PFI) if trust eligible 

[5.30]  

Borrowing Loan, overdraft  ESFA agreement required [5.33] 

 Credit cards (for business use) Trust has full discretion provided 

charges not incurred [5.33] 

Related party 

transactions 

Supplies to the trust from related 

parties 

ESFA agreement required over 

£20,000 and over associated limits in 

[5.42] 

https://www.gov.uk/government/collections/academies-financial-notices-to-improve
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Part 6: The regulator and intervention 

How ESFA oversees academy trusts and may intervene where concerns 

arise. 

ESFA oversight 

6.1 ESFA is an executive agency of DfE. ESFA’s accounting officer is accountable to 

Parliament for how ESFA uses its funds and personally responsible for the 

regularity, propriety and value for money of its expenditure. To do this, ESFA’s 

accounting officer must be satisfied that academy trusts have appropriate 

arrangements for sound governance, financial management, value for money and 

accounting, and that trusts’ use of public funds is consistent with the purposes voted 

by Parliament. 

6.2 ESFA’s accounting officer will send a ‘Dear Accounting Officer’ letter at least 

annually to academy trust accounting officers, covering issues such as 

developments in the accountability framework and ESFA findings. Accounting 

officers must share it with their members, trustees, chief financial officer and senior 

leadership team, arrange for the board to discuss it and take action, if necessary, to 

strengthen financial controls.  

6.3 ESFA exercises the rights, powers and remedies in this handbook on behalf of the 

Secretary of State. If ESFA fails to use, or delays in using, these this does not mean 

it cannot do so later. 

 Access rights 

6.4 ESFA or its agents may carry out audits and investigations at an academy trust. 

The trust must provide ESFA with access to all books, records, information, 

explanations, assets, premises and staff, and ESFA may take copies of relevant 

documents. ESFA may conduct interviews during its audits and investigations. 

ESFA will give reasonable notice in writing of proposed audits. 

 

Investigations: Third party documentation 

 

6.5 Where ESFA has concerns about financial management and/or governance at an 

academy trust, it may wish to obtain from third parties information or documentation 

about the trust which ESFA considers relevant for the purposes of its investigation. 

Academy trusts must provide ESFA with written authority giving permission for any 

third party to provide such information and documentation to ESFA or its agents on 

request of ESFA.  

 

https://www.gov.uk/government/collections/academy-trust-accounting-officer-letters-from-efa
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Retention of records 

6.6 The trust must retain records to verify provision delivered by it, or its sub-

contractors, in relation to this handbook and its funding agreement, at least six 

years after the period to which funding relates. 

Financial management and governance self-assessment 

6.7 New operational academy trusts must complete a financial management and 

governance self-assessment (FMGS) and submit it to ESFA within 3 months of 

opening their first academy. 

6.8 To gain assurance over financial arrangements at academy trusts, ESFA will 

conduct financial management reviews, examining whether systems and control 

comply with the handbook. 

Find out more about the financial management and governance self-assessment. 

School resource management self-assessment tool 

6.9 All trusts must complete the School resource management self-assessment tool 

and submit their completed checklist to ESFA by the specified annual deadline. 

Funding audit 

6.10 Funding audits allow ESFA to gain assurance on the pupil census and free school 

meals entitlement data provided by an academy trust to calculate its recurrent 

funding, and establish whether this data is accurate and supported by evidence. 

The scope and timing of funding audits are determined annually. 

Fraud, theft, irregularity and cybercrime  

6.11 Academy trusts must be aware of the risk of fraud, theft and irregularity and 

address it by putting in place proportionate controls. Trusts must take appropriate 

action where fraud, theft or irregularity is suspected or identified. 

6.12 The board of trustees must notify ESFA, as soon as possible, of any instances of 

fraud, theft and/or irregularity exceeding £5,000 individually, or £5,000 cumulatively 

in any financial year. Unusual or systematic fraud, regardless of value, must also 

be reported. The following information is required: 

• full details of the event(s) with dates 

• the financial value of the loss 

• measures taken to prevent recurrence 

https://www.gov.uk/government/publications/academy-financial-management-and-governance-self-assessment-guidance
https://www.gov.uk/government/publications/school-resource-management-self-assessment-tool
http://www.education.gov.uk/kc-enquiry-form
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• whether it was referred to the police (and if not why)  

• whether insurance or the RPA have offset any loss. 

6.13 ESFA may conduct or commission investigations into actual or potential fraud, theft 

or irregularity in any academy trust, either because of a notification from the trust 

itself or from other information received. ESFA may involve other authorities, 

including the police.  

6.14 ESFA will publish reports about its investigations and about financial management 

and governance reviews at academy trusts. 

6.15 ESFA also publishes guidance on reducing fraud. Trusts should refer to this and to 

the findings from ESFA’s investigation reports, as part of its risk management 

approach.   

Cybercrime 

6.16 Academy trusts must also be aware of the risk of cybercrime, put in place 

proportionate controls and take appropriate action where a cyber security incident 

has occurred. 

6.17 Trusts must obtain permission from ESFA to pay any cyber ransom demands. 

ESFA supports the National Crime Agency’s recommendation not to encourage, 

endorse, or condone the payment of ransom demands. Payment of ransoms has no 

guarantee of restoring access or services and is likely to result in repeat incidents.  

Find out more about: 

• managing the risk of fraud and reporting it to ESFA. 

• National Cyber Security Centre 

• NCSC-Alert Further targeted ransomware attacks on education sector March 

2021 

ESFA intervention powers  

6.18 Where ESFA has concerns about financial management and/or governance in an 

academy trust it may issue, and publish, a Notice to Improve (NtI). The trust must 

comply with the NtI. Failure to comply will be deemed a funding agreement breach. 

The funding agreement may be terminated due to non-compliance with a NtI. 

6.19  ESFA will notify the trust of the date of which ESFA has published the NtI. The trust 

must then publish the NtI on its own website within 14 days, and retain it on the 

website until the NtI is lifted by ESFA. 

6.20 A NtI describes what a trust must do to address concerns about financial 

management or governance. For example, a NtI may be issued due to an actual or 

https://www.gov.uk/government/collections/academies-investigation-reports
https://www.gov.uk/government/collections/academies-financial-management-and-governance-reviews
https://www.gov.uk/government/collections/academies-financial-management-and-governance-reviews
http://www.education.gov.uk/kc-enquiry-form
https://www.gov.uk/guidance/academies-guide-to-reducing-any-risk-of-financial-irregularities
https://www.ncsc.gov.uk/
https://www.ncsc.gov.uk/files/NCSC-Alert-Further-targeted-ransomware-attacks-education-sector-March-2021.pdf
https://www.ncsc.gov.uk/files/NCSC-Alert-Further-targeted-ransomware-attacks-education-sector-March-2021.pdf
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projected deficit, cash flow problems, insolvency risk, irregular use of public funds, 

or inadequate governance and management (including weak oversight by trustees, 

poor internal scrutiny and breaches of related party requirements).  

6.21 If a NtI is issued, the delegated authorities in sections 5.6 to 5.31 of this handbook 

are revoked, and all transactions of this nature must be approved in advance by 

ESFA, specifically: 

• special staff severance payments 

• compensation payments 

• writing off debts and losses 

• entering into guarantees, indemnities or letters of comfort 

• disposals of fixed assets beyond any limit in the funding agreement 

• taking up a leasehold or tenancy agreement on land or buildings of a duration 

beyond any limit in the funding agreement 

• carry forward of unspent GAG from one year to the next beyond any limit in the 

funding agreement  

• pooling of GAG. 

The trust may also be prevented from entering into transactions with related parties 

without approval. These delegated authorities shall be returned once the NtI has 

been complied with, and improvement is sustainable. 

6.22 Where ESFA intervenes because of concerns about financial management and/or 

governance it may require the trust to submit additional information such as monthly 

income and expenditure accounts, cash flow statements and balance sheets.  

Find out more about  Notice to Improve (NtI). 

Secretary of State directions 

6.23 Where the Secretary of State has concerns about an individual managing an 
academy trust, they may take action to address those concerns.  

6.24 Subject to the relevant provisions being present in the trust’s funding agreement, 

the Secretary of State can require the trust to remove a member or trustee. This can 

include where the individual has been convicted, cautioned or engaged in relevant 

conduct and, as a result, the Secretary of State considers them unsuitable to take 

part in management of the academy trust. 

6.25 The Secretary of State can also make directions under section 128 of the Education 

and Skills Act 2008 prohibiting individuals from taking part in academy trust 

management. This could prevent an individual from acting as a trustee or executive 

leader of a trust. The circumstances are prescribed in regulations but can include 

where the individual is subject to a caution or conviction or has engaged in relevant 

http://www.education.gov.uk/kc-enquiry-form
https://www.gov.uk/government/collections/academies-financial-notices-to-improve
https://www.legislation.gov.uk/ukpga/2008/25/contents
https://www.legislation.gov.uk/ukpga/2008/25/contents
http://www.legislation.gov.uk/uksi/2014/1977/pdfs/uksi_20141977_en.pdf
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conduct, and the Secretary of State considers that because of that caution, 

conviction or conduct that individual is unsuitable to take part in management of a 

school. 

ESFA work with the Charity Commission 

6.26 Where there is a concern, ESFA may refer trusts to the Charity Commission, 

reflecting the Commission’s interest in addressing non-compliance with legal or 

regulatory requirements or misconduct or mismanagement in the administration of 

any charity, and in ensuring individuals running the charity (in particular, but not 

limited to, the trustees) do so in compliance with their legal duties. The Commission 

may use its regulatory powers as described in its Memorandum of Understanding 

with DfE. 

Find out more about the Memorandum of Understanding between DfE and the Charity 

Commission. 

ESFA work with the Insolvency Service 

6.27 ESFA may refer academy trustees, as directors, to the Insolvency Service who may 

consider whether the conduct of a director is such that they are unfit to be involved 

in management of a company and whether or not it would be in the public interest 

for a disqualification order to be sought. 

ESFA approach to academy resource management  

6.28 Where ESFA has concerns about financial management of a trust, it may prescribe 

working with an expert in school resource management, such as a School Resource 

Management Advisor (SRMA). Trusts should make reasonable endeavours to 

implement improvements identified by an SRMA. Failure to do so may result in an 

NtI being issued. Working with an SRMA may also be prescribed as a condition of 

an NtI.  

Find out more to help you improve financial planning and resource management 

including integrated curriculum and financial planning. 

National Audit Office and Public Accounts Committee 

6.29 The NAO has the right to access the accounts and relevant records of an academy 

trust for inspection, or for value for money studies. The trust must cooperate with 

NAO and their contractors and provide help, information and explanation as is 

reasonable and necessary. 

https://www.gov.uk/government/organisations/charity-commission
https://www.gov.uk/government/publications/memorandum-of-understanding-charity-commission-and-the-department-for-education
https://www.gov.uk/government/collections/schools-financial-health-and-efficiency
https://www.gov.uk/guidance/improving-financial-efficiency-with-curriculum-planning
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6.30 The NAO's findings are considered by the Public Accounts Committee (PAC). The 

PAC has power to call anyone, including past and current accounting officers of a 

trust, to account for proper use of public funds. 

http://www.parliament.uk/business/committees/committees-a-z/commons-select/public-accounts-committee/role
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Part 7: Definitions 

Help with terms used in this handbook.  

Academic year The ‘school year’ from 1 September to 31 August. 

Academy trust  The company having a funding agreement with the Secretary of State 

to run one or more academies. 

Accounting officer The academy trust’s senior executive leader, accountable for value for 

money, regularity and propriety. In SATs, this should be the principal. 

In trusts with multiple academies, it should be the chief executive or 

equivalent. 

Accounting officer’s 

statement on 

regularity, propriety 

and compliance  

The accounting officer must complete and sign this statement in the 

trust’s annual accounts. 

Accounts Direction ESFA’s guide for academies on preparing their annual accounts. 

Accounts return A return based on academy trusts’ annual accounts, required for the 

sector annual report and accounts, and for collecting benchmarking 

data.  

Articles of 

association 

The articles describe the trust’s charitable object(s) and governance 

arrangements. 

Asset Anything capable of being owned or controlled to produce value and 

held to have positive economic value. Can be ‘revenue’ (e.g. cash) or 

‘capital’ (e.g. a building). 

Balanced budget A budget setting out projected income and expenditure drawing on 

unspent funds from previous years as necessary. Trusts do not have 

to balance income and expenditure in each year to zero and can carry 

forward unspent GAG (if eligible). 

Board The academy trust’s board of trustees. In some academy trusts, such 

as church academies, those on the board are known instead as 

directors.  

Capital Capital assets or funding are those from which an entity expects to 

derive benefit for more than one year: typically land, buildings, 

vehicles and information technology. They are usually called fixed 

assets. 

Chief executive The senior executive leader and head of the management team of a 

trust with multiple academies. Trusts may use alternative descriptions 

such as executive principal. 

https://www.gov.uk/guidance/academies-accounts-direction
https://www.gov.uk/guidance/academies-accounts-return
https://www.gov.uk/government/publications/academy-model-memorandum-and-articles-of-association
https://www.gov.uk/government/publications/academy-model-memorandum-and-articles-of-association
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Chief financial 

officer  

The individual leading the finance department: e.g. finance director, 

business manager or equivalent. 

Companies House The Registrar of Companies, which incorporates and dissolves 

companies, stores company information and accounts, and make this 

publicly available. 

De facto trustee A person not validly appointed as a trustee but exercising the 

functions that could only be properly discharged by a trustee. See also 

shadow directors. 

Economy Obtaining an outcome for the least possible input of resources. 

Education and 

Skills Funding 

Agency (ESFA) 

An executive agency of the DfE acting as agent of the Secretary of 

State. 

Effectiveness Obtaining the desired outcome. 

Efficiency Obtaining the best possible outcome for the resources input. 

Exempt charity An exempt charity does not have to register with the Charity 

Commission. The principal regulator of exempt trusts is DfE. Exempt 

trusts still need Charity Commission’s approval for some transactions 

e.g. trustee payment for work as trustee. 

Financial 

management and 

governance self-

assessment 

(FMGS)  

A return to ESFA by new academies and trusts, where they self-

assess their financial management arrangements.  

Financial year For academy trusts, the same as the academic year, from 1 

September to 31 August.  

Funding agreement The agreement between the academy trust and the Secretary of 

State, including funding arrangements, obligations and termination 

provisions. 

General annual 

grant 

Academy trusts’ main revenue funding. 

Going concern An entity is a going concern unless management either intends to 
liquidate the entity or to cease trading, or has no realistic alternative 
but to do so. Assessing an entity’s ability to continue to adopt the 
going concern basis of accounting involves considering a period of at 
least 12 months from the date the annual accounts are authorised. 
 

Principal The head teacher of an academy and the senior executive leader of a 

single academy trust.  

https://www.gov.uk/government/organisations/education-and-skills-funding-agency
https://www.gov.uk/government/organisations/education-and-skills-funding-agency
https://www.gov.uk/government/organisations/education-and-skills-funding-agency
https://www.gov.uk/government/publications/regulation-of-schools-and-academies-with-exempt-charity-status
https://www.gov.uk/government/organisations/charity-commission
https://www.gov.uk/government/organisations/charity-commission
https://www.gov.uk/government/publications/academy-financial-management-and-governance-self-assessment-guidance
https://www.gov.uk/government/publications/academy-financial-management-and-governance-self-assessment-guidance
https://www.gov.uk/government/publications/academy-financial-management-and-governance-self-assessment-guidance
https://www.gov.uk/government/publications/academy-financial-management-and-governance-self-assessment-guidance
https://www.gov.uk/government/publications/academy-financial-management-and-governance-self-assessment-guidance
https://www.gov.uk/government/publications/academy-and-free-school-funding-agreements-single-academy-trust
https://www.gov.uk/government/collections/academies-funding-payments-and-compliance
https://www.gov.uk/government/collections/academies-funding-payments-and-compliance
https://www.gov.uk/government/publications/academy-trust-financial-management-good-practice-guides/operating-an-academy-trust-as-a-going-concern
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Private Finance 

Initiative (PFI) 

Funding public infrastructure projects using private capital. 

Propriety Dealing with expenditure and receipts in accordance with Parliament’s 

intentions and the principles of parliamentary control. This covers 

standards of conduct, behaviour and corporate governance. 

Public funds Funds deriving from parliamentary authority. All academy trusts’ 

income, expenditure, assets and liabilities are consolidated into a 

sector account and will be considered by Parliament to be public 

unless otherwise demonstrated. 

Regularity Dealing with income and expenditure in accordance with legislation, 

the funding agreement, the handbook, and the trust’s internal 

procedures. This includes spending public money for the purposes 

intended by Parliament. 

Related party Related parties include persons and entities with control or significant 

influence over the academy trust, and members of the same group 

(for example parent and subsidiary companies). This description is not 

comprehensive. A full definition is in section 33 of Financial Reporting 

Standard 102 and section 9.15 and appendix 1 of the Charities SORP. 

The related parties section of ESFA’s Accounts Direction provides 

further information. 

Risk protection 

arrangement 

An alternative to insurance for academy trusts where losses are 

covered by government funds. 

Secretary of State The Secretary of State for Education. 

Shadow director A person in accordance with whose directions or instructions the 

directors of a company are accustomed to act. See also de facto 

trustee. 

Special payments Payments outside the normal range of activities approved by 

Parliament and therefore requiring greater control, including  

ex gratia payments, staff severance payments, compensation 

payments and other extra-statutory or extra-contractual payments.  

Statement of 

Recommended 

Practice (SORP) 

The Charity Commission document describing the format of charity 

accounts. 

Value for money Achieving the best possible educational and wider societal outcomes 

through the economic, efficient and effective use of resources, the 

avoidance of waste and extravagance, and prudent and economical 

administration.  

https://www.frc.org.uk/getattachment/e1d6b167-6cdb-4550-bde3-f94484226fbd/FRS-102-WEB-Ready-2015.pdf
https://www.frc.org.uk/getattachment/e1d6b167-6cdb-4550-bde3-f94484226fbd/FRS-102-WEB-Ready-2015.pdf
http://charitiessorp.org/download-a-full-sorp/
https://www.gov.uk/government/publications/academies-accounts-direction
https://www.gov.uk/guidance/academies-risk-protection-arrangement-rpa
https://www.gov.uk/guidance/academies-risk-protection-arrangement-rpa
http://charitysorp.org/
http://charitysorp.org/
http://charitysorp.org/
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Whistleblowing When an employee reports suspected wrongdoing at work and makes 

a disclosure in the public interest, under the protection of the Public 

Interest Disclosure Act 1998. 

http://www.legislation.gov.uk/ukpga/1998/23/contents
http://www.legislation.gov.uk/ukpga/1998/23/contents
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Part 8: Schedule of requirements (the ‘musts’) 

The requirements in the handbook brought together into one list: the 

‘musts’. It abbreviates these requirements and so cannot be used as a 

substitute for the full handbook. Links to the relevant sections are included, 

which must be read in full. 

Top 10 ‘musts’ for chairs and other trustees 

Personal responsibilities  

• Apply highest standards of conduct and ensure robust governance, comply with 

charitable objects, with duties as company directors, with charity law and the 

funding agreement [1.13 and 1.14] 

Structures  

• Ensure the board of trustees meets at least three times a year, and conducts 

business only when quorate [2.3] 

• Approve a written scheme of delegation of financial powers [2.4] 

Relationships 

• Manage conflicts of interest, be even-handed with related parties, and ensure 

goods or services provided by them are at no more than cost, beyond the limits in 

this handbook [5.35 to 5.59] 

Money and oversight 

• Ensure the board approves a balanced budget for the financial year and minutes 

their approval [2.10]  

• Share management accounts with the chair of trustees monthly, with the other 

trustees six times a year, and consider when the board meets, taking action to 

maintain financial viability [2.19 and 2.20] 

• Ensure decisions about executive pay follow a robust evidence-based process 

reflecting the individual’s role and responsibilities, and that the approach to pay is 

transparent, proportionate and justifiable [2.30 and 2.31]  

• Appoint an audit and risk committee (either dedicated or combined with another 

committee) to advise on the adequacy of the trust’s controls and risks [1.24 and 3.6 

to 3.14] 

Accountability and audit 

• Submit audited accounts to ESFA by 31 December [4.4] 

• Ensure an appropriate, reasonable and timely response to findings by auditors, 

taking opportunities to strengthen financial management and control [4.16] 
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Roles and responsibilities 

• Adhere to The 7 principles of public life  

• Have the skills, knowledge and experience to run the trust [1.1] 

• Have at least three members, although the Department’s strong preference is for 

five [1.3] 

• Have suitability checks in place for members to ensure they are not subject to a 

direction under section 128 of the Education and Skills Act 2008 [1.4]. 

• Not have members as employees, nor have members occupy staff roles on an 

unpaid voluntary basis [1.5] 

• Ensure regularity, propriety and value for money [1.21, 1.38 and 2.7] 

• Trustees to take ownership of financial sustainability and ability to operate as a 

going concern [1.21] 

• Ensure committees contain a majority of trustees [1.25] 

• Not have de facto trustees or shadow directors [1.26] 

• Include a review of the trust’s governance structure and board composition in the 

governance statement when producing audited accounts for the first time [1.28] 

• Appoint a senior executive leader (should be principal or chief executive) [1.33] 

• Appoint an accounting officer (the senior executive leader) with responsibility for 

regularity, propriety and value for money and for assuring the board about 

compliance with the funding agreement and handbook [1.34 to 1.44] 

• Demonstrate in the governance statement how the trust has secured value for 

money [1.41] 

• Include a statement on regularity, propriety and compliance, signed by the 

accounting officer, in the audited accounts [1.41 and 4.13] 

• Appoint a chief financial officer to lead the finance department [1.45] 

• Have appropriately qualified and/or experienced finance staff [1.46]  

• Appoint a governance professional (clerk to the board) [1.49] 

• Arrange DBS checks as appropriate [1.51 and 1.52] 

Main financial requirements 

• Maintain robust oversight of the trust [2.1] 

• Take responsibility for financial affairs, stewardship of assets and use resources 

efficiently [2.2] 
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• Describe in the governance statement how the board has maintained effective 

oversight if meeting less than six times a year [2.3] 

• Have sound internal control, risk management and assurance processes [2.6] 

• Establish a control framework that includes: 

• ensuring delegated financial authorities are complied with, and segregation 

of duties maintained 

• co-ordinating the planning and budgeting process 

• discipline in financial management, including managing debtors, creditors, 

cash flow and monthly bank reconciliations  

• planning and oversight of capital projects 

• management and oversight of assets including maintenance of a fixed asset 

register 

• regularity, propriety and value for money 

• reducing fraud and theft 

• independent checking of controls, systems, transactions and risks  

• a competitive tendering policy [2.7 and 2.28] 

• Prepare and monitor financial plans to ensure the trust remains a going concern 

and ensure rigour and scrutiny in budget management [2.8 and 2.9]  

• Ensure budget forecasts are accurate, based on realistic assumptions and reflective 

of lessons learned from previous years [2.11] 

• Submit a budget forecast return outturn and 3-year budget forecast return to 

ESFA [2.15 and 2.16] 

• Notify ESFA within 14 days if proposing a deficit revenue budget for the current 

financial year which it cannot address after taking into account unspent funds from 

previous years, as this would be non-compliant with the funding agreement and this 

handbook [2.17] 

• Prepare management accounts every month and take appropriate action. Measure 

key financial performance indicators regularly and analyse in annual trustees’ 

report [2.18, 2.21 and 2.22] 

• Manage cash position robustly and avoid becoming overdrawn [2.24]  

• Have a cautious approach to investments in line with the handbook principles [2.25] 

• Show that public funds have been used as intended by Parliament [2.27] 

• Publish on trust’s website the number of employees whose benefits exceeded 

£100k, in £10k bandings [2.32] 

• Ensure senior employees’ payroll arrangements meet HM Treasury’s tax 

requirements [2.34] 
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• Not use trust’s funds to purchase alcohol for consumption, except where it is to be 

used in religious services [2.35]  

• Charge for boarding provision in line with this handbook [2.37] 

• Manage risks, including contingency and business continuity planning and maintain 

a risk register. Board to retain oversight of risk and review risk register at least 

annually. [2.38 and 2.39] 

• Have adequate insurance or be a member of DfE’s risk protection arrangement 

[2.40] 

• Implement reasonable risk management audit recommendations [2.42] 

• Have published procedures for whistleblowing and respond properly and fairly [2.43 

to 2.48] 

• Be transparent with governance arrangements [2.49] 

• Publish the trust’s governance arrangements in its governance statement and in a 

readily accessible form on its website [2.50] 

• Ensure governance documents are available for public inspection [2.51]. 

• Provide ESFA or its agents with information of sufficient quality to meet funding 

requirements [2.52] 

• Notify DfE via Get information about schools within 14 days of changes in information 

about members, trustees, local governors, chair of trustees, chairs of local governing 

bodies, accounting officer and chief financial officer [2.54 to 2.58]  

Internal scrutiny 

• Check financial and non-financial controls and risks [3.1 to 3.5]  

• Oversee controls and risks at constituent academies [3.13] 

• Ensure information submitted to DfE and ESFA affecting funding is accurate and 

compliant [3.14]  

• Internal scrutiny must be viewed in the same way as internal audit [3.20]. 

• Ensure checks are conducted by someone independent, suitably qualified and 

experienced [3.15 to 3.21] 

• Provide internal scrutiny reports to the audit and risk committee and make the 

findings available to all trustees promptly [3.15 and 3.16] 

• Confirm in the governance statement which internal scrutiny option has been 

applied and why [3.22] 

• Provide annual summary of internal scrutiny to ESFA by 31 December, and provide 

other internal scrutiny reports on request [3.23] 

https://get-information-schools.service.gov.uk/
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Annual accounts and external audit 

• Produce audited accounts, publish on the trust’s website by 31 January and file 

with Companies House [4.1 to 4.4] 

• Appoint an external auditor in writing, for the annual accounts [4.5 and 4.6] 

• Put any additional services from the external auditor in a separate letter of 

engagement [4.6] 

• Provide in the audit contract for the removal of external auditors [4.7] 

• Notify ESFA immediately of the removal or resignation of external auditors, and 

the reasons [4.8] 

• Prepare information, at DfE’s request, for the sector annual report and accounts 

[4.9 and 4.10] 

• Include a review of the accounting officer’s statement on regularity, propriety 

and compliance within the external auditor’s remit, and address the auditor’s 

conclusions on regularity jointly to the trust and ESFA [4.15] 

• Audit and risk committee to review the external auditor’s plan, annual accounts, 

audit findings, management response and effectiveness of the external auditor and 

produce annual report of conclusions [4.17] 

Delegated authorities  

• Obtain ESFA’s prior approval for transactions beyond the trust’s delegated limits 

[5.1] 

• Make financial disclosures in the annual accounts in line with this handbook [5.2 

and 5.3] 

• Refer novel, contentious and/or repercussive transactions to ESFA for prior 

approval [5.5]  

• For staff severance payments, consider the following before committing: 

• whether the proposed payment is in the trust’s interests 

• whether payment is justified and value for money, based on a legal 

assessment 

• review the level of settlement, which must be less than the legal assessment 

of what the relevant body (e.g. employment tribunal) is likely to award [5.8] 

• Obtain ESFA’s prior approval for the non-contractual/non-statutory element of a 

staff severance payment of £50,000 or more (gross, before deductions) [5.10] 

• Not accept a settlement for a staff severance payment unless satisfying the 

conditions in this handbook [5.11] 



72 

• Obtain prior approval for staff severance payments of £100k or more which include a 

non-statutory/non-contractual element, and/or where the employee earns over £150k 

[5.12] 

• Ensure confidentiality clauses do not prevent an individual’s right to make 

disclosures in the public interest [5.13] 

• For compensation payments, base on appraisal, including legal advice, ensuring 

value for money [5.14] 

• Obtain ESFA’s prior approval for non-contractual/non-statutory compensation 

payments of £50,000 or more [5.15] 

• Obtain ESFA’s prior approval for ex gratia payments [5.18] 

• Obtain ESFA’s prior approval for writing off debts and losses, guarantees, letters 

of comfort and indemnities beyond limits in this handbook [5.19 and 5.20] 

• Obtain ESFA’s prior approval, before acquiring and disposing of fixed assets 

beyond limits in this handbook and ensure disposal achieves best price [5.23 and 

5.24] 

• Obtain ESFA’s prior approval for leases beyond limits in this handbook [5.26 to 5.28] 

• Not pool PFI funding across a trust with multiple academies [5.30] 

• Consider the funding needs of individual academies if pooling GAG, and have an 

appeals mechanism [5.31] 

• Ensure gifts by the trust have the decision documented, and have regard to propriety 

and regularity [5.32] 

• Obtain ESFA’s prior approval before borrowing, including finance leases and 

overdrafts, and only use credit cards for business expenditure [5.33] 

• Ensure no member, trustee, local governor, employee or related individual or 

organisation uses their connection to the trust for personal gain [5.36] 

• Ensure no payments to trustees unless permitted by the articles and comply with 

the terms of any agreement with the Secretary of State [5.36] 

• Obtain Charity Commission prior approval for paying a trustee for acting as a 

trustee [5.36] 

• Ensure the board chair and the accounting officer manage their relationships with 

related parties to avoid real and perceived conflicts of interest [5.38] 

• Recognise that related party transactions may attract public scrutiny and require 

sufficient disclosure in annual accounts to support accountability and transparency 

[5.39 and 5.40] 

• Report all contracts and other agreements with related parties to ESFA in 

advance [5.41] 
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• Obtain ESFA prior approval for contracts and other agreements with related 

parties beyond limits in this handbook [5.42 to 5.44] 

• Capture in an up to date register of interests the relevant business and pecuniary 

interests of members, trustees, local governors and senior employees [5.45] and 

interests of other individuals as described in [5.46] 

• Publish relevant business and pecuniary interests of members, trustees, local 

governors and accounting officers [2.50 and 5.48] 

The regulator and intervention 

• Arrange for letters to trusts’ accounting officers from ESFA’s accounting officer 

about the accountability framework to be discussed by the board and, where 

appropriate, strengthen the trust’s systems [6.2] 

• Provide ESFA with access to books, records, information, explanations, assets, 

premises and staff to assist with its audits [6.4] 

• Provide ESFA with permission for any third party to provide requested information 

where there are concerns or an investigation is ongoing at a trust [6.5].  

• Retain records for at least six years after the period to which funding relates [6.6] 

• Send ESFA a financial management and governance self-assessment for new 

academy trusts, or constituent academies joining an existing trust [6.7] 

• Submit school resource management self-assessment tool to ESFA annually 

[6.9] 

• Be aware of the risk of fraud, theft and irregularity and address with proportionate 

controls and appropriate action [6.11] 

• Notify ESFA of fraud or theft over £5,000, individually or cumulatively, or of any 

value where unusual or systematic [6.12] 

• Be aware of the risk of cybercrime and put in place proportionate controls and 

appropriate action where a cyber security incident has occurred [6.16] 

• Obtain permission from ESFA before paying any cyber ransom demands [6.17]. 

• Comply with a Trust Notice to Improve [6.18 and 6.20]  

• Publish the NtI on the trust’s website until it is lifted [6.19] 

• Waive delegated authorities and obtain ESFA approval of certain transactions 

described in this handbook if the trust has an NtI [6.21] 

• Cooperate with NAO and provide help, information and explanation [6.29] 

https://www.gov.uk/government/publications/school-resource-management-self-assessment-tool
http://www.education.gov.uk/kc-enquiry-form
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Part 9: Further reading 

Links to more information and guidance. 

Accountability 

Public Accounts Committee 

Accounting officer 

Association of School and College Leaders 

Role of the accounting-officer (Confederation of School Trusts (CST)) 

Role of the accounting officer in an academy (Chartered Institute of Public Finance and 

Accountancy (CIPFA)) 

‘Dear Accounting Officer’ letters (ESFA) 

Annual accounts and audit 

Academies Accounts Direction (ESFA) 

Academies accounts return (DfE) 

Accounting and reporting by charities: statement of recommended practice (‘SORP’) 

(Charity Commission) 

Charity reporting and accounting: the essentials (CC15d) (Charity Commission) 

National Audit Office 

Buildings 

Condition Improvement Fund including links to terms and conditions (DfE) 

School land transaction proposal (DfE) 

Good estate management for schools (DfE) 

Case studies 

Academies investigation reports (EFSA) 

Financial management and governance reviews (ESFA) 

http://www.parliament.uk/business/committees/committees-a-z/commons-select/public-accounts-committee/role
http://www.ascl.org.uk/
https://cstuk.org.uk/assets/link_boxes/Guidances/Guidance-the-role-of-the-accounting-officer-September-2020.pdf
https://www.cipfa.org/cipfa-thinks/academies
https://www.gov.uk/government/collections/academy-trust-accounting-officer-letters-from-efa
https://www.gov.uk/government/publications/academies-accounts-direction
https://www.gov.uk/government/publications/academies-august-accounts-return-template-and-guide
https://www.gov.uk/government/publications/academies-august-accounts-return-template-and-guide
http://charitiessorp.org/
https://www.gov.uk/government/publications/charity-reporting-and-accounting-the-essentials-november-2016-cc15d
http://www.nao.org.uk/about_us.aspx
https://www.gov.uk/guidance/condition-improvement-fund
https://www.gov.uk/guidance/submit-a-school-land-transaction-proposal
https://www.gov.uk/guidance/good-estate-management-for-schools
https://www.gov.uk/government/collections/academies-investigation-reports
https://www.gov.uk/government/collections/academies-financial-management-and-governance-reviews
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School resource management: case studies (DfE) 

Charities 

Charity publications and information (Charity Commission)  

Setting up and running a charity (Charity Commission) 

Chief financial officer 

Directory of school business professional networks (DfE) 

Role of the CFO in academies (CIPFA) 

Finance Directors Forum 

Institute of School Business Leadership 

Governance professional (Clerk to the trust board) 

Clerking competency framework (DfE) 

Conflicts of interest 

Conflicts of interest: a guide for charity trustees (CC29) (Charity Commission) 

Manage a conflict of interest in your charity (Charity Commission) 

Review of related party transactions in academies (ESFA) 

Education and Skills Funding Agency 

ESFA training (videos and webinars) 

ESFA update  

Good practice guides 

Executive pay 

Recruiting a headteacher (DfE) 

Setting executive salaries: guidance for academy trusts (ESFA) 

Financial management 

https://www.gov.uk/government/collections/schools-financial-efficiency-case-studies
https://www.gov.uk/government/organisations/charity-commission/about/publication-scheme
https://www.gov.uk/running-charity
https://www.gov.uk/government/publications/join-or-create-a-network-for-school-business-professionals/school-business-professional-networks-directory
https://www.cipfa.org/cipfa-thinks/academies
http://www.thefdforum.co.uk/
https://isbl.org.uk/
https://www.gov.uk/government/publications/governance-handbook
https://www.gov.uk/government/publications/conflicts-of-interest-a-guide-for-charity-trustees-cc29
https://www.gov.uk/guidance/manage-a-conflict-of-interest-in-your-charity
https://www.gov.uk/government/publications/review-of-related-party-transactions-in-academies
https://www.youtube.com/channel/UCROOCs9OvIwqFOy5_E0Jtfg/videos
https://www.gov.uk/government/collections/skills-funding-agency-update
https://www.gov.uk/government/publications/academy-trust-financial-management-good-practice-guides
https://www.gov.uk/government/publications/recruiting-a-headteacher
https://www.gov.uk/government/publications/setting-executive-salaries-guidance-for-academy-trusts/setting-executive-salaries-guidance-for-academy-trusts
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Academy conversion: surplus and deficit balance transfer process (DfE) 

Budget forecast (DfE) 

Charities and investment matters: a guide for trustees (CC14) (Charity Commission) 

Financial management and governance self-assessment (ESFA) 

Good practice guides (ESFA) 

Integrated curriculum and financial planning (DfE) 

Managing a charity’s finances (CC12) (Charity Commission) 

Managing public money (HM Treasury) 

Schools financial benchmarking (DfE) 

School resource management (DfE) 

Fraud 

Academies: guide to reducing fraud (ESFA) 

Academies investigation reports (EFSA) 

Action Fraud (City of London Police) 

Fraud risk management (Chartered Institute of Management Accountants) 

Fraud Act 2006 

Protecting charities from harm: compliance toolkit (Charity Commission) 

Whistleblowing 

Freedom of information 

Information Commissioner's Office 

Funding 

Academies revenue funding allocations (ESFA) 

Funding for 16-19 year olds in schools (ESFA) 

Income 

https://www.gov.uk/government/publications/academy-conversion-surplus-and-deficit-balance-transfer-process
https://www.gov.uk/academies-financial-returns
https://www.gov.uk/government/publications/charities-and-investment-matters-a-guide-for-trustees-cc14
https://www.gov.uk/government/publications/academy-financial-management-and-governance-self-assessment-guidance
https://www.gov.uk/government/publications/academy-trust-financial-management-good-practice-guides
https://www.gov.uk/guidance/improving-financial-efficiency-with-curriculum-planning
https://www.gov.uk/government/publications/managing-financial-difficulties-insolvency-in-charities-cc12/managing-financial-difficulties-insolvency-in-charities
https://www.gov.uk/government/publications/managing-public-money
http://www.education.gov.uk/afb
https://www.gov.uk/government/collections/schools-financial-health-and-efficiency
https://www.gov.uk/guidance/academies-guide-to-reducing-any-risk-of-financial-irregularities
https://www.gov.uk/government/collections/academies-investigation-reports
http://www.actionfraud.police.uk/charities
http://www.actionfraud.police.uk/charities
http://www.cimaglobal.com/Documents/ImportedDocuments/cid_techguide_fraud_risk_management_feb09.pdf.pdf
http://www.legislation.gov.uk/ukpga/2006/35/contents
https://www.gov.uk/government/collections/protecting-charities-from-harm-compliance-toolkit
https://www.gov.uk/whistleblowing
https://ico.org.uk/
https://www.gov.uk/guidance/academies-funding-allocations
https://www.gov.uk/education/funding-for-16-to-19-year-olds-in-schools
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Managing boarding provision (DfE) 

Internal control 

Internal financial controls for charities (CC8) (Charity Commission) 

Internal scrutiny 

Audit committee handbook (HM Treasury) 

New trusts 

Information for new academies (ESFA) 

Procurement 

Business payment practices and performance: reporting requirements (Department for 

Business, Energy & Industrial Strategy) 

Buying for schools (DfE) 

Crescent Purchasing Consortium 

Risk management 

Charities and risk management (CC26) (Charity Commission)  

Management of Risk – Principles and Concepts (HM Treasury) 

Risk protection arrangement (DfE) 

Tax 

Charities and tax (HMRC) 

Check employment status (HMRC) 

PAYE (HMRC) 

Review of the tax arrangements of public sector appointees (HM Treasury) 

Trustees trading and tax: how charities may lawfully trade (CC35) (Charity Commission) 

VAT (HMRC) 

https://www.gov.uk/government/publications/state-funded-boarding-school-provision-management-and-charges
https://www.gov.uk/government/publications/internal-financial-controls-for-charities-cc8
https://www.gov.uk/government/publications/audit-committee-handbook
https://www.gov.uk/government/publications/audit-committee-handbook
https://www.gov.uk/information-for-new-academies
https://www.gov.uk/government/publications/business-payment-practices-and-performance-reporting-requirements
https://www.gov.uk/guidance/buying-for-schools
http://www.thecpc.ac.uk/
https://www.gov.uk/government/publications/charities-and-risk-management-cc26
https://www.gov.uk/government/publications/orange-book
https://www.gov.uk/academies-risk-protection-arrangement-rpa
http://www.hmrc.gov.uk/ct/clubs-charities-agents/charities.htm
http://www.hmrc.gov.uk/calcs/esi.htm
http://www.hmrc.gov.uk/employers/index.shtml
https://www.gov.uk/government/publications/review-of-the-tax-arrangements-of-public-sector-appointees
https://www.gov.uk/government/publications/trustees-trading-and-tax-how-charities-may-lawfully-trade-cc35
http://www.hmrc.gov.uk/vat/start/register/
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VAT: Refund scheme for academies (HMRC) 

VAT registration (HMRC) 

Severance payments 

Academies severance payments (ESFA) 

Trustees and governance 

Academy Ambassadors 

Automatic disqualification of persons as charity trustees or senior managers (Charity 

Commission) 

Board members of Public Bodies: Code of conduct (Cabinet Office) 

Changing your charity’s governing documents (CC36) (Charity Commission) 

Charity finances: trustee essentials (CC25) (Charity Commission) 

Charities and charity trustees: an introduction for school governors (Charity Commission) 

Good governance standard for public services (CIPFA) 

Competency framework for governance (DfE) 

Confederation of School Trusts 

Governance Handbook (DfE) 

Inspiring Governance 

Making significant changes or closure (DfE) 

National Governance Association 

Statutory policies for schools (DfE) 

The Essential Trustee: What you need to know, what you need to do (CC3) (Charity 

Commission) 

Trustee board: people and skills (Charity Commission) 

Trustee expenses and payments (CC11) (Charity Commission)  

  

http://webarchive.nationalarchives.gov.uk/20130127134657/http:/customs.hmrc.gov.uk/channelsPortalWebApp/channelsPortalWebApp.portal?_nfpb=true&_pageLabel=pageLibrary_PublicNoticesAndInfoSheets&propertyType=document&columns=1&id=HMCE_PROD1_031401
http://www.hmrc.gov.uk/vat/start/register/waiting.htm
https://www.gov.uk/academies-severance-payments
https://www.gov.uk/academies-severance-payments
https://www.academyambassadors.org/
https://www.gov.uk/guidance/automatic-disqualification-rule-changes-guidance-for-charities
https://www.gov.uk/government/publications/board-members-of-public-bodies-code-of-conduct
https://www.gov.uk/government/publications/changing-your-charitys-governing-document-cc36
https://www.gov.uk/government/publications/managing-charity-assets-and-resources-cc25
https://www.gov.uk/government/publications/charities-and-charity-trustees-school-governors
https://www.gov.uk/government/publications/charities-and-charity-trustees-school-governors
https://www.cipfa.org/policy-and-guidance/reports/good-governance-standard-for-public-services
https://www.gov.uk/government/publications/governance-handbook
https://cstuk.org.uk/
https://www.gov.uk/government/publications/governance-handbook
https://www.inspiringgovernance.org/
https://www.gov.uk/government/publications/making-significant-changes-to-an-existing-academy
http://www.nga.org.uk/Home.aspx
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/357068/statutory_schools_policies_Sept_14_FINAL.pdf
https://www.gov.uk/government/publications/the-essential-trustee-what-you-need-to-know-cc3
https://www.gov.uk/guidance/trustee-board-people-and-skills
https://www.gov.uk/government/publications/trustee-expenses-and-payments-cc11


79 

Acknowledgements 

The Academy trust handbook has been produced jointly by ESFA and the following 

working group of academy sector representatives: 

Stephen Lester MBE School resource management adviser and Institute of School 

Business Leadership (chair) 

Olu Alalade Skinners’ Academy, Hackney 

Mike Antoniou The Harris Federation (vice chair) 

Angela Cox OBE Diocese of Leeds representing the Catholic Education Service 

Tracy Darby School resource management adviser  

Catherine Dottridge Tenax Schools Trust – from February 2020 

Hayley Dunn Association of School and College Leaders 

Sam Henson National Governance Association  

Margo Muris Alec Reed Academy (vice chair) 

Helen Peace St Joseph’s Catholic College 

Donna Shepherd St Anne’s Academy 

Louise Bridgett PKF Francis Clark chartered accountants 

Diane Slack Westbourne Primary School 

Sally Williams-McGlone School resource management adviser 

Inigo Woolf London Diocesan Board for Schools 

representing the Church of England National Society 

 

Craig Alderson ESFA 

David Massey ESFA 

 

We are also grateful for input from the Confederation of School Trusts (CST), FD Forum, 

National Association of Head Teachers (NAHT) and academy trusts on the Academies 

finance and assurance steering group. 

If you have suggestions for future revisions please contact ESFA. 

  

https://www.gov.uk/government/publications/academies-finance-and-assurance-steering-group-terms-of-reference/academies-finance-and-assurance-steering-group-terms-of-reference
https://www.gov.uk/government/publications/academies-finance-and-assurance-steering-group-terms-of-reference/academies-finance-and-assurance-steering-group-terms-of-reference
http://www.education.gov.uk/kc-enquiry-form


80 

 

© Crown copyright 2021 

You may re-use this document/publication (not including logos) free of charge in any 

format or medium, under the terms of the Open Government Licence v3.0. Where we 

have identified any third party copyright information you will need to obtain permission 

from the copyright holders concerned. 

To view this licence: 

visit  http://www.nationalarchives.gov.uk/doc/open-government-licence/version/3/ 

email  psi@nationalarchives.gsi.gov.uk 

About this publication: 

enquiries   www.education.gov.uk/contactus  

download  www.gov.uk/government/publications  

Reference:  ESFA-2021 

 
  

Follow us on Twitter: 
@educationgovuk  

Like us on Facebook: 
facebook.com/educationgovuk 

http://www.nationalarchives.gov.uk/doc/open-government-licence/version/3/
mailto:psi@nationalarchives.gsi.gov.uk
http://www.education.gov.uk/contactus
http://www.gov.uk/government/publications
http://twitter.com/educationgovuk
http://www.facebook.com/educationgovuk


1 
 

 
 
 

 

 
Premises Healthcheck report for Finance & Facilities Committee        
 

School Name: _Dame Tipping__Term to which this Healthcheck applies: Autumn   Spring Summer    
           2020       2021     2021   
Completing the Healthcheck: 

1. For each of the 3 sections that follow, the school should complete a draft response, to include brief detail, data and explanation and a proposed 
rating. This should be sent to the link Governor and the Director of Standards a week in advance of the meeting. Additional data and examples may 
be made available for scrutiny at the meeting. Relevant information from the previous Healthcheck should be retained; out-of-date- information 
should be delete; changes or new information should be highlighted in YELLOW.  

2. The link governor and/or Director of Standards will meet with the school representative to interrogate the document, scrutinise evidence, agree 
the proposed rating and agree how much and which evidence should be presented to the LGB (Local Governing Body).  These meetings may be 
held in person or virtually and may be preceded by email exchanges regarding the draft content 

3. Where any category is not rated Green, a brief outline of actions being taken should be included; if any category is rated Red, a separate 
exception report should be provided. 

4. The final Healthcheck draft as agreed with the link governor must be completed in time to be sent out to governors with other paperwork one 
week in advance of the LGB meeting. Having read this, governors should try to send any questions arising to the clerk for circulation in advance of 
the meeting. When possible, it is the link governor who should raise the Healthcheck at the LGB meeting, with the member of school supporting.  
This should not involve reading or summarising the whole document; only significant issues, or questions to be answered, should be raised.     

5. At the LGB meeting, governors should scrutinise the Healthcheck and any evidence presented to satisfy themselves that they can confidently 
agree the proposed rating (or, when appropriate, to amend it). A brief summary of any discussion or questions asked at the LGB will be added to the 
Healthcheck commentary by the clerk, from the minutes of the meeting, and returned to the school ready for the next update. 

6. Once agreed, the final Healthcheck should be sent to the Clerk of the Trust Board; ready to be forwarded to the next relevant Committee 

Rating: 
Green suggests the school is highly effective in this measure (A strength of the school; Ofsted Good or better) 
Red suggests the school is not yet effective in this measure (An area for development for the school; Ofsted RI or worse) 
White suggests the school is effective in this measure but is working to improve it (Broadly average; not yet confidently Ofsted Good) 
 
Draft Healthcheck completed by: ____Denise Broom____________________________ (School Representative)  
Meeting to confirm the Healthcheck with: ____Marcia Hagon  (LIFE Exec/Link Gov) on ___TBC____ (Date) 
Healthcheck presented to and agreed by the LGB on: ____20/09/21______________ (Date) 

   
 Completion 

Date: 
Sept 
2019

Jan 
2020

May 
2020

Sept 
2020

Jan 
2021

May 
2021 

Sept 
2021 

P1 Health & 
Safety 

W W W W W W G 

P2 Condition W W W G G G G 
P3 Planning, 

Review & 
Staffing 

W W G G G G G 
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P1 –  Health & Safety Rating: RED 
 

WHITE 
 

GREEN 
X 

Guiding Questions:  
P1.1 Are governors aware of the annual changes to the Trust Health & Safety Policy?  How does the school demonstrate that all  
        employees have received it? 
P1.2 Does the school have evidence of how Health and Safety is monitored ? What reports are produced ? What does the action plan  
        show? 
P1.3 What evidence is there to review accident reports? How are trends investigated and reported ? What procedures are in place to  
        record ‘near misses?’ 
P1.4 How often is the Smartlog system reviewed? How can the school  demonstrate compliance?
School’s information and narrative – (to include actions and impact since last Healthcheck  
P1.1 The Trust Health and Safety policy is reviewed annually in conjunction with the Havering policy. All changes from the previous year are 
highlighted and discussed by the Finance and Facilities committee. Once agreed the policy is distributed to LGB’s to disseminate to staff. The policy 
is included in staff meetings at school level for them to note. 
The Health and Safety policy was agreed by the Board on 2nd March and then distributed to LGB’s. It was noted that a discussion had taken place 
with Havering and there were no changes to the existing policy.  
P1.2 The Trust has an SLA with the Health and Safety service from Havering and the advisor from visits the schools termly to advise on Health and 
Safety issues and to conduct an audit. A report is produced in the same style of the Healthcheck and an action plan drawn up showing a timeline 
and level of responsibility. The pandemic has prevented audits taking place during the Autumn term as the focus has been on the Covid risk 
assessments. The school was visited by the Health and Safety advisor to review the risk assessment and advise on additional measures where 
necessary. The school has the Smartlog system but the training has been postponed to the Spring term. The Smartlog system will be used to record 
and monitor statutory testing within the school e.g. fire alarm call points. This will show the % compliance of Health and Safety in the school. 
Havering employees have not been allowed to visit schools during the Spring term so training in the Smartlog system has been delayed to the 
Summer term.  
The smartlog system is now in place at the school. The Trust rural primary site assistant started on 1st September and a part of this role will be to 
carry out the tests and record them in the Smartlog system.  
P1.3 The school has an accident book in which all accidents and near misses are recorded. This is reviewed by the Headteacher to look at any 
trends that may develop. 
Accidents and near misses will be reviewed as part of the Health and safety audit that will take place when visits from the Health and Safety advisor 
are resumed. 
P1.4 When the Smartlog system is active it will be reviewed weekly. This will include an email that is sent to the Head to show the % compliance. 
The smartlog system is in place and at the end of August showed 47% compliance. Tasks outstanding included the weekly and monthly tests that 
have not been carried out during the school holidays. Going forward these tests will be carried out by the rural primary site assistant throughout the 
school breaks which will resolve this issue. 
 
 
We consider ourselves to be G for this section because the Smartlog system is now in place. This will be updated by the Trust rural primary site 
assistant.  
 

The main actions required to maintain this rating are to keep Smartlog system up to date. 
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Additional evidence: (available to the LGB if requested)                       
 Health and Safety policy 
 Covid risk assessment 
 Health and safety audit template 
 Smartlog report format 

Summary of key points of last LGB discussion:  
P1 – was rated White  
The action to move this section to green would include training, implementing and embedding Smartlog which has been pushed back due to 
COVID - this should be in place by the end of the school year. 
The Chair asked for further information regarding the Smartlog system and the Director of Operations reported that the system was provided 
by LB Havering and they had been unable to visit for training due to COVID restrictions. The statutory framework was part of the system and 
all the required checks were in place - this would enable the school to aim for 100 % compliance. The system emails the Headteacher each 
week to provide updates and a check should also be undertaken by a governor. It was noted that compliance had improved over the last 2 
years 
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P2 – Condition of Building & 
Equipment 

Rating: RED 
 

WHITE 
 

GREEN 
X 

Guiding Questions: 
P2.1 Is there evidence that the school is in good condition? How is this monitored? 
P2.2 Which building works have been undertaken recently? How do we know that they have added value to the school? 
P2.3 When was the condition survey carried out? What issues did this highlight? What is the cost to the budget? 
P2.4 Can the school demonstrate that it has an asset management plan in place? What is the impact on budget over the 5 years? 
P2.5 Can the school identify any Health and safety issues that need addressing? What does the plan look like to address these?  
P2.6 Is there evidence that projects eligible for CIF funding been identified? Has funding been applied for?
School’s information and narrative – (to include actions and impact since last Healthcheck  
P2.1The school has a condition survey report in place which shows the condition of the school in 2016. The summary report shows that the school 
is in a ‘reasonable’ condition. However, there have been a lot of works carried out since then which have addressed most of the issues in the report.  
There are regular site walks conducted by the Head and the Trust Director of Operations. Any remedial works are noted and either addressed by the 
FBA site manager or a contractor.  
As part of the CIF funding review for 21/22 the condition of the school was reviewed in conjunction with surveyors, Ingleton Wood. Potential projects 
were discussed on the basis of condition and the criteria set by the ESFA. The surveyors confirmed that there were no immediate issues that 
needed addressing. 
P2.2 The trust secured CIF funding for replacement fire doors and associated fire safety works. This addresses the area of concern within the 
condition survey report as well as the Fire risk assessment. The main issues were the classroom doors which have now been replaced with 60 
minute rated fire doors and the lack of compartmentalisation within the loft void. Works started during the Summer break and will be completed 
Easter 2021. With no contribution from the school to this project the value of this work is 80K. 
CIF works were completed during the Easter break. 
P2.3 The condition survey was carried out in December 2016.It highlighted the following issues 

 Evidence of damp in the Heads office  
 Broken door to gas meter housing 
 CO2 detection required in classrooms 
 Signs of water ingress in hall ceiling 
 Internal decoration in some areas is poor 
 Some floor coverings need replacing 
 Fire doors need upgrading 
 Hall floor needs replacing 
 Pupil toilets need replacing 
 Light fittings need replacing 
 Some electrical switch gear should be replaced 
 Smoke detection should be improved in conjunction with additional emergency lighting and compartmentalisation of the roof void. 

The cost to budget is £78K. However it should be noted that a lot of these items were rectified with the extension built in 2017 , the 
refurbishment in 2020 and the CIF funding works in 2020/2021. 

P2.4 The school uses the condition survey as the asset management plan. It has been difficult to manage all requirements due to limited funds. 
However, the successful CIF bid has enabled a lot of areas to be addressed. 
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The last Condition survey was carried out in 2016. If budget allows it would be reasonable to commission one in 2021. Governors could then 
reassess priorities going forward and budget accordingly. 
A condition survey would cost approximately 3K and take a couple of days to complete. 
P2.5 The condition survey informed the school that the fire safety system within the school needed upgrading. This was further endorsed by the fire 
risk assessment that was carried out in Spring 2020. The Trust applied for CIF funding to address these issues which was granted and works 
started in the Summer holidays to be completed by Easter 2021. 
The Fire safety works that were carried out required an updated Fire Risk assessment. This has demonstrated that previous areas of concern have 
been rectified. 
P2.6 The condition survey has been used to identify the priorities for CIF funding projects. Ingleton Wood ,surveyors, have been commissioned to 
identify projects that align with the ESFA criteria at the highest level to increase the chances of a successful bid. Alterations to the school entrance 
to include a playground area will be submitted as the CIF bid for safeguarding. 
The CIF bid for 2021/22 was submitted on 15th December. The ESFA have informed all applicants that they will be informed in the Spring term , 
however this may be delayed due to Covid. 
CIF outcomes were announced in June 2021 and unfortunately Dame Tipping was not successful. Feedback will be looked at to assess if the bid 
could be resubmitted for 2022/23.  We anticipate that this round will open in November with a deadline of December 2021. 
 
We consider ourselves to be G for this section because the condition of the school has improved significantly since the condition survey in 2016. 
Health and safety issues have been addressed through CIF funding. 
 

The main actions required to maintain this rating are to identify projects that align with the CIF funding criteria where possible. 
 
Additional evidence: (available to the LGB if requested)  

 Condition survey report 
 Fire risk assessment 
 CIF information from ESFA  

Summary of key points of last LGB discussion:  
P2 - was rated Green 
A potential project of upgrading the windows had been considered however insufficient work was required to warrant a CIF bid. Instead it was 
decided to upgrade the front playground with a new ground covering and gates, to provide a secure area and also the ability to separate year 
groups. The result of the bid will be received in June. 
A decision on a new condition survey would be made next week - the cost is approx. £3.000, it was last undertaken in 2016 and it was noted 
that a up to date survey was part of the ESFA criteria 
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P3 – Planning, Review & Staffing Rating: RED 
 

WHITE 
 

GREEN 
X 

Guiding Questions 
P3.1 Is the accommodation is suitable for pupil numbers. How does the school show that it is suitable for any future projections?  
P3.2 What evidence does the school have to show that ICT is reviewed in line with curriculum need , Management Information systems  ,  
        and GDPR? 
P3.3 How does the school demonstrate that the condition survey reports are used to identify potential areas of capital investment? 
P3.4 Is the budget is  allocated to the asset management plan?  
P3.5 Is there evidence that students and staff are content with the catering service? How does the school evidence this? How is ‘value for  
        money’ determined? What KPIs have been set against the catering contract?  
P3.6 Is the school clean? How is this measured? 
P3.7 Can the school demonstrate that is has benchmarked areas of support staff against other schools? How does this compare? 
P3.8 Can the school demonstrate that all contracts are reviewed at least 3 months before renewal?  Are Governors aware of the tendering process with particular 
reference to “related party transactions”?
School’s information and narrative – (to include actions and impact since last Healthcheck  
P3.1 The school can accommodate the PAN that it has currently, there is no opportunity to expand within the current footprint. The outdoor play is 
an area that is part grass, part hard standing which is restrictive in the Winter months. It is also only accessible across a public footpath so is a 
cause for concern in respect of safeguarding. 
P3.2 The school engages with the Head of IT at the Trust to ensure that the use of ICT is reflected in the curriculum. Forward planning is discussed 
at the termly meetings with Heads. The Director of Operations discusses management information systems with Heads as these will be changed at 
Trust level when necessary. An example of this is the change of finance system from FMS to PS Financials to improve efficiency and ease of 
working in this area. The school his part of the Trust wide contract for GDPR compliance with a contract with SBM Services for DPO management. 
SBM conduct audits of schools GDPR practices to ensure compliance. 
With the 3rd lockdown the DfE asked schools to provide a higher proportion of on-line face to face learning for pupils. This was implemented using 
Google classroom and the strategy published on the school website. 
The Trust IT manager will be conducting an audit of IT software and hardware across the rural primaries in the Autumn term. This will inform future 
decisions regarding use of IT in the curriculum. 
P3.3 The school reports to Governors on the potential areas for capital investment through CIF funding, using the condition survey as evidence of 
need. This has been looked at and verified by the surveyors, Ingleton Wood. 
Ingleton Wood visited the school on several occasions to discuss projects with the Head that could be eligible for CIF bids using the condition survey 
report and the criteria set by the ESFA. 
P3.4 The school receives a small allocation of capital funding, circa 6K to address any minor issues. Any other projects would be funded by reserves 
or through the CIF bidding process. 
The proposal to commission a new condition survey would inform Governors of budget costs required. 
P3.5 Catering is provided by Caterlink .There is a good uptake of meals for pupils and staff , the feedback from them is good. Parents also have the 
opportunity to comment in their survey. 
The Director of Operations will be meeting with Caterlink at the end of September to review the catering provision. 
P3.6 The school employs 1 cleaner who cleans before school each day. However, due to absence this has been covered by an agency and the 
standard has been good. The Headteacher monitors the cleaning on a daily basis. There have been enhanced classroom cleaning regimes during 
the pandemic which have been well received by staff. 
Additional cleaning measures introduced during Covid will be retained. 
P3.7 The school recognised that it was overstaffed in the learning support area. The Trust undertook a benchmarking exercise using the DfE 
website to produce the stats to support the implementation of a restructure. Governors reviewed this information and agreed. 
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The ESFA have introduced a statutory return this term called the Schools Resource Management Tool. This produces a rag rated benchmarking 
dashboard that compares schools of similar profile and location. This will be reviewed by the Finance and Facilities Committee focussing on areas 
that are amber and red rated. 
Financial information from year ended 31st August will provide data for the next SRMSAT benchmarking analysis which will be shared with 
Governors in due course. 
P3.8 The school reviews contracts held by them and in discussion with the Trust undertakes a tendering process in accordance with the scheme of 
delegation. Governors are given the Academies Financial Handbook in September each year which outlines the criteria for ‘related party 
transactions.’ It explains that any contracts of this kind need to be ‘at cost’ and these would be verified by the external auditors. Any contracts are 
reviewed by the Trust Finance manager before sign off. 
The new Academies Financial Handbook is expected to be published in June for September implementation. The changes will be circulated to all 
Governors. 
The Academies Trust handbook was published in June, effective 1st September. It has been renamed to reflect the wider content which is not just 
financial information. 
We consider ourselves to be G for this section because there are good systems in place to review operational areas in the school. 
 

The main actions required to maintain this rating are to keep these areas under review. 
 

Additional evidence: (available to the LGB if requested)  
-  Academies Financial handbook 

 

 
Summary of key points of last LGB discussion:  

P3 - was rated Green 
IT systems in the school were really good and had enabled face to face online tuition. 

Governors agreed a RAG rating of WGG by a show of hands 

RAG Rating WGG 
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Summary 

What is the status of this guidance 
This is statutory guidance from the Department for Education (‘the Department’) issued 
under Section 175 of the Education Act 2002, the Education (Independent School 
Standards) Regulations 2014, the Non-Maintained Special Schools (England) 
Regulations 2015, and the Education and Training (Welfare of Children) Act 2021. 
Schools and colleges in England must have regard to it when carrying out their duties to 
safeguard and promote the welfare of children. For the purposes of this guidance 
children includes everyone under the age of 18. 

About this guidance 
We use the terms “must” and “should” throughout the guidance. We use the term 
“must” when the person in question is legally required to do something and “should” 
when the advice set out should be followed unless there is good reason not to. The 
guidance should be read alongside: 

• statutory guidance Working Together to Safeguard Children; 

• departmental advice What to do if you are Worried a Child is Being Abused - 
Advice for Practitioners; and 

• departmental advice Sexual Violence and Sexual Harassment Between Children 
in Schools and Colleges 

Unless otherwise specified: 

• ‘school’ means: all schools whether maintained, non-maintained or independent 
schools (including academies, free schools and alternative provision academies), 
maintained nursery schools1 and pupil referral units. 

• ‘college’ means further education colleges and sixth-form colleges as established 
under the Further and Higher Education Act 1992, institutions designated as being 
within the further education sector2 and providers of post 16 Education as set out 

 
 

1 The Early Years Foundation Stage Framework (EYFS) is mandatory for all early years’ providers. It applies to all 
schools, including maintained nursery schools that have early years provision. Maintained nursery schools, like the 
other schools listed under ‘About this guidance’, must have regard to Keeping children safe in education when carrying 
out duties to safeguard and promote the welfare of children (by virtue of section 175(2) of the Education Act 2002 – see 
footnote 21 for further detail on this requirement). 
2 Under section 28 of the Further and Higher Education Act 1992 (‘designated institutions’). 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2
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in the Education and Training (Welfare of Children) Act 20213: 16-19 Academies,  
Special Post-16 institutions and Independent Training Providers. For colleges, the 
guidance relates to their responsibilities towards children who are receiving 
education or training at these institutions. 

Who is this guidance for? 
This statutory guidance should be read and followed by: 

• governing bodies of maintained schools (including maintained nursery schools) 
and colleges; 

• proprietors of independent schools (including academies, free schools and 
alternative provision academies) and non-maintained special schools. In the case 
of academies, free schools and alternative provision academies, the proprietor will 
be the academy trust; 

• management committees of pupil referral units (PRUs); and 

• senior leadership teams. 

Throughout the guidance, reference to “governing bodies and proprietors” includes 
management committees unless otherwise stated. 

School and college staff 

It is essential that everybody working in a school or college understands their 
safeguarding responsibilities. Governing bodies and proprietors should ensure that those 
staff who work directly with children read at least Part one of this guidance. Governing 
bodies and proprietors, working with their senior leadership teams and especially their 
designated safeguarding lead, should ensure that those staff who do not work directly 
with children read either Part one or Annex A (a condensed version of Part one) of this 
guidance. This is entirely a matter for the school or college and will be based on their 
assessment of which guidance will be most effective for their staff to safeguard and 
promote the welfare of children. 

Governing bodies and proprietors should ensure that mechanisms are in place to assist 
staff to understand and discharge their role and responsibilities as set out in Part one (or 
Annex A if appropriate) of this guidance. 

 
 

3 Education and Training (Welfare of Children) Act 2021 

https://www.legislation.gov.uk/en/ukpga/2021/16/enacted
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What does this guidance replace? 
This guidance replaces Keeping children safe in education 2020 updated January 2021. 
A table of substantive changes is included at Annex G. 
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Part one: Safeguarding information for all staff 

What school and college staff should know and do 

A child centred and coordinated approach to safeguarding 

1. Schools and colleges and their staff are an important part of the wider 
safeguarding system for children. This system is described in the statutory guidance 
Working Together to Safeguard Children. 

2. Safeguarding and promoting the welfare of children is everyone’s responsibility. 
Everyone who comes into contact with children and their families has a role to play. In 
order to fulfil this responsibility effectively, all practitioners should make sure their 
approach is child-centred. This means that they should consider, at all times, what is in 
the best interests of the child. 

3. No single practitioner can have a full picture of a child’s needs and 
circumstances. If children and families are to receive the right help at the right time, 
everyone who comes into contact with them has a role to play in identifying concerns, 
sharing information and taking prompt action. 

4. Safeguarding and promoting the welfare of children is defined for the purposes of 
this guidance as: 

• protecting children from maltreatment; 

• preventing the impairment of children’s mental and physical health or 
development; 

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

• taking action to enable all children to have the best outcomes. 

5. Children includes everyone under the age of 18. 

The role of school and college staff 

6. School and college staff are particularly important, as they are in a position to 
identify concerns early, provide help for children, promote children’s welfare and prevent 
concerns from escalating. 

7. All staff have a responsibility to provide a safe environment in which children can 
learn. 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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8. All staff should be prepared to identify children who may benefit from early help.4 
Early help means providing support as soon as a problem emerges at any point in a 
child’s life, from the foundation years through to the teenage years. 

9. Any staff member who has any concerns about a child’s welfare should follow 
the processes set out in paragraphs 55-70. Staff should expect to support social 
workers and other agencies following any referral. 

10. Every school and college should have a designated safeguarding lead who will 
provide support to staff to carry out their safeguarding duties and who will liaise closely 
with other services such as children’s social care. 

11. The designated safeguarding lead (and any deputies) are most likely to have a 
complete safeguarding picture and be the most appropriate person to advise on the 
response to safeguarding concerns. 

12. The Teachers’ Standards 2012 state that teachers (which includes 
headteachers) should safeguard children’s wellbeing and maintain public trust in the 
teaching profession as part of their professional duties.5 

What school and college staff need to know 

13. All staff should be aware of systems within their school or college which support 
safeguarding and these should be explained to them as part of staff induction. This 
should include the: 

• child protection policy, which should amongst other things also include the policy 
and procedures to deal with peer on peer abuse; 

• behaviour policy (which should include measures to prevent bullying, including 
cyberbullying, prejudice-based and discriminatory bullying);6 

• staff behaviour policy (sometimes called a code of conduct); 

• safeguarding response to children who go missing from education; and 

• role of the designated safeguarding lead (including the identity of the designated 
safeguarding lead and any deputies). 

 
 

4 Detailed information on early help can be found in Chapter 1 of Working Together to Safeguard Children. 
5 The Teachers' Standards apply to: trainees working towards QTS; all teachers completing their statutory 
induction period (newly qualified teachers [NQTs]); and teachers in maintained schools, including 
maintained special schools, who are subject to the Education (School Teachers’ Appraisal) (England) 
Regulations 2012. 
6 All schools are required to have a behaviour policy (full details are here). If a college or chooses to have a behaviour 
policy it should be provided to staff as described above. 
 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/teachers-standards
https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools
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Copies of policies and a copy of Part one (or Annex A, if appropriate) of this document 
should be provided to all staff at induction. 

14. All staff should receive appropriate safeguarding and child protection training 
(including online safety) at induction. The training should be regularly updated. In 
addition, all staff should receive safeguarding and child protection (including online 
safety) updates (for example, via email, e-bulletins and staff meetings), as required, and 
at least annually, to provide them with relevant skills and knowledge to safeguard 
children effectively. 

15. All staff should be aware of their local early help7 process and understand their 
role in it. 

16. All staff should be aware of the process for making referrals to children’s social 
care and for statutory assessments under the Children Act 1989, especially section 17 
(children in need) and section 47 (a child suffering, or likely to suffer, significant harm) 
that may follow a referral, along with the role they might be expected to play in such 
assessments.8 

17. All staff should know what to do if a child tells them he/she is being abused, 
exploited or neglected. Staff should know how to manage the requirement to maintain 
an appropriate level of confidentiality. This means only involving those who need to be 
involved, such as the designated safeguarding lead (or a deputy) and children’s social 
care. Staff should never promise a child that they will not tell anyone about a report of 
any form of abuse, as this may ultimately not be in the best interests of the child. 

18. All staff should be able to reassure victims that they are being taken seriously 
and that they will be supported and kept safe. A victim should never be given the 
impression that they are creating a problem by reporting abuse, sexual violence or 
sexual harassment. Nor should a victim ever be made to feel ashamed for making a 
report. 

What school and college staff should look out for  

Early help 

19. Any child may benefit from early help, but all school and college staff should be 
particularly alert to the potential need for early help for a child who: 

• is disabled or has certain health conditions and has specific additional needs; 

 
 

7 Detailed information on early help can be found in Chapter 1 of Working Together to Safeguard Children 
8 More detailed information on statutory assessments can be found in Chapter 1 of Working Together to 
Safeguard Children. 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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• has special educational needs (whether or not they have a statutory Education, 
Health and Care Plan); 

• has a mental health need; 

• is a young carer; 

• is showing signs of being drawn in to anti-social or criminal behaviour, including 
gang involvement and association with organised crime groups or county lines; 

• is frequently missing/goes missing from care or from home; 

• is at risk of modern slavery, trafficking, sexual or criminal exploitation; 

• is at risk of being radicalised or exploited; 

• has a family member in prison, or is affected by parental offending; 

• is in a family circumstance presenting challenges for the child, such as drug and 
alcohol misuse, adult mental health issues and domestic abuse; 

• is misusing drugs or alcohol themselves; 

• has returned home to their family from care; 

• is at risk of ‘honour’-based abuse such as Female Genital Mutilation or Forced 
Marriage; 

• is a privately fostered child; and 

• is persistently absent from education, including persistent absences for part of the 
school day. 

Abuse and neglect 

20. All staff should be aware of indicators of abuse and neglect. Knowing what to 
look for is vital for the early identification of abuse and neglect (see paragraphs 26-30), 
and specific safeguarding issues such as child criminal exploitation and child sexual 
exploitation (see paragraphs 32-39) so that staff are able to identify cases of children 
who may be in need of help or protection. 

21. If staff are unsure, they should always speak to the designated safeguarding 
lead, or deputy. 

22. All school and college staff should be aware that abuse, neglect and 
safeguarding issues are rarely standalone events and cannot be covered by one 
definition or one label alone. In most cases, multiple issues will overlap with one 
another, therefore staff should always be vigilant and always raise any concerns with 
their designated safeguarding lead (or deputy). 

23. All staff should be aware that safeguarding incidents and/or behaviours can be 
associated with factors outside the school or college and/or can occur between children 
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outside of these environments. All staff, but especially the designated safeguarding 
lead (and deputies) should consider whether children are at risk of abuse or exploitation 
in situations outside their families. Extra-familial harms take a variety of different forms 
and children can be vulnerable to multiple harms including (but not limited to) sexual 
exploitation, criminal exploitation, sexual abuse, serious youth violence and county 
lines. 

24. All staff should be aware that technology is a significant component in many 
safeguarding and wellbeing issues. Children are at risk of abuse online as well as face 
to face. In many cases abuse will take place concurrently via online channels and in 
daily life. Children can also abuse their peers online, this can take the form of abusive, 
harassing, and misogynistic messages, the non-consensual sharing of indecent images, 
especially around chat groups, and the sharing of abusive images and pornography, to 
those who do not want to receive such content. 

25. In all cases, if staff are unsure, they should always speak to the designated 
safeguarding lead (or deputy). 

Indicators of abuse and neglect 

26. 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 known to them or, more rarely, 
by others. Abuse can take place wholly online, or technology may be used to facilitate 
offline abuse. Children may be abused by an adult or adults or by another child or 
children. 

27. 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. 

28. 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. 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 a child’s developmental capability as well as overprotection and limitation of 
exploration and learning or preventing the child from participating in normal social 
interaction. It may involve seeing or hearing the ill-treatment of another. It may involve 
serious bullying (including cyberbullying), causing children frequently to feel frightened 
or in danger, or the exploitation or corruption of children. Some level of emotional abuse 
is involved in all types of maltreatment of a child, although it may occur alone. 
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29. Sexual abuse: involves forcing or enticing a child or young person to take part in 
sexual activities, not necessarily involving violence, whether or not the child is aware of 
what is happening. The activities may involve physical contact, including assault by 
penetration (for example rape or oral sex) or non-penetrative acts such as masturbation, 
kissing, rubbing, and touching outside of clothing. They may also include 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. Sexual abuse can take place online, 
and technology can be used to facilitate offline abuse. Sexual abuse is not solely 
perpetrated by adult males. Women can also commit acts of sexual abuse, as can other 
children. The sexual abuse of children by other children is a specific safeguarding issue 
(also known as peer on peer abuse) in education and all staff should be aware of it and 
of their school or college’s policy and procedures for dealing with it, (see paragraph 49). 

30. Neglect: 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, for example, as a result of maternal 
substance abuse. Once a child is born, neglect may involve a parent or carer failing to: 
provide adequate food, clothing and shelter (including exclusion from home or 
abandonment); protect a child from physical and emotional harm or danger; ensure 
adequate supervision (including the use of inadequate care-givers); or ensure access to 
appropriate medical care or treatment. It may also include neglect of, or 
unresponsiveness to, a child’s basic emotional needs. 

Safeguarding issues 

31. All staff should have an awareness of safeguarding issues that can put children 
at risk of harm. Behaviours linked to issues such as drug taking and or alcohol misuse, 
deliberately missing education and consensual and non-consensual sharing of nude 
and semi-nude images and/or videos9 can be signs that children are at risk. Other 
safeguarding issues all staff should be aware of include: 

Child Sexual Exploitation (CSE) and Child Criminal Exploitation (CCE) 

32. Both CSE and CCE are forms of abuse that occur where an individual or group 
takes advantage of an imbalance in power to coerce, manipulate or deceive a child into 

 
 

9 Consensual image sharing, especially between older children of the same age, may require a different response. It 
might not be abusive – but children still need to know it is illegal- whilst non-consensual is illegal and abusive. UKCIS 
provides detailed advice about sharing of nudes and semi-nude images and videos. 

  

https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
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taking part in sexual or criminal activity, in exchange for something the victim needs or 
wants, and/or for the financial advantage or increased status of the perpetrator or 
facilitator and/or through violence or the threat of violence. CSE and CCE can affect 
children, both male and female and can include children who have been moved 
(commonly referred to as trafficking) for the purpose of exploitation. 

Child Criminal Exploitation (CCE) 

33. Some specific forms of CCE can include children being forced or manipulated 
into transporting drugs or money through county lines, working in cannabis factories, 
shoplifting or pickpocketing. They can also be forced or manipulated into committing 
vehicle crime or threatening/committing serious violence to others. 

34. Children can become trapped by this type of exploitation as perpetrators can 
threaten victims (and their families) with violence, or entrap and coerce them into debt. 
They may be coerced into carrying weapons such as knives or begin to carry a knife for 
a sense of protection from harm from others. As children involved in criminal 
exploitation often commit crimes themselves, their vulnerability as victims is not always 
recognised by adults and professionals, (particularly older children), and they are not 
treated as victims despite the harm they have experienced. They may still have been 
criminally exploited even if the activity appears to be something they have agreed or 
consented to. 

35. It is important to note that the experience of girls who are criminally exploited can 
be very different to that of boys. The indicators may not be the same, however 
professionals should be aware that girls are at risk of criminal exploitation too. It is also 
important to note that both boys and girls being criminally exploited may be at higher 
risk of sexual exploitation. 

Further information about CCE including definitions and indicators is included in Annex B. 

Child Sexual Exploitation (CSE) 

36. CSE is a form of child sexual abuse. Sexual abuse may involve physical contact, 
including assault by penetration (for example, rape or oral sex) or nonpenetrative acts 
such as masturbation, kissing, rubbing, and touching outside clothing. It may include 
non-contact activities, such as involving children in the production of sexual images, 
forcing children to look at sexual images or watch sexual activities, encouraging children 
to behave in sexually inappropriate ways or grooming a child in preparation for abuse 
including via the internet. 

37. CSE can occur over time or be a one-off occurrence, and may happen without 
the child’s immediate knowledge e.g. through others sharing videos or images of them 
on social media. 
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38. CSE can affect any child, who has been coerced into engaging in sexual 
activities. This includes 16 and 17 year olds who can legally consent to have sex. Some 
children may not realise they are being exploited e.g. they believe they are in a genuine 
romantic relationship. 

39. Further information about CSE including definitions and indicators is included in 
Annex B. 

Female Genital Mutilation (FGM) 

40. Whilst all staff should speak to the designated safeguarding lead (or deputy) with 
regard to any concerns about female genital mutilation (FGM), there is a specific legal 
duty on teachers.10 If a teacher, in the course of their work in the profession, discovers 
that an act of FGM appears to have been carried out on a girl under the age of 18, the 
teacher must report this to the police. See Annex B for further details. 

Mental Health 

41. All staff should be aware that mental health problems can, in some cases, be an 
indicator that a child has suffered or is at risk of suffering abuse, neglect or exploitation. 

42. Only appropriately trained professionals should attempt to make a diagnosis of a 
mental health problem. Education staff, however, are well placed to observe children 
day-to-day and identify those whose behaviour suggests that they may be experiencing 
a mental health problem or be at risk of developing one. 

43. Where children have suffered abuse and neglect, or other potentially traumatic 
adverse childhood experiences, this can have a lasting impact throughout childhood, 
adolescence and into adulthood. It is key that staff are aware of how these children’s 
experiences, can impact on their mental health, behaviour, and education. 

44. Schools and colleges can access a range of advice to help them identify children 
in need of extra mental health support, this includes working with external agencies. 
More information can be found in the mental health and behaviour in schools guidance, 
colleges may also wish to follow this guidance as best practice. Public Health England 
has produced a range of resources to support secondary school teachers to promote 
positive health, wellbeing and resilience among children. See Rise Above for links to all 
materials and lesson plans. 

 
 

10 Under section 5B(11) (a) of the Female Genital Mutilation Act 2003, “teacher” means, in relation to 
England, a person within section 141A(1) of the Education Act 2002 (persons employed or engaged to 
carry out teaching work at schools and other institutions in England).   

https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://campaignresources.phe.gov.uk/schools/topics/rise-above/overview
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45. If staff have a mental health concern about a child that is also a safeguarding 
concern, immediate action should be taken, following their child protection policy, and 
speaking to the designated safeguarding lead or a deputy. 

Peer on peer abuse (child on child) 

46. All staff should be aware that children can abuse other children (often referred to 
as peer on peer abuse). And that it can happen both inside and outside of school or 
college and online. It is important that all staff recognise the indicators and signs of peer 
on peer abuse and know how to identify it and respond to reports. 

47. All staff should understand, that even if there are no reports in their schools or 
colleges it does not mean it is not happening, it may be the case that it is just not being 
reported. As such it is important if staff have any concerns regarding peer on peer 
abuse they should speak to their designated safeguarding lead (or deputy). 

48. It is essential that all staff understand the importance of challenging 
inappropriate behaviours between peers, many of which are listed below, that are 
actually abusive in nature. Downplaying certain behaviours, for example dismissing 
sexual harassment as “just banter”, “just having a laugh”, “part of growing up” or “boys 
being boys” can lead to a culture of unacceptable behaviours, an unsafe environment 
for children and in worst case scenarios a culture that normalises abuse leading to 
children accepting it as normal and not coming forward to report it. 

49. Peer on peer abuse is most likely to include, but may not be limited to: 

• bullying (including cyberbullying, prejudice-based and discriminatory bullying); 

• abuse in intimate personal relationships between peers; 

• physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise 
causing physical harm (this may include an online element which facilitates, 
threatens and/or encourages physical abuse); 

• sexual violence,11 such as rape, assault by penetration and sexual assault; (this 
may include an online element which facilitates, threatens and/or encourages 
sexual violence); 

• sexual harassment,12 such as sexual comments, remarks, jokes and online sexual 
harassment, which may be standalone or part of a broader pattern of abuse; 

 
 

11 For further information about sexual violence see Annex B. 
12 For further information about sexual harassment see Annex B. 
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• causing someone to engage in sexual activity without consent, such as forcing 
someone to strip, touch themselves sexually, or to engage in sexual activity with a 
third party; 

• consensual and non-consensual sharing of nude and semi-nude images and/or 
videos13 (also known as sexting or youth produced sexual imagery); 

• upskirting,14 which typically involves taking a picture under a person’s clothing 
without their permission, with the intention of viewing their genitals or buttocks to 
obtain sexual gratification, or cause the victim humiliation, distress or alarm; and 

• initiation/hazing type violence and rituals (this could include activities involving 
harassment, abuse or humiliation used as a way of initiating a person into a group 
and may also include an online element). 

50. All staff should be clear as to the school’s or college’s policy and procedures with 
regard to peer on peer abuse and the important role they have to play in preventing it 
and responding where they believe a child may be at risk from it. 

Serious violence 

51. All staff should be aware of the indicators, which may signal children are at risk 
from, or are involved with serious violent crime. These may include increased absence 
from school, a change in friendships or relationships with older individuals or groups, a 
significant decline in performance, signs of self-harm or a significant change in 
wellbeing, or signs of assault or unexplained injuries. Unexplained gifts or new 
possessions could also indicate that children have been approached by, or are involved 
with, individuals associated with criminal networks or gangs and may be at risk of 
criminal exploitation (see paragraphs 33-35). 

52. All staff should be aware of the range of risk factors which increase the likelihood 
of involvement in serious violence, such as being male, having been frequently absent 
or permanently excluded from school, having experienced child maltreatment and 
having been involved in offending, such as theft or robbery. Advice for schools and 
colleges is provided in the Home Office’s Preventing youth violence and gang 
involvement and its Criminal exploitation of children and vulnerable adults: county lines 
guidance.15 

 
 

13 UKCIS guidance: Sharing nudes and semi-nudes advice for education settings  
14 For further information about ‘upskirting’ see Annex B.  
15 For further information about county lines see Annex B 

https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-how-to-respond-to-an-incident-overview
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Additional information and support  

53. Departmental advice What to Do if You Are Worried a Child is Being Abused - 
Advice for Practitioners provides more information on understanding and identifying 
abuse and neglect. Examples of potential indicators of abuse and neglect are 
highlighted throughout the advice and will be particularly helpful for school and college 
staff. The NSPCC website also provides useful additional information on abuse and 
neglect and what to look out for. 

54. Annex B contains important additional information about specific forms of abuse 
and safeguarding issues. School and college leaders and those staff who work directly 
with children should read the annex. 

What school and college staff should do if they have concerns 
about a child 

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

56. If staff have any concerns about a child’s welfare, they should act on them 
immediately. See page 23 for a flow chart setting out the process for staff when they 
have concerns about a child. 

57. If staff have a concern, they should follow their own organisation’s child 
protection policy and speak to the designated safeguarding lead (or deputy). 

58. Options will then include: 

• managing any support for the child internally via the school’s or college’s own 
pastoral support processes; 

• undertaking an early help assessment;16 or 

• making a referral to statutory services,17 for example as the child might be in need, 
is in need or suffering, or is likely to suffer harm. 

 
 

16 Further information on early help assessments, provision of early help services and accessing services is 
in Chapter 1 of Working Together to Safeguard Children.  
17 Chapter 1 of Working Together to Safeguard Children sets out that the safeguarding partners should publish 
a threshold document that should include the criteria, including the level of need, for when a case should 
be referred to local authority children’s social care for assessment and for statutory services under section 
17 and 47. Local authorities, with their partners, should develop and publish local protocols for assessment. 
A local protocol should set out clear arrangements for how cases will be managed once a child is referred 
into local authority children’s social care. 
 

https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.nspcc.org.uk/preventing-abuse/child-abuse-and-neglect/
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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59. The designated safeguarding lead or a deputy should always be available to 
discuss safeguarding concerns. If in exceptional circumstances, the designated 
safeguarding lead (or deputy) is not available, this should not delay appropriate action 
being taken. Staff should consider speaking to a member of the senior leadership team 
and/or take advice from local children’s social care. In these circumstances, any action 
taken should be shared with the designated safeguarding lead (or deputy) as soon as is 
practically possible. 

60. Staff should not assume a colleague, or another professional will take action and 
share information that might be critical in keeping children safe. They should be mindful 
that early information sharing is vital for the effective identification, assessment, and 
allocation of appropriate service provision, whether this is when problems first emerge, 
or where a child is already known to local authority children’s social care (such as a 
child in need or a child with a protection plan). Information Sharing: Advice for 
Practitioners Providing Safeguarding Services to Children, Young People, Parents and 
Carers supports staff who have to make decisions about sharing information. This 
advice includes the seven golden rules for sharing information and considerations with 
regard to the Data Protection Act 2018 (DPA) and UK General Data Protection 
Regulation (UK GDPR). DPA and UK GDPR do not prevent the sharing of information 
for the purposes of keeping children safe and promoting their welfare. If in any doubt 
about sharing information, staff should speak to the designated safeguarding lead or a 
deputy. Fears about sharing information must not be allowed to stand in the way of the 
need to safeguard and promote the welfare of children. 

Early help 

61. If early help is appropriate, the designated safeguarding lead (or deputy) will 
generally lead on liaising with other agencies and setting up an inter-agency 
assessment as appropriate. Staff may be required to support other agencies and 
professionals in an early help assessment, in some cases acting as the lead 
practitioner. Any such cases should be kept under constant review and consideration 
given to a referral to children’s social care for assessment for statutory services if the 
child’s situation does not appear to be improving or is getting worse. 

Statutory children’s social care assessments and services 

62. Concerns about a child’s welfare should be referred to local authority children’s 
social care. Where a child is suffering, or is likely to suffer from harm, it is important that 
a referral to children’s social care (and if appropriate the police) is made immediately. 
Referrals should follow the local referral process. 

63. Children’s social care assessments should consider where children are being 
harmed in contexts outside the home, so it is important that schools and colleges 

https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
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provide as much information as possible as part of the referral process. This will allow 
any assessment to consider all the available evidence and enable a contextual 
approach to address such harm. Additional information is available here: Contextual 
Safeguarding. 

64. The online tool Report Child Abuse to Your Local Council directs to the relevant 
local children’s social care contact number. 

Children in need 

65. A child in need is defined under the Children Act 1989 as a child who is unlikely 
to achieve or maintain a reasonable level of health or development, or whose health 
and development is likely to be significantly or further impaired, without the provision of 
services; or a child who is disabled. Local authorities are required to provide services for 
children in need for the purposes of safeguarding and promoting their welfare. Children 
in need may be assessed under section 17 of the Children Act 1989. 

Children suffering or likely to suffer significant harm:  

66. Local authorities, with the help of other organisations as appropriate, have a duty 
to make enquiries under section 47 of the Children Act 1989 if they have reasonable 
cause to suspect that a child is suffering, or is likely to suffer, significant harm. Such 
enquiries enable them to decide whether they should take any action to safeguard and 
promote the child’s welfare and must be initiated where there are concerns about 
maltreatment. This includes all forms of abuse and neglect, female genital mutilation, or 
other so-called ‘honour’-based abuse, forced marriage and extra-familial harms like 
radicalisation and sexual exploitation. 

What will the local authority do? 

67. Within one working day of a referral being made, a local authority social worker 
should acknowledge its receipt to the referrer and make a decision about the next steps 
and the type of response that is required. This will include determining whether: 

• the child requires immediate protection and urgent action is required; 

• any services are required by the child and family and what type of services; 

• the child is in need and should be assessed under section 17 of the Children Act 
1989. Chapter one of Working Together to Safeguard Children provides details of 
the assessment process; 

• there is reasonable cause to suspect the child is suffering or likely to suffer 
significant harm, and whether enquiries must be made, and the child assessed 
under section 47 of the Children Act 1989. Chapter one of Working Together to 
Safeguard Children provides details of the assessment process; and 

https://contextualsafeguarding.org.uk/about/what-is-contextual-safeguarding
https://contextualsafeguarding.org.uk/about/what-is-contextual-safeguarding
https://www.gov.uk/report-child-abuse-to-local-council
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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• further specialist assessments are required to help the local authority to decide 
what further action to take. 

68. The referrer should follow up if this information is not forthcoming. 

69. If social workers decide to carry out a statutory assessment, staff should do 
everything they can to support that assessment (supported by the designated 
safeguarding lead (or deputy) as required). 

70. If, after a referral, the child’s situation does not appear to be improving, the 
referrer should consider following local escalation procedures to ensure their concerns 
have been addressed and, most importantly, that the child’s situation improves. 

Record keeping 

71. All concerns, discussions and decisions made, and the reasons for those 
decisions, should be recorded in writing. Information should be kept confidential and 
stored securely. It is good practice to keep concerns and referrals in a separate child 
protection file for each child. 

Records should include: 

• a clear and comprehensive summary of the concern; 

• details of how the concern was followed up and resolved; 

• a note of any action taken, decisions reached and the outcome. 

72. If in doubt about recording requirements, staff should discuss with the designated 
safeguarding lead (or deputy). 

Why is all of this important?  

73. It is important for children to receive the right help at the right time to address 
safeguarding risks, prevent issues escalating and to promote children’s welfare. 
Research and serious case reviews have repeatedly shown the dangers of failing to 
take effective action.18 Further information about serious case reviews can be found in 
Chapter four of Working Together to Safeguard Children. Examples of poor practice 
include: 

• failing to act on and refer the early signs of abuse and neglect; 

• poor record keeping; 

 
 

18An analysis of serious case reviews can be found at gov.uk/government/publications/analysis-of-serious-case-
reviews-2014-to-2017. 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/analysis-of-serious-case-reviews-2014-to-2017
https://www.gov.uk/government/publications/analysis-of-serious-case-reviews-2014-to-2017
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• failing to listen to the views of the child; 

• failing to re-assess concerns when situations do not improve; 

• not sharing information with the right people within and between agencies; 

• sharing information too slowly; and 

• a lack of challenge to those who appear not to be taking action. 

What school and college staff should do if they have safeguarding 
concerns about another staff member 

74. Schools and colleges should have processes and procedures in place to manage 
any safeguarding concerns about staff members (including supply staff, volunteers, and 
contractors). If staff have safeguarding concerns or an allegation is made about another 
member of staff (including supply staff, volunteers, and contractors) posing a risk of 
harm to children, then: 

• this should be referred to the headteacher or principal; 

• where there are concerns/allegations about the headteacher or principal, this 
should be referred to the chair of governors, chair of the management committee 
or proprietor of an independent school; and 

• in the event of concerns/allegations about the headteacher, where the 
headteacher is also the sole proprietor of an independent school, or a situation 
where there is a conflict of interest in reporting the matter to the headteacher, this 
should be reported directly to the local authority designated officer(s) (LADOs). 
Details of your local LADO should be easily accessible on your local authority’s 
website. 

Further details can be found in Part four of this guidance. 

What school or college staff should do if they have concerns 
about safeguarding practices within the school or college 

75. All staff and volunteers should feel able to raise concerns about poor or unsafe 
practice and potential failures in the school’s or college’s safeguarding regime and know 
that such concerns will be taken seriously by the senior leadership team. 

76. Appropriate whistleblowing procedures should be put in place for such concerns 
to be raised with the school’s or college’s senior leadership team. 

77. Where a staff member feels unable to raise an issue with their employer, or feels 
that their genuine concerns are not being addressed, other whistleblowing channels are 
open to them: 
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• general guidance on whistleblowing can be found via: Advice on Whistleblowing 

• the NSPCC’s what you can do to report abuse dedicated helpline is available as 
an alternative route for staff who do not feel able to raise concerns regarding child 
protection failures internally, or have concerns about the way a concern is being 
handled by their school or college. Staff can call 0800 028 0285 – line is available 
from 8:00 AM to 8:00 PM, Monday to Friday and email: help@nspcc.org.uk.19  

 
 

19 Alternatively, staff can write to: National Society for the Prevention of Cruelty to Children (NSPCC), 
Weston House, 42 Curtain, Road, London EC2A 3NH.  
 

https://www.gov.uk/whistleblowing
https://www.nspcc.org.uk/what-you-can-do/report-abuse/dedicated-helplines/whistleblowing-advice-line/
mailto:help@nspcc.org.uk
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Actions where there are concerns about a child 

 
1 In cases which also involve a concern or an allegation of abuse against a staff member, see Part Four of this 
guidance. 
2 Early help means providing support as soon as a problem emerges at any point in a child’s life. Where a child would 
benefit from co-ordinated early help, an early help inter-agency assessment should be arranged. Chapter one of 
Working Together to Safeguard Children provides detailed guidance on the early help process. 
3 Referrals should follow the process set out in the local threshold document and local protocol for assessment. 
Chapter one of Working Together to Safeguard Children. 
4 Under the Children Act 1989, local authorities are required to provide services for children in need for the purposes of 
safeguarding and promoting their welfare. Children in need may be assessed under section 17 of the Children Act 
1989. Under section 47 of the Children Act 1989, where a local authority has reasonable cause to suspect that a child 
is suffering or likely to suffer significant harm, it has a duty to make enquiries to decide whether to take action to 
safeguard or promote the child’s welfare. Full details are in Chapter one of Working Together to Safeguard Children. 
5 This could include applying for an Emergency Protection Order (EPO). 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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Part two: The management of safeguarding 

The responsibility of governing bodies, proprietors and 
management committees 

Legislation and the law 

78. Governing bodies and proprietors20 have a strategic leadership responsibility for 
their school’s or college’s safeguarding arrangements and must ensure that they 
comply with their duties under legislation. They must have regard to this guidance, 
ensuring policies, procedures and training in their schools or colleges are effective and 
comply with the law at all times.21 

79. Where a school or college has charitable status, Charity Commission guidance 
on charity and trustee duties to safeguard children is available at GOV.UK. 

80. Governing bodies and proprietors should have a senior board level (or 
equivalent) lead to take leadership responsibility for their school’s or college’s 
safeguarding arrangements.22 

81. Headteachers and principals should ensure that the policies and procedures, 
adopted by their governing bodies and proprietors (particularly those concerning 
referrals of cases of suspected abuse and neglect), are understood, and followed by all 
staff. 

Whole school and college approach to safeguarding 

82. Governing bodies and proprietors should ensure they facilitate a whole school or 
college approach to safeguarding. This means ensuring safeguarding and child 

 
 

20 In the case of academies, free schools and alternative provision academies the proprietor will be the 
academy trust. 
21 Section 175 of the Education Act 2002 requires governing bodies of maintained schools and colleges, in relation to 
their functions relating to the conduct of the school or the institution to make arrangements for ensuring that such 
functions are exercised with a view to safeguarding and promoting the welfare of children who are either pupils at the 
school or are receiving education or training at the institution. The Education (Independent School Standards) 
Regulations 2014 apply a duty to proprietors of independent schools (which in the case of academies and free schools 
is the academy trust) to ensure that arrangements are made to safeguard and promote the welfare of children. The 
Non-Maintained Special Schools (England) Regulations 2015 oblige non-maintained special schools to comply with 
certain requirements as a condition of their approval and whilst approved by the Secretary of State. One condition of 
approval is that the proprietor must make arrangements for safeguarding and promoting the health, safety and welfare 
of pupils, which have regard to any guidance including where appropriate, the National Minimum Standards, about 
safeguarding and promoting the health, safety and welfare of pupils and, in the case of schools already approved, that 
these arrangements at the school with respect to these matters are in accordance with the approval given by the 
Secretary of State. For colleges, non-maintained special schools and independent schools: the definition of ‘children’ 
applies to the statutory responsibilities for safeguarding and promoting the welfare of children i.e. those under 18. 
22 Chapter 2 of Working Together to Safeguard Children. 

https://www.gov.uk/guidance/safeguarding-duties-for-charity-trustees
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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protection are at the forefront and underpin all relevant aspects of process and policy 
development. Ultimately, all systems, processes and policies should operate with the 
best interests of the child at their heart. 

83. Where there is a safeguarding concern, governing bodies, proprietors and school 
or college leaders should ensure the child’s wishes and feelings are taken into account 
when determining what action to take and what services to provide. Systems should be 
in place, and they should be well promoted, easily understood and easily accessible for 
children to confidently report abuse, knowing their concerns will be treated seriously, 
and knowing they can safely express their views and give feedback. 

Safeguarding policies and procedures 

84. Governing bodies and proprietors should ensure there are appropriate policies 
and procedures in place in order for appropriate action to be taken in a timely manner to 
safeguard and promote children’s welfare. 

85. These policies should include individual schools and colleges having: 

• an effective child protection policy which: 

o reflects the whole school/college approach to peer on peer abuse (see para 
145); 

o reflects reporting systems as set out at paragraph 83; 

o describe procedures which are in accordance with government  guidance; 

o refers to locally agreed multi-agency safeguarding arrangements put in 
place by the safeguarding partners; 

o includes policies as reflected elsewhere in Part two of this guidance, such 
as online safety (see paragraph 126), and special educational needs and 
disabilities (SEND) (see paragraphs 185-187); 

o where appropriate, reflects serious violence. Further advice for schools and 
colleges is provided in the Home Office’s Preventing youth violence and 
gang involvement and its Criminal exploitation of children and vulnerable 
adults: county lines guidance; 

o is reviewed annually (as a minimum) and updated if needed, so that it is 
kept up to date with safeguarding issues as they emerge and evolve, 
including lessons learnt; and 

o is available publicly either via the school or college website or by other 
means. 

https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
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• a behaviour policy23, which includes measures to prevent bullying (including 
cyberbullying, prejudice-based and discriminatory bullying) 

• a staff behaviour policy (sometimes called the code of conduct) which should, 
amongst other things, include: acceptable use of technologies (including the use 
of mobile devices), staff/pupil relationships and communications including the use 
of social media.24 

• appropriate safeguarding arrangements in place to respond to children who go 
missing from education, particularly on repeat occasions (more information at 
paragraph 164). 

86. The above is not intended to be an exhaustive list. These policies and 
procedures, along with Part one (or Annex A if appropriate) of this guidance and 
information regarding the role and identity of the designated safeguarding lead (and 
deputies), should be provided to all staff on induction. 

87. Governing bodies and proprietors should take a proportionate risk-based 
approach to the level of information that is provided to temporary staff and volunteers. 

88. In addition, governing bodies and proprietors should ensure: 

• child protection files are maintained as set out in Annex C; 

• appropriate safer recruitment policies in accordance with Part three of this 
guidance are in place; and 

• where reasonably possible, schools and colleges hold more than one 
emergency contact number for each pupil or student. This goes beyond the 
legal minimum.25 It is good practice to give the school or college additional options 
to make contact with a responsible adult when a child missing education is also 
identified as a welfare and/or safeguarding concern. Further information for 
schools can be found in the department’s School Attendance Guidance. 

 
 

23 All schools are required to have a behaviour policy (full details are here). If a college chooses to have a 
behaviour policy it should be provided to staff as described above. 
 
24 When drafting the staff behaviour policy, schools and colleges should bear in mind the offence under 
section 16 of The Sexual Offences Act 2003, which provides that it is an offence for a person aged 18 or 
over (e.g. teacher, youth worker) to have a sexual relationship with a child under 18 where that person is in 
a position of trust in respect of that child, even if the relationship is consensual. A situation where a person 
is in a position of trust could arise where the child is in full-time education and the person looks after 
children under 18 in the same establishment as the child, even if s/he does not teach the child. 
25 See The Education (Pupil Registration) (England) Regulations 2006, available at legislation.gov.uk. 

https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
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The designated safeguarding lead 

89. Governing bodies and proprietors should ensure an appropriate senior member 
of staff, from the school or college leadership team, is appointed to the role of 
designated safeguarding lead. The designated safeguarding lead should take lead 
responsibility for safeguarding and child protection (including online safety). This 
should be explicit in the role-holder’s job description (see Annex C, which describes the 
broad areas of responsibility and activities related to the role). 

90. It is for individual schools and colleges to decide whether they choose to have 
one or more deputy designated safeguarding leads. Any deputy (or deputies) should be 
trained to the same standard as the designated safeguarding lead. 

91. Whilst the activities of the designated safeguarding lead can be delegated to 
appropriately trained deputies, the ultimate lead responsibility for safeguarding and 
child protection, as set out above, remains with the designated safeguarding lead. This 
responsibility should not be delegated. 

92. The designated safeguarding lead and any deputies should liaise with the 
safeguarding partners, and work with other agencies in line with Working Together to 
Safeguard Children. NPCC - When to call the police will help designated safeguarding 
leads understand when they should consider calling the police and what to expect when 
they do. 

93. During term time, the designated safeguarding lead and/or a deputy should 
always be available (during school or college hours) for staff in the school or college to 
discuss any safeguarding concerns. It is a matter for individual schools and colleges 
and the designated safeguarding lead to arrange adequate and appropriate cover 
arrangements for any out of hours/out of term activities. 

94. The designated safeguarding lead and any deputies should undergo training to 
provide them with the knowledge and skills required to carry out the role. The training 
should be updated every two years. 

95. In addition to their formal training as set out above, their knowledge and skills 
should be updated (for example via e-bulletins, meeting other designated safeguarding 
leads, or taking time to read and digest safeguarding developments), at regular 
intervals, and at least annually, to keep up with any developments relevant to their role. 

Multi-agency working 

96. Schools and colleges have a pivotal role to play in multi-agency safeguarding 
arrangements. Governing bodies and proprietors should ensure that the school or 
college contributes to multi-agency working in line with statutory guidance Working 
Together to Safeguard Children. 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.npcc.police.uk/documents/Children%20and%20Young%20people/When%20to%20call%20the%20police%20guidance%20for%20schools%20and%20colleges.pdf
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2


 28 

 

97. Safeguarding partners (the local authority; a clinical commissioning group for an 
area within the local authority; and the chief officer of police for an area any part of 
which falls within the local authority area) will make arrangements to work together with 
appropriate relevant agencies to safeguard and promote the welfare of local children, 
including identifying and responding to their needs. 

98. It is especially important that schools and colleges understand their role within 
the local safeguarding arrangements. Governing bodies, proprietors, and their senior 
leadership teams, especially their designated safeguarding leads, should make 
themselves aware of and follow their local arrangements. 

99. Safeguarding partners have a shared and equal duty to work together to 
safeguard and promote the welfare of children. To fulfil this role they must set out how 
they will work together and with any relevant agencies.26 Relevant agencies are those 
organisations and agencies whose involvement the safeguarding partners consider may 
be required to safeguard and promote the welfare of children with regard to local need. 
Safeguarding partners will have set out in their published arrangements which 
organisations and agencies they will be working with, and the expectations placed on 
any agencies and organisations by the arrangements. 

100. Working Together is very clear that all schools (including those in multi-academy 
trusts) and colleges in the local area should be fully engaged, involved, and included in 
safeguarding arrangements. It is expected that, locally, the safeguarding partners will 
name schools and colleges as relevant agencies and will reach their own conclusions 
on the best way to achieve the active engagement with individual institutions in a 
meaningful way. 

101. Once named as a relevant agency, schools, and colleges, in the same way as 
other relevant agencies, are under a statutory duty to co-operate with the published 
arrangements. They must act in accordance with the safeguarding arrangements. 

102. Governing bodies and proprietors should understand the local criteria for action27 
and the local protocol for assessment28 and ensure they are reflected in their own 

 
 

26 For the list of relevant agencies see The Child Safeguarding Practice Review and Relevant Agency 
(England) Regulations 2018 available at legislation.gov.uk. Schools and colleges are included. 
27 The safeguarding partners should publish a document which sets out the local criteria for action in a way 
that is transparent, accessible and easily understood. This should include: the process for the early help 
assessment and the type and level of early help services to be provided; the criteria, included level of need, 
for when a case should be referred to local authority children’s social care for assessment and for statutory 
services under section 17, 20, 31 and 47 of the Children Act 1989; and clear procedures and processes for 
cases relating to the exploitation of children, children managed within the youth secure estate and disabled 
children. 
28 The local authority, with their partners should develop and publish local protocols for assessment. 
Protocols should set out clear arrangements for how cases will be managed once a referral is made to 
children’s social care. 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
http://www.legislation.gov.uk/uksi/2018/789/schedule/made
http://www.legislation.gov.uk/uksi/2018/789/schedule/made
http://www.legislation.gov.uk/uksi/2018/789/schedule/made
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policies and procedures. They should also be prepared to supply information as 
requested by the safeguarding partners.29 

103. Schools and colleges should work with social care, the police, health services 
and other services to promote the welfare of children and protect them from harm. This 
includes providing a coordinated offer of early help when additional needs of children 
are identified and contributing to inter-agency plans to provide additional support to 
children subject to child protection plans. 

104. All schools and colleges should allow access for children’s social care from the 
host local authority and, where appropriate, from a placing local authority, for that 
authority to conduct, or to consider whether to conduct, a section 17 or a section 47 
assessment. 

Information sharing 

105. Information sharing is vital in identifying and tackling all forms of abuse and 
neglect, and in promoting children’s welfare, including their educational outcomes. 
Schools and colleges have clear powers to share, hold and use information for these 
purposes. 

106. As part of meeting a child’s needs, it is important for governing bodies and 
proprietors to recognise the importance of information sharing between practitioners 
and local agencies. This should include ensuring arrangements are in place that set out 
clearly the processes and principles for sharing information within the school or college 
and with children’s social care, the safeguarding partners, other organisations, 
agencies, and practitioners as required. 

107. School and college staff should be proactive in sharing information as early as 
possible to help identify, assess and respond to risks or concerns about the safety and 
welfare of children, whether this is when problems are first emerging, or where a child is 
already known to the local authority children’s social care. 

108. It is important that governing bodies and proprietors are aware that among other 
obligations, the Data Protection Act 2018, and the UK General Data Protection 
Regulation (UK GDPR) place duties on organisations and individuals to process 
personal information fairly and lawfully and to keep the information they hold safe and 
secure. 

109. Governing bodies and proprietors should ensure relevant staff have due regard 
to the relevant data protection principles, which allow them to share (and withhold) 

 
 

29 More details on information requests by the safeguarding partners is provided in Part 3 of Working 
Together to Safeguard Children. 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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personal information, as provided for in the Data Protection Act 2018 and the UK 
GDPR. This includes: 

• being confident of the processing conditions which allow them to store and share 
information for safeguarding purposes, including information, which is sensitive 
and personal, and should be treated as ‘special category personal data’. 

• understanding that ‘safeguarding of children and individuals at risk’ is a processing 
condition that allows practitioners to share special category personal data. This 
includes allowing practitioners to share information without consent where there is 
good reason to do so, and that the sharing of information will enhance the 
safeguarding of a child in a timely manner, but it is not possible to gain consent, it 
cannot be reasonably expected that a practitioner gains consent, or if to gain 
consent would place a child at risk. 

• for schools, not providing pupils’ personal data where the serious harm test under 
the legislation is met.30 For example, in a situation where a child is in a refuge or 
another form of emergency accommodation, and the serious harms test is met, 
they must withhold providing the data in compliance with schools’ obligations 
under the Data Protection Act 2018 and the UK GDPR. Where in doubt schools 
should seek independent legal advice. 

110. The Data Protection Act 2018 and UK GDPR do not prevent the sharing of 
information for the purposes of keeping children safe. Fears about sharing 
information must not be allowed to stand in the way of the need to safeguard and 
promote the welfare and protect the safety of children. 

111. Further details on information sharing can be found: 

• in Chapter one of Working Together to Safeguard Children, which includes a 
myth-busting guide to information sharing 

• at Information Sharing: Advice for Practitioners Providing Safeguarding Services 
to Children, Young People, Parents and Carers. The seven golden rules for 
sharing information will be especially useful 

• at The Information Commissioner’s Office (ICO), which includes ICO UK GDPR 
FAQs and guidance from the department 

• in Data protection: toolkit for schools - Guidance to support schools with data 
protection activity, including compliance with the UK GDPR. 

 
 

30 The harm test is explained on the Disclosure and Barring service website on GOV.UK. Section 31(9) of 
the Children Act 1989 as amended by the Adoption and Children Act 2002, available at legislation.gov.uk 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://ico.org.uk/for-organisations/education/
https://www.gov.uk/government/publications/data-protection-toolkit-for-schools
https://www.gov.uk/guidance/making-barring-referrals-to-the-dbs#what-is-the-harm-test
http://www.legislation.gov.uk/ukpga/1989/41/section/31
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112. Where children leave the school or college, the designated safeguarding lead 
should ensure their child protection file is transferred to the new school or college as 
soon as possible, to allow the new school or college to continue supporting children who 
have had a social worker and been victims of abuse and have that support in place for 
when the child arrives, also ensuring secure transit, and confirmation of receipt should 
be obtained. For schools, this should be transferred separately from the main pupil file. 
Receiving schools and colleges should ensure key staff such as designated 
safeguarding leads and special educational needs co-ordinators (SENCOs) or the 
named persons with oversight for SEN in a college, are aware as required. 

113. In addition to the child protection file, the designated safeguarding lead should 
also consider if it would be appropriate to share any information with the new school or 
college in advance of a child leaving. For example, information that would allow the new 
school or college to continue supporting children who have had a social worker and 
been victims of abuse, or those who are currently receiving support through the 
‘Channel’ programme and have that support in place for when the child arrives. More 
information on the child protection file is in Annex C. 

Staff training 

114. Governing bodies and proprietors should ensure that all staff undergo 
safeguarding and child protection training (including online safety) at induction. The 
training should be regularly updated. Induction and training should be in line with any 
advice from the safeguarding partners. 

115. In addition, all staff should receive regular safeguarding and child protection 
updates, including online safety (for example, via email, e-bulletins, staff meetings) as 
required, and at least annually, to provide them with relevant skills and knowledge to 
safeguard children effectively. 

116. Governing bodies and proprietors should recognise the expertise staff build by 
undertaking safeguarding training and managing safeguarding concerns on a daily 
basis. Opportunity should therefore be provided for staff to contribute to and shape 
safeguarding arrangements and the child protection policy. 

117. Governing bodies and proprietors should ensure that, as part of the requirement 
for staff to undergo regular updated safeguarding training, including online safety 
(paragraph 114) and the requirement to ensure children are taught about safeguarding, 
including online safety (paragraph 119), that safeguarding training for staff, including 
online safety training, is integrated, aligned and considered as part of the whole school 
or college safeguarding approach and wider staff training and curriculum planning. 
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118. Whilst considering the above training requirements, governing bodies and 
proprietors should have regard to the Teachers’ Standards31 which set out the 
expectation that all teachers manage behaviour effectively to ensure a good and safe 
educational environment and requires teachers to have a clear understanding of the 
needs of all pupils. 

Opportunities to teach safeguarding 

119. Governing bodies and proprietors should ensure that children are taught about 
safeguarding, including online safety, and recognise that a one size fits all approach 
may not be appropriate for all children, and a more personalised or contextualised 
approach for more vulnerable children, victims of abuse and some SEND children might 
be needed. 

120. Schools should consider all of this as part of providing a broad and balanced 
curriculum (colleges may cover relevant issues through tutorials). This may include 
covering relevant issues for schools through Relationships Education (for all primary 
pupils) and Relationships and Sex Education (for all secondary pupils) and Health 
Education (for all pupils in state-funded schools). The statutory guidance can be found 
here: Statutory guidance: relationships education relationships and sex education (RSE) 
and health education. 

121. The Department has produced a one-stop page for teachers on GOV.UK, which 
can be accessed here: Teaching about relationships sex and health. This includes 
teacher training modules on the RSHE topics and non-statutory implementation 
guidance. The following resources may also help schools and colleges understand and 
teach about safeguarding: 

• DfE advice for schools: teaching online safety in schools; 

• UK Council for Internet Safety (UKCIS)32 guidance: Education for a connected 
world; 

• UKCIS guidance: Sharing nudes and semi-nudes: advice for education settings 
working with children and young people; 

• The UKCIS external visitors guidance will help schools and colleges to ensure the 
maximum impact of any online safety sessions delivered by external visitors; 

• National Crime Agency's CEOP education programme: Thinkuknow; 

 
 

31 Teacher standards. 
32 UK Council for Internet Safety Education subgroup is made up of sector experts who collaborate to 
produce advice and guidance to support schools and colleges keep their children safe online. 

https://www.gov.uk/government/publications/relationships-education-relationships-and-sex-education-rse-and-health-education
https://www.gov.uk/government/publications/relationships-education-relationships-and-sex-education-rse-and-health-education
https://www.gov.uk/guidance/teaching-about-relationships-sex-and-health
https://www.gov.uk/government/publications/teaching-online-safety-in-schools
https://www.gov.uk/government/publications/education-for-a-connected-world
https://www.gov.uk/government/publications/education-for-a-connected-world
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/using-external-visitors-to-support-online-safety-education-guidance-for-educational-settings
https://www.thinkuknow.co.uk/
https://www.gov.uk/government/publications/teachers-standards
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• Public Health England: Rise Above 

122. Whilst it is essential that governing bodies and proprietors ensure that 
appropriate filters and monitoring systems are in place, they should be careful that “over 
blocking” does not lead to unreasonable restrictions as to what children can be taught 
with regard to online teaching and safeguarding. 

Online safety 

123. It is essential that children are safeguarded from potentially harmful and 
inappropriate online material. An effective whole school and college approach to online 
safety empowers a school or college to protect and educate pupils, students, and staff 
in their use of technology and establishes mechanisms to identify, intervene in, and 
escalate any concerns where appropriate. 

124. The breadth of issues classified within online safety is considerable, but can be 
categorised into four areas of risk: 

• content: being exposed to illegal, inappropriate or harmful content, for example: 
pornography, fake news, racism, misogyny, self-harm, suicide, anti-Semitism, 
radicalisation and extremism. 

• contact: being subjected to harmful online interaction with other users; for 
example: peer to peer pressure, commercial advertising and adults posing as 
children or young adults with the intention to groom or exploit them for sexual, 
criminal, financial or other purposes’. 

• conduct: personal online behaviour that increases the likelihood of, or causes, 
harm; for example, making, sending and receiving explicit images (e.g consensual 
and non-consensual sharing of nudes and semi-nudes and/or pornography, 
sharing other explicit images and online bullying; and 

• commerce - risks such as online gambling, inappropriate advertising, phishing 
and or financial scams. If you feel your pupils, students or staff are at risk, please 
report it to the Anti-Phishing Working Group (https://apwg.org/). 

125. Schools and colleges should ensure online safety is a running and interrelated 
theme whilst devising and implementing policies and procedures. This will include 
considering how online safety is reflected as required in all relevant policies and 
considering online safety whilst planning the curriculum, any teacher training, the role 
and responsibilities of the designated safeguarding lead and any parental engagement. 

Online safety policy 

126. Online safety and the school or college’s approach to it should be reflected in the 
child protection policy. Considering the 4Cs (above) will provide the basis of an effective 
online policy. The school or college should have a clear policy on the use of mobile and 

https://campaignresources.phe.gov.uk/schools/topics/rise-above/overview
https://apwg.org/
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smart technology. Amongst other things this will reflect the fact many children have 
unlimited and unrestricted access to the internet via mobile phone networks (i.e. 3G, 4G 
and 5G). This access means some children, whilst at school or college, sexually harass 
their peers via their mobile and smart technology, share indecent images consensually 
and non-consensually (often via large chat groups) and view and share pornography 
and other harmful content. Schools and colleges should carefully consider how this is 
managed on their premises and reflect in their mobile and smart technology policy and 
their child protection policy. 

Remote learning  

127. Where children are being asked to learn online at home the Department has 
provided advice to support schools and colleges do so safely: safeguarding in schools 
colleges and other providers and safeguarding and remote education. The NSPCC and 
PSHE Association also provide helpful advice: 

• NSPCC Learning - Undertaking remote teaching safely during school closures 

• PSHE - PSHE Association coronavirus hub 

 Filters and monitoring 

128. Whilst considering their responsibility to safeguard and promote the welfare of 
children and provide them with a safe environment in which to learn, governing bodies 
and proprietors should be doing all that they reasonably can to limit children’s exposure 
to the above risks from the school’s or college’s IT system. As part of this process, 
governing bodies and proprietors should ensure their school or college has appropriate 
filters and monitoring systems in place. Governing bodies and proprietors should 
consider the age range of their children, the number of children, how often they access 
the IT system and the proportionality of costs vs risks. 

129. The appropriateness of any filters and monitoring systems are a matter for 
individual schools and colleges and will be informed in part, by the risk assessment 
required by the Prevent Duty. 33 The UK Safer Internet Centre has published guidance 
as to what “appropriate” filtering and monitoring might look like: UK Safer Internet 
Centre: appropriate filtering and monitoring. 

130. Support for schools when considering what to buy and how to buy it is available 
via the: schools' buying strategy with specific advice on procurement here: buying for 
schools. 

 
 

33 The Prevent duty Departmental advice for schools and childcare providers and Prevent Duty Guidance For Further 
Education Institutions. 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#res
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools#res
https://www.gov.uk/guidance/safeguarding-and-remote-education-during-coronavirus-covid-19
https://learning.nspcc.org.uk/news/covid/undertaking-remote-teaching-safely
https://www.pshe-association.org.uk/curriculum-and-resources/search-for-resources
https://www.saferinternet.org.uk/advice-centre/teachers-and-school-staff/appropriate-filtering-and-monitoring
https://www.saferinternet.org.uk/advice-centre/teachers-and-school-staff/appropriate-filtering-and-monitoring
https://www.gov.uk/government/publications/schools-buying-strategy
https://www.gov.uk/government/collections/buying-for-schools
https://www.gov.uk/government/collections/buying-for-schools
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/439598/prevent-duty-departmental-advice-v6.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/445915/Prevent_Duty_Guidance_For_Further_Education__England__Wales_-Interactive.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/445915/Prevent_Duty_Guidance_For_Further_Education__England__Wales_-Interactive.pdf
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Information security and access management 

131. Education settings are directly responsible for ensuring they have the appropriate 
level of security protection procedures in place, in order to safeguard their systems, staff 
and learners and review the effectiveness of these procedures periodically to keep up 
with evolving cyber-crime technologies. Guidance on e-security is available from the 
National Education Network. In addition, broader guidance on cyber security including 
considerations for governors and trustees can be found at NCSC.GOV.UK. 

Reviewing online safety 

132. Technology, and risks and harms related to it, evolve and change rapidly. 
Schools and colleges should consider carrying out an annual review of their approach to 
online safety, supported by an annual risk assessment that considers and reflects the 
risks their children face. A free online safety self-review tool for schools can be found 
via the 360 safe website. 

133. UKCIS has published Online safety in schools and colleges: Questions from the 
governing board. The questions can be used to gain a basic understanding of the 
current approach to keeping children safe online; learn how to improve this approach 
where appropriate; and find out about tools which can be used to improve the approach. 
It has also published an Online Safety Audit Tool which helps mentors of trainee 
teachers and newly qualified teachers induct mentees and provide ongoing support, 
development and monitoring. 

134. When reviewing online safety provision, the UKCIS external visitors guidance 
highlights a range of resources which can support educational settings to develop a 
whole school approach towards online safety. 

Information and support 

135. There is a wealth of additional information available to support schools, colleges 
and parents to keep children safe online. A sample is provided at Annex D. 

Inspection 

136. Since September 2019, Ofsted’s inspections of early years, schools and post-16 
provision are carried out under: Ofsted's Education Inspection Framework. Inspectors 
will always report on whether or not arrangements for safeguarding children and 
learners are effective. 

137. In addition to the framework and inspections handbooks, Ofsted publishes 
specific guidance to inspectors on inspecting safeguarding: Inspecting safeguarding in 
early years, education and skills settings. 

http://www.nen.gov.uk/
https://www.ncsc.gov.uk/section/education-skills/cyber-security-schools
https://360safe.org.uk/
https://www.gov.uk/government/publications/online-safety-in-schools-and-colleges-questions-from-the-governing-board
https://www.gov.uk/government/publications/online-safety-in-schools-and-colleges-questions-from-the-governing-board
https://www.gov.uk/government/publications/ukcis-online-safety-audit-tool
http://www.gov.uk/government/publications/using-external-visitors-to-support-online-safety-education-guidance-for-educational-settings
https://www.gov.uk/government/publications/education-inspection-framework
https://www.gov.uk/government/publications/inspecting-safeguarding-in-early-years-education-and-skills
https://www.gov.uk/government/publications/inspecting-safeguarding-in-early-years-education-and-skills


 36 

 

138. The Independent Schools Inspectorate (ISI) is approved to inspect certain 
independent schools and will also report on safeguarding arrangements. ISI has a 
published framework which informs how it inspects at Independent Schools 
Inspectorate. 

What school and college staff should do if they have a safeguarding 
concern or an allegation is made about another staff member 

139. Governing bodies and proprietors should ensure there are procedures in place 
(as described in paragraph 74) to manage safeguarding concerns, or allegations 
against staff (including supply staff and volunteers and contractors). 

140. Concerns and allegations that may meet the harms test should be addressed as 
set out in Section one of Part four of this guidance. 

141. ‘Lower level’ concerns and allegations that do not meet the harms test should be 
addressed as set out in Section two of Part four of this guidance. 

142. There must be procedures in place to make a referral to the Disclosure and 
Barring Service (DBS) if a person in regulated activity has been dismissed or removed 
due to safeguarding concerns or would have been had they not resigned.34 This is a 
legal duty and failure to refer when the criteria are met is a criminal offence.35 
More detail is provided at paragraph 329. 

143. Where a teacher’s employer, including an agency, dismisses or ceases to use 
the services of a teacher because of serious misconduct, or might have dismissed them 
or ceased to use their services had they not left first, they must consider whether to 
refer the case to the Secretary of State (via the Teaching Regulation Agency). Details 
about how to make a referral to the Teaching Regulation Agency can be found on 
GOV.UK. 

Peer on peer /child on child abuse 

144. All staff should recognise that children are capable of abusing their peers 
(including online). All staff should be clear about their school’s or college’s policy and 
procedures with regard to peer on peer abuse. 

145. Governing bodies and proprietors should ensure that their child protection policy 
includes: 

• procedures to minimise the risk of peer on peer abuse; 

 
 

34 Section 35 of the Safeguarding Vulnerable Groups Act 2006. 
35 Section 38 of the Safeguarding Vulnerable Groups Act 2006. 

https://www.isi.net/
https://www.isi.net/
https://www.gov.uk/guidance/teacher-misconduct-referring-a-case
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• the systems in place (and they should be well promoted, easily understood and 
easily accessible) for children to confidently report abuse, knowing their concerns 
will be treated seriously; 

• how allegations of peer on peer abuse will be recorded, investigated and dealt 
with; 

• clear processes as to how victims, perpetrators and any other children affected by 
peer on peer abuse will be supported; 

• a recognition that even if there are no reported cases of peer on peer abuse, such 
abuse may still be taking place and is simply not being reported; 

• a statement which makes clear there should be a zero-tolerance approach to 
abuse, and it should never be passed off as “banter”, “just having a laugh”, “part of 
growing up” or “boys being boys” as this can lead to a culture of unacceptable 
behaviours and an unsafe environment for children; 

• recognition that it is more likely that girls will be victims and boys’ perpetrators, but 
that all peer on peer abuse is unacceptable and will be taken seriously; and 

• the different forms peer on peer abuse can take, such as: 

o bullying (including cyberbullying, prejudice-based and discriminatory 
bullying); 

o abuse in intimate personal relationships between peers; 

o physical abuse which can include hitting, kicking, shaking, biting, hair 
pulling, or otherwise causing physical harm; 

o sexual violence and sexual harassment. Part five of this guidance and 
Sexual violence and sexual harassment between children in schools and 
colleges sets out how schools and colleges should respond to reports of 
sexual violence and sexual harassment; 

o Consensual and non-consensual sharing of nude and semi-nude images 
and/or videos36 (also known as sexting or youth produced sexual imagery): 
the policy should include the school or college’s approach to it. The 
Department provides Searching Screening and Confiscation Advice for 
schools. The UKCIS Education Group has published Sharing nudes and 
semi-nudes: advice for education settings working with children and young 

 
 

36 Consensual image sharing, especially between older children of the same age, may require a different 
response. It might not be abusive but children still need to know it is illegal, whilst non-consensual is illegal 
and abusive. UKCIS provides detailed advice about sharing of nude and semi-nude images and videos. 

https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
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people which outlines how to respond to an incident of nude and semi-nude 
being shared; 

o causing someone to engage in sexual activity without consent, such as 
forcing someone to strip, touch themselves sexually, or to engage in sexual 
activity with a third party; 

o upskirting (which is a criminal offence37), which typically involves taking a 
picture under a person’s clothing without their permission, with the intention 
of viewing their genitals or buttocks to obtain sexual gratification, or cause 
the victim humiliation, distress, or alarm; and 

o initiation/hazing type violence and rituals. 

Boarding schools, residential special schools, residential colleges and 
children’s homes 

146. Boarding schools, residential special schools, residential colleges and children’s 
homes have additional factors to consider with regard to safeguarding. Schools and 
colleges that provide such residential accommodation and/or are registered as 
children’s homes should be alert to signs of abuse in such settings (for example, 
inappropriate pupil or student relationships and the potential for peer on peer abuse, 
particularly in schools and colleges where there are significantly more girls than boys or 
vice versa) and work closely with the host local authority and, where relevant, any local 
authorities that have placed their children there. 

147. Boarding schools, residential special schools, residential colleges, and children’s 
homes have additional requirements in regard to safeguarding. These relate to National 
Minimum Standards and regulations for the relevant setting and all schools and colleges 
with residential provision for children must comply with their obligations relating to 
them. 

148. The relevant standards and guidance for each sector are on GOV.UK and the 
relevant links are listed below: 

• The National Minimum Standards for Boarding Schools 

• The National Minimum Standards for Residential Special Schools 

• Further Education residential accommodation: National Minimum Standards 

• Guide to the Children's Homes Regulations 

 
 

37 Voyeurism (Offences) Act 2019 (legislation.gov.uk) 

https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/boarding-schools-national-minimum-standards
https://www.gov.uk/government/publications/residential-special-schools-national-minimum-standards
https://www.gov.uk/government/publications/further-education-residential-accommodation-national-minimum-standards
https://www.gov.uk/government/publications/childrens-homes-regulations-including-quality-standards-guide
https://www.legislation.gov.uk/ukpga/2019/2/contents/enacted
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149. In addition, the Visits to Children in Long-Term Residential Care Regulations 
201138 apply to children living away from home in residential settings for periods of 
three months or more (including those placed in residential schools and colleges). An 
appropriate representative from the accommodating local authority must visit these 
settings to ensure the welfare of these children. 

The use of ‘reasonable force’ in schools and colleges 

150. There are circumstances when it is appropriate for staff in schools and colleges 
to use reasonable force to safeguard children. The term ‘reasonable force’ covers the 
broad range of actions used by staff that involve a degree of physical contact to control 
or restrain children. This can range from guiding a child to safety by the arm, to more 
extreme circumstances such as breaking up a fight or where a child needs to be 
restrained to prevent violence or injury. ‘Reasonable’ in these circumstances means 
‘using no more force than is needed’. The use of force may involve either passive 
physical contact, such as standing between pupils or blocking a pupil’s path, or active 
physical contact such as leading a pupil by the arm out of the classroom. 

151. The Department believes that the adoption of a ‘no contact’ policy at a school or 
college can leave staff unable to fully support and protect their pupils and students. It 
encourages headteachers, principals, governing bodies, and proprietors to adopt 
sensible policies, which allow and support their staff to make appropriate physical 
contact. The decision on whether or not to use reasonable force to control or restrain a 
child is down to the professional judgement of the staff concerned within the context of 
the law and should always depend on individual circumstances. 

152. When using reasonable force in response to risks presented by incidents 
involving children with special educational needs or disabilities (SEND), mental health 
or with medical conditions, schools and colleges should in considering the risks carefully 
recognise the additional vulnerability of these groups. They should also consider their 
duties under the Equality Act 201039 in relation to making reasonable adjustments, non-
discrimination and their Public Sector Equality Duty.40 By planning positive and 
proactive behaviour support, for instance through drawing up individual behaviour plans 
for more vulnerable children, and agreeing them with parents and carers, schools and 
colleges can reduce the occurrence of challenging behaviour and the need to use 
reasonable force. 

 
 

38 www.legislation.gov.uk  
39 Advice for Schools and Advice for Further and Higher Education. 
40 Compliance with the Public Sector Equality Duty (PSED) is a legal requirement for schools and colleges 
that are public bodies. The Equality and Human Rights Commission provides the following general 
guidance for schools that are subject to the PSED. 
 

http://www.legislation.gov.uk/uksi/2011/1010/contents/made
https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools
https://www.equalityhumanrights.com/en/publication-download/what-equality-law-means-you-education-provider-%E2%80%93-further-and-higher-education
https://www.equalityhumanrights.com/en/publication-download/public-sector-equality-duty-guidance-schools-england
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153. Departmental advice for schools is available at Use of Reasonable Force in 
Schools. 

154. For information about how to support children with learning disabilities, autistic 
spectrum conditions and mental health difficulties who are at risk of restrictive 
intervention can be found at Reducing the need for restraint and restrictive intervention. 

Use of school or college premises for non-school/college activities 

155. Where governing bodies or proprietors hire or rent out school or college 
facilities/premises to organisations or individuals (for example to community groups, 
sports associations, and service providers to run community or extra-curricular 
activities) they should ensure that appropriate arrangements are in place to keep 
children safe. 

156. When services or activities are provided by the governing body or proprietor, 
under the direct supervision or management of their school or college staff, their 
arrangements for child protection will apply. However, where services or activities are 
provided separately by another body this is not necessarily the case. The governing 
body or proprietor should therefore seek assurance that the body concerned has 
appropriate safeguarding and child protection policies and procedures in place 
(including inspecting these as needed); and ensure that there are arrangements in 
place to liaise with the school or college on these matters where appropriate. The 
governing body or proprietor should also ensure safeguarding requirements are 
included in any transfer of control agreement (i.e. lease or hire agreement), as a 
condition of use and occupation of the premises; and that failure to comply with this 
would lead to termination of the agreement. 

Alternative provision 

157. The cohort of pupils in Alternative Provision often have complex needs, it is 
important that governing bodies and proprietors of these settings are aware of the 
additional risk of harm that their pupils may be vulnerable to. 

158. The Department has issued two pieces of statutory guidance to which 
commissioners of Alternative Provision should have regard: 

• Alternative provision - DfE Statutory Guidance; and 

• Education for children with health needs who cannot attend school - DfE Statutory 
Guidance 

https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools
https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools
https://www.gov.uk/government/publications/reducing-the-need-for-restraint-and-restrictive-intervention
https://www.gov.uk/government/publications/alternative-provision
https://www.gov.uk/government/publications/education-for-children-with-health-needs-who-cannot-attend-school
https://www.gov.uk/government/publications/education-for-children-with-health-needs-who-cannot-attend-school
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Children potentially at greater risk of harm 

159. Whilst all children should be protected, it is important that governing bodies and 
proprietors recognise (and reflect in their policies and procedures) some groups of 
children are potentially at greater risk of harm. 

Children who need a social worker (Child in Need and Child Protection Plans) 

160. Children may need a social worker due to safeguarding or welfare needs. 
Children may need this help due to abuse, neglect and complex family circumstances. A 
child’s experiences of adversity and trauma can leave them vulnerable to further harm, 
as well as educationally disadvantaged in facing barriers to attendance, learning, 
behaviour, and mental health. 

161. Local authorities should share the fact a child has a social worker, and the 
designated safeguarding lead should hold and use this information so that decisions 
can be made in the best interests of the child’s safety, welfare and educational 
outcomes. This should be considered as a matter of routine. There are clear powers to 
share this information under existing duties on both local authorities and schools and 
colleges to safeguard and promote the welfare of children. 

162. Where children need a social worker, this should inform decisions about 
safeguarding (for example, responding to unauthorised absence or missing education 
where there are known safeguarding risks) and about promoting welfare (for example, 
considering the provision of pastoral and/or academic support, alongside action by 
statutory services). 

163. Findings from the Children in Need review, ‘Improving the educational outcomes 
of Children in Need of help and protection’ contains further information; the conclusion 
of the review, ‘Help, protection, education’ sets out action the government is taking to 
support this. 

Children missing from education 

164. Children missing from education, particularly persistently, can act as a vital 
warning sign to a range of safeguarding issues including neglect, sexual abuse and 
child sexual and criminal exploitation. It is important the school or college’s response to 
children missing from education supports identifying such abuse and also helps prevent 
the risk of them going missing in the future. This includes when problems are first 
emerging but also where children are already known to local authority children’s social 
care and need a social worker (such as on a child in need or child protection plan, or as 
a looked after child), where going missing from education may increase known 
safeguarding risks within the family or in the community. Further information and 
support, includes: 

https://www.gov.uk/government/publications/improving-outcomes-of-children-in-need-literature-review
https://www.gov.uk/government/publications/improving-outcomes-of-children-in-need-literature-review
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/809236/190614_CHILDREN_IN_NEED_PUBLICATION_FINAL.pdf


 42 

 

• schools’ duties regarding children missing education, including information schools 
must provide to the local authority when removing a child from the school roll at 
standard and non-standard transition points, can be found in the Department’s 
statutory guidance: Children Missing Education. 

• further information for colleges providing education for a child of compulsory 
school age can be found in: Full-time-Enrolment of 14 to 16 year olds in Further 
Education and Sixth Form Colleges. 

• general information and advice for schools and colleges can be found in the 
Government’s Missing Children and Adults Strategy. 

Elective Home Education (EHE) 

165. Many home educated children have an overwhelmingly positive learning 
experience. We would expect the parents’ decision to home educate to be made with 
their child’s best education at the heart of the decision. However, this is not the case for 
all, and home education can mean some children are less visible to the services that 
are there to keep them safe and supported in line with their needs. 

166. From September 2016 the Education (Pupil Registration) (England) Regulations 
2006 were amended so that schools must inform their LA of all deletions from their 
admission register when a child is taken off roll41. 

167. Where a parent/carer has expressed their intention to remove a child from school 
with a view to educating at home, we recommend that LAs, schools, and other key 
professionals work together to coordinate a meeting with parents/carers where possible. 
Ideally, this would be before a final decision has been made, to ensure the 
parents/carers have considered what is in the best interests of each child. This is 
particularly important where a child has SEND, is vulnerable, and/or has a social 
worker. 

168. DfE guidance for local authorities on Elective home education sets out the role 
and responsibilities of LAs and their powers to engage with parents in relation to EHE. 
Although this is primarily aimed at LAs, schools should also be familiar with this 
guidance. 

Children requiring mental health support 

169. Schools and colleges have an important role to play in supporting the mental 
health and wellbeing of their pupils. 

 
 

41 This requirement does not apply where a pupil’s name is deleted after they have completed the final year 
at the school (e.g. Year 6 at a typical primary school) unless the local authority have asked to be informed 
about such deletions. 

https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/guidance/full-time-enrolment-of-14-to-16-year-olds-in-further-education-and-sixth-form-colleges
https://www.gov.uk/guidance/full-time-enrolment-of-14-to-16-year-olds-in-further-education-and-sixth-form-colleges
https://www.gov.uk/government/publications/missing-children-and-adults-strategy
https://www.legislation.gov.uk/uksi/2016/792/note/made
https://www.legislation.gov.uk/uksi/2016/792/note/made
https://www.gov.uk/government/publications/elective-home-education
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170. Mental health problems can, in some cases, be an indicator that a child has 
suffered or is at risk of suffering abuse, neglect or exploitation. Governing bodies and 
proprietors should ensure they have clear systems and processes in place for 
identifying possible mental health problems, including routes to escalate and clear 
referral and accountability systems. 

171. The Department is providing funding to support costs of a significant training 
program for senior mental health leads and the national rollout of the Link Program. 
Training for senior mental health leads, will be available to all state-funded schools and 
colleges by 2025, to help introduce or develop their whole school or college approach to 
mental health. 

172. The Department has published advice and guidance on Preventing and Tackling 
Bullying, Mental Health and Behavior in Schools (which may also be useful for 
colleges). The Mental Health and Behavior in Schools guidance sets out how schools 
and colleges can help prevent mental health problems by promoting resilience as part of 
an integrated, whole school/college approach to social and emotional wellbeing, which 
is tailored to the needs of their pupils. 

173. The senior mental health lead role is not mandatory and different senior leads will 
inevitably have different levels of knowledge and skills to promote wellbeing and mental 
health, and different responsibilities, as roles are locally defined to fit in with other 
relevant roles and responsibilities. However, we expect a senior mental health lead in a 
school/college will be a member of, or supported by the senior leadership team, and 
could be the pastoral lead, SENCO, or designated safeguarding lead. We are aware 
most schools and colleges already have a senior mental health lead in place. 

174. From September 2021, up to 7,800 schools and colleges will be able to access 
senior mental health leads’ training. Settings will have the opportunity to opt-in for a 
fixed value grant and will be supported to identify the most appropriate learning from a 
list of quality assured courses. Settings ready to develop or introduce their whole school 
or college approach to mental health and wellbeing, with capacity to undertake training 
before March 2022, will be encouraged to apply. Further information on how schools 
and colleges can do this - and how they can identify and book the most appropriate 
training for them - will be provided nearer the time. 

175. In addition, Public Health England has produced a range of resources to support 
secondary schools to promote positive health, wellbeing and resilience among children 
including its guidance Promoting children and young people’s emotional health and 
wellbeing. Its resources include social media, forming positive relationships, smoking 
and alcohol. See Rise Above for links to all materials and lesson plans. The Department 
has also published, ‘Every interaction matters’, a pre-recorded webinar which provides 
staff with a simple framework for promoting wellbeing, resilience, and mental health. 
This sits alongside our Wellbeing for education recovery program content, which covers 
issues such as bereavement, loss, anxiety, stress and trauma. 

https://www.annafreud.org/what-we-do/schools-in-mind/our-work-with-schools/the-link-programme/
https://www.gov.uk/government/publications/preventing-and-tackling-bullying
https://www.gov.uk/government/publications/preventing-and-tackling-bullying
https://www.gov.uk/guidance/mental-health-and-wellbeing-support-in-schools-and-colleges
https://riseabove.org.uk/
https://www.minded.org.uk/Component/Details/685525
https://www.gov.uk/government/publications/education-recovery-support
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Looked after children and previously looked after children 

176. The most common reason for children becoming looked after42 is as a result of 
abuse and/or neglect. Governing bodies and proprietors should ensure that staff have 
the skills, knowledge and understanding to keep looked after children safe. 

177. In particular, they should ensure that appropriate staff have the information they 
need in relation to a child’s looked after legal status (whether they are looked after 
under voluntary arrangements with consent of parents, or on an interim or full care 
order) and the child’s contact arrangements with birth parents or those with parental 
responsibility. They should also have information about the child’s care arrangements 
and the levels of authority delegated to the carer by the authority looking after him/her. 
The designated safeguarding lead43 should have details of the child’s social worker and 
the name of the virtual school head in the authority that looks after the child. 

178. A previously looked after child potentially remains vulnerable and all staff should 
have the skills, knowledge and understanding to keep previously looked after children 
safe. When dealing with looked after children and previously looked after children, it is 
important that all agencies work together and prompt action is taken when necessary to 
safeguard these children, who are a particularly vulnerable group. 

The designated teacher 

179. Governing bodies of maintained schools and proprietors of academies must 
appoint a designated teacher44 and should work with local authorities to promote the 
educational achievement of registered pupils who are looked after. With the 
commencement of sections 4 to 6 of the Children and Social Work Act 2017, designated 
teachers have responsibility for promoting the educational achievement of children who 
have left care through adoption, special guardianship or child arrangement orders or 
who were adopted from state care outside England and Wales.45 The designated 
teacher must have appropriate training and the relevant qualifications and 

 
 

42 A child who is looked after by a local authority (referred to as a looked-after-child) as defined in section 
22 Children Act 1989, means a child who is subject to a care order (interim or full care order) or who is 
voluntarily accommodated by the local authority. 
43 In maintained schools and academies the designated safeguarding lead should work closely with the 
designated teacher. 
44 Section 20 of the Children and Young Persons Act 2008 sets this requirement for maintained schools. 
This legislation and accompanying statutory guidance on the role of designated teacher applies to academies 
through their funding agreements. 
45 For the purposes of the role of the virtual school head and designated teacher, under the Children and 
Social Work Act 2017, previously looked-after children are those who: are no longer looked after by a local 
authority in England and Wales (as defined by the Children Act 1989 or Part 6 of the Social Services and 
Well-being (Wales) Act 2014) because they are the subject of an adoption, special guardianship or child 
arrangements order; or were adopted from ‘state care’ outside England and Wales. 

https://www.gov.uk/government/publications/designated-teacher-for-looked-after-children
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experience.46 In other schools and colleges, an appropriately trained teacher should 
take the lead. 

180. Statutory guidance contains further information on The Role and Responsibilities 
of the Designated Teacher. 

Virtual school heads 

181. Virtual school heads47 manage pupil premium plus for looked after children;48 
they receive this funding based on the latest published number of children looked after 
by the local authority. In maintained schools and academies, the designated teacher 
should work with the virtual school head to discuss how funding can be best used to 
support the progress of looked after children in the school and meet the needs identified 
in the child’s personal education plan.49 The designated teacher should also work with 
the virtual school head to promote the educational achievement of previously looked 
after children. In other schools and colleges, an appropriately trained teacher should 
take the lead. 

182. As with designated teachers, following the commencement of sections 4 to 6 of 
the Children and Social Work Act 2017, virtual school heads have responsibilities 
towards children who have left care through adoption, special guardianship, or child 
arrangement orders or who were adopted from state care outside England or Wales. 
Their primary role for this group will be the provision of information and advice to 
relevant parties.50 

183. Statutory guidance on Promoting the Education of Looked After Children 
contains further information on the roles and responsibilities of virtual school heads. 

 
 

46 Section 20(3) of the Children and Young Persons Act 2008 and regulation 3 of the Designated Teacher 
(Looked-After Pupils etc) (England) Regulations 2009. 
47 Section 22(3B) of the Children Act 1989 requires local authorities in England to appoint at least one 
person for the purpose of discharging the local authority’s duty to promote the educational achievement of 
its looked after children. That person (known as the virtual school head) must be an officer employed by the 
authority or another local authority in England. 
48 Pupil premium plus for previously looked after children is managed by their school. 
49 All looked after children must have a personal education plan (PEP). This is part of the care plan that the 
local authority looking after the child must have in place and review regularly. 
50 Any person that has parental responsibility for the child; providers of funded early years education, 
designated teachers for previously looked-after children in maintained schools and academies, and any 
other person the authority considers appropriate for promoting the educational achievement of relevant 
children. 

https://www.gov.uk/government/publications/designated-teacher-for-looked-after-children
https://www.gov.uk/government/publications/designated-teacher-for-looked-after-children
https://www.gov.uk/government/publications/promoting-the-education-of-looked-after-children
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Care leavers 

184. Local authorities have on-going responsibilities to the children who cease to be 
looked after and become care leavers.51 That includes keeping in touch with them, 
preparing an assessment of their needs and appointing a personal adviser who 
develops a pathway plan with the young person. This plan describes how the local 
authority will support the care leaver to participate in education or training. Designated 
safeguarding leads should therefore have details of the local authority Personal Advisor 
appointed to guide and support the care leaver and should liaise with them as 
necessary regarding any issues of concern affecting the care leaver. 

Children with special educational needs and disabilities or physical health issues 

185. Children with special educational needs or disabilities (SEND) or certain health 
conditions can face additional safeguarding challenges. Governing bodies and 
proprietors should ensure their child protection policy reflects the fact that additional 
barriers can exist when recognising abuse and neglect in this group of children. These 
can include: 

• assumptions that indicators of possible abuse such as behaviour, mood and injury 
relate to the child’s condition without further exploration; 

• these children being more prone to peer group isolation or bullying (including 
prejudice-based bullying) than other children; 

• the potential for children with SEND or certain medical conditions being 
disproportionally impacted by behaviours such as bullying, without outwardly 
showing any signs; and 

• communication barriers and difficulties in managing or reporting these challenges. 

186. Governing bodies and proprietors, should, therefore ensure that their child 
protection policy reflects the above and to address these additional challenges, schools 
and colleges should consider extra pastoral support and attention for these children, 
along with ensuring any appropriate support for communication is in place. 

187. Further information can be found in the Department’s: SEND Code of Practice 0 
to 25 and Supporting Pupils at School with Medical Conditions. 

 
 

51 A care leaver who is 16 or 17 (referred to in legislation as a ‘relevant child’ is defined in section 23A(2) of 
the Children Act 1989 as a child who is (a) not looked after (b) aged 16 or 17, and (c) was, before ceasing 
to be looked after by a local authority, looked after for a period of 13 weeks, or periods amounting in total to 
13 weeks, beginning after s/he reached the age of 14 and ended after s/he reached the age of 16. 

https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
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Part three: Safer recruitment 
This part of the guidance has four sections providing schools and colleges with the legal 
requirements ‘must do’, what they should do, what is considered best practice and 
important information about: 

i. the recruitment and selection process; 

ii. pre-appointment and vetting checks, regulated activity and recording of 
information; 

iii. other checks that may be necessary for staff, volunteers and others, including the 
responsibilities on schools and colleges for children in other settings; and 

iv. how to ensure the ongoing safeguarding of children and the legal reporting duties 
on employers. 

i. Recruitment and selection process 
188. This section focuses on ensuring potential applicants are given the right 
messages about the school and college’s commitment to recruit suitable people. 

189. It is vital that governing bodies and proprietors create a culture that safeguards 
and promotes the welfare of children in their school or college. As part of this culture, it 
is important that they adopt robust recruitment procedures that deter and prevent 
people who are unsuitable to work with children from applying for or securing 
employment, or volunteering opportunities in schools and colleges. 

190. Governing bodies and proprietors should ensure that those involved with the 
recruitment and employment of staff to work with children have received appropriate 
safer recruitment training, the substance of which should at a minimum cover the 
content of this part (Part three) of this guidance. 

191. The School Staffing (England) Regulations 2009 and the Education (Pupil 
Referral Units) (Application of Enactments) (England) Regulations 2007 require 
governing bodies of maintained schools and management committees of pupil referral 
units (PRUs) to ensure that at least one of the persons who conducts an interview has 
completed safer recruitment training.52 Governing bodies of maintained schools and 
management committees of PRUs may choose appropriate training and may take 
advice from the safeguarding partners in doing so. 

 
 

52 http://www.legislation.gov.uk/.  

http://www.legislation.gov.uk/
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Advert 

192. Schools and colleges should think about including the following information when 
defining the role (through the job or role description and person specification): 

•  the skills, abilities, experience, attitude, and behaviours required for the post; and 

•  the safeguarding requirements, i.e. to what extent will the role involve contact with 
children and will they be engaging in regulated activity relevant to children. See 
page 55 for further information about regulated activity. 

193. The advert should include: 

• the school’s or college’s commitment to safeguarding and promoting the welfare of 
children and make clear that safeguarding checks will be undertaken; 

• the safeguarding responsibilities of the post as per the job description and 
personal specification; and 

• whether the post is exempt from the Rehabilitation of Offenders Act 1974 and the 
amendments to the Exceptions Order 1975, 2013 and 2020. Which means that 
when applying for certain jobs and activities certain spent convictions and cautions 
are ‘protected’, so they do not need to be disclosed to employers, and if they are 
disclosed, employers cannot take them into account. Further information about 
filtering offences can be found in the DBS filtering guide. 

Application forms  

194. Where a role involves engaging in regulated activity relevant to children, schools 
and colleges should include a statement in the application form or elsewhere in the 
information provided to applicants that it is an offence to apply for the role if the 
applicant is barred from engaging in regulated activity relevant to children.53 

195. Schools and colleges should also provide a copy of the school’s or college’s child 
protection policy and practices and policy on employment of ex-offenders in the 
application pack or refer to a link on its website. 

196. Schools and colleges should require applicants to provide: 

• personal details, current and former names, current address and national 
insurance number; 

• details of their present (or last) employment and reason for leaving; 

 
 

53 Legislation.gov.uk - section 7(1)(a) of the SVGA 2006. 

https://www.gov.uk/government/publications/dbs-filtering-guidance
https://www.legislation.gov.uk/ukpga/2006/47/section/7
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• full employment history, (since leaving school, including education, employment 
and voluntary work) including reasons for any gaps in employment; 

• qualifications, the awarding body and date of award; 

• details of referees/references (see below for further information); and 

• a statement of the personal qualities and experience that the applicant believes 
are relevant to their suitability for the post advertised and how they meet the 
person specification. 

197. Schools and colleges should not accept copies of curriculum vitae in place of an 
application form. 

Shortlisting  

198. Shortlisted candidates should be asked to complete a self-declaration of their 
criminal record or information that would make them unsuitable to work with children. 
Self-declaration is subject to Ministry of Justice guidance on the disclosure of criminal 
records, further information can be found on GOV.UK 

For example: 

• if they have a criminal history; 

• whether they are included on the barred list; 

• whether they are prohibited from teaching; 

• whether they are prohibited from taking part in the management of an independent 
school; 

• information about any criminal offences committed in any country in line with the 
law as applicable in England and Wales, not the law in their country of origin or 
where they were convicted; 

• if they are known to the police and children’s social care; 

• have they been disqualified from providing childcare (see paras 245-249); and, 

• any relevant overseas information. 

199. This information should only be requested from applicants who have been 
shortlisted. The information should not be requested in the application form to decide 
who should be shortlisted. 

200. Applicants should be asked to sign a declaration confirming the information they 
have provided is true. Where there is an electronic signature, the shortlisted candidate 
should physically sign a hard copy of the application at point of interview. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/637755/Guidance_for_Pre-Employment_Screening_v1_2.pdf
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201. The purpose of a self-declaration is so that candidates will have the opportunity 
to share relevant information and allow this to be discussed and considered at interview 
before the DBS certificate is received. 

202. Schools and colleges should: 

• ensure that at least two people carry out the shortlisting exercise (it is 
recommended that those who shortlist carry out the interview for a consistent 
approach); 

• consider any inconsistencies and look for gaps in employment and reasons given 
for them; and, 

• explore all potential concerns. 

Employment history and references 

203. The purpose of seeking references is to allow employers to obtain factual 
information to support appointment decisions. Schools and colleges should obtain 
references before interview, this allows any concerns raised to be explored further with 
the referee and taken up with the candidate at interview. 

204. Schools and colleges should: 

• not accept open references e.g. to whom it may concern; 

• not rely on applicants to obtain their reference; 

• ensure any references are from the candidate’s current employer and have been 
completed by a senior person with appropriate authority (if the referee is school or 
college based, the reference should be confirmed by the headteacher/principal as 
accurate in respect to disciplinary investigations); 

• obtain verification of the individual’s most recent relevant period of employment 
where the applicant is not currently employed; 

• secure a reference from the relevant employer from the last time the applicant 
worked with children (if not currently working with children), if the applicant has 
never worked with children, then ensure a reference from their current employer; 

• always verify any information with the person who provided the reference; 

• ensure electronic references originate from a legitimate source; 

• contact referees to clarify content where information is vague or insufficient 
information is provided; 

• compare the information on the application form with that in the reference and take 
up any discrepancies with the candidate; 
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• establish the reason for the candidate leaving their current or most recent post; 
and, 

• ensure any concerns are resolved satisfactorily before appointment is confirmed. 

205. When asked to provide references schools and colleges should ensure the 
information confirms whether they are satisfied with the applicant’s suitability to work 
with children and provide the facts (not opinions) of any substantiated safeguarding 
allegations but should not include information about allegations which are 
unsubstantiated, unfounded, false, or malicious. References are an important part of the 
recruitment process and should be provided in a timely manner and not hold up 
proceedings. 

Selection 

206. Schools and colleges should use a range of selection techniques to identify the 
most suitable person for the post. Those interviewing should agree structured 
questions. 

These should include: 

• finding out what attracted the candidate to the post being applied for and their 
motivation for working with children; 

• exploring their skills and asking for examples of experience of working with 
children which are relevant to the role; and 

• probing any gaps in employment or where the candidate has changed 
employment or location frequently, asking about the reasons for this. 

207. The interviews should be used to explore potential areas of concern to determine 
the applicant’s suitability to work with children. Areas that may be concerning and lead 
to further probing include: 

• implication that adults and children are equal; 

• lack of recognition and/or understanding of the vulnerability of children; 

• inappropriate idealisation of children; 

• inadequate understanding of appropriate boundaries between adults and children; 
and, 

• indicators of negative safeguarding behaviours. 

208. Any information about past disciplinary action or allegations should be 
considered in the circumstances of the individual case. 
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209. Pupils/students should be involved in the recruitment process in a meaningful 
way. Observing short listed candidates and appropriately supervised interaction with 
pupils/students is common and recognised as good practice. 

210. All information considered in decision making should be clearly recorded along 
with decisions made. 

ii. Pre-appointment vetting checks, regulated activity and 
recording information 

211. This section provides the legal requirements that governing bodies and 
proprietors need to understand (and which must54 be carried out) when appointing 
individuals to engage in regulated activity relating to children. It covers the importance 
of ensuring the correct pre-appointment checks are carried out. These checks will help 
identify whether a person may be unsuitable to work with children (and in some cases is 
legally prohibited from working with children and/or working as a teacher). They should 
be seen as the part of a wider safeguarding regime which will carry on following 
appointment. This section also explains what information schools and colleges must 
record on the single central record. 

212. The Education and Training (Welfare of Children) Act 2021 extended 
safeguarding provisions to providers of post 16 Education; 16-19 Academies, Special 
Post-16 institutions and Independent Training Providers. Some safer recruitment 
regulations do not apply to these providers and as such some of the “musts” for 
colleges do not apply to them. These checks are an essential part of safeguarding, 
carried out to help employers check the suitability of candidates. Therefore, the 
providers set out above should carry out these pre appointment checks. This has been 
made clear via footnotes. 

213. All offers of appointment should be conditional until satisfactory completion of the 
mandatory pre-employment checks. All Schools and colleges must: 

• verify a candidate’s identity, it is important to be sure that the person is who they 
claim to be, this includes being aware of the potential for individuals changing their 
name. Best practice is checking the name on their birth certificate, where this is 

 
 

54 16-19 Academies, Special Post-16 institutions and Independent Training Providers must carry out an 
enhanced DBS check (including with children’s barred list information, for those who will be engaging in 
regulated activity with children), as required by their funding agreement. They should carry out other 
checks, apart from the separate children’s barred list check which is not available to these providers. 
Providers should not allow an individual to start work in regulated activity until they obtain an enhanced 
DBS plus barred list check. 
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available. Further identification checking guidelines can be found on the GOV.UK 
website. 

• obtain (via the applicant) an enhanced DBS check (including children’s barred list 
information, for those who will be engaging in regulated activity with children). 55 
Note that when using the DBS update service you still need to obtain the original 
physical certificate (see para 232) ; 56 57 58 59 

• obtain a separate children’s barred list check if an individual will start work in 
regulated activity with children before the DBS certificate is available; See 
paragraph 242 on how to obtain a separate barred list check. This does not apply 
to 16-19 Academies, Special Post-16 institutions and Independent Training 
Providers, see footnote.54 

• verify the candidate’s mental and physical fitness to carry out their work 
responsibilities.60 A job applicant can be asked relevant questions about disability 
and health in order to establish whether they have the physical and mental 
capacity for the specific role; 61 

• verify the person’s right to work in the UK, including EU nationals. If there is 
uncertainty about whether an individual needs permission to work in the UK, then 
schools and colleges should follow advice on the GOV.UK website; 

• if the person has lived or worked outside the UK, make any further checks the 
school or college consider appropriate (see 262-267); and, 

• verify professional qualifications, as appropriate. The Teaching Regulation 
Agency’s (TRA) Employer Access Service should be used to verify any award of 

 
 

55 16-19 Academies, Special Post-16 institutions and Independent Training Providers must carry out a DBS 
check with barred list information as per their funding agreement. 
56 Where the individual will be or is engaging in regulated activity, schools and colleges will need to ensure 
that they confirm on the DBS application that they have the right to barred list information. 
57 Regulations 12 and 24 of the School Staffing (England) Regulations 2009 for maintained schools also 
apply to the management committee of pupil referral units through the Education (Pupil Referral Units) 
(Application of Enactments) (England) Regulations 2007. Part 4 of the Schedule to The Education 
(Independent School Standards) Regulations 2014 applies to independent schools, including free schools 
and academies. The Schedule to the Non-Maintained Special Schools (England) Regulations 2015 applies 
to non-maintained special schools. 
58 Regulation 5 of the Further Education (Providers of Education) (England) Regulations 2006 applies to 
further education institutions. Further Education providers should also note Regulation 10 of the Further 
Education (Providers of Education) (England) Regulations 2006, which requires that members of staff 
(other than agency staff) who move from positions not involving the provision of education into a position 
involving the provision of education are to be treated as new staff members. 
59 See the status checking section of the DBS update service employer guide  
60 Education (Health Standards) (England) Regulations 2003 - see also fitness to teach circular.  
61 See legislation.gov.uk Section 60 of the Equality Act 2010. 

https://www.gov.uk/government/publications/identity-proofing-and-verification-of-an-individual/identity-proofing-and-verification-of-an-individual
https://www.gov.uk/check-job-applicant-right-to-work
https://www.gov.uk/government/publications/dbs-update-service-employer-guide
https://www.education.ie/en/Education-Staff/Information/Occupational-Health-Strategy/Occupational-Health-Service-Guide-for-Boards-of-Management-VECs.pdf
https://www.legislation.gov.uk/ukpga/2010/15/section/60
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qualified teacher status (QTS), and the completion of teacher induction or 
probation. 

In addition: 

• independent schools, including academies and free schools, must check that a 
person taking up a management position as described at paragraph 237 is not 
subject to a section 128 direction made by the Secretary of State; 

• all schools must ensure that an applicant to be employed to carry out teaching 
work62 is not subject to a prohibition order issued by the Secretary of State (see 
paragraph 234 for prohibition checks or any sanction or restriction imposed (that 
remains current) by the GTCE (see paragraph 236), before its abolition in March 
2012; 

• before employing a person to carry out teaching work in relation to children, 
colleges must63 take reasonable steps to establish whether that person is subject 
to a prohibition order issued by the Secretary of State.  

• all schools and colleges providing childcare64 must ensure that appropriate 
checks are carried out to ensure that individuals employed to work in reception 
classes, or in wraparound care for children up to the age of 8, are not disqualified 
from working in these settings under the 2018 Childcare Disqualification 
Regulations. Further details about the application of these arrangements are 
provided at paragraphs 245-249. 

Applicant moving from previous post 

214. There is no requirement for a school to obtain an enhanced DBS certificate or 
carry out checks for events that may have occurred outside the UK if, during a period 
which ended not more than three months before the person’s appointment, the 
applicant has worked, in a school in England, in a post: 

• which brought the person regularly into contact with children; or 

• to which the person was appointed on or after 12th May 2006 and which did not 
bring the person regularly into contact with children or young persons; or 

 
 

62 The Teachers’ Disciplinary (England) Regulations 2012 define teaching work as: planned and preparing 
lessons and courses for pupils; delivering lessons to pupils; assessing the development, progress and 
attainment of pupils; and reporting on the development, progress and attainment of pupils. 
63 Where employing teachers 16-19 Academies, Special Post-16 institutions and Independent Training 
Providers should contact employer.access.gov.uk to check that the individual is not prohibited from teaching.  
64 Childcare Act 2006 (legislation.gov.uk) section 76(2). 

https://teacherservices.education.gov.uk/
https://www.legislation.gov.uk/ukpga/2006/21/section/76
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• in another institution within the further education sector in England, or in a 16-19 
academy, in a post which involved the provision of education which brought the 
person regularly into contact with children or young persons. 

215. For a college65 there is no requirement to obtain an enhanced DBS certificate or 
carry out checks for events that may have occurred outside the UK if, during a period 
which ended not more than three months before the person’s appointment, the 
applicant has worked in: 

• a school in England in a position which brought him or her regularly into contact 
with children aged under 18; or 

• another institution within the further education sector in England, or in a 16 to 19 
academy, in a position which involved the provision of education and caring for, 
training, supervising or being solely in charge of persons aged under 18. 

216. Whilst there is no requirement to carry out an enhanced DBS check in the 
circumstances described above, schools or colleges may still choose to request one to 
ensure they have up to date information. However, schools and colleges must still carry 
out all other relevant pre-appointment checks (as listed at 213), including where the 
individual is engaging in regulated activity with children, a children’s barred list check 
(see para 242 on how to carry out a barred list check). 

Regulated activity 

217. In summary, a person will be engaging in regulated activity with children if, as a 
result of their work, they: 

• will be responsible, on a regular basis in a school or college, for teaching, training 
instructing, caring for or supervising children; 

• will be working on a regular basis in a specified establishment, such as a school, 
for or in connection with the purposes of the establishment, where the work gives 
opportunity for contact with children; or 

• engage in intimate or personal care or healthcare or any overnight activity, even if 
this happens only once. 

Further details on regulated activity below. 

 
 

65 This does not apply for 16-19 Academies, Special Post-16 institutions and Independent Training 
Providers. 
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Regulated activity 

The full legal definition of regulated activity is set out in Schedule 4 of the Safeguarding 
Vulnerable Groups Act 2006 as amended by the Protection of Freedoms Act 2012. 
HM Government has produced Factual note on regulated activity in relation to children: 
scope. 

Regulated activity includes: 

a. teaching, training, instructing, caring for (see (c) below) or supervising children if 
the person is unsupervised, or providing advice or guidance on physical, 
emotional or educational well-being, or driving a vehicle only for children; 

b. work for a limited range of establishments (known as ‘specified places’, which 
include schools and colleges), with the opportunity for contact with children, but 
not including work done by supervised volunteers. 

Work under (a) or (b) is regulated activity only if done regularly.66 Some activities are 
always regulated activities, regardless of frequency or whether they are supervised or 
not. This includes: 

c. relevant personal care, or health care provided by or provided under the 
supervision of a health care professional: 

o personal care includes helping a child with eating and drinking for 
reasons of illness or disability or in connection with toileting, washing, 
bathing and dressing for reasons of age, illness of disability;67 

o health care means care for children provided by, or under the direction or 
supervision of, a regulated health care professional. 

Regulated activity will not be: 

• paid work in specified places which is occasional and temporary and does not 
involve teaching, training; and 

• supervised activity which is paid in non-specified settings such as youth clubs, 
sports clubs etc. 

 
 

66 The Safeguarding Vulnerable Groups Act 2006 provides that the type of work referred to at (a) or (b) will 
be regulated activity if “it is carried out frequently by the same person” or if “the period condition is 
satisfied”. Paragraph 10 of Schedule 4 to this Act says the period condition is satisfied if the person 
carrying out the activity does so at any time on more than three days in any period of 30 days and, for the 
purposes of the work referred to at (a), apart from driving vehicle only for children, it is also satisfied if it is 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550197/Regulated_activity_in_relation_to_children.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550197/Regulated_activity_in_relation_to_children.pdf
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Types of DBS checks 

218. These are the types of checks available. 

• Basic DBS check – this provides details of convictions and conditional cautions 
considered to be ‘unspent’ under the terms of the Rehabilitation of Offenders Act 
1974. 

• Standard DBS check –this provides information about convictions, cautions, 
reprimands and warnings held on the Police National Computer (PNC), regardless 
or not of whether they are spent under the Rehabilitation of Offenders Act 1974. 
The law allows for certain old and minor matters to be filtered out. 

• Enhanced DBS check – this provides the same information about convictions, 
cautions, reprimands and warnings held on the Police National Computer (PNC) 
as a Standard DBS check, plus additional information held by police such as 
interviews and allegations. Additional information will only be disclosed where a 
chief police officer reasonably believes it to be relevant and considers that it ought 
to be disclosed. The position being applied for/or activities being undertaken must 
be covered by an exempted question in the Rehabilitation of Offenders Act 1974 
(Exceptions) Order 1975 and by provisions in the Police Act 1997 (Criminal 
Records) Regulations 2002.68 

• Enhanced DBS check with children’s barred list information – where people 
are working or seeking to work in regulated activity relating to children, this allows 
an additional check, to be made, about whether the person appears on the 
children’s barred list, along with a check of the Police National Computer records 
plus additional information held by police as above. The position being applied for 
or activities being undertaken must be eligible for an enhanced DBS check as 
above and be for a purpose listed in the Police Act 1997 (Criminal Records) (No2) 
Regulations 2009 as qualifying for a barred list(s) check. In addition, this check 
can also include information as to whether an individual is subject to a section 128 

 
 

done at any time between 2am and 6am and it gives the person the opportunity to have face to face 
contact with children. 
67 It is not intended that personal care includes such activities as, for example, parent volunteers helping 
with costumes for school plays or helping a child lace up football boots. 
68 This legislation does not provide a list of job roles that are eligible for this check – such a list does not exist. 
Instead, the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 sets out the ‘exempted questions’ for 
which a Standard DBS check can be obtained. Similarly, the Police Act 1997 (Criminal Records) Regulations 2002 
set out the purposes for which an Enhanced DBS check can be obtained, and the Police Act 1997 (Criminal 
Records) (No 2) Regulations 2009) list the circumstances in which an application for an Enhanced DBS check can 
also include suitability information relating to children (a children’s barred list check and confirmation as to whether 
an individual is subject to a s.128 direction). It is important to note that the Regulations can also remove roles, 
duties or activities through the removal of an exempted question or of a particular purpose. Any individual (including 
an applicant for a job which does not involve working with children) can be asked to apply for a Basic criminal 
record check. This will show only unspent convictions and cautions. Further details can be found on gov.uk. 

https://www.gov.uk/request-copy-criminal-record
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direction. However, they have to use specific wording in the position applied for 
field (see paragraph 240). 

Considering which type of check is required 

219. Most staff in a school and those in colleges working with children will be 
engaging in regulated activity relating to children, in which case an enhanced DBS 
check which includes children’s barred list information, will be required. 

220. For all other staff (e.g. contractors) who have an opportunity for regular contact 
with children who are not engaging in regulated activity, an enhanced DBS certificate, 
which does not include a barred list check, will be appropriate. 

221. Barred list information must not be requested on any person who is not 
engaging in or seeking to engage in regulated activity. 

222. The flowchart below (page 60) provides more information on the decision making 
process. 

223. Where a DBS certificate is required, it must69 be obtained from the candidate 
before, or as soon as practicable after, the person’s appointment, including when using 
the DBS update service (see paragraph 232). 

224. Once the checks are complete, the DBS will send a DBS certificate to the 
applicant. The applicant must show the original paper DBS certificate to their potential 
employer before they take up post, or as soon as practicable afterwards. Schools and 
colleges will be able to compare any information disclosed on the certificate with any 
information shared by the applicant during the recruitment process. DBS guidance on 
how to check a DBS certificate can be found on GOV.UK. 

225. Schools and colleges should assess cases fairly, on an individual basis. A 
decision not to appoint somebody because of their conviction(s) should be clearly 
documented, so if challenged the school or college can defend its decision, in line with 
its policy on recruitment of ex-offenders. 

226. When assessing any disclosure information on a DBS certificate schools and 
colleges should take into consideration the explanation from the applicant, including for 
example: 

• the seriousness and relevance to the post applied for; 

• how long ago the offence occurred; 

• whether it was a one-off incident or a history of incidents; 

 
 

69 16-19 Academies, Special Post-16 institutions and Independent Training Providers must ensure they 
obtain the certificate from the applicant before the person’s appointment.   

https://www.gov.uk/guidance/dbs-check-requests-guidance-for-employers
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• the circumstances around the incident; and 

• has the individual accepted responsibility for their actions? 

227. The school or college should also consider the incident in the context of the 
Teachers' Standards and Teacher misconduct guidance, if the applicant is applying for 
a teaching post. 

228. Where a school or college allows an individual to start work in regulated activity 
relating to children before the DBS certificate is available, it should ensure that the 
individual is appropriately supervised and that they carry out all other checks, including 
a separate children’s barred list check.70 

229. Separate barred list checks must only be carried out in the following 
circumstances: 

• for newly appointed staff who are engaging in regulated activity, pending the 
receipt of an Enhanced Certificate with Barred List information from the Disclosure 
and Barring Service (DBS) (and where all other relevant checks as per paragraph 
213 have been carried out); or, 

• where an individual has worked in a post in a school or college that brought them 
into regular contact with children or young persons which ended not more than 
three months prior to that person’s appointment to the organisation (and where all 
other relevant checks as per paragraph 213 have been carried out). 

 
 

70 16-19 Academies, Special Post-16 institutions and Independent Training Providers do not have access 
to standalone barred list check and as such must not allow someone to start work in regulated activity 
without an enhanced DBS certificate (with barred list information). 

https://www.gov.uk/government/publications/teachers-standards
https://www.gov.uk/guidance/teacher-misconduct-regulating-the-teaching-profession
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DBS Update Service  

230. Individuals can join the DBS Update Service71 at the point that an application for 
a new DBS check is made. Subscription to the service enables future status checks to 
be carried out by employers to confirm that no new information has been added to the 
check since its issue. 

231. As good practice, many schools and colleges require new staff to join the Update 
Service as part of their employment contract. The benefits of joining the Update Service 
are: 

• portability of a DBS check across employers; 

• free online checks to identify whether there has been any change to the 
information recorded, since the initial certificate was issued and advise whether 
the individual should apply for a new DBS check; and 

• that individuals will be able to see a full list of those organisations that have carried 
out a status check on their account. 

232. Before using the Update Service, schools and colleges must: 

• obtain consent from the individual to carry out an online check to view the status of 
an existing standard or enhanced DBS check; 

• confirm the DBS certificate matches the individual’s identity; 

• examine the original certificate to ensure that it is valid for the children’s workforce; 
and, 

• ensure that the level of the check is appropriate to the job they are applying for, 
e.g. enhanced DBS check/enhanced DBS check including with barred list 
information. 

233. Further information about the Update Service, including when updated 
information can be used, can be found on GOV.UK. 

 
 

71 There is an annual fee for applicants using the update service. 

https://www.gov.uk/dbs-update-service
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Prohibitions, directions, sanctions and restrictions 

Secretary of State teacher prohibition, and interim prohibition orders72 
73 

234. Teacher prohibition and interim prohibition orders prevent a person from carrying 
out teaching work as defined in the Teachers’ Disciplinary (England) Regulations 2012 
in schools, sixth form colleges, 16-19 academies, relevant youth accommodation and 
children’s homes in England. Further information about the duty to consider referring to 
the Teaching Regulation Agency (TRA) can be found at paragraph 333. Teacher 
prohibition orders are made by the Secretary of State following consideration by a 
professional conduct panel convened by the TRA. Pending such consideration, the 
Secretary of State may issue an interim prohibition order if it is considered to be in the 
public interest to do so. The TRA’s role in making prohibition orders and the processes 
used to impose them are described in more detail in the publication “Teacher 
misconduct: disciplinary procedures for the teaching profession” and “Teacher 
misconduct: the prohibition of teachers: Advice on factors relating to decisions leading 
to the prohibition of teachers from the teaching profession”. 

235. A person who is prohibited must not be appointed to a role that involves 
teaching work (as defined in the Teachers’ Disciplinary (England) Regulations 2012 
(see footnote 72). 

Historic General Teaching Council for England (GTCE) sanctions and 
restrictions 

236. There remain a number of individuals who are still subject to disciplinary 
sanctions, which were imposed by the GTCE (prior to its abolition in 2012). See 
paragraph 242 for login details to the TRA Secure Access system where GTCE checks 
can be made. 

 

 
 

72 Prohibition orders are made by the Secretary of State under section 141B of the Education Act 2002. The Teachers’ 
Disciplinary (England) Regulations 2012 apply to schools and sixth form colleges and any person that is subject to a 
prohibition order is prohibited from carrying out teaching work in those establishments. By virtue of their Conditions of 
Funding in respect of funding received from the Education and Skills Funding Agency, colleges may not employ or 
engage a person who is subject to a prohibition order to carry out teaching work. 
73 The School Staffing (England) Regulations 2009, the Non-Maintained Special Schools (England) 
Regulations 2015 and the Education (Independent School Standards) Regulations 2014 require governing 
bodies or proprietors (of schools and sixth form colleges) to check that a person to be appointed is not 
subject to an interim prohibition order. By virtue of their Conditions of Funding in respect of funding 
received from the Education and Skills Funding Agency, before employing a person to carry out teaching 
work in relation to children, colleges must take reasonable steps to establish whether that person is subject 
to a prohibition order made under section 141B of the Education Act 2002. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/776859/Disciplinary_procedures_for_the_teaching__profession.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/776859/Disciplinary_procedures_for_the_teaching__profession.pdf
https://www.gov.uk/government/publications/teacher-misconduct-the-prohibition-of-teachers--3
https://www.gov.uk/government/publications/teacher-misconduct-the-prohibition-of-teachers--3
https://www.gov.uk/government/publications/teacher-misconduct-the-prohibition-of-teachers--3
https://www.legislation.gov.uk/ukpga/2002/32/section/141B
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Secretary of State section 128 direction 

237. A section 128 direction prohibits or restricts an unsuitable individual from 
participating in the management of an independent school, including academies and 
free schools. An individual who is subject to a section 128 direction is unable to: 

• take up a management position in an independent school, academy, or in a free 
school as an employee; 

• be a trustee of an academy or free school trust; a governor or member of a 
proprietor body of an independent school; or, 

• be a governor on any governing body in an independent school, academy or free 
school that retains or has been delegated any management responsibilities. 

238. There is no exhaustive list of roles that might be regarded as ‘management’ for 
the purpose of determining what constitutes management in an independent school. 
The Department’s view is that roles involving, or very likely to involve, management of a 
school include (but are not limited to) headteachers, principals, deputy/assistant 
headteachers, governors and trustees. It is important to note that the individual’s job title 
is not the determining factor and whether other individuals such as teachers with 
additional responsibilities could be considered to be ‘taking part in management’ 
depends on the facts of the case.74 

239. The grounds on which a section 128 direction may be made by the Secretary of 
State are set out in The Independent Educational Provision in England (Prohibition on 
Participation in Management) Regulations 201475 made under section 128 of the 
Education and Skills Act 2008. 

240. A section 128 direction will be disclosed when an enhanced DBS check with 
children’s barred list information is requested, provided that ‘child workforce 
independent schools’ is specified on the application form as the position applied for. 
Where a person is not eligible for a children’s barred list check but will be working in a 
management position in an independent school, a section 128 check should be carried 
out using the TRA’s Employer Access service. 

241. A person subject to a section 128 direction is also disqualified from holding or 
continuing to hold office as a governor of a maintained school.76 

 
 

74 The Independent Educational Provision in England (Prohibition on Participation in Management) 
Regulations 2014. 
75 See the 2014 Regulations: https://www.legislation.gov.uk/uksi/2014/1977/regulation/1/made 
76 As barred list information is required to be requested only for those school governors who are 
engaging in regulated activity, when proposing to recruit a governor who will not work in regulated 
activity, schools and colleges should use the Secure Access Portal to check whether the person is 
barred as a result of being prohibited under s.128. 

https://www.legislation.gov.uk/uksi/2014/1977/contents/made
https://www.legislation.gov.uk/uksi/2014/1977/regulation/1/made
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How to check TRA, Teacher Employer Access service for prohibitions, 
directions, sanctions and restrictions 

242. Schools and colleges77 can use the TRA’s Employer Access service to make 
prohibition, direction, restriction, and children’s barred list checks. The service is free to 
use and is available via the TRA’s web page. Users will require a DfE Sign-in account to 
log onto the service. 

243. Further information about obtaining a DfE Sign-in account and using the 
Employer Access service to carry out a range of ‘teacher status checks’78 including 
verification of qualified teacher status (QTS) and the completion of teacher induction or 
teacher probation can be found on GOV.UK. 

European Economic Area (EEA) regulating authority teacher sanctions 
or restrictions 

244. From 01 January 2021 the TRA Teacher Services system no longer maintains a 
list of those teachers who have been sanctioned in EEA member states. Advice about 
how information about a teacher’s past conduct may be obtained can be found at 
paragraph 262-267. 

Childcare disqualification 

245. Childcare disqualification is an additional requirement to the general child 
safeguarding arrangements provided under the Disclosure and Barring Service (DBS) 
regime, which apply to all children. 

246. The childcare disqualification arrangements apply to staff working with young 
children in childcare settings, including primary schools, nurseries and other registered 
settings, such as childcare provision on college sites. 

247. The arrangements predominantly apply to individuals working with children aged 
5 and under, including reception classes, but also apply to those working in wraparound 
care for children up to the age of 8, such as breakfast clubs and after school care. 

248. For staff who work in childcare provision, or who are directly concerned with the 
management of such provision, employers need to ensure that appropriate checks are 

 
 

77 Where employing teachers 16-19 Academies, Special Post-16 institutions and Independent Training 
Providers should contact employer.access.gov.uk to check that the individual is not prohibited from teaching. 
They must also obtain an enhanced DBS with barred list information for those working in regulated activity.  
78 The Teacher Services’ system can also be used to check for the award of qualified teacher status (QTS) 
and the completion of teacher induction or prohibition. 

https://teacherservices.education.gov.uk/
https://www.gov.uk/guidance/teacher-status-checks-information-for-employers#teacher-services-restrictions-lists
https://teacherservices.education.gov.uk/
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carried out to ensure that individuals are not disqualified under the Childcare 
Disqualification Regulations 2018. 

249. Further information on the staff to whom these Regulations apply, the checks that 
should be carried out, and the recording of those checks can be found in 
Disqualification under the Childcare Act 2006 statutory guidance on GOV.UK. 

Recording information 

Single central record 

250. Schools and colleges must79 maintain a single central record of pre-appointment 
checks, referred to in the Regulations80 as the register and more commonly known as 
the single central record. 

251. The single central record must cover the following people: 

• for schools, all staff, including teacher trainees on salaried routes (see paragraph 
278), agency and third-party supply staff, even if they work for one day, (see 
paragraph 251); 

• for colleges, details of staff, including agency and supply staff providing education 
to children under the age of 18; and 

• for independent schools, all members of the proprietor body. In the case of 
academies and free schools, this means the members and trustees of the 
academy trust. 

252. Paragraph 253 below sets out the minimum information that must be recorded in 
respect of staff members (including teacher trainees on salaried routes). For agency 
and third party supply staff, schools and colleges must include whether written 
confirmation has been received that the employment business supplying the member of 
supply staff has carried out the relevant checks and obtained the appropriate 

 
 

79 16-19 Academies, Special Post-16 institutions and Independent Training Providers should maintain a 
single central record. Information they should record is set out at paragraphs 251-255. As with other 
schools and colleges they may record the information as set out at paragraphs 255-256.  
80 Regulations 12(7) and 24(7) and Schedule 2 to the School Staffing (England) Regulations 2009 and the 
School Staffing (England) (Amendment) Regulations 2013 (applied to pupil referral units through the 
Education (Pupil Referral Units) (Application of Enactments) (England) Regulations 2007); 
Part 4 of the Schedule to the Education (Independent School Standards) Regulations 2014; 
Regulations 20-25 and the Schedule to the Further Education (Providers of Education) (England) 
Regulations 2006;  and Regulation 3 and paragraph 7 of Part 1 and paragraph 18 of Part 2 of the Schedule 
to the Non-Maintained Special Schools (England) Regulations 2015. 

https://www.legislation.gov.uk/uksi/2018/794/contents
https://www.legislation.gov.uk/uksi/2018/794/contents
https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006/disqualification-under-the-childcare-act-2006
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certificates, the date this confirmation was received and whether details of any 
enhanced DBS certificate have been provided in respect of the member of staff.81 

253. The single central record must indicate whether the following checks have been 
carried out or certificates obtained, and the date on which each check was completed or 
certificate obtained: 

• an identity check, (identification checking guidelines can be found on the GOV.UK 
website); 

• a barred list check;82 

• an enhanced DBS check requested/certificate provided; 

• a prohibition from teaching check;83 

• further checks on people who have lived or worked outside the UK (see 
paragraphs 262-267); 

• a check of professional qualifications, where required; and 

• a check to establish the person’s right to work in the United Kingdom. 

In addition: 

• colleges must record whether the person’s position involves ‘relevant activity’, i.e. 
regularly caring for, training, supervising or being solely in charge of persons aged 
under 18; and 

• independent schools (including academies and free schools) must record details 
of the section 128 checks undertaken for those in management positions. 

254. The details of an individual should be removed from the single central record 
once they no longer work at the school or college. 

Non statutory information 

255. Schools and colleges are free to record any other information they deem 
relevant. For example: 

• whether relevant staff have been informed of their duty to disclose relevant 
information under the childcare disqualification arrangements; 

 
 

81 Independent schools and non-maintained special schools should also include the date on which any 
certificate was obtained. 
82 16-19 Academies, Special Post-16 institutions and Independent Training Providers are not required to 
carry out a separate barred list check.  
83 There is no requirement for colleges to record this information, however, as part of the funding 
agreement colleges must have robust record keeping procedures in place.  

https://www.gov.uk/government/publications/identity-proofing-and-verification-of-an-individual
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• checks made on volunteers; 

• checks made on governors; 

• dates on which safeguarding and safer recruitment training was undertaken; and 

• the name of the person who carried out each check. 

256. The single central record can be kept in paper or electronic form. 

Multi Academy Trusts (MATS) 

257. MATs must maintain the single central record detailing checks carried out in 
each academy within the MAT. Whilst there is no requirement for the MAT to maintain 
an individual record for each academy, the information should be recorded in such a 
way that allows for details for each individual academy to be provided separately, and 
without delay, to those entitled to inspect that information, including by inspectors. 

Retention of documents 

258. Schools and colleges do not have to keep copies of DBS certificates in order to 
fulfil the duty of maintaining the single central record. To help schools and colleges 
comply with the requirements of the Data Protection Act 2018, when a school or college 
chooses to retain a copy, there should be a valid reason for doing so and it should not 
be kept for longer than six months. When the information is destroyed a school or 
college may keep a record of the fact that vetting was carried out, the result and the 
recruitment decision taken if they choose to. 

259. Copies of DBS certificates and records of criminal information disclosed by the 
candidate are covered by UK GDPR/DPA 2018 Article 10.84 A copy of the other 
documents used to verify the successful candidate’s identity, right to work and required 
qualifications should be kept on their personnel file. 

260. Further information on handling DBS information can be found on GOV.UK. 

iii. Other checks that may be necessary for staff, volunteers 
and others, including the responsibilities on schools and 
colleges for children in other settings 

261. This section sets out the checks that are necessary for individuals who have lived 
or worked outside the UK; agency and third-party staff; contractors; trainee teachers; 
volunteers; governors and proprietors. It also sets out responsibilities placed on schools 

 
 

84 Legislation.gov.uk UK GDPR/DPA 2018 Article 10 

https://www.gov.uk/government/publications/handling-of-dbs-certificate-information
https://www.legislation.gov.uk/ukpga/2018/12/section/10/2018-05-25
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and colleges in relation to other settings, including alternative provision, work 
experience and host families. 

Individuals who have lived or worked outside the UK 

262.  Individuals who have lived or worked outside the UK must85 undergo the same 
checks as all other staff in schools or colleges (set out in paragraphs 213). This includes 
obtaining (via the applicant) an enhanced DBS certificate (including barred list 
information, for those who will be engaging in regulated activity) even if the individual 
has never been to the UK. In addition, schools and colleges must86 make any further 
checks they think appropriate so that any relevant events that occurred outside the UK 
can be considered. Following the UK’s exit from the EU, schools and colleges should 
apply the same approach for any individuals who have lived or worked outside the UK 
regardless of whether or not it was in an EEA country or the rest of the world. 

  These checks could include, where available: 

• criminal records checks for overseas applicants - Home Office guidance can be 
found on GOV.UK; and for teaching positions 

• obtaining a letter (via the applicant) from the professional regulating authority in 
the country (or countries) in which the applicant has worked confirming that they 
have not imposed any sanctions or restrictions, and or that they are aware of any 
reason why they may be unsuitable to teach87. Applicants can find contact details 
of regulatory bodies in the EU/EEA and Switzerland on the Regulated Professions 
database. Applicants can also contact the UK Centre for Professional 
Qualifications who will signpost them to the appropriate EEA regulatory body. 

263. Where available, such evidence can be considered together with information 
obtained through other pre-appointment checks to help assess their suitability. 

264. Where this information is not available schools and colleges should seek 
alternative methods of checking suitability and or undertake a risk assessment that 
supports informed decision making on whether to proceed with the appointment. 

265. Although sanctions and restrictions imposed by another regulating authority do 
not prevent a person from taking up teaching positions in England, schools and colleges 

 
 

85 16-19 Academies, Special Post-16 institutions and Independent Training Providers should ensure 
individuals undergo the same checks.  
86 16-19 Academies, Special Post-16 institutions and Independent Training Providers should make any 
further checks 
87 This is often the Department/Ministry of Education but varies across the world. Whilst the safeguarding 
and qualified teacher status (QTS) processes are different it is likely that this information will be obtained 
from the same place.  

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://ec.europa.eu/growth/tools-databases/regprof/
https://ec.europa.eu/growth/tools-databases/regprof/
https://cpq.ecctis.com/
https://cpq.ecctis.com/
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should consider the circumstances that led to the restriction or sanction being imposed 
when considering a candidate’s suitability for employment. Further information can be 
found in DfE Guidance: Recruit teachers from overseas. 

266. Not all countries provide criminal record information, and where they do, the 
nature and detail of the information provided varies from country to country. Schools 
and colleges should also be mindful that the criteria for disclosing offences in other 
countries often have a different threshold than those in the UK. The Home Office 
provides guidance on criminal records checks for overseas applicants which can be 
found on GOV.UK. 

267. Some overseas qualified teachers can apply to the TRA for the award of qualified 
teacher status (QTS) in England. More information about this is available here. Please 
note that holding a teaching qualification (wherever it was obtained) does not provide 
suitable assurances for safeguarding purposes that an individual has not been found 
guilty of any wrongdoing or misconduct, and or is suitable to work with children. 

Agency and third party staff (supply staff) 

268. Schools and colleges must88 obtain written notification from any agency, or third 
party organisation, that they have carried out the checks on an individual who will be 
working at the school or college that the school or college would otherwise perform.89 In 
respect of the enhanced DBS check, schools and colleges must90 ensure that written 
notification confirms the certificate has been obtained by either the employment 
business or another such business. 

269. Where the agency or organisation has obtained an enhanced DBS certificate 
before the person is due to begin work at the school or college, which has disclosed any 
matter or information, or any information was provided to the employment business, the 
school or college must91 obtain a copy of the certificate from the agency. 

 
 

88 16-19 Academies, Special Post-16 institutions and Independent Training Providers should obtain written 
notification regarding checks when they use agency or third party staff.  
89 Colleges must comply with regulations 11 to 19 of The Further Education (Providers of Education) 
(England) Regulations 2006 in respect of agency workers; maintained schools must comply with 
regulations 18 and 30 of the School Staffing (England) Regulations 2009; non-maintained special schools 
must comply with paragraphs 5 and 16 of the Schedule to The Non-Maintained Special Schools (England) 
Regulations 2015; and independent schools (including academies and free schools) must comply with 
paragraph 19 of the Schedule to The Education (Independent School Standards) Regulation 2014.   
90 16-19 Academies, Special Post-16 institutions and Independent Training Providers should ensure that 
written notification confirms the certificate has been obtained by either the employment business or another 
such business. 
91 16-19 Academies, Special Post-16 institutions and Independent Training Providers should obtain a copy 
of the certificate in such circumstances. 

https://www.gov.uk/guidance/recruit-teachers-from-overseas
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/guidance/qualified-teacher-status-qts
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270. Where the position requires a children’s barred list check, this must92 be 
obtained by the agency or third party by obtaining an enhanced DBS certificate with 
barred list information, prior to appointing the individual. 

271. The school or college should also check that the person presenting themselves 
for work is the same person on whom the checks have been made. 

Contractors 

272. Where schools and colleges use contractors to provide services, they should set 
out their safeguarding requirements in the contract between the organisation and the 
school or college. 

273. Schools and colleges should ensure that any contractor, or any employee of the 
contractor, who is to work at the school or college, has been subject to the appropriate 
level of DBS check. Contractors engaging in regulated activity relating to children will 
require an enhanced DBS check (including children’s barred list information). 

274. For all other contractors who are not engaging in regulated activity relating to 
children, but whose work provides them with an opportunity for regular contact with 
children, an enhanced DBS check (not including children’s barred list information) will 
be required.93 In considering whether the contact is regular, it is irrelevant whether the 
contractor works on a single site or across several sites. In cases where the contractor 
does not have opportunity for regular contact with children, schools and colleges should 
decide on whether a basic DBS disclosure would be appropriate. 

275. Under no circumstances should a contractor on whom no checks have been 
obtained be allowed to work unsupervised or engage in regulated activity relating to 
children. Schools and colleges are responsible for determining the appropriate level of 
supervision depending on the circumstances. 

276. If an individual working at a school or college is self-employed, the school or 
college should consider obtaining the DBS check, as self-employed people are not able 
to make an application directly to the DBS on their own account. 

277. Schools and colleges should always check the identity of contractors on arrival at 
the school or college. 

 
 

92 Where using a third party 16-19 Academies, Special Post-16 institutions and Independent Training 
Providers must ensure a DBS with barred list information if obtained for those engaging in regulated 
activity. 
93 It will only be possible to obtain an enhanced DBS certificate for contractors in colleges which are 
exclusively or mainly for the provision of full-time education to children. 
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Trainee/student teachers 

278. Where applicants for initial teacher training are salaried by the school or college, 
the school or college must94 ensure that all necessary checks are carried out. If these 
trainee teachers are engaging in regulated activity relating to children (which in most 
cases by the nature of the work, they will be), an enhanced DBS check (including 
children’s barred list information) must95 be obtained. 

279. Where trainee teachers are fee-funded, it is the responsibility of the initial teacher 
training provider to carry out the necessary checks. Schools and colleges should obtain 
written confirmation from the provider that it has carried out all pre-appointment checks 
that the school or college would otherwise be required to perform, and that the trainee 
has been judged by the provider to be suitable to work with children. 

280. There is no requirement for the school or college to record details of fee-funded 
trainees on the single central record. However, schools and colleges may wish to record 
this information under non statutory information, see paragraph 255. 

Visitors  

281. Schools and colleges have different types of visitors, those with a professional 
role i.e. educational psychologists, social workers etc. those connected with the 
building, grounds maintenance, children’s relatives or other visitors attending an activity 
in school such as a sports day. For visitors provided via a third party see para 268-271. 

282. Schools and colleges should not request DBS checks or barred list checks, or 
ask to see existing DBS certificates, for visitors such as children’s relatives or other 
visitors attending a sports day. 

283. Headteachers and principals should use their professional judgment about the 
need to escort or supervise such visitors. 

284. For visitors who are there in a professional capacity check ID and be assured 
that the visitor has had the appropriate DBS check (or the visitor’s employers have 
confirmed that their staff have appropriate checks). 

285. Whilst external organisations can provide a varied and useful range of 
information, resources and speakers that can help schools and colleges enrich 
children’s education, careful consideration should be given to the suitability of any 
external organisations. 

 
 

94 16-19 Academies, Special Post-16 institutions and Independent Training Providers should ensure all 
necessary checks are carried out.  
95 16-19 Academies, Special Post-16 institutions and Independent Training Providers must ensure an 
enhanced DBS check with barred list information is obtained as per their funding agreement. 
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286. School and college safeguarding policies should set out the arrangements for 
individuals coming onto their premises, which may include an assessment of the 
education value, the age appropriateness of what is going to be delivered and whether 
relevant checks will be required. 

Volunteers 

287. Under no circumstances should a volunteer on whom no checks have been 
obtained be left unsupervised or allowed to work in regulated activity. 

288. Whilst volunteers play an important role and are often seen by children as being 
safe and trustworthy adults, the nature of voluntary roles varies, so schools and 
colleges should undertake a written risk assessment and use their professional 
judgement and experience when deciding what checks, if any, are required. 

289. The risk assessment should consider: 

• the nature of the work with children, especially if it will constitute regulated activity, 
including the level of supervision (see paragraphs 292-293 about supervision); 

• what the establishment knows about the volunteer, including formal or informal 
information offered by staff, parents and other volunteers; 

• whether the volunteer has other employment or undertakes voluntary activities 
where referees can advise on their suitability; and 

• whether the role is eligible for a DBS check and, if it is, what level is appropriate. 

Details of the risk assessment should be recorded.96 

When should a DBS with barred list be obtained for volunteers? 

290. Schools or colleges should obtain an enhanced DBS check (which should 
include children’s barred list information) for all volunteers who are new to working in 
regulated activity with children, i.e. where they are unsupervised and teach or look after 
children regularly, or provide personal care on a one-off basis in schools and colleges. 
See Annex F for statutory supervision guidance. 

291. Employers are not legally permitted to request barred list information on a 
supervised volunteer, as they are not considered to be engaging in regulated activity. 

 
 

96 Schools and colleges are free to determine where to store this information. 
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Supervision of volunteers 

292. It is for schools and colleges to determine whether a volunteer is considered to 
be supervised. Where an individual is supervised, to help determine the appropriate 
level of supervision, schools and colleges must97 have regard to the statutory guidance 
issued by the Secretary of State (replicated at Annex F). 

293. For a person to be considered supervised, the supervision must be: 

• by a person who is in regulated activity relating to children;98 

• regular and day to day; and 

• reasonable in all the circumstances to ensure the protection of children. 

Existing volunteers 

294. Volunteers engaging in regulated activity do not have to be re-checked if they 
have already had a DBS check (which includes barred list information) unless the 
school or college have any concerns. 

Maintained school governors 

295. Governors in maintained schools are required to have an enhanced DBS 
check.99 It is the responsibility of the governing body to apply for the certificate for any 
governors who do not already have one. 

296. Governance is not a regulated activity relating to children, so governors do not 
need a children’s barred list check unless, in addition to their governance duties, they 
also engage in regulated activity. 

297. Schools should also carry out a section 128 check for school governors, because 
a person prevented from participating in the management of an independent school by 
a section 128 direction, is also disqualified from being a governor of a maintained 
school. Using the free Employer Secure Access sign-in portal via the Teaching 
Regulation Authority (TRA) Teacher Services web page, schools can check if a person 
they propose to recruit as a governor is barred as a result of being subject to a section 
128 direction. There is no requirement for schools to record this information on the 

 
 

97 16-19 Academies, Special Post-16 institutions and Independent Training Providers must follow the 
supervision guidance when engaging volunteers. 
98 It should be noted that if the work is in a specified place such as a school, paid workers remain in 
regulated activity even if supervised. 
99 The School Governance (Constitution) (England) Regulations 2012 were amended by the School 
Governance (Constitution and Federations) (England) (Amendment) Regulations 2016 to include this 
requirement. 
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single central record, however, see paragraph 255 on recording non statutory 
information. 

298. Associate members are appointed by the governing body to serve on one or 
more governing body committees. The School Governance (Constitution and 
Federations) (England) (Amendment) Regulations 2016 which make enhanced DBS 
checks mandatory for maintained school governors do not apply to associate members, 
and so there is no requirement for them to be checked unless they also engage in 
regulated activity at their school. 

Sixth form college governors 

299. Governing bodies in sixth form colleges can request an enhanced DBS check 
without a children’s barred list check on an individual as part of the appointment process 
for governors. 

300. An enhanced DBS check with children’s barred list information should only be 
requested if the governor will be engaging in regulated activity relating to children. This 
applies equally to volunteer governors who will be engaging in regulated activity, who 
should be treated on the same basis as other volunteers in this respect. 

Proprietors of independent schools, including academies and free 
schools and proprietors of alternative provision academies100 

301. Before an individual becomes either the proprietor of an independent school or 
the chair of a body of people which is the proprietor of an independent school, the 
Secretary of State will: 101 102 

• carry out an enhanced DBS check; and where such a check is made, obtain an 
enhanced DBS certificate (either including or not including children’s barred list 
information as appropriate);103 

• confirm the individual’s identity; and 

• if the individual lives or has lived outside of the UK, where applying for an 
enhanced check is insufficient, such other checks as the Secretary of State 
considers appropriate. 

 
 

100 The proprietor of an academy or free school or alternative provision academy or free school is the 
academy trust. 
101 Paragraph 20 of the Schedule to the Education (Independent Schools Standards) Regulation 2014. 
102 This will include an academy trust of any academy or free school, other than for 16-19 academies or 
free schools. 
103 Regulation 2(5) of the Education (Independent School Standards) Regulations 2014 sets out when such 
checks are considered relevant. 
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302. The Secretary of State also undertakes these checks in respect of the chair of 
governing bodies of non-maintained special schools.104 

303. The requirement for an enhanced DBS check and certificate is disapplied for the 
chair of an academy trust if the academy is converting from a maintained school and the 
person has already been subject to a check carried out by the local authority.105 

304. Where the proprietor is a body of people (including a governing body in an 
academy or free school), the chair must ensure that enhanced DBS checks are 
undertaken, for the other members of the body, and that where such a check has been 
undertaken, an enhanced DBS certificate is obtained, and the chair must ensure that 
identity checks are completed before, or as soon as practicable after, any individual 
takes up their position. 

305. The chair must also ensure that other members are not subject to a section 128 
direction that would prevent them from taking part in the management of an 
independent school (including academies and free schools). 

306. Further checks, as the chair considers appropriate, should be undertaken where, 
by reason of the individual’s living or having lived overseas, obtaining an enhanced DBS 
check is not sufficient to establish an individual’s suitability to work in a school. 

307. In the case of an academy trust, including those established to operate a free 
school, the trust must require enhanced DBS checks on all members of the academy 
trust, individual charity trustees, and the chair of the board of charity trustees.106 
Academy trusts, including those established to run a free school, have the same 
responsibilities as all independent schools in relation to requesting enhanced DBS 
checks for permanent and supply staff.107 

308. Where an academy trust delegates responsibilities to any delegate or committee 
(including a local governing body), the trust must require DBS checks on all delegates 
and all members of such committees.108 Academy trusts must also check that members 
are not disqualified from taking part in the management of the school as a result of a 
section 128 direction (see paragraph 237). 

 
 

104 Paragraphs 6 and 17 of the Schedule to The Non-Maintained Special Schools (England) Regulations 
2015. 
105 Paragraph 20(7) of the Schedule to the Education (Independent School Standards) Regulations 2014. 
106 As required in the funding agreement. 
107 The Education (Independent School Standards) Regulations 2014. The regulations do not apply to 16-
19 free schools and academies. 
108 As required in an academy trust’s articles of association. 
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Alternative provision 

309. Where a school places a pupil with an alternative provision provider, the school 
continues to be responsible for the safeguarding of that pupil and should be satisfied 
that the provider meets the needs of the pupil. 

310. Schools should obtain written confirmation from the alternative provider that 
appropriate safeguarding checks have been carried out on individuals working at the 
establishment, i.e. those checks that the school would otherwise perform in respect of 
its own staff. 

Adults who supervise children on work experience 

311. Schools and colleges organising work experience placements should ensure that 
the placement provider has policies and procedures in place to protect children from 
harm.109 

312. Children’s barred list checks via the DBS might be required on some people who 
supervise a child under the age of 16 on a work experience placement.110 The school or 
college should consider the specific circumstances of the work experience. 
Consideration must be given in particular to the nature of the supervision and the 
frequency of the activity being supervised, to determine what, if any, checks are 
necessary. 

313. These considerations would include whether the person providing the 
teaching/training/instruction/supervision to the child on work experience will be: 

• unsupervised themselves; and 

• providing the teaching/training/instruction frequently (more than three days in a 30 
day period, or overnight). 

314. If the person working with the child is unsupervised and the same person is in 
frequent contact with the child, the work is likely to be regulated activity relating to 
children. If so, the school or college could ask the employer providing the work 
experience to ensure that the person providing the instruction or training is not a barred 
person. 

 
 

109 Guidance on work experience. 
110 Safeguarding Vulnerable Groups Act 2006, as amended by the Protection of Freedoms Act 2012, which 
came into force on 10 September 2012. 

https://www.gov.uk/government/publications/16-to-19-study-programmes-guide-for-providers
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315. Schools and colleges are not able to request that an employer obtains an 
enhanced DBS check with children’s barred list information for staff supervising children 
aged 16 to 17 on work experience.111 

316. If the activity undertaken by the child on work experience takes place in a 
‘specified place’, such as a school or sixth form college, and gives the opportunity for 
contact with children, this may itself be considered to be regulated activity relating to 
children. In these cases, and where the child doing the work experience is 16 years of 
age or over, the work experience provider e.g. school or sixth form college should 
consider whether a DBS enhanced check should be requested for the child in question. 
DBS checks cannot be requested for children under the age of 16.112 

Children staying with host families (homestay) 

317. Schools and colleges quite often make arrangements for their children receiving 
education at their institution to have learning experiences where, for short periods, the 
children may be provided with care and accommodation by a host family to whom they 
are not related. This might happen, for example, as part of a foreign exchange visit or 
sports tour, often described as ‘homestay’ arrangements (see Annex D for further 
details). 

318. In some circumstances the arrangement where children stay with UK families 
could amount to “private fostering” under the Children Act 1989. 

Private fostering - LA notification when identified 

319. Private fostering113 occurs when a child under the age of 16 (under 18 for 
children with a disability) is provided with care and accommodation by a person who is 
not a parent, person with parental responsibility for them or a relative in their own home. 

320. A child is not privately fostered if the person caring for and accommodating them 
has done so for less than 28 days and does not intend to do so for longer. Such 
arrangements may come to the attention of school staff through the normal course of 
their interaction, and promotion of learning activities, with children. 

321. Where the arrangements come to the attention of the school or college (and the 
school or college is not involved in the arrangements), they should then notify the local 

 
 

111 The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 was amended by the Rehabilitation 
of Offenders Act 1974 (Exceptions) (Amendment) (England and Wales) Order 2012 so that employers may 
no longer request checks in these circumstances. 
112 Under the Police Act 1997, an individual must be 16 or over to be able to make an application for a DBS 
check. 
113 Part 9 of the Children Act 1989. 



 78 

 

authority to allow the local authority to check the arrangement is suitable and safe for 
the child. Schools and colleges who are involved (whether or not directly) in arranging 
for a child to be fostered privately must notify local authorities of the arrangement as 
soon as possible after the arrangement has been made. Notifications must contain the 
information specified in Schedule 1 of The Children (Private Arrangements for 
Fostering) Regulations 2005 and must be made in writing. 

322. Comprehensive guidance on private fostering can be found here: Private 
fostering: local authorities. 

iv. How to ensure the ongoing safeguarding of children and 
the legal reporting duties on employers 

323. This section explains the importance of safeguarding vigilance beyond the 
recruitment process. 

324. Safer recruitment is not just about carrying out the right DBS checks. Similarly 
safeguarding should not be limited to recruitment procedures. Good safeguarding 
requires a continuing commitment from governing bodies, proprietors, and all staff to 
ensure the safety and welfare of children is embedded in all of the organisation’s 
processes and procedures, and consequentially enshrined in its ethos. See Parts one 
and two of this guidance for information about providing a coordinated whole school and 
college approach to safeguarding. 

Ongoing vigilance 

325. Governing bodies and proprietors should ensure they have processes in place 
for continuous vigilance, maintaining an environment that deters and prevents abuse 
and challenges inappropriate behaviour. 

326. To support this, it is important that school and college leaders create the right 
culture and environment so that staff feel comfortable to discuss matters both within, 
and where it is appropriate, outside of the workplace, which may have implications for 
the safeguarding of children. This can assist employers to support staff, where there is a 
need, and help them manage children’s safety and welfare, potentially providing them 
with information that will help them consider whether there are further measures or 
changes to procedures that need to be put in place to safeguard children in their care. 

Existing staff 

327. There are limited circumstances where schools and colleges will need to carry 
out new checks on existing staff. These are when: 

https://www.gov.uk/government/publications/children-act-1989-private-fostering
https://www.gov.uk/government/publications/children-act-1989-private-fostering
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• an individual working at the school or college moves from a post that was not 
regulated activity with children into work which is considered to be regulated 
activity with children. In such circumstances, the relevant checks for that regulated 
activity must114 be carried out; 

• there has been a break in service of 12 weeks or more; or 

• there are concerns about an individual’s suitability to work with children. 

328. For colleges, an individual moving from a position that did not involve the 
provision of education to one that does, must be treated as if that individual were a new 
member of staff and all required pre-appointment checks must115 be carried out (see 
paragraph 192). 

Duty to refer to the Disclosure and Barring Service 

329. There is a legal requirement for schools and colleges116 to make a referral to the 
DBS where they remove an individual from regulated activity (or would have removed 
an individual had they not left), and they believe the individual has: 

• engaged in relevant conduct in relation to children and/or adults, 

• satisfied the harm test in relation to children and/or vulnerable adults; or 

• been cautioned or convicted of a relevant (automatic barring either with or without 
the right to make representations) offence. 

330. The DBS will consider whether to bar the person. Detailed guidance on when to 
refer to the DBS (including what is the harm test and relevant conduct), and what 
information must be provided, can be found on GOV.UK. 

331. Referrals should be made as soon as possible, when an individual is removed 
from regulated activity. This could include when an individual is suspended, redeployed 
to work that is not regulated activity, dismissed or when they have resigned. It is 
important that as much relevant information is provided to the DBS as possible, as it 
relies on the quality of information provided to them. 

332. When an allegation is made, an investigation should be carried out to gather 
enough evidence to establish if it has foundation, and employers should ensure they 
have sufficient information to meet the referral duty criteria explained in the DBS referral 
guidance, which can be found on GOV.UK. 

 
 

114 This also applies to 16-19 Academies, Special Post-16 institutions and Independent Training Providers 
115 This also applies to 16-19 Academies, Special Post-16 institutions and Independent Training Providers 
116 This also applies to 16-19 Academies, Special Post-16 institutions and Independent Training Providers 

https://www.gov.uk/guidance/making-barring-referrals-to-the-dbs
https://www.gov.uk/government/collections/dbs-referrals-guidance--2
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Duty to consider referral to the Teaching Regulation Agency 

333. Where a school or sixth form college teacher’s employer, including an agency, 
dismisses or ceases to use the services of a teacher because of serious misconduct, or 
might have dismissed them or ceased to use their services had they not left first, they 
must consider whether to refer the case to the Secretary of State, as required by 
sections 141D and 141E of the Education Act 2002. 

334. The Secretary of State may investigate the case, and if s/he finds there is a case 
to answer, must then decide whether to make a prohibition order in respect of the 
person.117 Details about how to make a referral to the TRA can be found on GOV.UK. 

 
 

117 Sections 141D and 141E of the Education Act 2002 do not apply to colleges (other than sixth form 
colleges).   

https://www.gov.uk/guidance/teacher-misconduct-referring-a-case
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Part four: Allegations made against/Concerns raised in 
relation to teachers, including supply teachers, other 
staff, volunteers and contractors 

335. Schools and colleges should have their own procedures for dealing with 
concerns and/or allegations against those working in or on behalf of schools and 
colleges in a paid or unpaid capacity, this includes, members of staff, supply teachers, 
volunteers and contractors. 

336. This part of the guidance has two sections covering the two levels of 
allegation/concern: 

1. Allegations that may meet the harms threshold. 

2. Allegation/concerns that do not meet the harms threshold – referred to for the 
purposes of this guidance as ‘low level concerns’. 

337. These procedures should be consistent with local safeguarding procedures and 
practice guidance. 

Section one: Allegations that may meet the harms threshold 
338. This part of the guidance is about managing cases of allegations that might 
indicate a person would pose a risk of harm118 if they continue to work in their present 
position, or in any capacity with children in a school or college. This guidance should be 
followed where it is alleged that anyone working in the school or a college that provides 
education for children under 18 years of age, including supply teachers, volunteers and 
contractors has: 

• behaved in a way that has harmed a child, or may have harmed a child 
and/or; 

• possibly committed a criminal offence against or related to a child and/or; 

• behaved towards a child or children in a way that indicates he or she may 
pose a risk of harm to children; and/or 

• behaved or may have behaved in a way that indicates they may not be 
suitable to work with children. 

 
 

118 The harm test is explained on the Disclosure and Barring service website on GOV.UK. Section 31(9) of the Children 
Act 1989 as amended by the Adoption and Children Act 2002  

https://www.gov.uk/guidance/making-barring-referrals-to-the-dbs
https://www.legislation.gov.uk/ukpga/1989/41/section/31
https://www.legislation.gov.uk/ukpga/1989/41/section/31
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339. The last bullet point above includes behaviour that may have happened outside 
of school or college, that might make an individual unsuitable to work with children, this 
is known as transferable risk. 

340. Where appropriate an assessment of transferable risk to children with whom the 
person works should be undertaken. If in doubt seek advice from the local authority 
designated officer (LADO). 

341. It is important that policies and procedures make clear to whom allegations 
should be reported and that this should be done without delay. A “case manager” will 
lead any investigation. This will be either the headteacher or principal, or, where the 
headteacher is the subject of an allegation, the chair of governors or chair of the 
management committee and in an independent school it will be the proprietor. 

The initial response to an allegation 

342. Where the school or college identify a child has been harmed, that there may be 
an immediate risk of harm to a child or if the situation is an emergency, they should 
contact children’s social care and as appropriate the police immediately as per the 
processes explained in Part one of this guidance. 

343. There are two aspects to consider when an allegation is made: 

• Looking after the welfare of the child - the designated safeguarding lead is 
responsible for ensuring that the child is not at risk and referring cases of 
suspected abuse to the local authority children’s social care as described in Part 
one of this guidance. 

• Investigating and supporting the person subject to the allegation - the case 
manager should discuss with the LADO, the nature, content and context of the 
allegation, and agree a course of action. 

344. When dealing with allegations, schools and colleges should: 

• apply common sense and judgement; 

• deal with allegations quickly, fairly and consistently; and 

• provide effective protection for the child and support the person subject to the 
allegation. 

345. Schools and colleges should ensure they understand the local authority 
arrangements for managing allegations, including the contact details and what 
information the LADO will require when an allegation is made. Before contacting the 
LADO, schools and colleges should conduct basic enquiries in line with local 
procedures to establish the facts to help them determine whether there is any 
foundation to the allegation, being careful not to jeopardise any future police 
investigation. For example: 
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• was the individual in the school or college at the time of the allegations? 

• did the individual, or could they have, come into contact with the child? 

• are there any witnesses? and, 

• was there any CCTV footage? 

346. These are just a sample of example questions. Schools and colleges should be 
familiar with what initial information the LADO will require. This information can be found 
in local policy and procedural guidance provided by the LADO service. 

347. When to inform the individual of the allegation should be considered carefully on 
a case by case basis, with guidance as required from the LADO, and if appropriate 
children’s social care and the police. 

348. If there is cause to suspect a child is suffering, or is likely to suffer significant 
harm, a strategy discussion involving the police and/or children’s social care will be 
convened in accordance with the statutory guidance Working Together to Safeguard 
Children. If the allegation is about physical contact, for example restraint, the strategy 
discussion119 or initial evaluation with the LADO should take into account that teachers 
and other school and college staff are entitled to use reasonable force to control or 
restrain children in certain circumstances, including dealing with disruptive behaviour. 
Further information about the use of reasonable force can be found at paragraph 150 in 
Part 2 of this guidance and on GOV.UK. 

349. Where the case manager is concerned about the welfare of other children in the 
community or the member of staff’s ’s family, they should discuss these concerns with 
the designated safeguarding lead and make a risk assessment of the situation. It may 
be necessary for the designated safeguarding lead to make a referral to children’s 
social care. 

350. Where it is clear that an investigation by the police or children’s social care is 
unnecessary, or the strategy discussion or initial assessment decides that is the case, 
the LADO should discuss the next steps with the case manager. 

No further action 

351. Where the initial discussion leads to no further action, the case manager and the 
LADO should: 

• record the decision and justification for it; and, 

 
 

119 The purpose of a strategy discussion and those likely to be involved is described in Working Together to 
Safeguard Children 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/use-of-reasonable-force-in-schools
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• agree on what information should be put in writing to the individual concerned and 
by whom. 

Further enquiries 

352. Where further enquiries are required to enable a decision about how to proceed, 
the LADO and case manager should discuss 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’s or college’s staff. 

353. Where there is a lack of appropriate resource within the school or college, or the 
nature or complexity of the allegation requires it, the allegation will require an 
independent investigator. Many local authorities provide for an independent 
investigation of allegations for schools that are maintained by the local authority, often 
as part of the HR/personnel services that schools and colleges can buy in from the 
authority. It is important that local authorities ensure that schools and colleges in that 
area have access to an affordable facility for independent investigation where that is 
appropriate. Academies and independent schools should also ensure they secure the 
services of a person who is independent of the school. 

354. The case manager should monitor the progress of cases to ensure that they are 
dealt with as quickly as possible in a thorough and fair process. Reviews should be 
conducted at fortnightly or monthly intervals, depending on the complexity of the case. 

355. Wherever possible, the first review should take place no later than four weeks 
after the initial assessment. Dates for subsequent reviews, ideally at fortnightly intervals, 
should be set at the review meeting if the investigation continues. The LADO will 
provide advice and guidance to schools and colleges when considering allegations 
against adults working with children. The LADO’s role is not to investigate the 
allegation, but to ensure that an appropriate investigation is carried out, whether that is 
by the police, children’s social care, the school or college, or a combination of these. 

Supply teachers and all contracted staff 

356. In some circumstances schools and colleges will have to consider an allegation 
against an individual not directly employed by them, where its disciplinary procedures 
do not fully apply because agencies will have their own policies and procedures; for 
example, supply teachers or contracted staff provided by an employment agency or 
business. 

357. Whilst schools and colleges are not the employer of supply teachers, they should 
ensure allegations are dealt with properly. In no circumstances should a school or 
college decide to cease to use a supply teacher due to safeguarding concerns, without 
finding out the facts and liaising with the LADO to determine a suitable outcome. 
Governing bodies and proprietors should discuss with the supply agency or agencies 
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where the supply teacher is working across a number of schools of colleges, whether it 
is appropriate to suspend the supply teacher, or redeploy them to another part of the 
school or college, whilst they carry out their investigation. 

358. Agencies should be fully involved and co-operate with any enquiries from the 
LADO, police and/or children’s social care. The school or college will usually take the 
lead because agencies do not have direct access to children or other school of college 
staff, so they will not be able to collect the facts when an allegation is made, nor do they 
have all the relevant information required by the LADO as part of the referral process. 
Supply teachers, whilst not employed by the school or college, are under the 
supervision, direction and control of the governing body or proprietor when working in 
the school or college. They should be advised to contact their trade union 
representative if they have one, or a colleague for support. The allegations 
management meeting which is often arranged by the LADO should address issues such 
as information sharing, to ensure that any previous concerns or allegations known to the 
agency or agencies are taken into account by the school or college during the 
investigation. 

359. When using a supply agency, schools and colleges should inform the agency of 
its process for managing allegations but also take account of the agency’s policies and 
their duty to refer to the DBS as personnel suppliers. This should include inviting the 
agency’s human resource manager or equivalent to meetings and keeping them up to 
date with information about its policies. 

Governors 

360. If an allegation is made against a governor, schools and college should follow 
their own local procedures. Where an allegation is substantiated, they should follow the 
procedures to consider removing them from office. 

Suspension 

361. Suspension should not be an automatic response when an allegation is reported. 
All options to avoid suspension should be considered prior to taking that step. The case 
manager must consider carefully whether the circumstances warrant suspension from 
contact with children at the school or college, or until the allegation is resolved. It should 
be considered only in cases where there is cause to suspect a child or other children at 
the school or college is/are at risk of harm, or the case is so serious that it might be 
grounds for dismissal. If in doubt, the case manager should seek views from their 
personnel adviser and the LADO, as well as the police and children’s social care where 
they have been involved. 

362. Where a school or sixth form college is made aware that the Secretary of State 
has made an interim prohibition order, in respect of an individual who works at a school 
or sixth form college, they should take immediate action to ensure the individual does 
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not carry out work in contravention of the order. This means that pending the findings of 
the TRA investigation, the individual must not carry out teaching work. School and 
colleges should have clear policies on pay arrangements whilst the person is 
suspended or where there is an interim prohibition order in place. 

363. In many cases, an inquiry can be resolved quickly and without the need for 
suspension. The employer will decide on whether the individual should continue to work 
at the school or college, based on consultation with the LADO who will provide relevant 
information they have received from the police or children’s social care on whether they 
have any objections to the member of staff continuing to work during the investigation of 
the case. The case manager should be as inventive as possible to avoid suspension. 

364. Based on advice from the school or college’s HR provider and/or a risk analysis 
drawn up with the LADO, the following alternatives should be considered by the case 
manager before suspending a member of staff: 

• redeployment within the school or college so that the individual does not have 
direct contact with the child or children concerned; 

• providing an assistant to be present when the individual has contact with children; 

• redeploying to alternative work in the school or college so the individual does not 
have unsupervised access to children; 

• moving the child or children to classes where they will not come into contact with 
the member of staff, but this decision should only be made if it is in the best 
interest of the child or children concerned and takes accounts of their views. It 
should be made making it clear that this is not a punishment and parents have 
been consulted; or, 

• temporarily redeploying the member of staff to another role in a different location, 
for example to an alternative school or college or where available, work for the 
local authority or academy trust. 

365. These alternatives allow time for an informed decision regarding the suspension, 
this will, however, depend upon the nature of the allegation. The case manager should 
consider the potential permanent professional reputational damage to employees that 
can result from suspension where an allegation is later found to be unfounded, 
unsubstantiated, malicious, or false. 

366. If immediate suspension is considered necessary, the case manager should 
record the rationale and justification for such a course of action. This should also 
include what alternatives to suspension have been considered and why they were 
rejected. 

367. Where it has been deemed appropriate to suspend the person, written 
confirmation should be given within one working day, giving as much detail as 
appropriate for the reasons for the suspension. It is not acceptable for an employer to 
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leave a person who has been suspended without any support. The person should be 
informed at the point of their suspension who their named contact is within the 
organisation and provided with their contact details. 

368. Children’s social care or the police may give their view to the LADO but they 
cannot require the case manager to suspend a member of staff or a volunteer, although 
the case manager should give appropriate weight to their views. The power to suspend 
is vested in the governing body or proprietor who are the employers. However, where a 
strategy discussion, or initial assessment, concludes that there should be enquiries by 
the children’s social care, and/or an investigation by the police, the LADO should 
canvass police and children’s social care for views about whether the accused member 
of staff should be suspended from contact with children. Police involvement does not 
make it mandatory to suspend a member of staff; this decision should be taken on a 
case-by-case basis having undertaken a risk assessment about whether the person 
poses a risk of harm to children. 

Supporting those involved 

Duty of care 

369. The welfare of a child is paramount (how children should be protected and 
supported is set out throughout this guidance) and this will be the prime concern in 
terms of investigating an allegation against a person in a position of trust. However, 
when an allegation or safeguarding concern is being investigated it is likely to be a very 
stressful experience for the adult subject of the investigation, and potentially for their 
family members. It is important that an employer offers appropriate welfare support at 
such a time and recognises the sensitivity of the situation. Information is confidential 
and should not ordinarily be shared with other staff or with children or parents who are 
not directly involved in the investigation. 

370. Employers have a duty of care to their employees. They should: 

• manage and minimise the stress caused by the allegation; 

• inform the individual as soon as possible, explaining the likely course of action, 
guided by the LADO, and the police where necessary; 

• advise the individual to contact their trade union representative, or a colleague for 
support; 

• appoint a named representative to keep the person informed about progress of the 
case; 

• provide access to counselling or medical advice where appropriate. For staff in 
schools maintained by the local authority this may include support via the local 
authority’s occupational health arrangements; and 
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• not prevent social contact with work colleagues and friends, when staff are 
suspended, unless there is evidence to suggest this may prejudice the gathering 
of evidence. 

371. Parents or carers of the child or children involved should be: 

• formally told about the allegation as soon as possible. 120 The case manager 
should consult the LADO and where involved children’s social care and/or the 
police on what information can be disclosed; 

• kept informed about the progress of the case, only in relation to their child - no 
information can be shared regarding the staff member; and 

• made aware of the requirement to maintain confidentiality and unwanted publicity 
about any allegations made against teachers in schools whilst investigations are in 
progress as set out in section 141F of the Education Act 2002 (see paragraphs 
372-380).  

Confidentiality and Information sharing  

372. In an allegations management meeting or during the initial assessment of the 
case, the agencies involved should share all relevant information they have about the 
person who is the subject of the allegation, and about the alleged victim, see 
paragraphs 105-113 in Part two about information sharing. 

373. Where the police are involved, wherever possible the school or college should 
ask the police to obtain consent from the individuals involved to share their statements 
and evidence for use in the employer’s disciplinary process. This should be done as 
their investigation proceeds and will enable the police to share relevant information 
without delaying the conclusion of their investigation or any court case. 

374. Children’s social care should adopt a similar procedure when making enquiries to 
determine whether the child or children named in the allegation are 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 employer without delay. 

375. The school and college must make every effort to maintain confidentiality and 
guard against unwanted publicity while an allegation is being investigated or 
considered. The Education Act 2011 amended the Education Act 2002, to introduce 
reporting restrictions. These provisions made it an offence (except in the limited 
circumstance expressly permitted by the legislation), for any person to publish any 

 
 

120 In deciding what information is disclosed, careful consideration should be given to the provisions of the 
Data Protection Act 2018, the law of confidence and, where relevant, the Human Rights Act 1998. 
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material that may lead to the identification of a teacher in a school121 who has been 
accused by, or on behalf of, a child from the same school (where that identification 
would identify the teacher as the subject of the allegation). 

376. The reporting restrictions apply until: 

• the point that the accused person is charged with a relevant offence; or 

• the Secretary of State122 or the General Teaching Council for Wales publishes 
information about an investigation or decision in a disciplinary case arising from 
the allegation. 

377. The reporting restrictions are disapplied 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 court lifts the reporting restrictions in 
response to a request to do so. 

378. The legislation prevents the “publication” of material by any person that may lead 
to the identification of the teacher who is the subject of the allegation. “Publication” 
includes “any speech, writing, relevant programme or other communication in whatever 
form, which is addressed to the public at large or any section of the public.” This means 
that a parent who, for example, published details of the allegation on a social 
networking site would be in breach of the reporting restrictions (if what was published 
could lead to the identification of the teacher by members of the public). In 
circumstances where schools need to make parents aware about an allegation, they 
should make parents and others aware that there are restrictions on publishing 
information. 

379. In accordance with the Authorised Professional Practice published by the College 
of Policing in May 2017, 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 wish to 
depart from that rule, for example an appeal to trace a suspect, they must apply to a 
magistrates’ court to request that reporting restrictions be lifted. 

380. The case manager should take advice from the LADO, police and children’s 
social care to agree the following: 

• who needs to know and exactly what information can be shared; 

• how to manage speculation, leaks and gossip; 

 
 

121 Section 141F of the Education Act 2002 only applies to teachers in schools does not apply to colleges.  
122 Carried out by the Teaching Regulation Agency.   
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• 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. 

Allegation outcomes 

381. The definitions that should be used when schools and colleges determine the 
outcome of an allegation are set out below: 

• Substantiated: there is sufficient evidence to prove the allegation; 

• Malicious: there is sufficient evidence to disprove the allegation and there has 
been a deliberate act to deceive or cause harm to the person subject of the 
allegation; 

• False: there is sufficient evidence to disprove the allegation; 

• Unsubstantiated: there is insufficient evidence to either prove or disprove the 
allegation. The term, therefore, does not imply guilt or innocence; or, 

• Unfounded: to reflect cases where there is no evidence or proper basis which 
supports the allegation being made. 

382. Ultimately the options open to the school or college depend on the nature and 
circumstances of the allegations and the evidence and information available. This will 
range from taking no further action, to dismissal or a decision not to use the person’s 
services in future. Suspension should not be the default position, an individual should 
be suspended only if there is no reasonable alternative (see paragraphs 361-368 on 
suspension). 

383. If the allegation is substantiated and: 

• the person is dismissed; resigns, or otherwise ceases to provide his or her 
services; or 

• the employer ceases to use the person’s services. 

The employer has a legal duty to make a referral to the DBS for consideration of 
whether inclusion on the barred lists is required. 123  

384. In the case of a member of teaching staff at a school or sixth form college, the 
case manager must consider whether to refer the matter to the TRA to consider 
prohibiting the individual from teaching (paragraph 143 for further information).124 

 
 

123 Disclosure and Barring Service – guidance on Referrals to the DBS. 
124 Teacher Regulation Agency – guidance on Referrals to the TRA 

https://www.gov.uk/government/publications/dbs-referrals-form-and-guidance
https://www.gov.uk/government/publications/dbs-referrals-form-and-guidance
https://www.gov.uk/guidance/teacher-misconduct-referring-a-case
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385. There is a legal requirement for employers to make a referral to the DBS where 
they consider an individual has engaged in conduct that harmed (or is likely to harm) a 
child; or if a person otherwise poses a risk of harm to a child (paragraph 142 for further 
information). 

Following a criminal investigation or a prosecution 

386. The police should inform the LADO and the employer immediately when: 

• a criminal investigation and any subsequent trial is complete; 

• it is decided to close an investigation without charge; or, 

• it is decided not to continue to prosecute after the person has been charged. 

387. In those circumstances, during the joint assessment meeting the LADO should 
discuss with the case manager 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 should also inform that decision. The options will depend on the 
circumstances of the case and the consideration should take into account the result of 
the police investigation or the trial, as well as the different standard of proof required in 
disciplinary and criminal proceedings. 

Unsubstantiated, unfounded, false or malicious allegations 

388. If an allegation is determined to be unsubstantiated, unfounded, false or 
malicious, the LADO and the case manager should consider whether the child and/or 
the person who has made the allegation is in need of help or may have been abused by 
someone else and this is a cry for help. In such circumstances, a referral to children’s 
social care may be appropriate. 

389. If a report is determined to be unsubstantiated, unfounded, false or malicious, the 
designated safeguarding lead should consider whether the child and/or the person who 
has made the allegation is in need of help or may have been abused by someone else 
and this is a cry for help. In such circumstances, a referral to children’s social care may 
be appropriate. If a report is shown to be deliberately invented or malicious, the school 
or college, should consider whether any disciplinary action is appropriate against the 
individual who made it as per their own behaviour policy. 

Returning to work 

390. Where it is decided on the conclusion of a case that a person who has been 
suspended can return to work, the case manager should consider how best to facilitate 
that. Guidance and advice are usually provided via HR or the LADO. Most people will 
benefit from some help and support to return to work after a stressful experience. 
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Depending on the individual’s circumstances, a phased return and/or the provision of a 
mentor to provide assistance and support in the short term may be appropriate. The 
case manager should also consider how the person’s contact with the child or children 
who made the allegation can best be managed if they are still attending the school or 
college. 

Managing the situation and exit arrangements 

Resignations and ‘settlement agreements’ 

391. ‘Settlement agreements’ (sometimes referred to as compromise agreements), by 
which a person agrees to resign if the employer agrees not to pursue disciplinary action 
and both parties agree a form of words to be used in any future reference, should not 
be used, where there are allegations that indicate the person is a risk or poses a risk of 
harm to children or deemed not suitable to work with children. Such an agreement will 
not prevent a thorough police and/or school or college investigation where that is 
appropriate. 

392. Schools and colleges should not cease their investigations if the person leaves, 
resigns or ceases to provide their services. It is important that every effort is 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. 

393. Wherever possible, the accused should be given full opportunity to answer the 
allegation and make representations about it. The process of recording the allegation 
and any supporting evidence and reaching a judgement about whether it can be 
substantiated or otherwise on the basis of all the information available, should continue 
even if the accused does not cooperate. It may be difficult to reach a conclusion in 
those circumstances, and it may not be possible to apply any disciplinary sanctions if a 
person’s period of notice expires before the process is complete, but it is important to 
reach and record an outcome wherever possible. The person concerned should be 
notified of the conclusion of the allegations and sanctions that might be posed. 

394. Other than where allegations are false, malicious, unsubstantiated, or unfounded, 
the outcome should be made clear when providing references to prospective 
employers. This is particularly important where the person moves into another position 
involving working with children. 

395. It is not appropriate to reach a settlement/compromise agreement if the person 
subject to the allegation resigns or their services cease to be used. However, in limited 
circumstances schools and colleges sometimes use settlement agreements to end the 
employment relationship on agreed terms, but not where there is an allegation that the 
individual poses a risk to children. 
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396. Where a settlement/compromise agreement is used, schools and colleges should 
not let it prevent the employer from: 

• fulfilling their legal duty to refer cases to the DBS where the referral criteria are 
met – see paragraph 329. Non-compliance of this duty is a criminal offence; or 

• providing a reference to potential employers when requested; or 

• considering whether to make a referral to the Teaching Regulations Agency where 
the criteria are met - see paragraph 333. 

Record keeping  

397. Details of allegations following an investigation that are found to have been 
malicious or false should be removed from personnel records, unless the individual 
gives their consent for retention of the information. However, for all other allegations, it 
is important that the following information is kept on the file of the person accused: 

• a clear and comprehensive summary of the allegation; 

• details of how the allegation was followed up and resolved;  

• a note of any action taken, and decisions reached and the outcome as categorised 
above; 

• a copy provided to the person concerned, where agreed by children’s social care 
or the police; and, 

• a declaration on whether the information will be referred to in any future reference. 

398. The purpose of the record is to enable accurate information to be given in 
response to any future request for a reference. It will provide clarification in cases where 
future DBS checks reveal information from the police about an allegation that did not 
result in a criminal conviction and it will help to prevent unnecessary re-investigation if, 
as sometimes happens, an allegation re-surfaces after a period of time. 

399. Schools and colleges have an obligation to preserve records which contain 
information about allegations of sexual abuse for the Independent Inquiry into Child 
Sexual Abuse (IICSA), for the term of the inquiry (further information can be found on 
the IICSA website). All other records should be retained at least until the accused has 
reached normal pension age or for a period of 10 years from the date of the allegation if 
that is longer. 

400. The Information Commissioner has published guidance on employment records 
in its Employment Practices Code and supplementary guidance, which provides some 
practical advice on record retention. This can be found on the ICO website: here. 

https://www.iicsa.org.uk/document/guidance-note-retention-instructions-and-data-protection-requirements
https://ico.org.uk/
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References 

401. Cases in which an allegation was found to be false, unfounded, unsubstantiated 
or malicious should not be included in employer references. Any repeated concerns or 
allegations which have all been found to be false, unfounded, unsubstantiated or 
malicious should also not be included in any reference. See paragraphs 203-205 for 
further information on references. Substantiated allegations should be included in 
references, provided that the information is factual and does not include opinions. 

Learning lessons 

402. Throughout the process in handling allegations and at conclusion of a case in 
which an allegation is substantiated, the LADO should review the circumstances of the 
case with the case manager to determine whether there are any improvements to be 
made to the school’s or college’s procedures to help prevent similar events in the future. 
This should include issues arising from any decision to suspend the member of staff, 
the duration of the suspension and whether or not suspension was justified. Lessons 
should also be learnt from the use of suspension when the individual is subsequently 
reinstated. The LADO and case manager should consider how future investigations of a 
similar nature could be carried out without suspending the individual. 

403. For all other cases the case manager should consider the facts and determine 
whether any improvements can be made. 

Non recent allegations 

404. Where an adult makes an allegation to a school or college that they were abused 
as a child, the individual should be advised to report the allegation to the police. Non 
recent allegations made by a child, should be reported to the LADO in line with the local 
authority’s procedures for dealing with non-recent allegations. The LADO will coordinate 
with children social care and the police. Abuse can be reported no matter how long ago 
it happened. 

Further information 

405. See the College of Policing: Engagement, Communication and Media relations. 

Section Two: Concerns that do not meet the harm threshold 
406. Governing bodies and proprietors should have policies and processes to deal 
with concerns (including allegations) which do not meet the harm threshold set out 
above. Concerns may arise in several ways and from a number of sources. For 
example: suspicion; complaint; or disclosure made by a child, parent or other adult 

https://www.app.college.police.uk/app-content/engagement-and-communication/media-relations/
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within or outside of the organisation; or as a result of vetting checks undertaken. It is 
important that schools and colleges have appropriate policies and processes in place to 
manage and record any such concerns and take appropriate action to safeguard 
children. 

Low level concerns 

407. As part of their whole school approach to safeguarding, schools and colleges 
should ensure that they promote an open and transparent culture in which all concerns 
about all adults working in or on behalf of the school or college (including supply 
teachers, volunteers and contractors) are dealt with promptly and appropriately. 

408. Creating a culture in which all concerns about adults (including allegations that 
do not meet the harms threshold (see Part Four - Section one)) are shared responsibly 
and with the right person, recorded and dealt with appropriately, is critical. If 
implemented correctly, this should encourage an open and transparent culture; enable 
schools and colleges to identify concerning, problematic or inappropriate behaviour 
early; minimise the risk of abuse; and ensure that adults working in or on behalf of the 
school or college are clear about professional boundaries and act within these 
boundaries, and in accordance with the ethos and values of the institution. 

What is a low level concern?  

409. The term ‘low-level’ concern does not mean that it is insignificant, it means that 
the behaviour towards a child does not meet the threshold set out at paragraph 338. A 
low-level concern is any concern – no matter how small, and even if no more than 
causing a sense of unease or a ‘nagging doubt’ - that an adult working in or on behalf of 
the school or college may have acted in a way that: 

• is inconsistent with the staff code of conduct, including inappropriate conduct 
outside of work; and 

• does not meet the allegations threshold or is otherwise not considered serious 
enough to consider a referral to the LADO. 

410. Examples of such behaviour could include, but are not limited to: 

• being over friendly with children; 

• having favourites; 

• taking photographs of children on their mobile phone; 

• engaging with a child on a one-to-one basis in a secluded area or behind a closed 
door; or, 

• using inappropriate sexualised, intimidating or offensive language.  
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411. Such behaviour can exist on a wide spectrum, from the inadvertent or 
thoughtless, or behaviour that may look to be inappropriate, but might not be in specific 
circumstances, through to that which is ultimately intended to enable abuse. 

412. It is crucial that any such concerns, including those which do not meet the harm 
threshold (see Part Four - Section one), are shared responsibly and with the right 
person, and recorded and dealt with appropriately. Ensuring they are dealt with 
effectively should also protect those working in or on behalf of schools and colleges 
from potential false allegations or misunderstandings. 

Staff code of conduct and safeguarding policies 

413. As good practice governing bodies and proprietors should set out their low-level 
concerns policy within their staff code of conduct and safeguarding policies as set out in 
Part two of this guidance. They should make it clear what a low-level concern is and the 
importance of sharing low-level concerns, and an explanation of what the purpose of the 
policy is – i.e. to create and embed a culture of openness, trust and transparency in 
which the school’s or college’s values and expected behaviour which are set out in the 
staff code of conduct are constantly lived, monitored and reinforced by all staff. 

414. As set out in Part two of this guidance, the governing body or proprietor should 
ensure their staff code of conduct, behaviour policies and safeguarding policies and 
procedures are implemented effectively, and ensure appropriate action is taken in a 
timely manner to safeguard children and facilitate a whole school or college approach to 
dealing with any concerns. 

415. Schools and colleges can achieve the purpose of their low-level concerns policy 
by, for example: 

• ensuring their staff are clear about what appropriate behaviour is, and are 
confident in distinguishing expected and appropriate behaviour from concerning, 
problematic or inappropriate behaviour, in themselves and others; 

• empowering staff to share any low-level safeguarding concerns as per paragraph 
74); 

• addressing unprofessional behaviour and supporting the individual to correct it at 
an early stage; 

• providing a responsive, sensitive and proportionate handling of such concerns 
when they are raised; and, 

• helping identify any weakness in the school or colleges safeguarding system. 

Sharing low-level concerns 

416. Low-level concerns about a member of staff, supply staff, volunteer or contractor 
should be reported as per paragraph 74. Reports about supply staff and contractors 
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should be notified to their employers, so any potential patterns of inappropriate 
behaviour can be identified.  

417. Schools and colleges should ensure they create an environment where staff are 
encouraged and feel confident to self-refer, where, for example, they have found 
themselves in a situation which could be misinterpreted, might appear compromising to 
others, and/or on reflection they believe they have behaved in such a way that they 
consider falls below the expected professional standards. 

Recording low-level concerns 

418. All low-level concerns should be recorded in writing. The record should include 
details of the concern, the context in which the concern arose, and action taken. The 
name of the individual sharing their concerns should also be noted, if the individual 
wishes to remain anonymous then that should be respected as far as reasonably 
possible. 

419. Schools and colleges can decide where these records are kept, but they must be 
kept confidential, held securely and comply with the Data Protection Act 2018 and the 
UK General Data Protection Regulation (UK GDPR) (see paragraph 109 for more 
information). 

420. Records should be reviewed so that potential patterns of concerning, problematic 
or inappropriate behaviour can be identified. Where a pattern of such behaviour is 
identified, the school or college should decide on a course of action, either through its 
disciplinary procedures or where a pattern of behaviour moves from a concern to 
meeting the harms threshold, in which case it should be referred to the LADO. 
Consideration should also be given to whether there are wider cultural issues within the 
school or college that enabled the behaviour to occur and where appropriate policies 
could be revised or extra training delivered to minimise the risk of it happening again. 

421. It is for schools and colleges to decide how long they retain such information, but 
it is recommended that it is retained at least until the individual leaves their employment. 

References 

422. Part three of this guidance is clear that schools and colleges should only provide 
substantiated safeguarding allegations in references. Low level concerns should not be 
included in references unless they relate to issues which would normally be included in 
a reference, for example, misconduct or poor performance. It follows that a low-level 
concern which relates exclusively to safeguarding (and not to misconduct or poor 
performance) should not be referred to in a reference. However, where a low-level 
concern (or group of concerns) has met the threshold for referral to the LADO and found 
to be substantiated, it should be referred to in a reference. 
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Responding to low-level concerns 

423. The school or college policy should set out the procedure for responding to 
reports of low-level concerns. If the concern has been raised via a third party, the 
headteacher/principal should collect as much evidence as possible by speaking: 

• directly to the person who raised the concern, unless it has been raised 
anonymously; 

• to the individual involved and any witnesses. 

424. The information collected will help them to categorise the type of behaviour and 
determine what further action may need to be taken. All of this needs to be recorded 
along with the rationale for their decisions and action taken. 

425. A good low level concerns policy will simply be a reflection and extension of the 
school’s or college’s wider staff behaviour policy/code of conduct. 

426. More detailed guidance and case studies on low-level concerns can be found in 
Developing and implementing a low-level concerns policy (farrer.co.uk). 

https://www.farrer.co.uk/news-and-insights/developing-and-implementing-a-low-level-concerns-policy-a-guide-for-organisations-which-work-with-children/
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Part five: Child on child sexual violence and sexual 
harassment 

427. This part of the statutory guidance is about how schools and colleges should 
respond to all reports and concerns of child on child sexual violence and sexual 
harassment, including those that have happened outside of the school or college 
premises, and or online (what to look out for and indicators of abuse are set out in Part 
one of this guidance). 

428. Sexual violence and sexual harassment can occur between two children of any 
age and sex, from primary through to secondary stage and into colleges. It can occur 
through a group of children sexually assaulting or sexually harassing a single child or 
group of children. Sexual violence and sexual harassment exist on a continuum and 
may overlap; they can occur online and face to face (both physically and verbally) and 
are never acceptable. As set out in Part one of this guidance, all staff working with 
children are advised to maintain an attitude of ‘it could happen here’. 

429. Addressing inappropriate behaviour (even if it appears to be relatively innocuous) 
can be an important intervention that helps prevent problematic, abusive and/or violent 
behaviour in the future. 

430. Children who are victims of sexual violence and sexual harassment wherever it 
happens, will likely find the experience stressful and distressing. This will, in all 
likelihood, adversely affect their educational attainment and will be exacerbated if the 
alleged perpetrator(s) attends the same school or college. As set out in Part one of this 
guidance, schools and colleges should be aware that safeguarding incidents and/or 
behaviours can be associated with factors outside the school or college, including 
intimate personal relationships (see also sections on child sexual exploitation and child 
criminal exploitation at paragraphs 33-39). 

431. Whilst any report of sexual violence or sexual harassment should be taken 
seriously, staff should be aware it is more likely that girls will be the victims of sexual 
violence and sexual harassment and more likely it will be perpetrated by boys. 

432. But it is essential that all victims are reassured that they are being taken 
seriously and that they will be supported and kept safe. A victim should never be given 
the impression that they are creating a problem by reporting sexual violence or sexual 
harassment. Nor should a victim ever be made to feel ashamed for making a report 

433. You should read Part five alongside the Departmental advice: Sexual Violence 
and Sexual Harassment Between Children in Schools and Colleges it contains further 
detailed information on: 

• what sexual violence and sexual harassment constitutes, 

https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
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• important context to be aware of, including; what is consent, power imbalances, 
and developmental stages, 

• harmful sexual behaviour (HSB), including that a child displaying HSB may be an 
indication that they are a victim of abuse themselves, 

• related legal responsibilities for schools and colleges, 

• advice on a whole school or college approach to preventing child on child sexual 
violence and sexual harassment, and 

• more detailed advice on responding to reports of sexual violence and sexual 
harassment, including safeguarding and supporting both the victim(s) and alleged 
perpetrator(s). 

Responding to reports of sexual violence and sexual 
harassment 

434. Part two of this guidance is clear that systems should be in place (and they 
should be well promoted, easily understood and easily accessible) for children to 
confidently report abuse, knowing their concerns will be treated seriously. 

435. Schools and colleges not recognising, acknowledging or understanding the scale 
of harassment and abuse and/or downplaying some behaviours related to abuse can 
lead to a culture of unacceptable behaviour, an unsafe environment and in worst case 
scenarios a culture that normalises abuse leading to children accepting it as normal and 
not coming forward to report it. 

436. Reports of sexual violence and sexual harassment are likely to be complex and 
require difficult professional decisions to be made, often quickly and under pressure. 
Pre-planning, effective training and effective policies will provide schools and colleges 
with the foundation for a calm, considered and appropriate response to any reports. 
Governing bodies and proprietors should ensure that the school or college contributes 
to multi-agency working in line with statutory guidance Working Together to Safeguard 
Children. 

437. This part of the guidance does not attempt to provide (nor would it be possible to 
provide) detailed guidance on what to do in any or every particular case. The guidance 
provides effective safeguarding practice and principles for schools and colleges to 
consider in their decision-making process. 

438. Ultimately, any decisions are for the school or college to make on a case-by-case 
basis, with the designated safeguarding lead (or a deputy) taking a leading role and 
using their professional judgement, supported by other agencies, such as children’s 
social care and the police as required. 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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439. There is support available for schools and colleges. Paragraph 52 and Annex A 
in the Sexual Violence and Sexual Harassment Between Children in Schools and 
Colleges advice provides detailed information and links to resources. 

The immediate response to a report 

Responding to the report 

440. It is important to note that children may not find it easy to tell staff about their 
abuse verbally. Children can show signs or act in ways that they hope adults will notice 
and react to. In some cases, the victim may not make a direct report. For example, a 
friend may make a report or a member of school or college staff may overhear a 
conversation that suggests a child has been harmed or a child’s own behaviour might 
indicate that something is wrong. As per Part one of this guidance, if staff have any 
concerns about a child’s welfare, they should act on them immediately rather than wait 
to be told. 

441. The school’s or college’s initial response to a report from a child is incredibly 
important. How the school or college responds to a report can encourage or undermine 
the confidence of future victims of sexual violence and sexual harassment to report or 
come forward. 

442. It is essential that all victims are reassured that they are being taken seriously, 
regardless of how long it has taken them to come forward and that they will be 
supported and kept safe. Abuse that occurs online or outside of the school or college 
should not be downplayed and should be treated equally seriously. A victim should 
never be given the impression that they are creating a problem by reporting sexual 
violence or sexual harassment. Nor should a victim ever be made to feel ashamed for 
making a report or their experience minimised. 

443. As per Part one of this guidance, all staff should be trained to manage a report. 
Local policies (and training) will dictate exactly how reports should be managed. 
However, effective safeguarding practice includes: 

• if possible, managing reports with two members of staff present, (preferably one of 
them being the designated safeguarding lead or a deputy). However, this might 
not always be possible; 

• where the report includes an online element, being aware of searching screening 
and confiscation advice (for schools) and UKCIS Sharing nudes and semi-nudes: 
advice for education settings working with children and young people. The key 
consideration is for staff not to view or forward illegal images of a child. The 
highlighted advice provides more details on what to do when viewing an image is 

https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
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unavoidable. In some cases, it may be more appropriate to confiscate any devices 
to preserve any evidence and hand them to the police for inspection; 

• not promising confidentiality at this initial stage as it is very likely a concern will 
have to be shared further (for example, with the designated safeguarding lead or 
children’s social care) to discuss next steps. Staff should only share the report with 
those people who are necessary in order to progress it. It is important that the 
victim understands what the next steps will be and who the report will be passed 
to; 

• recognising that a child is likely to disclose to someone they trust: this could be 
anyone on the school or college staff. It is important that the person to whom the 
child discloses recognises that the child has placed them in a position of trust. 
They should be supportive and respectful of the child; 

• recognising that an initial disclosure to a trusted adult may only be the first incident 
reported, rather than representative of a singular incident and that trauma can 
impact memory and so children may not be able to recall all details or timeline of 
abuse; 

• keeping in mind that certain children may face additional barriers to telling 
someone because of their vulnerability, disability, sex, ethnicity and/or sexual 
orientation; 

• listening carefully to the child, reflecting back, using the child’s language, being 
non-judgmental, being clear about boundaries and how the report will be 
progressed, not asking leading questions and only prompting the child where 
necessary with open questions – where, when, what, etc. It is important to note 
that whilst leading questions should be avoided, staff can ask children if they have 
been harmed and what the nature of that harm was; 

• considering the best way to make a record of the report. Best practice is to wait 
until the end of the report and immediately write up a thorough summary. This 
allows the staff member to devote their full attention to the child and to listen to 
what they are saying. It may be appropriate to make notes during the report 
(especially if a second member of staff is present). However, if making notes, staff 
should be conscious of the need to remain engaged with the child and not appear 
distracted by the note taking. Either way, it is essential a written record is 
made; 

• only recording the facts as the child presents them. The notes should not reflect 
the personal opinion of the note taker. Schools and colleges should be aware that 
notes of such reports could become part of a statutory assessment by children’s 
social care and/or part of a criminal investigation; and 



 103 

 

• informing the designated safeguarding lead (or deputy), as soon as practically 
possible, if the designated safeguarding lead (or deputy) is not involved in the 
initial report. 

Risk assessment 

444. When there has been a report of sexual violence, the designated safeguarding 
lead (or a deputy) should make an immediate risk and needs assessment. Where there 
has been a report of sexual harassment, the need for a risk assessment should be 
considered on a case-by-case basis. The risk and needs assessment should consider: 

• the victim, especially their protection and support; 

• whether there may have been other victims, 

• the alleged perpetrator(s); and 

• all the other children, (and, if appropriate, adult students and staff) at the school or 
college, especially any actions that are appropriate to protect them from the 
alleged perpetrator(s), or from future harms. 

445. Risk assessments should be recorded (written or electronic) and should be kept 
under review. At all times, the school or college should be actively considering the risks 
posed to all their pupils and students and put adequate measures in place to protect 
them and keep them safe. 

446. The designated safeguarding lead (or a deputy) should ensure they are engaging 
with children’s social care and specialist services as required. Where there has been a 
report of sexual violence, it is likely that professional risk assessments by social workers 
and or sexual violence specialists will be required. The above school or college risk 
assessment is not intended to replace the detailed assessments of expert professionals. 
Any such professional assessments should be used to inform the school’s or college’s 
approach to supporting and protecting their pupils and students and updating their own 
risk assessment. 

Action following a report of sexual violence and/or sexual harassment 

What to consider 

447. As set out above, sexual violence and sexual abuse can happen anywhere, and 
all staff working with children are advised to maintain an attitude of ‘it could happen 
here. Schools and colleges should be aware of, and respond appropriately to all reports 
and concerns about sexual violence and/or sexual harassment both online and offline, 
including those that have happened outside of the school/college. The designated 
safeguarding lead (or deputy) is likely to have a complete safeguarding picture and be 
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the most appropriate person to advise on the school’s or college’s initial response. 
Important considerations will include: 

• the wishes of the victim in terms of how they want to proceed. This is especially 
important in the context of sexual violence and sexual harassment. Victims should 
be given as much control as is reasonably possible over decisions regarding how 
any investigation will be progressed and any support that they will be offered. This 
will however need to be balanced with the school’s or college’s duty and 
responsibilities to protect other children; 

• the nature of the alleged incident(s), including whether a crime may have been 
committed and/or whether HSB has been displayed; 

• the ages of the children involved; 

• the developmental stages of the children involved; 

• any power imbalance between the children. For example, is the alleged 
perpetrator(s) significantly older, more mature or more confident? Does the victim 
have a disability or learning difficulty?; 

• if the alleged incident is a one-off or a sustained pattern of abuse (sexual abuse 
can be accompanied by other forms of abuse and a sustained pattern may not just 
be of a sexual nature); 

• that sexual violence and sexual harassment can take place within intimate 
personal relationships between peers; 

• are there ongoing risks to the victim, other children, adult students or school or 
college staff; and, 

• other related issues and wider context, including any links to child sexual 
exploitation and child criminal exploitation. 

448. As always when concerned about the welfare of a child, all staff should act in the 
best interests of the child. In all cases, schools and colleges should follow general 
safeguarding principles as set out throughout this guidance. Immediate consideration 
should be given as to how best to support and protect the victim and the alleged 
perpetrator(s) (and any other children involved/impacted). 

449. The starting point regarding any report should always be that there is a zero 
tolerance approach to sexual violence and sexual harassment and it is never 
acceptable and it will not be tolerated. It is especially important not to pass off any 
sexual violence or sexual harassment as “banter”, “just having a laugh”, “part of growing 
up” or “boys being boys” as this can lead to a culture of unacceptable behaviours and 
an unsafe environment for children. 
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Children sharing a classroom: Initial considerations when the report 
is made 

Any report of sexual violence is likely to be traumatic for the victim. It is essential that 
all victims are reassured that they are being taken seriously and that they will be 
supported and kept safe. A victim should never be given the impression that they are 
creating a problem by reporting sexual violence or sexual harassment. Nor should a 
victim ever be made to feel ashamed for making a report. 

However, reports of rape and assault by penetration are likely to be especially difficult 
with regard to the victim, and close proximity with the alleged perpetrator(s) is likely to 
be especially distressing. Whilst the school or college establishes the facts of the case 
and starts the process of liaising with children’s social care and the police, the alleged 
perpetrator(s) should be removed from any classes they share with the victim. The 
school or college should also carefully consider how best to keep the victim and 
alleged perpetrator(s) a reasonable distance apart on school or college premises 
(including during any before or after school-based activities) and on transport to and 
from the school or college, where appropriate. These actions are in the best interests 
of all children involved and should not be perceived to be a judgment on the guilt of the 
alleged perpetrator(s). 

For other reports of sexual violence and sexual harassment, the proximity of the victim 
and alleged perpetrator(s) and considerations regarding shared classes, sharing 
school or college premises and school or college transport, should be considered 
immediately. 

In all cases, the initial report should be carefully evaluated, reflecting the 
considerations set out at paragraph 448. The wishes of the victim, the nature of the 
allegations and the protection of all children in the school or college will be especially 
important when considering any immediate actions. 

 

Options to manage the report 

450. It is important that schools and colleges consider every report on a case-by-case 
basis as per paragraph 448. When to inform the alleged perpetrator(s) will be a decision 
that should be carefully considered. Where a report is going to be made to children’s 
social care and/or the police, then, as a general rule, the school or college should speak 
to the relevant agency and discuss next steps and how the alleged perpetrator(s) will be 
informed of the allegations. However, as per general safeguarding principles, this does 
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not and should not stop the school or college taking immediate action to safeguard their 
children, where required. 

451. There are four likely scenarios for schools and colleges to consider when 
managing any reports of sexual violence and/or sexual harassment. It will be important 
in all scenarios that decisions and actions are regularly reviewed and that relevant 
policies are updated to reflect lessons learnt. It is particularly important to look out for 
potential patterns of concerning, problematic or inappropriate behaviour. Where a 
pattern is identified, the school or college should decide on a course of action. 
Consideration should be given to whether there are wider cultural issues within the 
school or college that enabled the inappropriate behaviour to occur and where 
appropriate extra teaching time and/or staff training could be delivered to minimise the 
risk of it happening again. The four scenarios are: 

1. Manage internally 

• In some cases of sexual harassment, for example, one-off incidents, the school 
or college may take the view that the children concerned are not in need of early 
help or that referrals need to be made to statutory services and that it would be 
appropriate to handle the incident internally, perhaps through utilising their 
behaviour policy and by providing pastoral support. 

• Whatever the response, it should be underpinned by the principle that there is a 
zero tolerance approach to sexual violence and sexual harassment and it is 
never acceptable and will not be tolerated. 

• All concerns, discussions, decisions and reasons for decisions should be 
recorded (written or electronic). 

2. Early help 

• In line with 1 above, the school or college may decide that the children involved do 
not require referral to statutory services but may benefit from early help. Early help 
means providing support as soon as a problem emerges, at any point in a child’s 
life. Providing early help is more effective in promoting the welfare of children than 
reacting later. Early help can be particularly useful to address non-violent HSB and 
may prevent escalation of sexual violence. It is particularly important that the 
designated safeguarding lead (and their deputies) know what the Early Help 
process is and how and where to access support. 

• More information on Early Help is set out in Part one of this guidance with full 
details of the early help process in Chapter one of Working Together to Safeguard 
Children. 

• Multi-agency early help will work best when placed alongside strong school or 
college policies, preventative education and engagement with parents and carers. 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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• Early help and the option to manage a report internally do not need to be mutually 
exclusive: a school could manage internally and seek early help for both the victim 
and perpetrator(s). 

• Whatever the response, it should be under-pinned by the principle that there is 
zero tolerance approach to sexual violence and sexual harassment and it is never 
acceptable and will not be tolerated. 

• All concerns, discussions, decisions and reasons for decisions should be recorded 
(written or electronic). 

3. Referrals to children’s social care 

• Where a child has been harmed, is at risk of harm, or is in immediate danger, 
schools and colleges should make a referral to local children’s social care. 

• At the point of referral to children’s social care, schools and colleges will generally 
inform parents or carers, unless there are compelling reasons not to (if informing a 
parent or carer is going to put the child at additional risk). Any such decision 
should be made with the support of children’s social care. 

• If a referral is made, children’s social care will then make enquiries to determine 
whether any of the children involved are in need of protection or other services. 

• Where statutory assessments are appropriate, the school or college (especially 
the designated safeguarding lead or a deputy) should be working alongside, and 
cooperating with, the relevant lead social worker. Collaborative working will help 
ensure the best possible package of coordinated support is implemented for the 
victim and, where appropriate, the alleged perpetrator(s) and any other children 
that require support. 

• Schools and colleges should not wait for the outcome (or even the start) of a 
children’s social care investigation before protecting the victim and other children 
in the school or college. It will be important for the designated safeguarding lead 
(or a deputy) to work closely with children’s social care (and other agencies as 
required) to ensure any actions the school or college takes do not jeopardise a 
statutory investigation. The risk assessment as per paragraph 444-446 will help 
inform any decision. Consideration of safeguarding the victim, alleged 
perpetrator(s), any other children directly involved in the safeguarding report and 
all children at the school or college should be immediate. 

• In some cases, children’s social care will review the evidence and decide a 
statutory intervention is not appropriate. The school or college (generally led by 
the designated safeguarding lead or a deputy) should be prepared to refer again if 
they believe the child remains in immediate danger or at risk of harm. If a statutory 
assessment is not appropriate, the designated safeguarding lead (or a deputy) 
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should consider other support mechanisms such as early help, specialist support 
and pastoral support. 

• Whatever the response, it should be under-pinned by the principle that there is a 
zero tolerance approach to sexual violence and sexual harassment and it is never 
acceptable and will not be tolerated. 

• All concerns, discussions, decisions and reasons for decisions should be 
recorded (written or electronic). 

4. Reporting to the Police 

• Any report to the police will generally be in parallel with a referral to children’s 
social care (as above). 

• It is important that the designated safeguarding lead (and their deputies) are clear 
about the local process for referrals and follow that process. 

• Where a report of rape, assault by penetration or sexual assault is made, the 
starting point is that this should be passed on to the police. Whilst the age of 
criminal responsibility is ten, if the alleged perpetrator(s) is under ten, the starting 
principle of reporting to the police remains. The police will take a welfare, rather 
than a criminal justice, approach. The following advice may help schools and 
colleges decide when to engage the Police and what to expect of them when they 
do: When to call the police. 

• Where a report has been made to the police, the school or college should consult 
the police and agree what information can be disclosed to staff and others, in 
particular, the alleged perpetrator(s) and their parents or carers. They should also 
discuss the best way to protect the victim and their anonymity. 

• At this stage, schools and colleges will generally inform parents or carers unless 
there are compelling reasons not to, for example, if informing a parent or carer is 
likely to put a child at additional risk. In circumstances where parents or carers 
have not been informed, it will be especially important that the school or college is 
supporting the child in any decision they take. This should be with the support of 
children’s social care and any appropriate specialist agencies. 

• All police forces in England have specialist units that investigate child abuse. The 
names and structures of these units are matters for local forces. It will be 
important that the designated safeguarding lead (and their deputies) are aware of 
their local arrangements. 

• In some cases, it may become clear very quickly that the police (for whatever 
reason) will not take further action. In such circumstances, it is important that the 
school or college continue to engage with specialist support for the victim and 
alleged perpetrator(s) as required. 

https://scanmail.trustwave.com/?c=11436&d=puah3rU9TuvHOjm7Y6QQu5hCkiclTrT1ssGP1sXbFA&u=https%3a%2f%2fwww%2enpcc%2epolice%2euk%2fdocuments%2fChildren%20and%20Young%20people%2fWhen%20to%20call%20the%20police%20guidance%20for%20schools%20and%20colleges%2epdf
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• Whilst protecting children and/or taking any disciplinary measures against the 
alleged perpetrator(s), it will be important for the designated safeguarding lead (or 
a deputy) to work closely with the police (and other agencies as required), to 
ensure any actions the school or college take do not jeopardise the police 
investigation. 

• If schools or colleges have questions about the investigation, they should ask the 
police. The police will help and support the school or college as much as they can 
(within the constraints of any legal restrictions). 

• Whatever the response, it should be under-pinned by the principle that there is a 
zero tolerance approach to sexual violence and sexual harassment and it is 
never acceptable and will not be tolerated. 

• All concerns, discussions, decisions and reasons for decisions should be recorded 
(written or electronic). 

Considering bail conditions 

• The police will consider what action to take to manage the assessed risk of harm. 
This could involve the use of police bail with conditions, prior to a suspect 
appearing in court, or court bail with or without conditions after the first 
appearance.  

• Alternatively, the person suspected of an offence could be ‘released under 
investigation’ (RUI). People released under RUI can have no conditions attached 
to their release from custody and it is possible for a person on bail also to have no 
conditions.  

• Whatever arrangements are in place, the school or college will need to consider 
what additional measures may be necessary to manage any assessed risk of 
harm that may arise within their institution.  

• Particular regard should be given to: the additional stress and trauma that might 
be caused to a victim within the institution; the potential for the suspected person 
to intimidate the victim or a witness; the need to ensure that any risk management 
measures strike a balance between management of risk and the rights of an 
unconvicted person (e.g. rights to privacy, family life, etc).  

• Careful liaison with the police investigators should help to develop a balanced set 
of arrangements. 

Managing any delays in the criminal process 

• There may be delays in any case that is being progressed through the criminal 
justice system. Schools and colleges should not wait for the outcome (or even 
the start) of a police investigation before protecting the victim, alleged 
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perpetrator(s) and other children in the school or college. The risk assessment as 
per paragraph 444-446 will help inform any decision. 

The end of the criminal process 

• If a child is convicted or receives a caution for a sexual offence, the school or 
college should update its risk assessment, ensure relevant protections are in place 
for all the children at the school or college and, if it has not already, consider any 
suitable action in line with their behaviour policy. This process should include a 
review of the necessary actions to keep all parties safe and meet their needs. If 
the perpetrator(s) remains in the same school or college as the victim, the school 
or college should be very clear as to their expectations regarding the 
perpetrator(s) now they have been convicted or cautioned. This could include 
expectations regarding their behaviour and any restrictions the school or college 
thinks are reasonable and proportionate with regard to the perpetrator(s)’ 
timetable. 

• Any conviction (even with legal anonymity reporting restrictions) is potentially 
going to generate interest among other pupils or students in the school or college. 
It will be important that the school or college ensure both the victim and 
perpetrator(s) remain protected, especially from any bullying or harassment 
(including online). 

• Where cases are classified as “no further action” (NFA’d) by the police or Crown 
Prosecution Service, or where there is a not guilty verdict, the school or college 
should continue to offer support to the victim and the alleged perpetrator(s) for as 
long as is necessary. A not guilty verdict or a decision not to progress with their 
case will likely be traumatic for the victim. The fact that an allegation cannot be 
substantiated or was withdrawn does not necessarily mean that it was unfounded. 
Schools and colleges should discuss any decisions with the victim in this light and 
continue to offer support. The alleged perpetrator(s) is also likely to require 
ongoing support for what will have likely been a difficult experience. 

Unsubstantiated, unfounded, false or malicious reports 

452. As set out in paragraph 71 of Part one of this guidance, all concerns, discussions 
and decisions made, and the reasons for those decisions, should be recorded in writing. 
Records should be reviewed so that potential patterns of concerning, problematic or 
inappropriate behaviour can be identified, and addressed. 

453. If a report is determined to be unsubstantiated, unfounded, false or malicious, the 
designated safeguarding lead should consider whether the child and/or the person who 
has made the allegation is in need of help or may have been abused by someone else 
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and this is a cry for help. In such circumstances, a referral to children’s social care may 
be appropriate. 

454. If a report is shown to be deliberately invented or malicious, the school or 
college, should consider whether any disciplinary action is appropriate against the 
individual who made it as per their own behaviour policy. 

Ongoing response 

Safeguarding and supporting the victim 

455. The following principles are based on effective safeguarding practice and should 
help shape any decisions regarding safeguarding and supporting the victim. 

• The needs and wishes of the victim should be paramount (along with protecting 
the child) in any response. It is important they feel in as much control of the 
process as is reasonably possible. Wherever possible, the victim, if they wish, 
should be able to continue in their normal routine. Overall, the priority should be to 
make the victim’s daily experience as normal as possible, so that the school or 
college is a safe space for them. 

• Consider the age and the developmental stage of the victim, the nature of the 
allegations and the potential risk of further abuse. Schools and colleges should be 
aware that, by the very nature of sexual violence and sexual harassment, a power 
imbalance is likely to have been created between the victim and alleged 
perpetrator(s). 

• The victim should never be made to feel they are the problem for making a report 
or made to feel ashamed for making a report. 

• Consider the proportionality of the response. Support should be tailored on a 
case-by-case basis. The support required regarding a one-off incident of 
sexualised name-calling is likely to be vastly different from that for a report of rape. 

• Schools should be aware that sexual assault can result in a range of health needs, 
including physical, mental, and sexual health problems and unwanted pregnancy. 
Children and young people that have a health need arising from sexual assault or 
abuse can access specialist NHS support from a Sexual Assault Referral Centre 
(SARC). SARCs offer confidential and non-judgemental support to victims and 
survivors of sexual assault and abuse. They provide medical, practical, and 
emotional care and advice to all children and adults, regardless of when the 
incident occurred. 

• Support can include: 

o Early help and children’s social care as set out in Part one of this guidance. 



 112 

 

o Children and Young People’s Independent Sexual Violence Advisors 
(ChISVAs) provide emotional and practical support for victims of sexual 
violence. They are based within the specialist sexual violence sector and 
will help the victim understand what their options are and how the criminal 
justice process works if they have reported or are considering reporting to 
the police. ChISVAs will work in partnership with schools and colleges to 
ensure the best possible outcomes for the victim. 

o Police and social care agencies can signpost to ChISVA services (where 
available) or referrals can be made directly to the ChISVA service by the 
young person or school or college. Contact details for ChISVAs can be 
found at Rape Crisis and The Survivors Trust. 

o Child and adolescent mental health services (CAMHS) is used as a term for 
all services that work with children who have difficulties with their emotional 
or behavioural wellbeing. Services vary depending on local authority. Most 
CAHMS have their own website, which will have information about access, 
referrals and contact numbers. 

o The specialist sexual violence sector can provide therapeutic support for 
children who have experienced sexual violence. Contact Rape Crisis 
(England & Wales) or The Survivors Trust for details of local specialist 
organisations. The Male Survivors Partnership can provide details of 
services which specialise in supporting men and boys. 

o NHS - Help after rape and sexual assault - NHS (www.nhs.uk) provides a 
range of advice, help and support including advice about the risk of 
pregnancy, sexually transmitted infections (STI), reporting to the police and 
forensics. 

o Rape and sexual assault referral centres services can be found at: Find 
Rape and sexual assault referral centres. Sexual assault referral centres 
(SARCs) offer medical, practical and emotional support. They have 
specially trained doctors, nurses and support workers. If children, young 
people, or their families are unsure which service to access, they should 
contact their GP or call the NHS on 111. 

o Childline provides free and confidential advice for children and young 
people. 

o Internet Watch Foundation works internationally to remove child sexual 
abuse online images and videos and offers a place for the public to report 
them anonymously. 

o Childline / IWF: Remove a nude image shared online Report Remove is a 
free tool that allows children to report nude or sexual images and videos of 

https://rapecrisis.org.uk/
https://www.thesurvivorstrust.org/
https://www.nhs.uk/NHSEngland/AboutNHSservices/mental-health-services-explained/Pages/about-childrens-mental-health-services.aspx
https://rapecrisis.org.uk/
https://malesurvivor.co.uk/support-for-male-survivors/directory-of-services/
https://www.nhs.uk/live-well/sexual-health/help-after-rape-and-sexual-assault/
https://www.nhs.uk/service-search/other-services/Rape-and-sexual-assault-referral-centres/LocationSearch/364
https://www.nhs.uk/service-search/other-services/Rape-and-sexual-assault-referral-centres/LocationSearch/364
https://www.childline.org.uk/?utm_source=google&utm_medium=cpc&utm_campaign=UK_GO_S_B_BND_Grant_Childline_Information&utm_term=role_of_childline&gclsrc=aw.ds&&gclid=EAIaIQobChMIlfLRh-ez6AIVRrDtCh1N9QR2EAAYASAAEgLc-vD_BwE&gclsrc=aw.ds
https://www.iwf.org.uk/
https://www.childline.org.uk/info-advice/bullying-abuse-safety/online-mobile-safety/remove-nude-image-shared-online/
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themselves that they think might have been shared online, to see if they 
can be removed from the internet. 

456. Victims may not talk about the whole picture immediately. They may be more 
comfortable providing information on a piecemeal basis. It is essential that dialogue is 
kept open and encouraged. When it is clear that ongoing support will be required, 
schools and colleges should ask the victim if they would find it helpful to have a 
designated trusted adult (for example, their form tutor or designated safeguarding lead) 
to talk to about their needs. The choice of any such adult should be the victim’s (as far 
as reasonably possible). Schools and colleges should respect and support this choice. 

457. A victim of sexual violence is likely to be traumatised and, in some cases, may 
struggle in a normal classroom environment. While schools and colleges should avoid 
any action that would have the effect of isolating the victim, in particular from supportive 
peer groups, there may be times when the victim finds it difficult to maintain a full-time 
timetable and may express a wish to withdraw from lessons and activities. This should 
be because the victim wants to, not because it makes it easier to manage the situation. 
If required, schools and colleges should provide a physical space for victims to 
withdraw. 

458. It may be necessary for schools and colleges to maintain arrangements to 
protect and support the victim for a long time. Schools and colleges should be prepared 
for this and should work with children’s social care and other agencies as required. 

459. It is therefore important that the designated safeguarding lead knows how and 
where to seek support. 

460. It is important that the school or college do everything they reasonably can to 
protect the victim from bullying and harassment as a result of any report they have 
made. 

461. Whilst they should be given all the necessary support to remain in their school or 
college, if the trauma results in the victim being unable to do this, alternative provision 
or a move to another school or college should be considered to enable them to continue 
to receive suitable education. This should only be at the request of the victim (and 
following discussion with their parents or carers). 

462. It is important that if the victim does move to another educational institution (for 
any reason), that the new educational institution is made aware of any ongoing support 
needs. The designated safeguarding lead should take responsibility to ensure this 
happens (and should discuss with the victim and, where appropriate their parents or 
carers as to the most suitable way of doing this) as well as transferring the child 
protection file. Information sharing advice referenced at paragraphs 105-113 will help 
support this process. 
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Ongoing Considerations: Victim and alleged perpetrator(s) sharing 
classes 

Page 101 considered the immediate response to a report. Once the designated 
safeguarding lead (or a deputy) has decided what the next steps will be in terms of 
progressing the report, they should carefully consider again the question of the victim 
and alleged perpetrator(s) sharing classes and sharing space at school or college. This 
will inevitably involve complex and difficult professional decisions, including considering 
their duty to safeguard children and their duty to educate them. 

It is important each report is considered on a case-by-case basis and risk assessments 
are updated as appropriate. As always when concerned about the welfare of a child, 
the best interests of the child should come first. In all cases, schools and colleges 
should follow general safeguarding principles as per this guidance. 

Where there is a criminal investigation into a rape, assault by penetration or sexual 
assault, the alleged perpetrator(s) should be removed from any classes they share with 
the victim. The school or college should also consider how best to keep the victim and 
alleged perpetrator(s) a reasonable distance apart on school or college premises 
(including during before and after school-based activities) and on transport to and from 
school or college where appropriate. This is in the best interests of both children and 
should not be perceived to be a judgement on the guilt of the alleged perpetrator(s). As 
per paragraph 450, close liaison with the police is essential. 

Where a criminal investigation into a rape or assault by penetration leads to a 
conviction or caution, the school or college should take suitable action, if they have not 
already done so. In all but the most exceptional of circumstances, the rape or assault is 
likely to constitute a serious breach of discipline and lead to the view that allowing the 
perpetrator(s) to remain in the same school or college would seriously harm the 
education or welfare of the victim (and potentially other pupils or students). 

Where a criminal investigation into sexual assault leads to a conviction or caution, the 
school or college should, if it has not already, consider any suitable sanctions in light of 
their behaviour policy, including consideration of permanent exclusion.125 Where the 
perpetrator(s) is going to remain at the school or college, the principle would be to 
continue keeping the victim and perpetrator(s) in separate classes and continue to 
consider the most appropriate way to manage potential contact on school and college 
premises and transport. The nature of the conviction or caution and wishes of the 
victim will be especially important in determining how to proceed in such cases. 

In all cases, schools and colleges should record and be able to justify their decision-
making. 
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Reports of sexual assault and sexual harassment will, in some cases, not lead to a 
report to the police (for a variety of reasons). In some cases, rape, assault by 
penetration, sexual assault or sexual harassment are reported to the police and the 
case is not progressed or are reported to the police and ultimately result in a not guilty 
verdict. None of this means the offence did not happen or that the victim lied. The 
process will have affected both victim and alleged perpetrator(s). Appropriate support 
should be provided to both as required and consideration given to sharing classes and 
potential contact as required on a case-by-case basis. In all cases, schools and 
colleges should record and be able to justify their decision-making. 

All of the above should be considered with the needs and wishes of the victim at the 
heart of the process (supported by parents and carers as required). Any arrangements 
should be kept under review. 

Safeguarding and supporting the alleged perpetrator(s) and children and young 
people who have displayed harmful sexual behaviour 

463.  Advice about safeguarding and supporting the alleged perpetrators is also set 
out in departmental advice: Sexual violence and sexual harassment between children at 
schools and colleges. The following principles are based on effective safeguarding 
practice and should help shape any decisions regarding safeguarding and supporting 
the alleged perpetrator(s): 

• The school or college will have a difficult balancing act to consider. On one hand, 
they need to safeguard the victim (and the wider pupil/student body) and on the 
other hand provide the alleged perpetrator(s) with an education, safeguarding 
support as appropriate and implement any disciplinary sanctions. Taking 
disciplinary action and still providing appropriate support are not mutually 
exclusive actions. They can, and should, occur at the same time if necessary. 

• Consider the age and the developmental stage of the alleged perpetrator(s), the 
nature of the allegations and frequency of allegations. Any child will likely 
experience stress as a result of being the subject of allegations and/or negative 
reactions by their peers to the allegations against them. 

• Consider the proportionality of the response. Support (and sanctions) should be 
considered on a case-by-case basis. The alleged perpetrator(s) may potentially 
have unmet needs (in some cases these may be considerable) as well as 
potentially posing a risk of harm to other children. HSB in young children may be 

 
 

125 Maintained schools, academies and pupil referral units should follow the statutory guidance here. 
Independent schools and colleges should consider excluding as per their own policies. 

https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/school-exclusion
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(and often are126) a symptom of either their own abuse or exposure to abusive 
practices and or materials. More information on HSB can be found at paras 18-22 
of the detailed advice, Sexual violence and sexual harassment between children 
at schools and colleges. Advice should be taken, as appropriate, from children’s 
social care, specialist sexual violence services and the police. The NSPCC also 
provides free and independent advice about HSB: NSPCC Learning - Protecting 
children from harmful sexual behaviour and NSPCC - Harmful sexual behaviour 
framework. 

• The Lucy Faithfull Foundation has developed a HSB toolkit, which amongst other 
things, provides support, advice and information on how to prevent it, links to 
organisations and helplines, resources about HSB by children, internet safety, 
sexual development and preventing child sexual abuse. 

• The NSPCC provides free and independent advice about HSB: NSPCC Learning: 
Protecting children from harmful sexual behaviour and NSPCC - Harmful sexual 
behaviour framework. 

• Contextual Safeguarding Network – Beyond Referrals (Schools) provides a school 
self-assessment toolkit and guidance for addressing HSB in schools. 

• StopItNow - Preventing harmful sexual behaviour in children - Stop It Now 
provides a guide for parents, carers and professionals to help everyone do their 
part in keeping children safe, they also run a free confidential helpline. 

• It is important that the perpetrator(s) is/are also given the correct support to try to 
stop them re-offending and to address any underlying trauma that may be causing 
this behaviour. Addressing inappropriate behaviour can be an important 
intervention that helps prevent problematic, abusive and/or violent behaviour in the 
future. 

• Advice on behaviour and discipline in schools is clear that teachers can discipline 
pupils whose conduct falls below the standard which could be reasonably 
expected of them. If the perpetrator(s) is to be excluded the decision must be 
lawful, reasonable and fair. Further information about exclusions can be found in 
statutory guidance for schools Exclusions from maintained schools, academies 
and PRUs. 

• School can be a significant protective factor for children who have displayed HSB, 
and continued access to school, with a comprehensive safeguarding management 
plan in place, is an important factor to consider before final decisions are made. It 

 
 

126 Hackett et al 2013 study of children and young people with harmful sexual behaviour suggests that two-
thirds had experienced some kind of abuse or trauma.  

https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://learning.nspcc.org.uk/child-abuse-and-neglect/harmful-sexual-behaviour
https://learning.nspcc.org.uk/child-abuse-and-neglect/harmful-sexual-behaviour
https://learning.nspcc.org.uk/research-resources/2019/harmful-sexual-behaviour-framework
https://learning.nspcc.org.uk/research-resources/2019/harmful-sexual-behaviour-framework
https://www.stopitnow.org.uk/concerned-about-a-child-or-young-persons-sexual-behaviour/preventing-harmful-sexual-behaviour/?utm_campaign=1540968_HSB%20Toolkit%20email_SOCIAL%20MEDIA&utm_medium=email&utm_source=Lucy%20Faithfull%20Foundation&dm_i=48W7,X10O,38NO7C,43A9L,1
https://learning.nspcc.org.uk/child-abuse-and-neglect/harmful-sexual-behaviour
https://learning.nspcc.org.uk/child-abuse-and-neglect/harmful-sexual-behaviour
https://learning.nspcc.org.uk/research-resources/2019/harmful-sexual-behaviour-framework
https://learning.nspcc.org.uk/research-resources/2019/harmful-sexual-behaviour-framework
https://www.csnetwork.org.uk/en/beyond-referrals-levers-for-addressing-harmful-sexual-behaviour-in-schools
https://www.stopitnow.org.uk/concerned-about-a-child-or-young-persons-sexual-behaviour/preventing-harmful-sexual-behaviour/
https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools
https://www.gov.uk/government/publications/school-exclusion
https://www.gov.uk/government/publications/school-exclusion
http://onlinelibrary.wiley.com/doi/10.1002/car.2246/abstract;jsessionid=C96A10F43D4BF60A54EC7FEF2AA0B895.f03t01
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is important that if an alleged perpetrator does move to another educational 
institution (for any reason), that the new educational institution is made aware of 
any ongoing support needs and where appropriate, potential risks to other children 
and staff. The designated safeguarding lead should take responsibility to ensure 
this happens as well as transferring the child protection file. Information sharing 
advice referenced at paragraphs 105-113 will help support this process. 

• Stop it now - professionals looking for advice provides support for professionals in 
child sexual abuse prevention, so that they’re well equipped to keep children safe. 

https://www.stopitnow.org.uk/professionals-looking-for-advice/
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Annex A: Safeguarding information for school and 
college staff 

The following is a condensed version of Part one of Keeping children safe in 
education. It can be provided (instead of Part one) to those staff who do not 

directly work with children, if the governing body or proprietor think it will provide 
a better basis for those staff to promote the welfare of and safeguard children. 

The role of school and college staff 

1. Safeguarding and promoting the welfare of children is everyone’s responsibility. 
Everyone who comes into contact with children has an important role to play. 

2. School and college staff are particularly important as they are in a position to 
identify concerns early, provide help for children, promote children’s welfare and prevent 
concerns from escalating. It is important all staff (including those who do not work 
directly with children) recognise the important role they play in protecting children. 

What school and college staff need to know 

3. For the purposes of safeguarding, a child is anyone under the age of 18. 
Safeguarding and promoting the welfare of children is defined for the purposes of this 
guidance as: 

• protecting children from maltreatment; 

• preventing impairment of children’s mental and physical health or development; 

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

• taking action to enable all children to have the best outcomes. 

All staff should: 

• be aware of the systems in their school or college which support safeguarding, 
and these should be explained to them as part of staff induction. As a minimum 
this Annex and the child protection policy should be shared with staff at induction; 

• receive appropriate safeguarding and child protection training (including online 
safety) which is regularly updated. In addition, all staff should receive safeguarding 
and child protection updates (including online safety) (for example, via emails, e-
bulletins and staff meetings), as required, and at least annually, to provide them 
with the skills and knowledge to safeguard children effectively; 

• know the identity of the designated safeguarding lead (and any deputies) and how 
to contact them; 
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• know what to do if a child tells them they are being abused or neglected. This 
includes understanding they should never promise a child that they will not tell 
anyone else about a report of abuse, as this is unlikely to be in the best interests 
of the child; and, 

• should be able to reassure all victims that they are being taken seriously and that 
they will be supported and kept safe. A victim should never be given the 
impression that they are creating a problem by reporting abuse, sexual violence or 
sexual harassment, nor should a victim ever be made to feel ashamed for making 
a report. 

What school and college staff should look out for 

Abuse and neglect 

4. Knowing what to look for is vital to the early identification of abuse and neglect. 
All staff should be aware of indicators of abuse and neglect, including exploitation, so 
that they are able to identify cases of children who may be in need of help or protection. 

5. If staff are unsure, they should always speak to the designated safeguarding lead 
(or deputy). 

Forms of abuse and neglect 

6. 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 by 
other children or adults, in a family or in an institutional or community setting by those 
known to them or, more rarely, by others. 

7. Physical abuse: a form of abuse that may involve hitting, shaking, throwing, 
poisoning, burning or scalding, drowning, suffocating or otherwise causing physical 
harm to a child. 

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

9. Sexual abuse: involves forcing or enticing a child or young person to take part in 
sexual activities, not necessarily involving violence, whether or not the child is aware of 
what is happening. The activities may involve physical contact, including assault by 
penetration (for example, rape or oral sex) or non-penetrative acts such as 
masturbation, kissing, rubbing and touching outside of clothing. They may also include 
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 
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inappropriate ways, or grooming a child in preparation for abuse. Sexual abuse can take 
place online, and technology can be used to facilitate offline abuse. Sexual abuse is not 
solely perpetrated by adult males. Females can also be abusers as can other children. 
The sexual abuse of children by other children is a specific safeguarding issue (also 
known as peer on peer abuse) in education and all staff should be aware of it and their 
school or colleges policy and procedures for dealing with it. 

10. Neglect: 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 involve a parent or carer failing to provide adequate food, 
clothing and shelter (including exclusion from home or abandonment); protect a child 
from physical and emotional harm or danger; ensure adequate supervision (including 
the use of inadequate care-givers); or ensure access to appropriate medical care or 
treatment. It may also include neglect of, or unresponsiveness to, a child’s basic 
emotional needs. 

11. All staff should be aware that child sexual and child criminal exploitation are 
forms of child abuse. 

Safeguarding issues 

12. All staff should have an awareness of safeguarding issues that can put children 
at risk of harm. Behaviours linked to issues such as drug taking, alcohol misuse, 
deliberately missing education, serious violence (including that linked to county lines), 
radicalisation and consensual and non-consensual sharing of nude and semi-nude 
images and/or videos127 (also known as youth produced sexual imagery) put children in 
danger. 

Peer on peer abuse 

13. All staff should be aware that children can abuse other children (often referred to 
as peer on peer abuse). It can happen both inside and outside of school/college and 
online. It is important that all staff recognise the indicators and signs of peer on peer 
abuse and know how to identify it and respond to reports. 

14. All staff should be clear as to the school or college’s policy and procedures with 
regards to peer on peer abuse. Peer on peer abuse is most likely to include, but may 
not be limited to: 

 
 

127 Consensual image sharing, especially between older children of the same age, may require a different 
response. It might not be abusive – but children still need to know it is illegal- whilst non-consensual is 
illegal and abusive. UKCIS provides detailed advice about sharing of nudes and semi-nude images and 
videos. 

https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
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• bullying (including cyberbullying, prejudice-based and discriminatory bullying); 

• abuse in intimate personal relationships between peers; 

• physical abuse which can include hitting, kicking, shaking, biting, hair pulling, or 
otherwise causing physical harm; 

• sexual violence, such as rape, assault by penetration and sexual assault; 

• sexual harassment, such as sexual comments, remarks, jokes and online sexual 
harassment; 

• non-consensual sharing of nude and semi-nude images and/or videos; 

• causing someone to engage in sexual activity without consent, such as forcing 
someone to strip, touch themselves sexually, or to engage in sexual activity with a 
third party; 

• upskirting, which typically involves taking a picture under a person's clothing 
without their permission, with the intention of viewing their genitals or buttocks to 
obtain sexual gratification or cause the victim humiliation, distress or alarm; and 

• initiation/hazing type violence and rituals (this could include activities involving 
harassment, abuse or humiliation used as a way of initiating a person into a group 
and may also include an online element. 

What school and college staff should do if they have concerns about a child 

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

16. Staff should not assume a colleague or another professional will take action and 
share information that might be critical in keeping children safe. 

17. If staff have any concerns about a child’s welfare, they should act on them 
immediately. They should follow their school or college’s child protection policy and 
speak to the designated safeguarding lead (or deputy). In the absence of the 
designated safeguarding lead staff should speak to a member of the school or college’s 
senior leadership team. 

18. The designated safeguarding lead (or deputy) will generally lead on next steps, 
including who else, if anyone, in the school or college should be informed and whether 
to pass a concern to children’s social care and/or the police. In some instances, staff 
may be expected to support the children social care assessment process. If this is the 
case, the designated safeguarding lead (or deputy) will support them. 



 122 

 

Why is all of this important? 

19. It is important for children to receive the right help at the right time to address 
risks and prevent issues escalating. Research and serious case reviews have 
repeatedly shown the dangers of failing to take effective and immediate action. 
Examples of poor practice includes failing to act on and refer the early signs of abuse 
and neglect. 

What school and college staff should do if they have safeguarding concerns about 
another staff member who may pose a risk of harm to children 

20. If staff have safeguarding concerns about another member of staff (including 
volunteers, supply staff, tradespersons and visitors) they should speak to the 
headteacher or to another member of the school’s or college’s senior leadership team. 

What school or college staff should do if they have concerns about safeguarding 
practices within the school or college 

21. All staff and volunteers should feel able to raise concerns about poor or unsafe 
practice and potential failures in the school’s or college’s safeguarding regime, and 
know that such concerns will be taken seriously by the senior leadership team. 

22. Appropriate whistleblowing procedures should be in place for concerns to be 
raised with the school or college’s senior leadership team. Where staff feel unable to 
raise an issue with their employer or feel that their genuine safeguarding concerns are 
not being addressed NSPCC whistleblowing advice line is available. Staff can 
call 0800028 0285 – 8:00 AM to 8:00 PM, Monday to Friday and email: 
help@nspcc.org.uk. Alternatively, staff can write to: National Society for the Prevention 
of Cruelty to Children (NSPCC), Weston House, 42 Curtain Road, London EC2A 3NH. 

  

https://www.nspcc.org.uk/keeping-children-safe/reporting-abuse/dedicated-helplines/whistleblowing-advice-line/
mailto:help@nspcc.org.uk.
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Annex B: Further information  
Annex B contains important additional information about specific forms of abuse and 
safeguarding issues. School and college leaders and those staff who work directly with 
children should read this annex. 

As per Part one of this guidance, if staff have any concerns about a child’s welfare, they 
should act on them immediately. They should follow their own organisation’s child 
protection policy and speak to the designated safeguarding lead (or deputy). 

Where a child is suffering, or is likely to suffer from harm, it is important that a 
referral to children’s social care (and if appropriate the police) is made 
immediately. 
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Child abduction and community safety incidents 

Child abduction is the unauthorised removal or retention of a minor from a parent or 
anyone with legal responsibility for the child. Child abduction can be committed by 
parents or other family members; by people known but not related to the victim (such as 
neighbours, friends and acquaintances); and by strangers. 

Other community safety incidents in the vicinity of a school can raise concerns amongst 
children and parents, for example, people loitering nearby or unknown adults engaging 
children in conversation. 

As children get older and are granted more independence (for example, as they start 
walking to school on their own) it is important they are given practical advice on how to 
keep themselves safe. Many schools provide outdoor-safety lessons run by teachers or 
by local police staff. 

It is important that lessons focus on building children’s confidence and abilities rather 
than simply warning them about all strangers. Further information is available at: 
www.actionagainstabduction.org and www.clevernevergoes.org. 

Children and the court system 

Children are sometimes required to give evidence in criminal courts, either for crimes 
committed against them or for crimes they have witnessed. There are two age 
appropriate guides to support children 5-11-year olds and 12-17 year olds. 

The guides explain each step of the process, support and special measures that are 
available. There are diagrams illustrating the courtroom structure and the use of video 
links is explained. 

Making child arrangements via the family courts following separation can be stressful and 
entrench conflict in families. This can be stressful for children. The Ministry of Justice has 
launched an online child arrangements information tool with clear and concise 
information on the dispute resolution service. This may be useful for some parents and 
carers. 

Children missing from education 

All staff should be aware that children going missing, particularly repeatedly, can act as a 
vital warning sign of a range of safeguarding possibilities. This may include abuse and 
neglect, which may include sexual abuse or exploitation and can also be a sign of child 
criminal exploitation including involvement in county lines. It may indicate mental health 
problems, risk of substance abuse, risk of travelling to conflict zones, risk of female 
genital mutilation, ‘honour’-based abuse or risk of forced marriage. Early intervention is 

http://www.actionagainstabduction.org/
http://www.clevernevergoes.org/
http://formfinder.hmctsformfinder.justice.gov.uk/ywp-5-11-eng.pdf
http://formfinder.hmctsformfinder.justice.gov.uk/ywp-12-17-eng.pdf
https://helpwithchildarrangements.service.justice.gov.uk/


 125 

 

necessary to identify the existence of any underlying safeguarding risk and to help 
prevent the risks of a child going missing in future. Staff should be aware of their school’s 
or college’s unauthorised absence and children missing from education procedures. 

Children with family members in prison 

Approximately 200,000 children in England and Wales have a parent sent to prison each 
year. These children are at risk of poor outcomes including poverty, stigma, isolation and 
poor mental health. The National Information Centre on Children of Offenders, NICCO 
provides information designed to support professionals working with offenders and their 
children, to help mitigate negative consequences for those children. 

Child Criminal Exploitation (CCE) and Child Sexual Exploitation (CSE) 

We know that different forms of harm often overlap, and that perpetrators may subject 
children and young people to multiple forms of abuse, such as criminal exploitation 
(including county lines) and sexual exploitation. 

In some cases the exploitation or abuse will be in exchange for something the victim 
needs or wants (for example, money, gifts or affection), and/or will be to the financial 
benefit or other advantage, such as increased status, of the perpetrator or facilitator. 

Children can be exploited by adult males or females, as individuals or in groups. They 
may also be exploited by other children, who themselves may be experiencing 
exploitation – where this is the case, it is important that the child perpetrator is also 
recognised as a victim. 

Whilst the age of the child may be a contributing factor for an imbalance of power, there 
are a range of other factors that could make a child more vulnerable to exploitation, 
including, sexual identity, cognitive ability, learning difficulties, communication ability, 
physical strength, status, and access to economic or other resources. 

Some of the following can be indicators of both child criminal and sexual exploitation 
where children: 

• appear with unexplained gifts, money or new possessions; 

• associate with other children involved in exploitation; 

• suffer from changes in emotional well-being; 

• misuse drugs and alcohol; 

• go missing for periods of time or regularly come home late; and 

• regularly miss school or education or do not take part in education. 

https://www.nicco.org.uk/
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Children who have been exploited will need additional support to help maintain them in 
education. 

CSE can be a one-off occurrence or a series of incidents over time and range from 
opportunistic to complex organised abuse. It can involve force and/or enticement-based 
methods of compliance and may, or may not, be accompanied by violence or threats of 
violence.  

Some additional specific indicators that may be present in CSE are children who:  

• have older boyfriends or girlfriends; and 

• suffer from sexually transmitted infections, display sexual behaviours beyond 
expected sexual development or become pregnant. 

Further information on signs of a child’s involvement in sexual exploitation is available in 
Home Office guidance: Child sexual exploitation: guide for practitioners 

County lines 

County lines is a term used to describe gangs and organised criminal networks involved 
in exporting illegal drugs using dedicated mobile phone lines or other form of “deal line”. 
This activity can happen locally as well as across the UK - no specified distance of travel 
is required. Children and vulnerable adults are exploited to move, store and sell drugs 
and money. Offenders will often use coercion, intimidation, violence (including sexual 
violence) and weapons to ensure compliance of victims. 

Children can be targeted and recruited into county lines in a number of locations 
including schools (mainstream and special), further and higher educational institutions, 
pupil referral units, children’s homes and care homes. 

Children are also increasingly being targeted and recruited online using social media. 
Children can easily become trapped by this type of exploitation as county lines gangs can 
manufacture drug debts which need to be worked off or threaten serious violence and 
kidnap towards victims (and their families) if they attempt to leave the county lines 
network. 

A number of the indicators for CSE and CCE as detailed above may be applicable to 
where children are involved in county lines. Some additional specific indicators that may 
be present where a child is criminally exploited through involvement in county lines are 
children who: 

• go missing and are subsequently found in areas away from their home; 

• have been the victim or perpetrator of serious violence (e.g. knife crime); 

https://www.gov.uk/government/publications/child-sexual-exploitation-definition-and-guide-for-practitioners
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• are involved in receiving requests for drugs via a phone line, moving drugs, 
handing over and collecting money for drugs; 

• are exposed to techniques such as ‘plugging’, where drugs are concealed 
internally to avoid detection; 

• are found in accommodation that they have no connection with, often called a ‘trap 
house or cuckooing’ or hotel room where there is drug activity; 

• owe a ‘debt bond’ to their exploiters; 

• have their bank accounts used to facilitate drug dealing. 

Further information on the signs of a child’s involvement in county lines is available in 
guidance published by the Home Office. 

Modern Slavery and the National Referral Mechanism 

Modern slavery encompasses human trafficking and slavery, servitude and forced or 
compulsory labour. Exploitation can take many forms, including: sexual exploitation, 
forced labour, slavery, servitude, forced criminality and the removal of organs. 

Further information on the signs that someone may be a victim of modern slavery, the 
support available to victims and how to refer them to the NRM is available in the Modern 
Slavery Statutory Guidance. Modern slavery: how to identify and support victims - 
GOV.UK (www.gov.uk) 

Cybercrime 

Cybercrime is criminal activity committed using computers and/or the internet. It is 
broadly categorised as either ‘cyber-enabled’ (crimes that can happen off-line but are 
enabled at scale and at speed on-line) or ‘cyber dependent’ (crimes that can be 
committed only by using a computer). Cyber-dependent crimes include; 

• unauthorised access to computers (illegal ‘hacking’), for example accessing a 
school’s computer network to look for test paper answers or change grades 
awarded; 

• denial of Service (Dos or DDoS) attacks or ‘booting’. These are attempts to make 
a computer, network or website unavailable by overwhelming it with internet traffic 
from multiple sources; and, 

• making, supplying or obtaining malware (malicious software) such as viruses, 
spyware, ransomware, botnets and Remote Access Trojans with the intent to 
commit further offence, including those above. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/863323/HOCountyLinesGuidance_-_Sept2018.pdf
http://www.gov.uk/
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Children with particular skill and interest in computing and technology may inadvertently 
or deliberately stray into cyber-dependent crime. 

If there are concerns about a child in this area, the designated safeguarding lead (or a 
deputy), should consider referring into the Cyber Choices programme. This is a 
nationwide police programme supported by the Home Office and led by the National 
Crime Agency, working with regional and local policing. It aims to intervene where young 
people are at risk of committing, or being drawn into, low level cyber-dependent offences 
and divert them to a more positive use of their skills and interests. 

Note that Cyber Choices does not currently cover ‘cyber-enabled’ crime such as fraud, 
purchasing of illegal drugs on-line and child sexual abuse and exploitation, nor other 
areas of concern such as on-line bullying or general on-line safety. 

Additional advice can be found at: Cyber Choices, ‘NPCC- When to call the Police’ and 
National Cyber Security Centre - NCSC.GOV.UK  

Domestic abuse 

The Domestic Abuse Act 2021 received Royal Assent on 29 April 2021. The Act 
introduces the first ever statutory definition of domestic abuse and recognises the impact 
of domestic abuse on children, as victims in their own right, if they see, hear or 
experience the effects of abuse. The statutory definition of domestic abuse, based on the 
previous cross-government definition, ensures that different types of relationships are 
captured, including ex-partners and family members. The definition captures a range of 
different abusive behaviours, including physical, emotional and economic abuse and 
coercive and controlling behaviour. Both the person who is carrying out the behaviour 
and the person to whom the behaviour is directed towards must be aged 16 or over and 
they must be “personally connected” (as defined in section 2 of the 2021 Act). 

Types of domestic abuse include intimate partner violence, abuse by family members, 
teenage relationship abuse and child/adolescent to parent violence and abuse. Anyone 
can be a victim of domestic abuse, regardless of sexual identity, age, ethnicity, socio-
economic status, sexuality or background and domestic abuse can take place inside or 
outside of the home. The government will issue statutory guidance to provide further 
information for those working with domestic abuse victims and perpetrators, including the 
impact on children. 

All children can witness and be adversely affected by domestic abuse in the context of 
their home life where domestic abuse occurs between family members. Experiencing  
domestic abuse and/or violence can have a serious, long lasting emotional and 
psychological impact on children. In some cases, a child may blame themselves for the 
abuse or may have had to leave the family home as a result. 

http://www.cyberchoices.uk/
https://www.npcc.police.uk/documents/Children%20and%20Young%20people/When%20to%20call%20the%20police%20guidance%20for%20schools%20and%20colleges.pdf
https://www.ncsc.gov.uk/
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Young people can also experience domestic abuse within their own intimate 
relationships. This form of peer on peer abuse is sometimes referred to as ‘teenage 
relationship abuse’. Depending on the age of the young people, this may not be 
recognised in law under the statutory definition of ‘domestic abuse’ (if one or both parties 
are under 16). However, as with any child under 18, where there are concerns about 
safety or welfare, child safeguarding procedures should be followed and both young 
victims and young perpetrators should be offered support. The Act’s provisions, including 
the new definition, will be commenced over the coming months.  

Operation Encompass 

Operation Encompass operates in all police forces across England. It helps police and 
schools work together to provide emotional and practical help to children. The system 
ensures that when police are called to an incident of domestic abuse, where there are 
children in the household who have experienced the domestic incident, the police will 
inform the key adult (usually the designated safeguarding lead) in school before the child 
or children arrive at school the following day. This ensures that the school has up to date 
relevant information about the child’s circumstances and can enable immediate support 
to be put in place, according to the child’s needs. Operation Encompass does not replace 
statutory safeguarding procedures. Where appropriate, the police and/or schools should 
make a referral to children’s social care if they are concerned about a child’s welfare. 
More information about the scheme and how schools can become involved is available 
on the Operation Encompass website. 

National Domestic Abuse Helpline 

Refuge runs the National Domestic Abuse Helpline, which can be called free of charge 
and in confidence, 24 hours a day on 0808 2000 247. Its website provides guidance and 
support for potential victims, as well as those who are worried about friends and loved 
ones. It also has a form through which a safe time from the team for a call can be 
booked. 

Additional advice on identifying children who are affected by domestic abuse and how 
they can be helped is available at: 

• NSPCC- UK domestic-abuse Signs Symptoms Effects 

• Refuge what is domestic violence/effects of domestic violence on children 

• Safelives: young people and domestic abuse. 

• Domestic abuse: specialist sources of support - GOV.UK (www.gov.uk) (includes 
information for adult victims, young people facing abuse in their own relationships 
and parents experiencing child to parent violence/abuse) 

https://www.operationencompass.org/
https://www.nspcc.org.uk/preventing-abuse/child-abuse-and-neglect/domestic-abuse/signs-symptoms-effects/
http://www.refuge.org.uk/get-help-now/what-is-domestic-violence/effects-of-domestic-violence-on-children/
http://www.safelives.org.uk/knowledge-hub/spotlights/spotlight-3-young-people-and-domestic-abuse
https://www.gov.uk/government/publications/domestic-abuse-get-help-for-specific-needs-or-situations/domestic-abuse-specialist-sources-of-support
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• Home : Operation Encompass (includes information for schools on the impact of 
domestic abuse on children) 

Homelessness 

Being homeless or being at risk of becoming homeless presents a real risk to a child’s 
welfare. The designated safeguarding lead (and any deputies) should be aware of 
contact details and referral routes into the Local Housing Authority so they can 
raise/progress concerns at the earliest opportunity. Indicators that a family may be at risk 
of homelessness include household debt, rent arrears, domestic abuse and anti-social 
behaviour, as well as the family being asked to leave a property. Whilst referrals and/or 
discussion with the Local Housing Authority should be progressed as appropriate, and in 
accordance with local procedures, this does not, and should not, replace a referral into 
children’s social care where a child has been harmed or is at risk of harm. 

The Homelessness Reduction Act 2017 places a new legal duty on English councils so 
that everyone who is homeless or at risk of homelessness will have access to meaningful 
help including an assessment of their needs and circumstances, the development of a 
personalised housing plan, and work to help them retain their accommodation or find a 
new place to live. The following factsheets usefully summarise the new duties: Homeless 
Reduction Act Factsheets. The new duties shift focus to early intervention and encourage 
those at risk to seek support as soon as possible, before they are facing a homelessness 
crisis. 

In most cases school and college staff will be considering homelessness in the context of 
children who live with their families, and intervention will be on that basis. However, it 
should also be recognised in some cases 16 and 17 year olds could be living 
independently from their parents or guardians, for example through their exclusion from 
the family home, and will require a different level of intervention and support. Children’s 
social care will be the lead agency for these children and the designated safeguarding 
lead (or a deputy) should ensure appropriate referrals are made based on the child’s 
circumstances. The Department and the Ministry of Housing, Communities and Local 
Government have published joint statutory guidance on the provision of accommodation 
for 16 and 17 year olds who may be homeless and/or require accommodation: here. 

So-called ‘honour’-based abuse (including Female Genital Mutilation 
and Forced Marriage) 

So-called ‘honour’-based abuse (HBA) encompasses incidents or crimes which have 
been committed to protect or defend the honour of the family and/or the community, 
including female genital mutilation (FGM), forced marriage, and practices such as breast 
ironing. Abuse committed in the context of preserving ‘honour’ often involves a wider 

https://www.operationencompass.org/
https://www.gov.uk/government/publications/homelessness-reduction-bill-policy-factsheets
https://www.gov.uk/government/publications/homelessness-reduction-bill-policy-factsheets
https://www.gov.uk/government/publications/homelessness-reduction-bill-policy-factsheets
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network of family or community pressure and can include multiple perpetrators. It is 
important to be aware of this dynamic and additional risk factors when deciding what 
form of safeguarding action to take. All forms of HBA are abuse (regardless of the 
motivation) and should be handled and escalated as such. Professionals in all agencies, 
and individuals and groups in relevant communities, need to be alert to the possibility of a 
child being at risk of HBA, or already having suffered HBA. 

Actions 

If staff have a concern regarding a child who might be at risk of HBA or who has suffered 
from HBA, they should speak to the designated safeguarding lead (or deputy). As 
appropriate, the designated safeguarding lead (or deputy) will activate local safeguarding 
procedures, using existing national and local protocols for multi-agency liaison with police 
and children’s social care. Where FGM has taken place, since 31 October 2015 there 
has been a mandatory reporting duty placed on teachers128 that requires a different 
approach (see following section). 

FGM 

FGM comprises all procedures involving partial or total removal of the external female 
genitalia or other injury to the female genital organs. It is illegal in the UK and a form of 
child abuse with long-lasting harmful consequences. 

FGM mandatory reporting duty for teachers 

Section 5B of the Female Genital Mutilation Act 2003 (as inserted by section 74 of the 
Serious Crime Act 2015) places a statutory duty upon teachers, along with regulated 
health and social care professionals in England and Wales, to report to the police where 
they discover (either through disclosure by the victim or visual evidence) that FGM 
appears to have been carried out on a girl under 18. Those failing to report such cases 
may face disciplinary sanctions. It will be rare for teachers to see visual evidence, and 
they should not be examining pupils or students, but the same definition of what is meant 
by “to discover that an act of FGM appears to have been carried out” is used for all 
professionals to whom this mandatory reporting duty applies. Information on when and 
how to make a report can be found at: Mandatory reporting of female genital mutilation 
procedural information. 

 
 

128 Under Section 5B(11)(a) of the Female Genital Mutilation Act 2003, “teacher” means, in relation to England, a 
person within section 141A(1) of the Education Act 2002 (persons employed or engaged to carry out teaching work at 
schools and other institutions in England).   

https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
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Teachers must personally report to the police cases where they discover that an act of 
FGM appears to have been carried out.129 Unless the teacher has good reason not to, 
they should still consider and discuss any such case with the school’s or college’s 
designated safeguarding lead (or deputy) and involve children’s social care as 
appropriate. The duty does not apply in relation to at risk or suspected cases (i.e. where 
the teacher does not discover that an act of FGM appears to have been carried out, 
either through disclosure by the victim or visual evidence) or in cases where the woman 
is 18 or over. In these cases, teachers should follow local safeguarding procedures. The 
following is a useful summary of the FGM mandatory reporting duty: FGM Fact Sheet. 

Further information can be found in the Multi-agency statutory guidance on female genital 
mutilation and the FGM resource pack particularly section 13. 

Forced marriage 

Forcing a person into a marriage is a crime in England and Wales. A forced marriage is 
one entered into without the full and free consent of one or both parties and where 
violence, threats or any other form of coercion is used to cause a person to enter into a 
marriage. Threats can be physical or emotional and psychological. A lack of full and free 
consent can be where a person does not consent or where they cannot consent (if they 
have learning disabilities, for example). Nevertheless, some perpetrators use perceived 
cultural practices as a way to coerce a person into marriage. Schools and colleges can 
play an important role in safeguarding children from forced marriage. 

The Forced Marriage Unit (FMU) has created: Multi-agency practice guidelines: handling 
cases of forced marriage (pages 32-36 of which focus on the role of schools and 
colleges) and, Multi-agency statutory guidance for dealing with forced marriage, which 
can both be found at https://www.gov.uk/guidance/forced-marriage. School and college 
staff can contact the Forced Marriage Unit if they need advice or information: Contact: 
020 7008 0151 or email fmu@fcdo.gov.uk. 

Preventing radicalisation 

Children are vulnerable to extremist ideology and radicalisation. Similar to protecting 
children from other forms of harms and abuse, protecting children from this risk should be 
a part of a schools’ or colleges’ safeguarding approach. 

 
 

129 Section 5B(6) of the Female Genital Mutilation Act 2003 states teachers need not report a case to the 
police if they have reason to believe that another teacher has already reported the case. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/496415/6_1639_HO_SP_FGM_mandatory_reporting_Fact_sheet_Web.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/496415/6_1639_HO_SP_FGM_mandatory_reporting_Fact_sheet_Web.pdf
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack
https://www.gov.uk/guidance/forced-marriage
mailto:fmu@fco.gov.uk
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• Extremism130 is the vocal or active opposition to our fundamental values, 
including democracy, the rule of law, individual liberty and the mutual respect and 
tolerance of different faiths and beliefs. This also includes calling for the death of 
members of the armed forces. 

• Radicalisation131 refers to the process by which a person comes to support 
terrorism and extremist ideologies associated with terrorist groups. 

• Terrorism132 is an action that endangers or causes serious violence to a 
person/people; causes serious damage to property; or seriously interferes or 
disrupts an electronic system. The use or threat must be designed to influence the 
government or to intimidate the public and is made for the purpose of advancing a 
political, religious or ideological cause. 

There is no single way of identifying whether a child is likely to be susceptible to an 
extremist ideology. Background factors combined with specific influences such as family 
and friends may contribute to a child’s vulnerability. Similarly, radicalisation can occur 
through many different methods (such as social media or the internet) and settings (such 
as within the home). 

However, it is possible to protect vulnerable people from extremist ideology and intervene 
to prevent those at risk of radicalisation being radicalised. As with other safeguarding 
risks, staff should be alert to changes in children’s behaviour, which could indicate that 
they may be in need of help or protection. Staff should use their judgement in identifying 
children who might be at risk of radicalisation and act proportionately which may include 
the designated safeguarding lead (or deputy) making a Prevent referral. 

The school’s or college’s designated safeguarding lead (and any deputies) should be 
aware of local procedures for making a Prevent referral. 

The Prevent duty 

All schools and colleges are subject to a duty under section 26 of the Counter-Terrorism 
and Security Act 2015 (the CTSA 2015), in the exercise of their functions, to have “due 

 
 

130 As defined in the Government’s Counter Extremism Strategy 
https://www.gov.uk/government/publications/counter-extremism-strategy. 
131 As defined in the Revised Prevent Duty Guidance for England and Wales. 
https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-england-and-
wales 
132 As defined in the Terrorism Act 2000 (TACT 2000) http://www.legislation.gov.uk/ukpga/2000/11/contents 

https://www.gov.uk/government/publications/counter-extremism-strategy
https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-england-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-england-and-wales
http://www.legislation.gov.uk/ukpga/2000/11/contents
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regard133 to the need to prevent people from being drawn into terrorism”. 134 This duty is 
known as the Prevent duty. 

The Prevent duty should be seen as part of schools’ and colleges’ wider safeguarding 
obligations. Designated safeguarding leads and other senior leaders in schools should 
familiarise themselves with the revised Prevent duty guidance: for England and Wales, 
especially paragraphs 57-76, which are specifically concerned with schools (and also 
covers childcare). Designated safeguarding leads and other senior leaders in colleges 
should familiar themselves with the Prevent duty guidance: for further education 
institutions in England and Wales. The guidance is set out in terms of four general 
themes: risk assessment, working in partnership, staff training, and IT policies. 

Channel 

Channel is a voluntary, confidential support programme which focuses on providing 
support at an early stage to people who are identified as being vulnerable to being drawn 
into terrorism. Prevent referrals may be passed to a multi-agency Channel panel, which 
will discuss the individual referred to determine whether they are vulnerable to being 
drawn into terrorism and consider the appropriate support required. A representative from 
the school or college may be asked to attend the Channel panel to help with this 
assessment. An individual’s engagement with the programme is entirely voluntary at all 
stages. 

The designated safeguarding lead should consider if it would be appropriate to share any 
information with the new school or college in advance of a child leaving. For example, 
information that would allow the new school or college to continue supporting victims of 
abuse or those who are currently receiving support through the ‘Channel’ programme, 
and have that support in place for when the child arrives. 

Statutory guidance on Channel is available at: Channel guidance. 

Additional support 

The Department has published further advice for schools on the Prevent duty. The advice 
is intended to complement the Prevent guidance and signposts to other sources of 
advice and support. 

 
 

133 According to the Prevent duty guidance ‘having due regard’ means that the authorities should place an appropriate 
amount of weight on the need to prevent people being drawn into terrorism when they consider all the other factors 
relevant to how they carry out their usual functions.  
134 “Terrorism” for these purposes has the same meaning as for the Terrorism Act 2000 (section 1(1) to (4) of that Act).  

https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/prevent-duty-guidance/prevent-duty-guidance-for-further-education-institutions-in-england-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/prevent-duty-guidance-for-further-education-institutions-in-england-and-wales
https://www.gov.uk/government/publications/channel-guidance
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
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The Home Office has developed three e-learning modules: 

• Prevent awareness e-learning offers an introduction to the Prevent duty. 

• Prevent referrals e-learning supports staff to make Prevent referrals that are 
robust, informed and with good intention. 

• Channel awareness e-learning is aimed at staff who may be asked to contribute to 
or sit on a multi-agency Channel panel. 

Educate Against Hate, is a government website designed to support school teachers and 
leaders to help them safeguard their students from radicalisation and extremism. The 
platform provides free information and resources to help school staff identify and address 
the risks, as well as build resilience to radicalisation. 

For advice specific to further education, the Education and Training Foundation (ETF) 
hosts the Prevent for FE and Training. This hosts a range of free, sector specific 
resources to support further education settings comply with the Prevent duty. This 
includes the Prevent Awareness e-learning, which offers an introduction to the duty, and 
the Prevent Referral e-learning, which is designed to support staff to make robust, 
informed and proportionate referrals. 

The ETF Online Learning environment provides online training modules for practitioners, 
leaders and managers, support staff and governors/Board members outlining their roles 
and responsibilities under the duty. 

Peer on peer/ child on child abuse 

Children can abuse other children (often referred to as peer on peer abuse) and it can 
take many forms. It can happen both inside and outside of school/college and online. It is 
important that all staff recognise the indicators and signs of peer on peer abuse and 
know how to identify it and respond to reports. This can include (but is not limited to): 
bullying (including cyberbullying, prejudice-based and discriminatory bullying); abuse 
within intimate partner relationships; physical abuse such as hitting, kicking, shaking, 
biting, hair pulling, or otherwise causing physical harm; sexual violence and sexual 
harassment; consensual and non-consensual sharing of nude and semi-nude images 
and/or videos; causing someone to engage in sexual activity without consent, such as 
forcing someone to strip, touch themselves sexually, or to engage in sexual activity with a 
third party; upskirting and initiation/hazing type violence and rituals. Addressing 
inappropriate behaviour (even if it appears to be relatively innocuous) can be an 
important intervention that helps prevent problematic, abusive and/or violent behaviour in 
the future. 

http://www.elearning.prevent.homeoffice.gov.uk/
https://www.elearning.prevent.homeoffice.gov.uk/preventreferrals
https://www.elearning.prevent.homeoffice.gov.uk/channel_awareness/01-welcome.html
https://educateagainsthate.com/
http://educateagainsthate.com/
http://preventforfeandtraining.org.uk/
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Sexual violence and sexual harassment between children in schools 
and colleges 

Context 

Sexual violence and sexual harassment can occur between two children of any age and 
sex from primary to secondary stage and into colleges. It can also occur online. It can 
also occur through a group of children sexually assaulting or sexually harassing a single 
child or group of children. 

Children who are victims of sexual violence and sexual harassment will likely find the 
experience stressful and distressing. This will, in all likelihood, adversely affect their 
educational attainment and will be exacerbated if the alleged perpetrator(s) attends the 
same school or college. Sexual violence and sexual harassment exist on a continuum 
and may overlap, they can occur online and face to face (both physically and verbally) 
and are never acceptable. 

It is essential that all victims are reassured that they are being taken seriously and that 
they will be supported and kept safe. A victim should never be given the impression that 
they are creating a problem by reporting sexual violence or sexual harassment. Nor 
should a victim ever be made to feel ashamed for making a report. 

Staff should be aware that some groups are potentially more at risk. Evidence shows 
girls, children with special educational needs and disabilities (SEND) and LGBT children 
are at greater risk. 

Staff should be aware of the importance of: 

• challenging inappropriate behaviours; 

• making clear that sexual violence and sexual harassment is not acceptable, will 
never be tolerated and is not an inevitable part of growing up; 

• not tolerating or dismissing sexual violence or sexual harassment as “banter”, 
“part of growing up”, “just having a laugh” or “boys being boys”; and, 

• challenging physical behaviours (potentially criminal in nature), such as grabbing 
bottoms, breasts and genitalia, pulling down trousers, flicking bras and lifting up 
skirts. Dismissing or tolerating such behaviours risks normalising them. 

What is sexual violence and sexual harassment? 

Sexual violence 

It is important that school and college staff are aware of sexual violence and the fact 
children can, and sometimes do, abuse their peers in this way and that it can happen 
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both inside and outside of school/college. When referring to sexual violence we are 
referring to sexual violence offences under the Sexual Offences Act 2003135 as described 
below: 

Rape: A person (A) commits an offence of rape if: he intentionally penetrates the vagina, 
anus or mouth of another person (B) with his penis, B does not consent to the 
penetration and A does not reasonably believe that B consents. 

Assault by Penetration: A person (A) commits an offence if: s/he intentionally 
penetrates the vagina or anus of another person (B) with a part of her/his body or 
anything else, the penetration is sexual, B does not consent to the penetration and A 
does not reasonably believe that B consents. 

Sexual Assault: A person (A) commits an offence of sexual assault if: s/he intentionally 
touches another person (B), the touching is sexual, B does not consent to the touching 
and A does not reasonably believe that B consents. (Schools should be aware that 
sexual assault covers a very wide range of behaviour so a single act of kissing someone 
without consent, or touching someone’s bottom/breasts/genitalia without consent, can 
still constitute sexual assault.) 

Causing someone to engage in sexual activity without consent: A person (A) 
commits an offence if: s/he intentionally causes another person (B) to engage in an 
activity, the activity is sexual, B does not consent to engaging in the activity, and A does 
not reasonably believe that B consents. (This could include forcing someone to strip, 
touch themselves sexually, or to engage in sexual activity with a third party.) 

What is consent?136 Consent is about having the freedom and capacity to choose. 
Consent to sexual activity may be given to one sort of sexual activity but not another, 
e.g.to vaginal but not anal sex or penetration with conditions, such as wearing a condom. 
Consent can be withdrawn at any time during sexual activity and each time activity 
occurs. Someone consents to vaginal, anal or oral penetration only if s/he agrees by 
choice to that penetration and has the freedom and capacity to make that choice.137 
Further information about consent can be found here: Rape Crisis England & Wales - 
Sexual consent 

• a child under the age of 13 can never consent to any sexual activity; 

 
 

135 Legislation.gov.uk. 
136 It is important school and college staff (and especially designated safeguarding leads and their deputies) 
understand consent. This will be especially important if a child is reporting they have been raped or 
sexually assaulted in any way. More information: here. 
137 PSHE Teaching about consent from the PSHE association provides advice and lesson plans to teach consent at Key 
stage 3 and 4. 

https://rapecrisis.org.uk/get-informed/about-sexual-violence/sexual-consent/
https://rapecrisis.org.uk/get-informed/about-sexual-violence/sexual-consent/
https://www.legislation.gov.uk/ukpga/2003/42/contents
https://www.disrespectnobody.co.uk/consent/what-is-consent/
https://www.pshe-association.org.uk/curriculum-and-resources/resources/guidance-teaching-about-consent-pshe-education-key
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• the age of consent is 16; 138 

• sexual intercourse without consent is rape. 

Sexual harassment 

When referring to sexual harassment we mean ‘unwanted conduct of a sexual nature’ 
that can occur online and offline and both inside and outside of school/college. When we 
reference sexual harassment, we do so in the context of child on child sexual 
harassment. Sexual harassment is likely to: violate a child’s dignity, and/or make them 
feel intimidated, degraded or humiliated and/or create a hostile, offensive or sexualised 
environment. 

Whilst not intended to be an exhaustive list, sexual harassment can include: 

• sexual comments, such as: telling sexual stories, making lewd comments, making 
sexual remarks about clothes and appearance and calling someone sexualised 
names; 

• sexual “jokes” or taunting; 

• physical behaviour, such as: deliberately brushing against someone, interfering 
with someone’s clothes (schools and colleges should be considering when any of 
this crosses a line into sexual violence - it is important to talk to and consider the 
experience of the victim) and displaying pictures, photos or drawings of a sexual 
nature; and 

• online sexual harassment. This may be standalone, or part of a wider pattern of 
sexual harassment and/or sexual violence. 139 It may include: 

• consensual and non-consensual sharing of nude and semi-nude images and/or 
videos.140 As set out in UKCIS Sharing nudes and semi-nudes: advice for 
education settings working with children and young people (which provides 
detailed advice for schools and colleges) taking and sharing nude photographs of 
U18s is a criminal offence; 

 
 

138 It is important to differentiate between consensual sexual activity between children of a similar age and 
that which involves any power imbalance, coercion or exploitation. Due to their additional training, the 
designated safeguarding lead (or deputy) should be involved and generally speaking leading the school or 
college response. If in any doubt, they should seek expert advice. 
139Project deSHAME from Childnet provides useful research, advice and resources regarding online sexual 
harassment. 
140 Consensual image sharing, especially between older children of the same age, may require a different 
response. It might not be abusive – but children still need to know it is illegal- whilst non-consensual is 
illegal and abusive. 

https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
http://www.childnet.com/our-projects/project-deshame
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o sharing of unwanted explicit content; 

o upskirting (is a criminal offence141); 

o sexualised online bullying; 

o unwanted sexual comments and messages, including, on social media; 

o sexual exploitation; coercion and threats. 

Upskirting142 

The Voyeurism (Offences) Act 2019, which is commonly known as the Upskirting Act, 
came into force on 12 April 2019. ‘Upskirting’ is where someone takes a picture under a 
persons clothing (not necessarily a skirt) without their permission and or knowledge, with 
the intention of viewing their genitals or buttocks (with or without underwear) to obtain 
sexual gratification, or cause the victim humiliation, distress or alarm. It is a criminal 
offence. Anyone of any sex, can be a victim. 

The response to a report of sexual violence or sexual harassment 

The initial response to a report from a child is incredibly important. How the school or 
college responds to a report can encourage or undermine the confidence of future victims 
of sexual violence and sexual harassment to report or come forward. Schools and 
colleges not recognising, acknowledging or understanding the scale of harassment and 
abuse and/or downplaying of some behaviours can actually lead to a culture of 
unacceptable behaviour. It is essential that all victims are reassured that they are being 
taken seriously and that they will be supported and kept safe. A victim should never be 
given the impression that they are creating a problem by reporting sexual violence or 
sexual harassment. Nor should a victim ever be made to feel ashamed for making a 
report. 

If staff have a concern about a child or a child makes a report to them, they should follow 
the referral process as set out from paragraph 55 in Part one of this guidance. As is 
always the case, if staff are in any doubt as to what to do they should speak to the 
designated safeguarding lead (or a deputy). 

 
 

141 The Voyeurism (Offences) Act 2019 which amends the Sexual Offences Act 2003 to make upskirting a specific offence 
of voyeurism. The Act came into force on 12 April 2019. 

142Additional information can be found at GOV.UK. 

 

https://www.legislation.gov.uk/ukpga/2019/2/contents/enacted
https://www.gov.uk/government/news/upskirting-law-comes-into-force
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Toolkits 

• Childnet - STAR SEND Toolkit equips, enables and empowers educators with the 
knowledge they need to support young people with special educational needs and 
disabilities. 

• Childnet - Just a joke? provides lesson plans, activities, a quiz and teaching guide 
designed to explore problematic online sexual behaviour with 9-12 year olds. 

• Childnet - Step Up, Speak Up a practical campaign toolkit that addresses the 
issue of online sexual harassment amongst young people aged 13-17 years old.  

• Preventing Harmful Sexual Behaviour toolkit by the Lucy Faithfull Foundation, the 
toolkit contains links to useful information, resources and support, including 
practical tips to prevent HSB. 

• NSPCC - Harmful sexual behaviour framework An evidence-informed framework 
for children and young people displaying HSB. 

• Contextual Safeguarding Network – Beyond Referrals - Schools levers for 
addressing HSB in schools. 

Additional advice and support 

Abuse 

• What to do if you're worried a child is being abused – DfE advice 

• Domestic abuse: Various Information/Guidance - Home Office (HO) 

• Faith based abuse: National Action Plan - DfE advice 

• Relationship abuse: disrespect nobody - Home Office website 

• Tackling Child Sexual Abuse Strategy – Home Office policy paper 

• Together we can stop child sexual abuse – HM Government campaign 

Bullying 

• Preventing bullying including cyberbullying - DfE advice 

Children missing from education, home or care 

• Children missing education - DfE statutory guidance 

• Child missing from home or care - DfE statutory guidance 

• Children and adults missing strategy - Home Office strategy 

https://www.childnet.com/resources/just-a-joke
https://www.childnet.com/resources/step-up-speak-up
https://www.stopitnow.org.uk/concerned-about-a-child-or-young-persons-sexual-behaviour/preventing-harmful-sexual-behaviour/
https://learning.nspcc.org.uk/research-resources/2019/harmful-sexual-behaviour-framework
https://www.csnetwork.org.uk/en/beyond-referrals-levers-for-addressing-harmful-sexual-behaviour-in-schools
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/domestic-violence-and-abuse
https://www.gov.uk/government/publications/national-action-plan-to-tackle-child-abuse-linked-to-faith-or-belief
https://www.disrespectnobody.co.uk/relationship-abuse/what-is-relationship-abuse/
https://www.gov.uk/government/publications/tackling-child-sexual-abuse-strategy
https://stopabusetogether.campaign.gov.uk/
https://www.gov.uk/government/publications/preventing-and-tackling-bullying
https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/children-who-run-away-or-go-missing-from-home-or-care
https://www.gov.uk/government/publications/missing-children-and-adults-strategy
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Children with family members in prison 

• National Information Centre on Children of Offenders - Barnardo’s in partnership 
with HM Prison and Probation Service 

Child Exploitation 

• Trafficking: safeguarding children - DfE and HO guidance 

• Care of unaccompanied and trafficked children – DfE statutory guidance 

• Modern slavery: how to identify and support victims – HO statutory guidance 

Drugs 

• Drug strategy 2017 - Home Office strategy 

• Information and advice on drugs - Talk to Frank website 

• Drug and Alcohol education — teacher guidance & evidence review – PSHE 
Association website 

(so called) “Honour Based Abuse” including FGM and forced marriage 

• Female genital mutilation: information and resources- Home Office guidance 

• Female genital mutilation: multi agency statutory guidance - DfE, DH, and HO 
statutory guidance 

• Forced marriage - Forced Marriage Unit (FMU) statutory guidance 

• FGM resource pack – HM Government guidance 

Health and Well-being 

• Fabricated or induced illness: safeguarding children - DfE, DH, HO 

• Rise Above: Free PSHE resources on health, wellbeing and resilience - Public 
Health England  

• Medical-conditions: supporting pupils at school - DfE statutory guidance 

• Mental health and behaviour - DfE advice 

Homelessness 

• Homelessness: How local authorities should exercise their functions - Ministry of 
Housing, Communities & Local Government guidance 

Private fostering 

• Private fostering: local authorities - DfE statutory guidance 

https://www.nicco.org.uk/
https://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance
https://www.gov.uk/government/publications/care-of-unaccompanied-and-trafficked-children
https://www.gov.uk/government/publications/modern-slavery-how-to-identify-and-support-victims
https://www.gov.uk/government/publications/drug-strategy-2017
http://www.talktofrank.com/
https://www.pshe-association.org.uk/curriculum-and-resources/resources/drug-and-alcohol-education-%E2%80%94-teacher-guidance
https://www.gov.uk/government/collections/female-genital-mutilation
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
https://www.gov.uk/guidance/forced-marriage
https://www.gov.uk/government/publications/female-genital-mutilation-resource-pack
https://www.gov.uk/government/publications/safeguarding-children-in-whom-illness-is-fabricated-or-induced
https://www.pshe-association.org.uk/curriculum-and-resources/resources/rise-above-schools-teaching-resources
https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/guidance/homelessness-code-of-guidance-for-local-authorities
https://www.gov.uk/government/publications/children-act-1989-private-fostering
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Radicalisation 

• Prevent duty guidance- Home Office guidance 

• Prevent duty: additional advice for schools and childcare providers - DfE advice 

• Educate Against Hate website - DfE and Home Office advice 

• Prevent for FE and Training - Education and Training Foundation (ETF) 

Violence 

• Serious violence strategy - Home Office Strategy 

• Factors linked to serious violence and how these factors can be used to identify 
individuals for intervention – Home Office 

• Youth Endowment Fund – Home Office  

• Gangs and youth violence: for schools and colleges - Home Office advice 

• Ending violence against women and girls 2016-2020 strategy - Home Office 
strategy 

• Violence against women and girls: national statement of expectations for victims - 
Home Office guidance 

• Sexual violence and sexual harassment between children in schools and colleges- 
DfE advice 

https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
http://educateagainsthate.com/
http://preventforfeandtraining.org.uk/
https://www.gov.uk/government/publications/serious-violence-strategy
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/819840/analysis-of-indicators-of-serious-violence-horr110.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/819840/analysis-of-indicators-of-serious-violence-horr110.pdf
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyouthendowmentfund.org.uk%2Fevidence%2F&data=04%7C01%7CSamantha.Darby1%40homeoffice.gov.uk%7Cf89f6e20a7544de96d8d08d8f510d412%7Cf24d93ecb2914192a08af182245945c2%7C0%7C0%7C637528799908291340%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=eNlkQDbIrP4TBxaYATqfLiC2wM2dfOOYNIAqjKJZcEM%3D&reserved=0
https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/strategy-to-end-violence-against-women-and-girls-2016-to-2020
https://www.gov.uk/government/publications/violence-against-women-and-girls-national-statement-of-expectations
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
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Annex C: Role of the designated safeguarding lead 
Governing bodies and proprietors should ensure an appropriate senior member of staff, 
from the school or college leadership team, is appointed to the role of designated 
safeguarding lead.143 The designated safeguarding lead should take lead responsibility 
for safeguarding and child protection (including online safety). This should be explicit in 
the role holder’s job description. 

This person should have the appropriate status and authority within the school or college 
to carry out the duties of the post. The role of the designated safeguarding lead carries a 
significant level of responsibility, and they should be given the additional time, funding, 
training, resources and support they need to carry out the role effectively. Their additional 
responsibilities include providing advice and support to other staff on child welfare, 
safeguarding and child protection matters, taking part in strategy discussions and inter-
agency meetings, and/or supporting other staff to do so, and to contributing to the 
assessment of children. 

Deputy designated safeguarding leads  
It is a matter for individual schools and colleges as to whether they choose to have one 
or more deputy designated safeguarding leads. Any deputies should be trained to the 
same standard as the designated safeguarding lead and the role should be explicit in 
their job description. Whilst the activities of the designated safeguarding lead can be 
delegated to appropriately trained deputies, the ultimate lead responsibility for child 
protection, as set out above, remains with the designated safeguarding lead, this lead 
responsibility should not be delegated. 

Availability 

During term time the designated safeguarding lead (or a deputy) should always be 
available (during school or college hours) for staff in the school or college to discuss any 
safeguarding concerns. Whilst generally speaking the designated safeguarding lead (or 

 
 

143When a school has a sole proprietor rather than a governing body, appropriate steps should be taken to 
ensure that the member of the senior leadership team who is appointed as designated safeguarding lead 
(DSL) is able to discharge that role with sufficient independence, particularly in relation to any allegations 
involving the proprietor or members of the proprietor’s family. This may involve including in the appointment 
as DSL, written confirmation that part of the duties of the post involve contacting the Local Authority 
Designated Officer (LADO) on any matter that the DSL considers cannot be properly dealt with internally. 
Consideration could also be given to providing the DSL with access to external advice from an appropriate 
company or legal service. 
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deputy) would be expected to be available in person, it is a matter for individual schools 
and colleges, working with the designated safeguarding lead, to define what “available” 
means and whether in exceptional circumstances availability via phone and or Skype or 
other such media is acceptable. It is a matter for individual schools and colleges and the 
designated safeguarding lead to arrange adequate and appropriate cover arrangements 
for any out of hours/out of term activities. 

Manage referrals 

The designated safeguarding lead is expected to refer cases: 

• of suspected abuse and neglect to the local authority children’s social care as 
required and support staff who make referrals to local authority children’s social 
care; 

• to the Channel programme where there is a radicalisation concern as required and 
support staff who make referrals to the Channel programme; 

• where a person is dismissed or left due to risk/harm to a child to the Disclosure 
and Barring Service as required; and 

• where a crime may have been committed to the Police as required. NPCC - When 
to call the police should help understand when to consider calling the police and 
what to expect when working with the police. 

Working with others 

The designated safeguarding lead is expected to: 

• act as a source of support, advice and expertise for all staff; 

• act as a point of contact with the safeguarding partners; 

• liaise with the headteacher or principal to inform him or her of issues- especially 
ongoing enquiries under section 47 of the Children Act 1989 and police 
investigations; 

• as required, liaise with the “case manager” (as per Part four) and the local 
authority designated officer(s) (LADO) for child protection concerns in cases which 
concern a staff member; 

• liaise with staff (especially teachers, pastoral support staff, school nurses, IT 
Technicians, senior mental health leads and special educational needs co-
ordinators (SENCOs), or the named person with oversight for SEN in a college 
and Senior Mental Health Leads) on matters of safety and safeguarding and 
welfare (including online and digital safety) and when deciding whether to make a 

https://www.npcc.police.uk/documents/Children%20and%20Young%20people/When%20to%20call%20the%20police%20guidance%20for%20schools%20and%20colleges.pdf
https://www.npcc.police.uk/documents/Children%20and%20Young%20people/When%20to%20call%20the%20police%20guidance%20for%20schools%20and%20colleges.pdf
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referral by liaising with relevant agencies so that children’s needs are considered 
holistically; 

• liaise with the senior mental health lead and, where available, the Mental Health 
Support Team, where safeguarding concerns are linked to mental health; 

• promote supportive engagement with parents and/or carers in safeguarding and 
promoting the welfare of children, including where families may be facing 
challenging circumstances; 

• work with the headteacher and relevant strategic leads, taking lead responsibility 
for promoting educational outcomes by knowing the welfare, safeguarding and 
child protection issues that children in need are experiencing, or have 
experienced, and identifying the impact that these issues might be having on 
children’s attendance, engagement and achievement at school or college144. This 
includes: 

o ensure that the school or college knows who its cohort of children who have 
or have had a social worker are, understanding their academic progress 
and attainment, and maintaining a culture of high aspirations for this cohort; 
and, 

o support teaching staff to provide additional academic support or reasonable 
adjustments to help children who have or have had a social worker reach 
their potential, recognising that even when statutory social care intervention 
has ended, there is still a lasting impact on children’s educational 
outcomes. 

Information sharing and managing the child protection file 

The designated safeguarding lead is responsible for ensuring that child protection files 
are kept up to date.  

Information should be kept confidential and stored securely. It is good practice to keep 
concerns and referrals in a separate child protection file for each child.  

Records should include:  

• a clear and comprehensive summary of the concern; 

 
 

144 We recognise that in some settings there may be a different strategic lead for promoting the educational 
outcomes of children who have or have had a social worker, particularly in larger schools or colleges. 
Where this is the case, it is important that the DSL works closely with the lead to provide strategic oversight 
for the outcomes of these children and young people. 
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• details of how the concern was followed up and resolved;  

• a note of any action taken, decisions reached and the outcome. 

They should ensure the file is only accessed by those who need to see it and where the 
file or content within it is shared, this happens in line with information sharing advice as 
set out in Part one and Part two of this guidance.  

Where children leave the school or college (including in year transfers) the designated 
safeguarding lead should ensure their child protection file is transferred to the new school 
or college as soon as possible, and within 5 days for an in-year transfer or within the first 
5 days of the start of a new term. This should be transferred separately from the main 
pupil file, ensuring secure transit, and confirmation of receipt should be obtained. 
Receiving schools and colleges should ensure key staff such as designated safeguarding 
leads and SENCOs or the named person with oversight for SEN in colleges, are aware 
as required. 

Lack of information about their circumstances can impact on the child’s safety, welfare 
and educational outcomes. In addition to the child protection file, the designated 
safeguarding lead should also consider if it would be appropriate to share any additional 
information with the new school or college in advance of a child leaving to help them put 
in place the right support to safeguard this child and to help the child thrive in the school 
or college. For example, information that would allow the new school or college to 
continue supporting children who have had a social worker and been victims of abuse 
and have that support in place for when the child arrives. 

Raising Awareness 

The designated safeguarding lead should: 

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

• ensure the school’s or college’s child protection policy is reviewed annually (as a 
minimum) and the procedures and implementation are updated and reviewed 
regularly, and work with governing bodies or proprietors regarding this; 

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

• link with the safeguarding partner arrangements to make sure staff are aware of 
any training opportunities and the latest local policies on local safeguarding 
arrangements; and, 
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• help promote educational outcomes by sharing the information about the welfare, 
safeguarding and child protection issues that children who have or have had a 
social worker are experiencing with teachers and school and college leadership 
staff. 

Training, knowledge and skills 

The designated safeguarding lead (and any deputies) should undergo training to provide 
them with the knowledge and skills required to carry out the role. This training should be 
updated at least every two years. The designated safeguarding lead should undertake 
Prevent awareness training. Training should provide designated safeguarding leads with 
a good understanding of their own role, how to identify, understand and respond to 
specific needs that can increase the vulnerability of children, as well as specific harms 
that can put children at risk, and the processes, procedures and responsibilities of other 
agencies, particularly children’s social care, so they: 

• understand the assessment process for providing early help and statutory 
intervention, including local criteria for action and local authority children’s social 
care referral arrangements;145  

• have a working knowledge of how local authorities conduct a child protection case 
conference and a child protection review conference and be able to attend and 
contribute to these effectively when required to do so; 

• understand the importance of the role the designated safeguarding lead has in 
providing information and support to children social care in order to safeguard and 
promote the welfare of children; 

• understand the lasting impact that adversity and trauma can have, including on 
children’s behaviour, mental health and wellbeing, and what is needed in 
responding to this in promoting educational outcomes; 

• are alert to the specific needs of children in need, those with special educational 
needs and disabilities (SEND), those with relevant health conditions and young 
carers;146 

• understand the importance of information sharing, both within the school and 
college, and with the safeguarding partners, other agencies, organisations and 
practitioners; 

 
 

145 Full details in Chapter one of Working Together to Safeguard Children. 
146 Section 17(10) Children Act 1989: those unlikely to achieve a reasonable standard of health and development 
without local authority services, those whose health and development is likely to be significantly impaired without 
the provision of such services, or disabled children.  

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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• understand and support the school or college with regards to the requirements of 
the Prevent duty and are able to provide advice and support to staff on protecting 
children from the risk of radicalisation; 

• are able to understand the unique risks associated with online safety and be 
confident that they have the relevant knowledge and up to date capability required 
to keep children safe whilst they are online at school or college; 

• can recognise the additional risks that children with special educational needs and 
disabilities (SEND) face online, for example, from online bullying, grooming and 
radicalisation and are confident they have the capability to support children with 
SEND to stay safe online; 

• obtain access to resources and attend any relevant or refresher training courses; 
and, 

• encourage a culture of listening to children and taking account of their wishes and 
feelings, among all staff, in any measures the school or college may put in place to 
protect them. 

In addition to the formal training set out above, their knowledge and skills should be 
refreshed (this might be via e-bulletins, meeting other designated safeguarding leads, or 
simply taking time to read and digest safeguarding developments) at regular intervals, as 
required, and at least annually, to allow them to understand and keep up with any 
developments relevant to their role. 

Providing support to staff 

Training should support the designated safeguarding lead in developing expertise, so 
they can support and advise staff and help them feel confident on welfare, safeguarding 
and child protection matters. This includes specifically to: 

• ensure that staff are supported during the referrals processes; and 

• support staff to consider how safeguarding, welfare and educational outcomes are 
linked, including to inform the provision of academic and pastoral support. 

Understanding the views of children 

It is important that children feel heard and understood. Therefore, designated 
safeguarding leads should be supported in developing knowledge and skills to: 

• encourage a culture of listening to children and taking account of their wishes and 
feelings, among all staff, and in any measures the school or college may put in 
place to protect them; and, 
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• understand the difficulties that children may have in approaching staff about their 
circumstances and consider how to build trusted relationships which facilitate 
communication. 

Holding and sharing information 

The critical importance of recording, holding, using and sharing information effectively is 
set out in Parts one, two and five of this document, and therefore the designated 
safeguarding lead should be equipped to: 

• understand the importance of information sharing, both within the school and 
college, and with other schools and colleges on transfer including in-year and 
between primary and secondary education, and with the safeguarding partners, 
other agencies, organisations and practitioners; 

• understand relevant data protection legislation and regulations, especially the 
Data Protection Act 2018 and the UK General Data Protection Regulation (UK 
GDPR); and, 

• be able to keep detailed, accurate, secure written records of concerns and 
referrals and understand the purpose of this record-keeping. 
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Annex D: Online Safety 

Information and support 
There is a wealth of information available to support schools, colleges and parents/carers 
to keep children safe online. The following list is not exhaustive but should provide a 
useful starting point: 

Advice for governing bodies/proprietors and senior leaders 

• Childnet provide guidance for schools on cyberbullying 

• Educateagainsthate provides practical advice and support on protecting children 
from extremism and radicalisation 

• London Grid for Learning provides advice on all aspects of a school or college’s 
online safety arrangements 

• NSPCC provides advice on all aspects of a school or college’s online safety 
arrangements 

• Safer recruitment consortium “guidance for safe working practice”, which may help 
ensure staff behaviour policies are robust and effective 

• Searching screening and confiscation is departmental advice for schools on 
searching children and confiscating items such as mobile phones 

• South West Grid for Learning provides advice on all aspects of a school or 
college’s online safety arrangements 

• Use of social media for online radicalisation - A briefing note for schools on how 
social media is used to encourage travel to Syria and Iraq 

• UK Council for Internet Safety have provided advice on, and an Online Safety 
Audit Tool to help mentors of trainee teachers and newly qualified teachers induct 
mentees and provide ongoing support, development and monitoring 

• Department for Digital, Culture, Media & Sport (DCMS) Online safety guidance if 
you own or manage an online platform provides practical steps on how companies 
can embed safety into the design of their online platforms. It offers information on 
common platform features and functions (such as private messaging) and their 
risks, as well as steps that can be taken to manage that risk. 

• Department for Digital, Culture, Media & Sport (DCMS) A business guide for 
protecting children on your online platform provides guidance to businesses on 
how to protect children on their online platform. It outlines existing regulatory 
requirements and provides best practice advice on how to protect children’s 

https://www.childnet.com/resources/cyberbullying-guidance-for-schools
http://www.educateagainsthate.com/
https://digisafe.lgfl.net/
https://learning.nspcc.org.uk/research-resources/schools/e-safety-for-schools
https://www.saferrecruitmentconsortium.org/
http://www.gov.uk/government/publications/searching-screening-and-confiscation
http://www.swgfl.org.uk/
https://www.gov.uk/government/publications/the-use-of-social-media-for-online-radicalisation
https://www.gov.uk/government/publications/ukcis-online-safety-audit-tool
https://www.gov.uk/government/publications/ukcis-online-safety-audit-tool
https://www.gov.uk/government/collections/online-safety-guidance-if-you-own-or-manage-an-online-platform
https://www.gov.uk/government/collections/online-safety-guidance-if-you-own-or-manage-an-online-platform
https://www.gov.uk/government/collections/a-business-guide-for-protecting-children-on-your-online-platform
https://www.gov.uk/government/collections/a-business-guide-for-protecting-children-on-your-online-platform
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personal data, ensure content is appropriate for the age of users, ensure positive 
user-to-user interactions and address child sexual exploitation and abuse. 

Remote education, virtual lessons and live streaming 

• Case studies on remote education practice are available for schools to learn from 
each other  

• Departmental guidance on safeguarding and remote education including planning 
remote education strategies and teaching remotely 

• London Grid for Learning guidance, including platform specific advice 

• National cyber security centre guidance on choosing, configuring and deploying 
video conferencing  

• National cyber security centre guidance on how to set up and use video 
conferencing 

• UK Safer Internet Centre guidance on safe remote learning 

Support for children 

• Childline for free and confidential advice 

• UK Safer Internet Centre to report and remove harmful online content 

• CEOP for advice on making a report about online abuse 

Parental support 

• Childnet offers a toolkit to support parents and carers of children of any age to 
start discussions about their online life, to set boundaries around online behaviour 
and technology use, and to find out where to get more help and support 

• Commonsensemedia provide independent reviews, age ratings, & other 
information about all types of media for children and their parents 

• Government advice about protecting children from specific online harms such as 
child sexual abuse, sexting, and cyberbullying 

• Government advice about security and privacy settings, blocking unsuitable 
content, and parental controls 

• Internet Matters provide age-specific online safety checklists, guides on how to set 
parental controls on a range of devices, and a host of practical tips to help children 
get the most out of their digital world 

https://www.gov.uk/government/collections/case-studies-remote-education-practice-for-schools-during-coronavirus-covid-19
https://www.gov.uk/guidance/safeguarding-and-remote-education-during-coronavirus-covid-19
https://remotesafe.lgfl.net/
https://www.ncsc.gov.uk/guidance/video-conferencing-services-security-guidance-organisations
https://www.ncsc.gov.uk/guidance/video-conferencing-services-using-them-securely
https://swgfl.org.uk/resources/safe-remote-learning/
https://www.childline.org.uk/?utm_source=google&utm_medium=cpc&utm_campaign=UK_GO_S_B_BND_Grant_Childline_Information&utm_term=role_of_childline&gclsrc=aw.ds&&gclid=EAIaIQobChMIlfLRh-ez6AIVRrDtCh1N9QR2EAAYASAAEgLc-vD_BwE&gclsrc=aw.ds
https://reportharmfulcontent.com/
https://www.ceop.police.uk/safety-centre/
https://www.childnet.com/parents-and-carers/parent-and-carer-toolkit
http://www.commonsensemedia.org/
https://www.gov.uk/government/publications/coronavirus-covid-19-keeping-children-safe-online/coronavirus-covid-19-support-for-parents-and-carers-to-keep-children-safe-online
https://www.gov.uk/guidance/covid-19-staying-safe-online
https://www.internetmatters.org/?gclid=EAIaIQobChMIktuA5LWK2wIVRYXVCh2afg2aEAAYASAAEgIJ5vD_BwE
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• Let’s Talk About It provides advice for parents and carers to keep children safe 
from online radicalisation  

• London Grid for Learning provides support for parents and carers to keep their 
children safe online, including tips to keep primary aged children safe online 

• Stopitnow resource from The Lucy Faithfull Foundation can be used by parents 
and carers who are concerned about someone’s behaviour, including children who 
may be displaying concerning sexual behaviour (not just about online) 

• National Crime Agency/CEOP Thinkuknow provides support for parents and 
carers to keep their children safe online 

• Net-aware provides support for parents and carers from the NSPCC and O2, 
including a guide to social networks, apps and games 

• Parentzone provides help for parents and carers on how to keep their children 
safe online 

• Parent info from Parentzone and the National Crime Agency provides support and 
guidance for parents from leading experts and organisations 

• UK Safer Internet Centre provide tips, advice, guides and other resources to help 
keep children safe online 

https://www.ltai.info/staying-safe-online/
https://parentsafe.lgfl.net/
https://www.stopitnow.org.uk/
https://www.lucyfaithfull.org.uk/
http://www.thinkuknow.co.uk/
https://www.net-aware.org.uk/
https://parentzone.org.uk/
https://parentinfo.org/
https://www.saferinternet.org.uk/advice-centre/parents-and-carers
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Annex E: Host families - homestay during exchange 
visits 
Schools and colleges often make arrangements for children to take part in exchange 
visits, either to other parts of the UK or abroad. Exchanges can benefit learning across a 
range of subjects. In particular, foreign visits can enrich the languages curriculum and 
provide exciting opportunities for pupils to develop their confidence and expertise in the 
use of other languages. 

Schools and colleges have a duty to safeguard and promote children’s welfare, as 
defined at paragraph 4. This extends to considering their safety and how best to minimise 
risk of harm to those children during any exchange visit the school or college arranges, 
and when organising for the care and accommodation of a child with a host family 
(known as homestays) as part of the exchange. 

School/college arranged homestay – suitability of adults in UK 
host families 
When arranging a homestay, schools should consider the suitability of the adults in the 
respective families who will be responsible for the visiting child during the stay. 

In circumstances where a school or college arrange for a visiting child to be provided with 
care and accommodation in the UK (including where they engage a company to make 
those arrangements) in the home of a family to which the child is not related147 the 
responsible adults will be engaging in regulated activity for the period of the stay.148 In 
such cases and where the school or college has the power to terminate such a homestay 
the school or college would be the regulated activity provider.149 

A regulated activity provider commits a criminal offence if it knows, or has reason to 
believe that, an individual is barred by the Disclosure and Barring Service (DBS) from 
engaging in regulated activity but allows that individual to carry out any form of regulated 
activity.150 

 
 

147 This includes where a person has parental responsibility for the visiting child. 
148 Paragraph 1(5) of Schedule 4 and Section 53 of the Safeguarding Vulnerable Groups Act 2006.Where 
an adult is providing homestay in circumstances other than as described in this section, the school or 
college should seek advice from the DBS about whether the individual will be in regulated activity. 
149 Section 53(3) and (4) of the Safeguarding Vulnerable Groups Act 2006. 
150 Section 9 of the Safeguarding Vulnerable Groups Act 2006. 
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Where the child’s parent(s) or a student themselves arranges their own homestay, this 
would be a private arrangement151 therefore the school or college would not be the 
regulated activity provider. 

When a school or college arrange a homestay, it should consider what 
intelligence/information will best inform its assessment of the suitability of the adults in 
those families who will be responsible for the visiting child during the stay. It will be for 
the school or college to use their professional judgement to decide what it considers what 
will be relevant. However, to help inform that assessment, schools and colleges should152 
obtain a DBS enhanced certificate with barred list information. This check will not only 
establish whether the adults are barred from engaging in regulated activity relating to 
children, but where criminal record information is disclosed it will also allow the school or 
college to consider, alongside all other intelligence that it has obtained, whether the 
adults would be a suitable host for a child. 

DBS enhanced certificates with barred list information for volunteer roles153 can be 
obtained free of charge.154 In respect of an adult who provides UK homestay and 
receives no remuneration in respect of the stay or where schools reimburse families only 
for expenses incurred, to enable a DBS application to be considered as a volunteer role 
the “Position Applied For” field will need to make clear that the position is unpaid. 

In addition to those engaging in regulated activity, schools and colleges are free to 
decide whether they consider it necessary to obtain a DBS enhanced certificate in 
respect of anyone aged 16 or over in the household where the child will be staying. 

Homestay – suitability of adults in host families abroad 
It is not possible for schools and colleges to obtain criminality information from the DBS 
about adults who provide homestays abroad. Schools and colleges should liaise with 
partner schools abroad, to establish a shared understanding of, and agreement to the 
arrangements in place for the visit. They should use their professional judgement to 
satisfy themselves that the arrangements are appropriate and sufficient to safeguard 

 
 

151 Where it is a private arrangement, the school or college are not entitled to obtain a standard or 
enhanced DBS check. 
152 See page 3 for interpretation of ‘should’ used throughout the document.  
153 Volunteer is defined as “Any person engaged in an activity which involves spending time, unpaid 
(except for travel and other approved out-of-pocket expenses), doing something which aims to benefit 
some third party and not a close relative.” 
154 Some checking bodies will charge an admin fee to process a DBS certificate/barred list request. As 
these fees will vary, schools should assess what services are being offered and consider what is known 
about the performance and reputation of the organisation. 



 155 

 

effectively every child who will take part in the exchange. Parents should be aware of 
agreed arrangement. Schools and colleges are also free to decide whether they consider 
it necessary to contact the relevant foreign embassy or High Commission of the country 
in question to discuss what checks may be possible in respect of those providing 
homestay outside of the UK. 

During the visit 

Pupils should understand who to contact during a homestay should an emergency occur 
or a situation arise which makes them feel uncomfortable. 

Additional action for extended homestays 

Where a period of UK homestay lasts 28 days or more, for a child aged under 16 years of 
age (under 18 years of age if the child has disabilities), this may amount to private 
fostering under the Children Act 1989. 155 In these cases the school or college should 
notify the local authority of the arrangements. Private fostering legislation places a duty 
on local authorities to satisfy themselves that the welfare of a child who is being, or 
proposed to be, privately fostered in their area is being or will be satisfactorily 
safeguarded and promoted. By notifying the local authority, the school and college will be 
assisting the local authority in discharging its duty. See paragraphs 295-298 for additional 
information about private fostering and local authority notifications. 

 
 

155 Private fostering occurs when a child under the age of 16 (under 18, if disabled) is provided with care 
and accommodation by a person who is not a parent, person with parental responsibility for them or a 
relative in their own home. A child is not privately fostered if the person caring for and accommodating 
them has done so for less than 28 days and does not intend to do so for longer. 
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Annex F: Statutory guidance - Regulated activity 
(children) - Supervision of activity with children which 
is regulated activity when unsupervised 
This statutory guidance on the supervision of activity with children, which is regulated 
activity when unsupervised, is also published separately on GOV.UK. 

1. This document fulfils the duty in legislation i,ii that the Secretary of State must 
publish statutory guidance on supervision of activity by workers with children, which 
when unsupervised is regulated activity. This guidance applies in England, Wales and 
Northern Ireland. It covers settings including but not limited to schools, childcare 
establishments, colleges, youth groups and sports clubs. 

2. For too long child protection policy has been developed in haste and in response 
to individual tragedies, with the well intentioned though misguided belief that every risk 
could be mitigated, and every loophole closed. The pressure has been to prescribe and 
legislate more. This has led to public confusion, a fearful workforce and a dysfunctional 
culture of mistrust between children and adults. This Government is taking a different 
approach. 

3. We start with a presumption of trust and confidence in those who work with 
children, and the good sense and judgment of their managers. This guidance applies 
when an organisation decides to supervise with the aim that the supervised work will not 
be regulated activity (when it would be, if not so supervised). In such a case, the law 
makes three main points: 

• there must be supervision by a person who is in regulated activityiii 

• the supervision must be regular and day to day; and 

• the supervision must be “reasonable in all the circumstances to ensure the 
protection of children”. 

4. The organisation must have regard to this guidance. This gives local managers 
the flexibility to determine what is reasonable for their circumstances. While the precise 
nature and level of supervision will vary from case to case, guidance on the main legal 
points above is as follow. 

5. Supervision by a person in regulated activity/regular and day to day: supervisors 
must be in regulated activity themselvesiv. The duty that supervision must take place 
“on a regular basis” means that supervision must not, for example, be concentrated 
during the first few weeks of an activity and then tail off thereafter, becoming the 
exception not the rule. It must take place on an ongoing basis, whether the worker has 
just started or has been doing the activity for some time. 

https://www.gov.uk/government/publications/supervision-of-activity-with-children
https://www.gov.uk/government/publications/supervision-of-activity-with-children
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6. Reasonable in the circumstances: within the statutory duty, the level of 
supervision may differ, depending on all the circumstances of a case. Organisations 
should consider the following factors in deciding the specific level of supervision a 
person will require: 

• ages of the children, including whether their ages differ widely; 

• number of children that the individual is working with; 

• whether or not other workers are helping to look after the children; 

• the nature of the individual’s work (or, in a specified place such as a school, the 
individual’s opportunity for contact with children); 

• how vulnerable the children are (the more they are, the more an organisation 
might opt for workers to be in regulated activity); and, 

• how many workers would be supervised by each supervising worker. 

7. An organisation is not entitled to request a barred list check on a worker who, 
because they are supervised, is not in regulated activity. 

Examples 

Volunteer, in a specified place 

Mr Jones, a new volunteer, helps children with reading at a local school for two mornings 
a week. Mr Jones is generally based in the classroom, in sight of the teacher. Sometimes 
Mr Jones takes some of the children to a separate room to listen to them reading, where 
Mr Jones is supervised by a paid classroom assistant, who is in that room most of the 
time. The teacher and classroom assistant are in regulated activity. The headteacher 
decides supervision is such that Mr Jones is not in regulated activity. 

Volunteer, not in a specified place 

Mr Wood, a new entrant volunteer, assists with the coaching of children at his local 
cricket club. The children are divided into small groups, with assistant coaches such as 
Mr Wood assigned to each group. The head coach oversees the coaching, spends time 
with each of the groups, and has sight of all the groups (and the assistant coaches) for 
most of the time. The head coach is in regulated activity. The club’s managers decide 
whether the coach’s supervision is such that Mr Wood is not in regulated activity. 

Employee, not in a specified place 

Mrs Shah starts as a paid activity assistant at a youth club. She helps to instruct a group 
of children, and is supervised by the youth club leader who is in regulated activity. The 
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youth club’s managers decide whether the leader’s supervision is such that Mrs Shah is 
not in regulated activity. 

In each example, the organisation uses the following steps when deciding whether a new 
worker will be supervised to such a level that the new worker is not in regulated activity: 

• consider whether the worker is doing work that, if unsupervised, would be 
regulated activity. (Note: If the worker is not engaging in regulated activity, the 
remaining steps are unnecessary. If the worker is engaging in regulated activity 
the remaining steps should be followed); 

• consider whether the worker will be supervised by a person in regulated activity, 
and whether the supervision will be regular and day to day, bearing in mind 
paragraph 4 of this guidance; 

• consider whether the supervision will be reasonable in all the circumstances to 
ensure the protection of children, bearing in mind the factors set out in paragraph 
4 of this guidance above; and if it is a specified place such as a school; and 

• consider whether the supervised worker is a volunteer. 

 

i. Safeguarding Vulnerable Groups Act 2006, amended by Protection of Freedoms Act 2012: Schedule 4, paragraph 
5A: guidance must be “for the purpose of assisting” organisations “in deciding whether supervision is of such a kind 
that” the supervisee is not in regulated activity. 
ii.Safeguarding Vulnerable Groups (Northern Ireland) Order 2007, Schedule 2, paragraph 5A, is as above on guidance 
on “supervision” for Northern Ireland. 
If the work is in a specified place such as a school, paid workers remain in regulated activity even if supervised. 
iii.The Protection of Freedoms Act 2012 includes provisions for a statutory duty on an organisation arranging regulated 
activity (under the 2006 Act or 2007 Order, both as amended) to check that a person entering regulated activity is not 
barred from regulated activity and a standalone barring check. These are yet to be commenced. 
iv.A volunteer is: in England and Wales, a person who performs an activity which involves spending time, unpaid 
(except for travel and other approved out-of-pocket expenses), doing something which aims to benefit someone 
(individuals or groups) other than or in addition to close relatives. In Northern Ireland, a volunteer is: a person engaged, 
or to be engaged, in an activity for a non-profit organisation or person which involves spending time unpaid (except for 
travel and other approved out-of-pocket expenses) doing something which amounts to a benefit to some third party 
other than, or in addition to, a close relative. 
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Annex G: Table of substantive changes from 
September 2021 
This table explains where we made the changes (the section) and what the change was. 

Summary About the guidance 

What is the status of this 
guidance 

Added - KCSIE now applies to providers of post 16 education 
as set out Education and Training (Welfare of Children) Act 
2021 
Removed link to now withdrawn interim Covid-19 guidance. 
Added link to departmental advice Sexual violence and sexual 
harassment between children in schools and colleges. 

About this guidance 
 
Who is this guidance for? 
 
 

Added bullet to clarify that the guidance is also for senior 
leadership teams. 
Added new paragraph to explain that there is a condensed 
Part one of this guidance at Annex A. We want to give 
governing bodies and proprietors the freedom to choose the 
condensed Part one where they think it will be appropriate for 
those staff not working directly with children. 

Part one Safeguarding information for all staff 

Part one A number of paragraphs have been moved in Part one to 
improve the flow of this section. 

Paragraph 13 Made clear that child protection policies should also include 
procedures for dealing with peer on peer abuse.     

Paragraph 18 New paragraph making clear that victims should be taken 
seriously, kept safe and never be made to feel like they are 
creating a problem for reporting abuse, sexual violence or 
sexual harassment  

Paragraph 31 Updated to reflect the new UKCIS guidance on the sharing of 
nude and semi-nude images which has replaced their sexting 
advice.  

Paragraphs 32-35 
 
 
Paragraphs 36-39 

New additional information added on Child Criminal 
Exploitation (CCE) which includes information on how children 
can be exploited and makes clear that the experiences of girls 
being criminally exploited can be very different to boys, 
indicators of CCE may also be different for girls.   
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New additional information added on Child Sexual Exploitation 
(CSE) which makes clear that CSE is a form of child sexual 
abuse and includes information on what it may involve.   

Paragraph 44 Mental health - additional information on resources. 

Paragraphs 46-50 Peer on peer (child on child) abuse – additional information 
added which highlights the importance of staff recognising the 
signs of peer on peer abuse and knowing how to respond to 
reports. 

Paragraphs 51-52 Serious Violence - additional information on risk factors added 

Paragraph 63 
 

New paragraph which highlights the importance of social care 
assessments considering children being harmed outside the 
home on contextual safeguarding  

Paragraphs 71-72 Record keeping – additional information added which makes 
clear what records should include  

Part two The management of safeguarding 

Part two A number of paragraphs have been moved in Part two to 
improve the flow of this section. 

Paragraph 79 New paragraph relating to schools or colleges with charitable 
status  

Paragraph 82 
 
Paragraph 83  

New section on ‘Whole school and college approach to 
safeguarding’ this make clear the importance of safeguarding.  
Strengthened systems that should be in place and how they 
should be more child centric.  

Paragraph 85 Reference to peer on peer abuse and reporting systems and 
added information schools and colleges should include in their 
child protection policy. 

Paragraph 105 Additional information added which makes clear about powers 
to hold and use information when promoting children’s welfare  

Paragraphs 117 and 118  New paragraphs added on the importance of online safety 
training for staff and the requirement to ensure children are 
taught about safeguarding, including online safety.  

Paragraph 121 New information added on a one stop shop for teachers which 
includes teacher training modules on RSHE  

Paragraphs 123 - 135 New section covering online safety, remote learning, filters and 
monitoring, information security, cyber crime, reviewing online 
safety provision and information and support    
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Paragraph 141 Added reference to lower level concerns linked to section 2 of 
Part four. 

Paragraph 143 New paragraph added on teacher dismissal and consideration 
whether to refer to the Secretary of State. 

Paragraph 145  Further clarification on peer on peer abuse and makes clear 
there should be a zero tolerance approach to abuse  

Paragraphs 155-156 New paragraphs that cover the use of school/college premises 
for non school/college activities.  

Paragraphs 157-158 New paragraphs on alternative provision which makes clear 
that governing bodies and proprietors of these settings should 
be aware of the additional risk of harm that their pupils may be 
vulnerable to. 

Paragraphs 165-168 New paragraphs to reflect elective home education. 

Paragraphs 172-175 Additional information about DfE’s programme to help schools 
with preventing and tackling bullying, mental health and 
behaviour in schools. 

Part three Safer recruitment 

Part three The whole of Part three has been substantively restructured to 
align it with the recruitment process- however legal duties 
have not changed.  

Paragraph 212 Added information about the Education and Training (Welfare 
of Children) Act 2021 which extends safeguarding provisions 
to post 16 education. 

Paragraph 213 Added information about the use of birth certificates (where 
available) to check an individual’s identity. 

Paragraph 229 Explanation about when separate barred list checks must be 
carried out. 

Paragraph 237 Clarification about s128 checks. 

Paragraph 242 Clarification on how to check prohibitions, directions, sanctions 
and restrictions, including children’s barred list checks. 

Paragraph 262 Clarification about overseas checks and what further checks 
could include. 

Part four 
Allegations made against/Concerns raised in relation to 
teachers, including supply teachers, other staff, 
volunteers and contractors 
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Part four Following requests via the consultation for further information 
on low level concerns, we have separated Part four into two 
sections – Section one for allegations that may meet the 
threshold and Section Two for allegations/concerns that do not 
meet the threshold i.e. low level concerns. 
 
As such we have included in Section Two, information about 
concerns that do not meet the harm threshold. This includes 
what a low level concern is, making the link between low level 
concerns, staff code of conduct and safeguarding policies, and 
recording and sharing information with relevant parties 
including whether this information should be included in 
references. 
 
As of 29/07/2021 we have revised further to align new section 
with paragraph 74. 

Part five Child on child sexual violence and sexual harassment 

Paragraphs 428-434 A reminder that staff should read this alongside the Sexual 
violence and sexual harassment advice. Making clear that it 
can happen inside or outside of school and online. 

Paragraphs 435-436 New paragraphs highlighting the importance of acknowledging 
and understanding the scale of harassment and abuse  

Paragraph 441 New paragraph which highlights the need to be aware that 
children might not tell staff about their abuse and that it maybe 
that staff overhear a conversation or the child’s behaviour 
changes etc. 

Paragraph 442 New information to highlight that how a school or college 
responds to an incident will impact future victims of sexual 
violence or sexual harassment.  

Paragraph 450 Highlights a zero tolerance approach to sexual violence and 
sexual harassment 

Paragraph 452 Clarification about regularly reviewing actions e.g. for patterns 
of inappropriate behaviour and bail considerations. 

Paragraph 454-455 New section on unsubstantiated, unfounded, false or malicious 
reports which provides a reminder about recording concerns 
and what to do when a report is found to be unsubstantiated, 
unfounded, false or malicious. 
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Paragraph 456 A reminder to schools and colleges that sexual assault can 
result in a range of health needs and signposts to sources of 
support. 

Paragraph 464 Further information about harmful sexual behaviour and 
signposting to sources of support.  

Annex A Safeguarding information for school and college staff 

 A new condensed version of Part one of Keeping children safe 
in education. It can be provided (instead of Part one) to those 
staff who do not directly work with children, if the governing 
body or proprietor think it will provide a better basis for those 
staff to promote the welfare and safeguard children. 
 

Annex B Further information 

Child criminal exploitation 
and child sexual exploitation  

Further information to clarify these types of abuse. 

Modern slavery and the 
National Referral 
Mechanism 

Additional information provided. 

County lines Additional information. 

Cybercrime New paragraphs added. 

Domestic Abuse Updated to reflect Domestic Abuse Act 2021 which will 
introduce the statutory definition of DA and recognises children 
as victims of DA in their own right. 

Peer on Peer abuse Additional information added. 

Preventing radicalisation Additional information provided on what terrorism looks like 
and more information on Channel. 

Annex C Designated Safeguarding Lead (DSL) 

Information sharing and 
child protection file 

Information added about keeping and storing records, where a 
concern about a child has been identified.   
Removed bullet points that were duplicated.  

Annex D Online Safety 

 Added and updated links to further guidance. 
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1.0 Raising concerns about a child 

Designated Safeguarding Lead 
and Team: 

 

DSL – Stephen Ley 

Deputy Safeguarding 1 – 
Gemma Squirrel 

Deputy Safeguarding 2 – 

 Anabel North 

  Concern put in writing on school 
concern form (speak to DSL first if 
unsure). 

If the concern is about a staff member 
go to the Headteacher. 

If the concern is about the 
Headteacher go to the LADO and/or 
Chair of Governors 

  Havering MASH: 

 

01708 433222 

01708 433999 (out of hours) 

     

 

   

Safeguarding Governor: 

Name: Greg Brome 

Chair of Governors: 

Name Greg Brome 

  Hand concern form to DSL or team 
member 

  Havering LADO: 

 

Lisa Kennedy / Donna Wright 

01708 431653 

     

 

   

    DSL reviews concern form and makes 
a decision on next steps 

   

     

 

   

Decision made to monitor the 
concern 

  Decision made to discuss the concern 
with parent / carer 

  Decision made to refer the concern 
to MASH 

     

 

   

    DSL will discuss with parents. The 
discussion will be recorded in the 
safeguarding file for the child. 

   

     

 

   

DSL will talk through monitoring 
with most appropriate staff 
member.  

  The discussion is used to decide 
whether to monitor, refer, or no 
further action (record). 

  DSL and team use all information 
about the child to structure the 
referral to the MASH. The 
Threshold document is used to 
inform this. A call is made to the 
MASH to discuss concerns. 

     

 

   

    Decision is recorded in the 
safeguarding file for the child. 

  A MARF is submitted to MASH 
(same working day asap) 

 

 

 

  

 

 

 

monitor refer

 

record
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If the Designated Safeguarding Lead and team are not available the staff member should, with the support of the most senior 
member of staff available, make a direct referral to MASH. 

 

2.0 Overview 

2.1 Safeguarding and promoting the welfare of children is: 

- protecting children from maltreatment 

- preventing impairment of children's mental or physical health or development 

- ensuring that children grow up in circumstances consistent with the provision of safe and effective 
care 

- taking action to enable all children to have the best outcomes 

2.2 The purpose of this document is to assist all staff  

- to safeguard and protect children who are at risk of abuse or neglect 

- to promote the well‐being of all children.  

2.3 At Dame Tipping Primary we are committed to safeguarding children and young people and we 
expect everyone who works in our school to share this commitment. Adults in our school take all welfare 
concerns seriously and encourage children and young people to talk to us about anything that worries 
them. Ultimately, all systems, processes and policies in our school operate with the best interests of the 
child at their heart. 

School must be a safe place for all children attending. Children not attending school during this time must 
also be safeguarded, including online, staff must identify and the school must action any concerns 
brought to them. 

2.4 This policy and procedures should be read in conjunction with  

- London Safeguarding Children Procedures 6th edition 

- Working Together to Safeguard Children 2018 (with Dec 2020 update) 

- DfE Keeping children safe in education 2021 

- DfE Teaching Online Safety 2019 

- School online safety policy 

- Schools Code of Conduct 

- Staff Acceptable Use Agreement 

2.5 The safeguarding of children is everyone’s business and schools have a responsibility under 
Section 175 of the Education Act 2002 to safeguard and promoting the welfare of children. This includes 

- Preventing the impairment of children’s mental or physical health or development 

- Protecting children from maltreatment 

- Ensuring children grow up in circumstances consistent with the provision of safe and effective 
care.  

Keeping Children Safe in Education (KCSIE), 2021 states that  
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‘Governing bodies and proprietors should ensure their child protection policy includes procedures to 
minimise the risk of peer on peer abuse; the systems in place (and they should be well promoted, easily 
understood and easily accessible) for children to confidently report abuse, knowing their concern swill be 
treated seriously; how allegations of peer on peer abuse will be recorded, investigated and dealt with; 
clear processes as to how victims, perpetrators and any other children affected by peer on peer abuse will 
be supported;  a recognition that even if there are no reported cases of peer on peer abuse, such abuse 
may still be taking place and is simply not being reported.’ 

It also emphasises that the voice of the child must be heard  

‘Governing bodies, proprietors and school or college leaders should ensure the child’s wishes and feelings 
are taken into account when determining what action to take and what services to provide.  Systems 
should be in place, and they should be well promoted, easily understood and easily accessible for children 
to confidently report abuse, knowing their concerns will be treated seriously, and knowing they can safely 
express their views and give feedback.’ 

2.6 This policy and the following procedures apply to all paid staff, supply staff, volunteers and 
governors working with or in School Name. 

3.0 Legal framework 

3.1 This policy is supported by the key principles of the Children’s Act, 1989 that the child’s welfare is 
paramount. Another key document is Working Together, 2018, highlighting that every assessment of a 
child, ‘must be informed by the views of the child’. (Working Together, 2018:21) This is echoed by Keeping 
Children Safe in Education, 2021 through ensuring procedures are in place in schools and settings to hear 
the voice of the child. 

3.2 The Children Act 1989 defines a child as being up to the age of 18 years; it also defines significant 
harm and the roles and responsibilities of Children’s Social Care and the Police. 

3.3 Legislation related to safeguarding in schools 

- Keeping Children Safe in Education (September 2021) 

3.4 Education  

- The Children Act 1989 and 2004  

- Education Act 2002  

- The Education (Health Standards) (England) Regulations 2003  

- The Further Education (Providers of Education) (England) Regulations 2006  

- The Education (Pupil Referral Units) (Application of Enactments) (England) Regulations 2007 as 
amended by SI 2010/1919, SI 2012/1201, SI 2012/1825, SI 2012/3158  

- The School Staffing (England) Regulations 2009 as amended by SI 2012/1740 and SI 2013/1940  

- The Education (Non‐Maintained Special Schools) (England) Regulations 2011 as amended by SI 
2015/387  

- The Education (School Teachers’ Appraisal) (England) Regulations 2012  

- The Children and Families Act 2014  

- The Education (Independent School Standards) Regulations 2014  
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4.0 Significant harm 

4.1 There are no absolute criteria on which to rely when judging what constitutes significant harm. 
Consideration of the severity of ill‐treatment may include the degree and the extent of physical harm, the 
duration and frequency of abuse and neglect, the extent of premeditation and the presence or degree of 
threat, coercion, sadism, and bizarre or unusual elements. Each of these elements has been associated 
with more severe effects on the child and/or relatively greater difficulty in helping the child overcome the 
adverse impact of the maltreatment. Sometimes, a single traumatic event may constitute significant harm 
(e.g. a violent assault, suffocation or poisoning). More often, significant harm is a compilation of 
significant events, both acute and longstanding, which interrupt, change or damage the child’s physical 
and psychological development. Some children live in family and social circumstances where their health 
and development are neglected. For them, it is the corrosiveness of long‐term emotional, physical or 
sexual abuse that causes impairment to the extent of constituting significant harm. In each case, it is 
necessary to consider any maltreatment alongside the family’s strengths and support. 

4.2 This policy outlines the action to be taken if it is suspected that a child may be being abused, 
harmed or neglected.  

There are four categories of abuse: 

- Physical Abuse 

- Emotional Abuse 

- Sexual Abuse 

- Neglect 

4.3 It is acknowledged that a child can be abused, harmed or neglected in a family, institution or 
community setting or online by someone known to them or, less commonly, by a stranger; this includes 
someone in a position of trust such as a school staff member or professionals in other services around 
the child. 

4.4 All staff should also be aware that mental health problems can, in some cases, be an indicator 
that a child has suffered or is at risk of suffering abuse, neglect or exploitation. Where children have 
suffered abuse and neglect, or other potentially traumatic adverse childhood experiences, this can have a 
lasting impact throughout childhood, adolescence and into adulthood. It is key that staff are aware of 
how these children’s experiences can impact on their mental health, behaviour and education. 

4.5 Safeguarding and the promotion of a child’s welfare covers all aspects of the child’s life and the 
school is committed to ensuring that all its actions in respect of a child are compatible with this aim. If 
there are concerns about a child’s welfare that do not meet the thresholds of child abuse the school will 
consider whether the Early Help approach should be considered. Early identification of concerns and the 
use of Early Help to develop a multi‐agency plan for the child can reduce the risk of subsequent abuse. 

5.0 Context 

5.1 The content of this policy is applicable to all paid staff, supply staff, volunteers and Governors. 

5.2 All adults in school have a full and active part to play in protecting our children from harm. 

5.3 All adults in school believe that our school should provide a caring, positive, safe and stimulating 
environment which promotes the social, physical and moral development of the individual child.  

5.4 The aims of this policy are: 
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- To support the child’s development in ways that will foster security, confidence and independence. 

- To raise the awareness of both teaching and support staff for the need to safeguard children and of 
their responsibilities in identifying and reporting possible cases of abuse. 

5.5 Adopting child protection guidelines through procedures and a code of conduct for staff, 
supply staff and volunteers: 

- To provide a systematic means of monitoring children known or thought to be at risk of harm. 

- To support pupils who have suffered abuse in accordance with their agreed Child Protection 
Plan. 

- To emphasise the need for good levels of appropriate communication between all members of 
staff, and with external agencies.  

- By strictly following safer recruitment requirements, ensuring that all adults within our school 
who have access to children have been checked as to their suitability. 

- To set out a structured procedure within the school community in cases of suspected abuse. 

- By sharing information about child protection and good practice with children, parents and 
carers, staff, supply staff and volunteers. 

- To promote effective working relationships with other agencies, especially the Police, Social 
Care and Health. Sharing information about concerns with agencies who need to know, and involving 
parents and children appropriately. 

- To ensure all staff are aware of the school’s code of conduct.  

- To ensure all staff have signed the AUP ‐ acceptable use policy 

- By providing effective management for staff, supply staff and volunteers through support, 
supervision and training. 

5.6 Equality 

Some children’s circumstances mean they are more vulnerable to abuse and/or less able to easily access 
services. These children often require a high degree or awareness and co‐operation between professionals 
in different agencies, both in recognising and identifying their needs and in acting to meet those needs. 

6.0 In school safeguarding and child protection procedures 

6.1 Our school procedures for safeguarding children will be in line with the London Borough of 
Havering and Havering Local Safeguarding Children Partnership procedures; Edition 6 of the London Child 
Protection Procedures provides comprehensive guidance. We will ensure that: 

- We have a Designated Safeguarding Lead who has responsibility for Child Protection and who 
undertakes regular training for this role.  

- We have at least two Designated Safeguarding deputies who will act in the Designated 
Safeguarding Lead’s absence.  

(Throughout this policy ‘Designated Safeguarding Lead’ refers to the DSL or any team members. All team 
members are able to act equally. They work as a team.). 

The Safeguarding and child protection team are: 
  ‐ Stephen Ley – Designated Safeguarding Lead 
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 ‐ Gemma Squirrel – Safeguarding Deputy 1 
‐ Anabel North – Safeguarding Deputy 2 
The Designated Safeguarding Lead is a member of the Senior Leadership Team of Dame Tipping Primary. 

- Those named above have received appropriate training. The Designated Safeguarding Lead and 
their deputies will attend all whole staff in school training and undertake additional formal training at 
least every two years. The Safeguarding Team will keep themselves up to date throughout the year (for 
example meetings with other DSL, via e‐bulletins, keeping up to date with safeguarding developments). 

- All school staff will receive training at least every year, with ongoing updates through the year.  
Training will always include a reminder of in school referral processes. 

- Topics will include: 

- Signs and symptoms of abuse 

- Prevent 

- FGM 

- CSE 

- Online Safety, noting that safeguarding and online safety must be taught across the curriculum 

- We have a designated Governor for Child Protection/Safeguarding.  
This person is Greg Brome – Safeguarding Governor 

6.2 All staff will have access to and understand the process for logging a concern about a child. 

The Safeguarding logging is My Concern, which staff access online via the safeguarding portal 

6.3 In the event that there are concerns about a child, the Designated Safeguarding Lead will access the 
London Borough of Havering MASH indicators of need and the London Child Protection Procedures 6th 

edition to inform their decision‐making process with regard to the presenting safeguarding concerns. 

6.4 The Children Act 1989 introduced the concept of significant harm as the threshold that justifies 
compulsory intervention in family life in the best interests of the children, and gives local authorities a duty 
to make enquiries to decide whether they should take action to safeguard or promote the welfare of a 
child who is suffering, or likely to suffer, significant harm. 

6.4.1 All members of staff will develop their understanding of the signs and indicators of abuse and of 
their responsibility for referring any concerns. 

All staff should be aware that abuse, neglect and safeguarding issues are rarely stand‐alone events that can 
be covered by one definition or label. In most cases, multiple issues will overlap with one another. 

All staff should be aware that safeguarding incidents and/or behaviours can be associated with factors 
outside the school and/or can occur between children outside of these environments.  

6.4.2 Induction for all new members of staff, governors, supply staff and volunteers will include: 

o safeguarding and child protection policy, which includes peer on peer abuse 

o staff code of conduct and staff acceptable use policy 

o behaviour policy , which includes measures to prevent bullying, including cyber bullying, prejudice 
based and discriminatory bullying. 
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o procedures for managing children who are missing education. 

6.4.3 All members of staff will read Keeping Children safe in Education 2021 part 1. Senior Leadership will 
support all staff in understanding this key document and implementing it in their practice. 

6.4.4 All members of staff will be expected to know how to access edition 6 of the London Child 
Protection Procedures at http://www.londoncp.co.uk/.  

6.4.5 All members of staff will know how to respond to a pupil who discloses abuse. It is vital that our 
actions do not abuse the child further or prejudice further enquiries, for example: 

- Recognise that a child is likely to disclose to someone they trust: this could be anyone on the school 
staff. It is important that the person receiving the disclosure recognises that the child has placed them in a 
position of trust. They should be supportive and respectful of the child. 

- Recognise that an initial disclosure to a trusted adult may only be the first incident reported, rather 
than representative of a singular incident and that trauma can impact memory and so children may not be 
able to recall all details or timeline of abuse. 

- Stay calm, listen to the child and if you are shocked by what is being said try not to show it. 

- Do not promise confidentiality; you can however promise privacy, reassure the child they have 
done the right thing. Explain who you will have to tell and why. 

- Reassure victims that they are being taken seriously and that they will be supported and kept safe. 
A victim should never be given the impression that they are creating a problem by reporting abuse, sexual 
violence or sexual harassment. Nor should a victim ever be made to feel ashamed for making a report. 

- Keep in mind that certain children may face additional barriers to telling someone because of their 
vulnerability, disability, sex, ethnicity and/or sexual orientation. 

- If a child is making a disclosure the pace should be dictated by the child. Listen carefully to the child, 
reflect back, use the child’s language, be non‐judgmental, be clear about boundaries and how the report 
will be progressed, do not ask leading questions and only prompt the child where necessary with open 
questions – where, when, what, etc. It is important to note that whilst leading questions should be 
avoided, staff can ask children if they have been harmed and what the nature of that harm was. 

- Accept what they are telling you; do not make judgements. 

- Reassure the child that they have done the right thing in telling you. Do acknowledge how hard it 
was for them to tell you. 

- Do not criticise the perpetrator; this may be someone they love. 

- Tell them what you will do next and with whom the information will be shared. 

- Pass this information on immediately to your Designated Safeguarding Lead. 

6.5 All staff, in the absence of a member of the safeguarding team, may raise concerns directly with 
MASH (MASH includes Children’s Social Care and Police). 

6.6 After a child has disclosed abuse, the Designated Safeguarding Lead should take immediate action 
to contact MASH (MASH includes Children’s Social Care and Police). 

6.6.1 All staff must report all information immediately, on the same working day, to the Designated 
Safeguarding Lead. 
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6.6.2 The conduct of staff when in a 1:1 situation with a child should be managed in a way that would not 
lead any reasonable person to question their motives or intentions. All staff must ensure that their 
behaviour and actions do not place children or themselves at risk of harm or of allegations of harm to 
children. All staff must be aware of the school’s ‘Whistleblowing and Managing Allegations Policy’ and how 
to access it. 

6.6.3 All parents/carers will be made aware of the possibilities of staff members’ actions with regard to 
child protection procedures. 

6.6.4 All parents/carers, as part of the child induction process, will be made aware of the Safeguarding 
and Child Protection Policy, which is on the school website  

https://dametipping.com 

6.7 We will review our Safeguarding and Child Protection Procedures at least annually and complete a 
London Borough of Havering section 175 audit. A copy of the audit will be sent to the School Safeguarding 
Lead in Havering and also shared with the Quality Assurance Inspector.  

7.0 Additional safeguarding responsibilities 

7.1 Keeping in touch with children including children not in school  

Contact details for parents and carers, and additional emergency contact numbers should be kept up to 
date. There is a recognition that there may be changes in details about family circumstances over this time. 
The school will do everything possible to update contact and welfare information for children and their 
families. 

If children are at home, first day calling will be in place and children working at home should have 
reporting routes for raising concerns, including worries about being online.  

The school will have regular contact arrangements with families and children when they are learning at 
home . 

7.2 Reporting concerns about children (face to face or via phone, video or similar) 

All staff, in school or working from home must understand how to raise a concern. This should be 
immediate reporting to the DSL / Team using existing school processes. Staff could (face to face or digitally) 

 Talk to a DSL/Team member if they are in school 

 If DSL/team are not in school go to the SLT member in school; additionally contact the DSL or team 
member by phone, video or similar 

 Use counselling / pastoral / Thrive / ELSA practitioners to support a disclosure in school if the 
DSL/team are not on site. 

7.3 Mental Heath 

Appropriate support for children’s mental health and well‐being should be in place. It may be delivered in 
school, or from specialist staff or multi agency support services. 

The school will work to ensure that the request from Havering Youth Parliament is a key element in 
supporting all children. “Please take our range of emotions into account”. 
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7.4 Learning online 

The school will continue to provide learning opportunities. This will be a blend of activities to undertake at 
home, online activities and live virtual opportunities. There will be protocols for participation, for school 
staff and for the children at home. School staff should be aware that if they observe anything or concern, 
or if a disclosure is made in a virtual environment, the usual procedures apply and the concern will be 
taken straight to the DSL. 

See school policies which can be found on the school website 

● Behaviour policy 

● ICT policy 

● RSE Policy 

 

8.0 Types of abuse, neglect and other safeguarding concerns 

These definitions are from ‘Working Together’ (2018) and ‘Keeping Children Safe in Education’ (2021): 

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 known to them or, more rarely, by others. Abuse can take place wholly online, or 
technology may be used to facilitate offline abuse. They may be abused by an adult or adults or by another 
child or children; children can also abuse their peers online, this can take the form of abusive, harassing, 
and misogynistic messages, the non‐consensual sharing of indecent images, especially around chat groups, 
and the sharing of abusive images and pornography, to those who do not want to receive such content. 

8.1 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.  

8.2 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. 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 a 
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 online 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, although it may occur alone.  

8.3 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, including assault by penetration (for example rape or oral sex) 
or non‐penetrative acts such as masturbation, kissing, rubbing and touching outside of clothing. They 
may also include 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, 
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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. The 
sexual abuse of children by other children is a specific safeguarding issue in education  

8.4 Neglect: 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 mental or physical health or development. Neglect may 
occur during pregnancy as a result of maternal substance abuse. Once a child is born, neglect may involve 
a parent or carer failing to: provide adequate food, clothing and shelter (including exclusion from home 
or abandonment); protect a child from physical and emotional harm or danger; ensure adequate 
supervision (including the use of inadequate care‐givers); or ensure access to appropriate medical care or 
treatment. It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.  

8.5 Child Sexual Exploitation (CSE) and Child Criminal Exploitation (CCE) 

Both CSE and CCE are forms of abuse and both occur where an individual or group takes advantage of an 
imbalance in power to coerce, manipulate or deceive a child into sexual or criminal activity. Whilst age may 
be the most obvious, this power imbalance can also be due to a range of other factors including gender, 
sexual identity, cognitive ability, physical strength, status, and access to economic or other resources. In 
some cases, the abuse will be in exchange for something the victim needs or wants and/or will be to the 
financial benefit or other advantage (such as increased status) of the perpetrator or facilitator.  

The abuse can be perpetrated by individuals or groups, males or females, and children or adults. The abuse 
can be a one‐off occurrence or a series of incidents over time, and range from opportunistic to complex 
organised abuse. It can involve force and/or enticement‐based methods of compliance and may, or may 
not, be accompanied by violence or threats of violence. Victims can be exploited even when activity 
appears consensual and it should be noted exploitation as well as being physical can be facilitated and/or 
take place online. 

Children are at risk of abuse or exploitation in situations outside their families. Extra‐familial harms take a 
variety of different forms and children can be vulnerable to multiple harms including (but not limited to), 
sexual exploitation, criminal exploitation, sexual abuse, serious youth violence and county lines. 
Technology is a significant component in many safeguarding and wellbeing issues. Children are at risk of 
abuse online as well as face to face. In many cases abuse will take place concurrently via online channels 
and in daily life.  

8.5.1 Child Criminal Exploitation (CCE) 

CCE can include children being forced to work in cannabis factories, being coerced into moving drugs or 
money across the country, forced to shoplift or pickpocket, or threatening/committing serious violence to 
others. 

Children can become trapped by this type of exploitation as perpetrators can threaten victims (and their 
families) with violence, or entrap and coerce them into debt. They may be coerced into carrying weapons 
such as knives or begin to carry a knife for a sense of protection from harm from others. As children 
involved in criminal exploitation often commit crimes themselves, their vulnerability as victims is not 
always recognised by adults and professionals, (particularly older children), and they are not treated as 
victims despite the harm they have experienced. They may still have been criminally exploited even if the 
activity appears to be something they have agreed or consented to. 

It is important to note that the experience of girls who are criminally exploited can be very different to that 
of boys. The indicators may not be the same, however professionals should be aware that girls are at risk 
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of criminal exploitation too. It is also important to note that both boys and girls being criminally exploited 
may be at higher risk of sexual exploitation. 

Some of the following can be indicators of CCE: 

● children who appear with unexplained gifts or new possessions; 

● children who associate with other young people involved in exploitation; 

● children who suffer from changes in emotional well‐being; 

● children who misuse drugs and alcohol; 

● children who go missing for periods of time or regularly come home late; and 

● children who regularly miss school or education or do not take part in education. 

 

8.5.2 Child Sexual Exploitation (CSE) 

CSE can affect any child or young person (male or female) under the age of 18 years, including 16 and 17 
year olds who can legally consent to have sex; 

CSE is a form of child sexual abuse. Sexual abuse may involve physical contact, including assault by 
penetration (for example, rape or oral sex) or non‐penetrative acts such as masturbation, kissing, rubbing, 
and touching outside clothing. It may include non‐contact activities, such as involving children in the 
production of sexual images, forcing children to look at sexual images or watch sexual activities, 
encouraging children to behave in sexually inappropriate ways or grooming a child in preparation for abuse 
including via the internet. 

CSE can occur over time or be a one‐off occurrence, and may happen without the child’s immediate 
knowledge e.g. through others sharing videos or images of them on social media. 

CSE can affect any child, who has been coerced into engaging in sexual activities. This includes 16 and 17 
year olds who can legally consent to have sex. Some children may not realise they are being exploited e.g. 
they believe they are in a genuine romantic relationship. 

The above CCE indicators can also be indicators of CSE, as can: 

● children who have older boyfriends or girlfriends; and 

● children who suffer from sexually transmitted infections or become pregnant 

8.5.3 County lines 

County lines is a term used to describe gangs and organised criminal networks involved in exporting illegal 
drugs (primarily crack cocaine and heroin) into one or more importing areas [within the UK], using 
dedicated mobile phone lines or other form of “deal line”. Exploitation is an integral part of the county 
lines offending model with children and vulnerable adults exploited to move [and store] drugs and money. 
Offenders will often use coercion, intimidation, violence (including sexual violence) and weapons to ensure 
compliance of victims. Children can be targeted and recruited into county lines criminal activity in a 
number of locations including schools, colleges, pupil referral units, special educational needs schools, 
children’s homes and care homes. Children are often recruited to move drugs and money between 
locations and are known to be exposed to techniques such as ‘plugging’, where drugs are concealed 
internally to avoid detection. Children can easily become trapped by this type of exploitation as county 
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lines gangs create drug debts and can threaten serious violence and kidnap towards victims (and their 
families) if they attempt to leave the county lines network.  

One of the ways of identifying potential involvement in county lines are missing episodes, (both from home 
and school). 

Staff must inform the Designated Safeguarding Lead if they have concerns about a child. 

8.6 So‐called ‘honour‐based’ abuse ‐ which includes FGM, Forced Marriage and Breast Ironing:  
encompasses incidents or crimes which have been committed to protect or defend the honour of the 
family and/or the community, including female genital mutilation (FGM), forced marriage, and practices 
such as breast ironing. Abuse committed in the context of preserving “honour” often involves a wider 
network of family or community pressure and can include multiple perpetrators.  It is important to be 
aware of this dynamic and additional risk factors when deciding what form of safeguarding action to take. 
All forms of honour bases abuse are abuse (regardless of the motivation) and should be handled and 
escalated as such. Staff need to be alert to the possibility of a child being at risk of honour based abuse, or 
already having suffered honour based abuse.  

Staff must inform the Designated Safeguarding Lead if they have concerns about a child. 

8.7 Female Genital Mutilation (FGM): FGM comprises all procedures involving partial or total 
removal of the external female genitalia or other injury to the female genital organs. It is illegal in the UK 
and a form of child abuse with long‐lasting harmful consequences. FGM typically takes place between 
birth and around 15 years old; however, it is believed that the majority of cases happen between the 
ages of 4 and 10. 

Section 5B of the Female Genital Mutilation Act 2003 (as inserted by section 74 of the Serious Crime Act 
2015) places a statutory duty upon professionals (including teachers) to immediately report to the police 
where they discover (either through disclosure by the victim or visual evidence) that FGM appears to 
have been carried out on a girl under 18. It will be rare for teachers to see visual evidence, and they 
should not be examining pupils.   

Teachers must personally report to the police cases where they discover that an act of FGM appears to 
have been carried out. Unless the teacher has good reason not to, they should take the concern to the 
Designated Safeguarding Lead and together they would go to the Police. A MASH referral would also be 
made.  

If there are concerns that a girl is at risk take the concern immediately to the Designated Safeguarding 
Lead.  

8.8 Breast ironing: is where young pubescent girls’ breasts are ironed, massaged and/or pounded 
down through the use of hard or heated objects in order for the breasts to disappear or delay the 
development of the breasts entirely. The custom uses large stones, a hammer or spatulas that have been 
heated over scorching coals to compress the breast tissue, or an elastic belt to press the breasts so as to 
prevent them from growing in girls as young as 9 years old. Much like Female Genital Mutilation (FGM), 
breast‐ironing has been identified by the UN as one of five under‐reported crimes relating to female‐to‐
female/gender‐based violence. 

The practice is performed usually by mothers and female relatives and it is believed that by carrying out 
this act: 

- young girls will be protected from harassment, rape, abduction  
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- it will prevent early pregnancy that would tarnish the family name  

- it will allow the girl to pursue education rather than be forced into early marriage 

- it will delay pregnancy by “removing” signs of puberty  

- girls may not appear sexually attractive to men  

Most at risk: Young pubescent girls usually aged between 9 – 15 years old. It is a well‐kept secret between 
the young girl and her female relatives who are likely to carry out the practice.  

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

Staff must inform the Designated Safeguarding Lead if they have concerns about a child. 

8.10 Prevent, Radicalisation and Extremism: As part of the Counter Terrorism and Security Act 2015, 
schools have a duty to ‘prevent people being drawn into terrorism’. This is the ‘Prevent Duty’. Where staff 
are concerned that children and young people are developing extremist views or show signs of becoming 
radicalized, they should discuss this with the Designated Safeguarding Lead.  

Preventing radicalisation: Children are vulnerable to extremist ideology and radicalisation. There is no 
single way of identifying whether a child is likely to be susceptible to an extremist ideology. Background 
factors combined with specific influences such as family and friends may contribute to a child’s 
vulnerability. Similarly, radicalisation can occur through many different methods (such as social media) 
and settings (such as the internet).  

As with other safeguarding risks all staff should be alert to changes in children’s behaviour which could 
indicate that they may be in need of help or protection. Staff should use their judgement in identifying 
children who might be at risk of radicalisation taking their concerns to the Designated Safeguarding Lead. 

The Designated Safeguarding Lead has received training about the Prevent Duty and tackling extremism 
and is able to support staff with any concerns they may have. 

We use the curriculum to ensure that children and young people understand how people with extreme 
views share these with others, especially using the internet.  

We are committed to ensuring that our pupils are offered a broad and balanced curriculum that aims to 
prepare them for life in modern Britain. Teaching the school’s core values alongside the fundamental 
British Values, supports quality teaching and learning, whilst making a positive contribution to the 
development of a fair, just and civil society. 

8.11 Sharing nudes and semi nudes (formerly Sexting): The guidance relates to the taking, sending or 
sharing indecent, sexually explicit images or videos or children (under the age of 18). This may be via 
social networking sites and instant messaging apps and services.  

Behaviours linked to consensual and non‐consensual sharing of nudes and semi‐nudes images and/or 
videos can be signs that children are at risk  
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This School is clear that nude images or videos of children are illegal. It may have extremely damaging and 
long‐lasting consequences. The school understands that not all incidents are as a result of grooming by a 
perpetrator, and that some incidents are initiated by the child, as a demonstration of body confidence, 
body positivity, or maybe as part of an age appropriate relationship. We have a responsibility to work 
with children, their parents and carers in ensuring that all pupils are fully aware of the risks, dangers and 
possible repercussions of sharing nude images and videos. 

8.12 Upskirting: typically involves taking a picture under a person’s clothing without them knowing, 
with the intention of viewing their genitals or buttocks to obtain sexual gratification, or cause the victim 
humiliation, distress or alarm. It is a criminal offence. Anyone of any gender, can be a victim. 

8.13 Missing: A child going missing from education is a potential indicator of abuse or neglect. Staff 
should follow the school’s procedures for unauthorised absence and for dealing with children that go 
missing from education, particularly on repeat occasions. 

All staff should be aware that children going missing, particularly repeatedly, can act as a vital warning 
sign of a range of safeguarding possibilities. This may include abuse and neglect, which may include sexual 
abuse or exploitation and child criminal exploitation. It may indicate mental health problems, risk of 
substance abuse, risk of travelling to conflict zones, risk of FGM or risk of forced marriage. Staff should be 
aware of the school unauthorised absence and children missing from education procedures. 

The school holds at least two contact numbers for every child. These will be used as part of the First Day 
Calling process. 

8.14 Children and the court system: All staff should be aware that any child involved in legal 
proceedings should be made known to the Designated Safeguarding Lead. Children are sometime 
required to give evidence in criminal courts, either for crimes committed against them or for crimes they 
have witnessed. Where there is a family break up making child arrangements via the family courts 
following separation can be stressful and entrench conflict in families.  

8.15 Children with family members in prison: Approximately 200,000 children have a parent sent to 
prison each year. These children are at risk of poor outcomes including poverty, stigma, isolation and poor 
mental health. Staff must inform the Designated Safeguarding Lead if they know a child has a family 
member in prison. 

8.16 Serious Violence: All staff should be aware of the indicators, which may signal that children are at 
risk from, or are involved in serious violent crime. These may include increased absence from school, a 
change in friendships or relationships with older individuals or groups, a significant decline in 
performance, signs of self harm or a significant change in well being or signs of assault or unexplained 
injuries. Unexplained gifts or new possessions could also indicate that children have been approached by, 
or are involved with, individuals associated with criminal networks or gangs. 

8.17 Domestic abuse: Any incident or pattern of incidents of controlling, coercive, threatening 
behaviour, violence or abuse between those aged 16 or over who are, or have been, intimate partners or 
family members regardless of gender or sexuality.  The abuse can encompass, but is not limited to: 
psychological; physical; sexual; financial; and emotional. All children can witness and be adversely 
affected by domestic abuse in the context of their home life where domestic abuse occurs between family 
members. The Domestic Abuse Act 2021 recognises the impact of domestic abuse on children. 

Exposure to domestic abuse can have a serious, long lasting emotional and psychological impact on 
children. In some cases, a child may blame themselves for the abuse or may have had to leave the family 
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home as a result.  Domestic abuse affecting young people can also occur within their personal 
relationships, as well as in the context of their home life. 

Staff must inform the Designated Safeguarding Lead if they have concerns about a child. 

8.17.1 Operation Encompass 

At Dame Tipping Primary School  we are working in partnership with the Metropolitan Police and 
Children’s Services to identify and provide appropriate support to pupils who have experienced domestic 
violence in their household; this scheme is called Operation Encompass. 

The purpose of Operation Encompass is to safeguard and support children and young people who have 
been involved in or witness to a domestic abuse incident. Domestic abuse impacts on children in a 
number of ways. Children are at increased risk of physical injury during an incident, either by accident or 
because they attempt to intervene. Even when not directly injured, children are greatly distressed by 
witnessing the physical and emotional suffering of a parent.  

Encompass has been created to highlight this situation. It is the implementation of key partnership 
working between the police and schools. The aim of sharing information with local schools is to allow ‘Key 
Adults’ the opportunity of engaging with the child and to provide access to support that allows them to 
remain in a safe but secure familiar environment.   

Police and school work together to provide emotional and practical help to children. The system ensures 
that when police are called to an incident of domestic abuse, where there are children in the household 
who have experienced the domestic incident, the police will inform (via a secure online system) the DSL 
before the child or children arrive at school the following day.  

On receipt of any information, the DSL will decide on the appropriate support the child requires, this 
should be covert dependent on the needs and wishes of the child.  All information sharing and resulting 
actions will be undertaken in accordance with the Metropolitan Police and MASH Encompass Protocol 
Data Sharing Agreement.  We will record this information and store this information in accordance with 
the record keeping procedures outlined in this policy. 

The purpose and procedures in Operation Encompass have been shared with all parents and governors, is 
detailed as part of the school’s Safeguarding Policy and published on our school website. 

At Dame Tipping Primary School details our key Operation Encompass link is Stephen Ley. 

8.18 Homelessness: Being homeless or being at risk of becoming homeless presents a real risk to a 
child’s welfare. The designated safeguarding lead has contact details and referral routes in to the 
Havering Housing so they can raise/progress concerns at the earliest opportunity. Indicators that a family 
may be at risk of homelessness include household debt, rent arrears, domestic abuse and anti‐social 
behaviour, as well as the family being asked to leave a property. There should always be a MASH referral 
if a child has been harmed or is at risk of harm.  

In most cases school staff will be considering homelessness in the context of children who live with their 
families, and intervention will be on that basis. However, it is also be recognised that in some cases 16 
and 17 year olds could be living independently from their parents or guardians, for example through their 
exclusion from the family home, and will require a different level of intervention and support. Children’s 
services will be the lead agency for these young people and the designated safeguarding lead will ensure 
appropriate referrals are made based on the child’s circumstances.  

Staff must inform the Designated Safeguarding Lead if they have concerns about a child. 
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8.19 Online Safety: The detail of online harm and abuse is in the school’s online safety policy. 
The online world develops and changes at great speed. New opportunities, challenges and risks are 
appearing all the time. The DSL supported by the DSL team and specific staff who have expertise in Online 
Safety will stay up to date with the latest devices, platforms, apps, trends and related threats. 

The school and the governing body keep children safe online when they are in school and when they are 
learning online at home. This includes ensuring children know how to recognise risk and ask for help. The 
breadth of issues classified within online safety is considerable, but can be categorised into four areas of 
risk: 

 Content ‐ being exposed to illegal, inappropriate or harmful content, for example: pornography, 
fake news, racism, misogyny, self‐harm, suicide, anti‐Semitism, radicalisation and extremism. 

 Contact ‐ being subjected to harmful online interaction with other users; for example: peer to peer 
pressure, commercial advertising and adults posing as children or young adults with the intention 
to groom or exploit them for sexual, criminal, financial or other purposes’. 

 Conduct ‐ personal online behaviour that increases the likelihood of, or causes, harm; for example, 
making, sending and receiving explicit images (e.g. consensual and non‐consensual sharing of 
nudes and semi‐nudes and/or pornography, sharing other explicit images and online bullying; and 

 Commerce ‐ risks such as online gambling, inappropriate advertising, phishing and or financial 
scams. If you feel your pupils, students or staff are at risk, please report it to the Anti‐Phishing 
Working Group (https://apwg.org/). 

DfE ‘Teaching Online Safety in school’ outlines how the curriculum will support children to learn about risk 
and responsibility. 

Online safety concerns will be taken to the DSL in the same way as any other form of harm, or risk of 
harm. 

The school will help pupils stay safe online by helping them to recognise, through the curriculum and 
through support offered to them, that: 

 Some online content tries to make people believe something false is true and/or mislead 
(misinformation and disinformation) 

 Companies use techniques to persuade people to buy something 

 Some games and social media companies use techniques to try to keep users online longer 
(persuasive/sticky design) 

 There are grooming risks online, such as grooming into criminal activities. 

 The school will help pupils recognise acceptable and unacceptable behaviours by: 

 looking at why people behave differently online, for example how anonymity (you do not know 
me) and invisibility (you cannot see me) affect what people do,  

 looking at how online emotions can be intensified resulting in mob mentality,  

 teaching techniques (relevant on and offline) to defuse or calm arguments, for example a 
disagreement with friends, and disengage from unwanted contact or content online; and  

 considering unacceptable online behaviours often passed off as so‐called social norms or just 
banter. For example, negative language that can be used, and in some cases is often expected, as 
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part of online gaming and the acceptance of misogynistic, homophobic and racist language that 
should never be tolerated online or offline. 

The school will help pupils identify and manage risk by: 

 discussing the ways in which someone may put themselves at risk online, 

 discussing risks posed by another person’s online behaviour,  

 discussing when risk taking can be positive and negative 

 discussing “online reputation” and the positive and negative aspects of an online digital footprint. 
This could include longer‐term considerations, i.e how past online behaviours could impact on 
their future, when applying for a place at university or a job for example 

 discussing the risks vs the benefits of sharing information online and how to make a judgement 
about when and how to share and who to share with; and  

 asking questions such as what might happen if I post something online? Who will see it? Who 
might they send it to? 

9.0 Peer on peer abuse: 

Children can abuse other children. This may include physically, sexually or emotionally hurting others. All 
staff should recognise that children are capable of abusing their peers. This abuse may take place in school, 
out of school or online. The school has a ‘zero tolerance’ approach to all forms of peer on peer abuse  

There is a clear recognition that even when there are no reported cases of peer on peer abuse, such abuse 
is likely to be taking place, and not reported. The school has a clear attitude of ‘it could happen here’, and 
when working in partnership with local schools this is revised to ‘it does happen here’. The school 
recognises that failing to understand the scale of harassment and abuse, or downplaying some behaviours 
would lead to an unsafe environment, and a culture that could normalise abuse, meaning that children 
would accept it as normal, and not report.  

Addressing inappropriate behaviour (even if it appears to be relatively innocuous) can be an important 
intervention that helps prevent problematic, abusive and/or violent behaviour in the future.  

The school has system in place, well promoted, accessible and understood for children to confidently 
report abuse, knowing their concerns will be treated seriously.  

All staff should be aware of safeguarding issues from peer abuse including: 

 bullying (including cyber bullying, prejudice based bullying and discriminatory bullying) 

 abuse in intimate relationships 

 physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise causing physical 
harm (this may include an online element which facilitates, threatens and/or encourages physical 
abuse) 

 sexual violence such as rape, assault by penetration and sexual assault;(this may include an online 
element which facilitates, threatens and/or encourages sexual violence) 

 sexual harassment such as sexual comments, remarks, jokes and online sexual harassment, which 
may be standalone or part of a broader pattern of abuse 

 causing someone to engage in sexual activity without consent, such as forcing someone to strip, 
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touch themselves sexually, or to engage in sexual activity with a third party 

 consensual and non‐consensual sharing of nudes and semi‐nudes images and/or videos (also 
known as sexting or youth produced sexual imagery) 

 upskirting, which typically involves taking a picture under a person’s clothing without their 
permission, with the intention of viewing their genitals or buttocks to obtain sexual gratification, 
or cause the victim humiliation, distress or alarm 

 initiation/hazing type violence and rituals (this could include activities involving harassment, abuse 
or humiliation used as a way of initiating a person into a group and may also include an online 
element). 

The school recognises the different forms of peer on peer abuse, and is clear that abuse is abuse and 
should never be tolerated or passed off as “banter” or “part of growing up”. 

This abuse can: 

 Be motivated by perceived differences e.g. on grounds of race, religion, gender, sexual 
orientation, disability or other differences 

 Result in significant, long lasting and traumatic isolation, intimidation or violence to the victim; 
vulnerable adults are at particular risk of harm  

 Children or young people who harm others may have additional or complex needs e.g.:  

 Significant disruption in their own lives  

 Exposure to domestic abuse or witnessing or suffering abuse  

 Educational under‐achievement  

● Involved in crime  

Stopping harm and ensuring immediate safety is the first priority of any education setting. School staff, 
alongside their Designated Safeguarding Lead and/or Deputy, will make their own judgements about each 
specific case and should use this policy guidance to help.  

9.1 Abuse and harmful behaviour 

It is necessary to consider  

 what abuse is and what it looks like 

 how it can be managed 

 what appropriate support and intervention can be put in place to meet the needs of the individual 

 what preventative strategies may be put in place to reduce further risk of harm. 

 Abuse is abuse and should never be tolerated or passed off as ‘banter’ or ‘part of growing up’. It is 
important to consider the forms abuse may take and the subsequent actions required. 

 Children are vulnerable to abuse by their peers. Such abuse should be taken as seriously as abuse 
by adults and should be subject to the same child protection procedures.  

 Children can abuse other children. This can include (but is not limited to): abuse within intimate 
partner relationships; bullying (including cyberbullying); sexual violence and sexual harassment; 
physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise causing physical 



 

 

Revised July 2021 – updated to meet KCSIE 2021 requirements    22 

 

harm; sexting and initiation/hazing type violence and rituals. (KCSIE 2021) 

 Staff should not dismiss abusive behaviour as normal between young people and should not 
develop high thresholds before taking action. 

 Staff should be aware of the potential uses of information technology for bullying and abusive 
behaviour between young people. 

 Staff should be aware of the added vulnerability of children and young people who have been the 
victims of violent crime (for example mugging), including the risk that they may respond to this by 
abusing younger or weaker children. 

The alleged perpetrator is likely to have considerable unmet needs as well as posing a significant risk of 
harm to other children. Evidence suggests that such children may have suffered considerable disruption 
in their lives, may have witnessed or been subjected to physical or sexual abuse, may have problems in 
their educational development and may have committed other offences. They may therefore be 
suffering, or be at risk of suffering, significant harm and be in need of protection. Any long‐term plan to 
reduce the risk posed by the alleged perpetrator must address their needs. 

9.2 Types of abuse 

There are many forms of abuse that may occur between peers and this list is not exhaustive. Each form of 
abuse or prejudiced behaviour is described in detail followed by advice and support on actions to be 
taken. 

9.2.1 Physical abuse 

This may include hitting, kicking, nipping/pinching, shaking, biting, hair pulling, or otherwise causing 
physical harm to another person. There may be many reasons why a child harms another and it is 
important to understand why a young person has engaged in such behaviour, including accidently before 
considering the action or punishment to be undertaken. 

9.2.2 Sexual violence and sexual harassment  

This must always be referred immediately to the Designated Safeguarding Lead 

The DSL will follow the DfE Guidance: Sexual violence and sexual harassment between children in schools 
and colleges 2021, with consideration of 

 Managing internally  

 Early Help 

 MASH referral 

 Reporting to the police.  
 

A MASH referral would always be made when there is a report to police. 

Sexual violence and sexual harassment can occur between two children of any age and sex. It can also 
occur through a group of children sexually assaulting or sexually harassing a single child or group of 
children.  

Sexually harmful behaviour from young people is not always contrived or with the intent to harm others. 
There may be many reasons why a young person engages in sexually harmful behaviour and it may be just 



 

 

Revised July 2021 – updated to meet KCSIE 2021 requirements    23 

 

as distressing to the young person who instigates it as to the young person it is intended towards.  
Sexually harmful behaviour may include  

 inappropriate sexual language 

 inappropriate role play 

 sexual touching 

 sexual assault/abuse. 

 Staff should be aware of the importance of: 

 making clear that sexual violence and sexual harassment is not acceptable, will never be tolerated 
and is not an inevitable part of growing up 

 not tolerating or dismissing sexual violence or sexual harassment as “banter”, “part of growing 
up”, “just having a laugh” or “boys being boys”; and  

 challenging behaviours (potentially criminal in nature), such as grabbing bottoms, breasts and 
genitalia, pulling down trousers, flicking bras and lifting up skirts. Upskirting . Dismissing or 
tolerating such behaviours risks normalising them and can lead to a culture of unacceptable 
behaviours and an unsafe environment for children. 

9.2.3 Bullying 

Bullying is unwanted, aggressive behaviour among school aged children that involves a real or perceived 
power imbalance. The behaviour is repeated, or has the potential to be repeated, over time. Both young 
people who are bullied and who bully others may have serious, lasting problems. In order to be 
considered bullying, the behaviour must be aggressive and include: 

 An Imbalance of Power: Young people who bully use their power—such as physical strength, 
access to embarrassing information, or popularity—to control or harm others. Power imbalances 
can change over time and in different situations, even if they involve the same people. 

 Repetition: Bullying behaviours happen more than once or have the potential to happen more 
than once. 

Bullying includes actions such as making threats, spreading rumours, attacking someone physically or 
verbally or for a particular reason e.g. size, hair colour, gender, sexual orientation, and excluding someone 
from a group on purpose. 

9.2.4 Online Bullying  

Online Bullying is the use of technology (social networking, messaging, text messages, e‐mail, chat rooms 
etc.) to harass threaten or intimidate someone for the same reasons as stated above. Online bullying can 
take many forms 

 Abusive or threatening texts, emails or messages 

 Posting abusive comments on social media sites 

 Sharing humiliating videos or photos of someone else 

 Stealing someone’s online identity 

 Spreading rumours online 
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 Trolling – sending someone menacing or upsetting messages through social networks, chatrooms 
or games 

 Developing hate sites about another person 

 Prank calls or messages 

 Group bullying or exclusion online 

 Anonymous messaging 

 Encouraging a young person to self‐harm 

 Pressuring children to send sexual messages or engaging in sexual conversations 

9.2.5 Sharing nude or indecent imagery (aka Sexting) (see 8.11, 8.12 and 10.8) 

9.2.6 Initiation/Hazing 

Hazing is a form of initiation ceremony which is used to induct newcomers into an organisation such as a 
private school, sports team etc. There are a number of different forms, from relatively mild rituals to 
severe and sometimes violent ceremonies. The ceremony welcomes newcomers by subjecting them to a 
series of trials which promote a bond between them. After the hazing is over, the newcomers also have 
something in common with older members of the organisation, because they all experienced it as part of 
a rite of passage. Many rituals involve humiliation, embarrassment, abuse, and harassment. 

9.2.7 Prejudiced Behaviour 

The term prejudice‐related bullying refers to a range of hurtful behaviour, physical or emotional or both, 
which causes someone to feel powerless, worthless, excluded or marginalised, and which is connected 
with prejudices around belonging, identity and equality in wider society – for example disabilities and 
special educational needs, ethnic, cultural and religious backgrounds, gender, home life, (for example in 
relation to issues of care, parental occupation, poverty and social class) and sexual identity. 

9.2.8 Teenage relationship abuse 

Teenage relationship abuse is a pattern of actual or threatened acts of physical, sexual, and/or emotional 
abuse, perpetrated by an adolescent (between the ages of 13 and 18) against a current or former partner. 
Abuse may include insults, coercion, social sabotage, sexual harassment, threats and/or acts of physical or 
sexual abuse. The abusive teen uses this pattern of violent and coercive behaviour, in a heterosexual or 
same gender relationship, in order to gain power and maintain control over the partner. This abuse may 
be child sexual exploitation. 

9.3 Expected staff action 

Staff should consider the seriousness of the case and make a quick decision whether to inform the 
Designated Safeguarding Lead immediately before taking any further in‐school actions.  

9.4 Recognising peer abuse  

An assessment of an incident between peers should be completed and consider:  

 Chronological and developmental ages of everyone involved 

 Difference in their power or authority in relation to age, race, gender, physical, emotional or 
intellectual vulnerability 

 All alleged physical and verbal aspects of the behaviour and incident 
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 Whether the behaviour involved inappropriate sexual knowledge or motivation 

 What was the degree of physical aggression, intimidation, threatening behaviour or bribery  

 The effect on the victim  

 Any attempts to ensure the behaviour and incident is kept a secret 

 The child or young person’s motivation or reason for the behaviour, if they admit that it occurred 

 Whether this was a one‐off incident, or longer in duration 

Not recognising, acknowledging or understanding the scale of harassment and abuse and/or downplaying 
some behaviours related to abuse as it can lead to a culture of unacceptable behaviour, an unsafe 
environment and in worst case scenarios a culture that normalises abuse leading to children accepting it 
as normal and not coming forward to report it.  

It is important to deal with a situation of peer abuse immediately and sensitively. It is necessary to gather 
the information as soon as possible to get the true facts. It is equally important to deal with it sensitively 
and think about the language used and the impact of that language on both the children and the parents 
when they become involved. Avoid language that may create a ‘blame’ culture and leave a child labelled. 

Staff will talk to the children in a calm and consistent manner. Staff will not be prejudiced, judgmental, 
dismissive or irresponsible in dealing with such sensitive matters. 

9.4.1 Taking Action 

 Always take complaints seriously 

 Gain a statement of facts from the pupil(s) 

 Assess needs of victim and alleged perpetrator 

The DSL will  

 consider referral to Police or Social Care 

 Contribute to multi‐agency assessments 

 Convene a risk management meeting 

 Record all incidents and all action taken 

9.4.2 Recording sexualised behaviour 

 Be clear, explicit and non‐avoidant, and avoid vague statements or euphemisms 

 Record as soon as possible, as you can quickly forget or confuse detail 

 Follow the prompts on your safeguarding and child protection recording form 

 Use proper names for body parts but record exactly any language or vocabulary used by the child. 
Use the child’s exact words in quotation marks. 

 Note where and when the incident happened and whether anyone else was around. 

9.4.3 Gather the Facts 

Speak to all the young people involved separately, gain a statement of facts from them and use consistent 
language and open questions for each account. Ask the young people to tell you what happened. Use 
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open questions, ‘where, when, who’. (What happened? Who observed the incident? What was seen? 
What was heard? Did anyone intervene?). Do not interrogate or ask leading questions.  

9.4.4 Consider the Intent 

Has this been a deliberate or contrived situation for a young person to be able to harm another? 

9.4.5 Decide on your next course of action 

If you believe any young person to be at risk of significant harm you must report to the Designated 
Safeguarding Lead immediately; they will follow the school’s Safeguarding and Child Protection Policy. 

If MASH and the police intend to pursue this further, they may ask to interview the young people in 
school or they may ask for parents to come to school to be spoken to. It is important to be prepared for 
every situation and the potential time it may take. 

9.4.6 Informing parents/carers 

The best way to inform parents/carers is face to face. Although this may be time consuming, the nature of 
the incident and the type of harm/abuse a young person may be suffering can cause fear and anxiety to 
parents/carers whether their child is the child who was harmed or who harmed another. 

Is the pupil 13+ and does not want to share with parents? Use the ‘Gillick’ test and the ‘Fraser’ guidelines. 

https://www.nspcc.org.uk/preventing‐abuse/child‐protection‐system/legal‐definition‐child‐rights‐
law/gillick‐competency‐fraser‐guidelines/  

In all circumstances where the risk of harm to the child is evident then the school should encourage the 
young person to share the information with their parent/carer (they may be scared to tell parents/carers 
that they are being harmed in any way).  

9.5 Points to consider 

9.5.1 What is the age of the children involved? 

How old are the young people involved in the incident and is there any age difference between those 
involved? In relation to sexual exploration, children under the age of 5, in particular 1‐4 year olds who are 
learning toileting skills may show a particular interest in exploration at around this stage. This, however 
should not be overlooked. 

9.5.2 Where did the incident or incidents take place? 

Was the incident in an open, visible place to others? If so was it observed? If not, is more supervision 
required within this particular area? 

9.5.3 What was the explanation by all children involved of what occurred? 

Can each of the young people give the same explanation of the incident and also what is the effect on the 
young people involved? Is the incident seen to be bullying for example, in which case regular and 
repetitive? Is the version of one young person different from another and why? 

9.5.4 What is each of the children’s own understanding of what occurred? 

Do the young people know/understand what they are doing? E.g. do they have knowledge of body parts, 
of privacy and that it is inappropriate to touch? Is the young person’s explanation in relation to something 
they may have heard or been learning about that has prompted the behaviour? Is the behaviour 
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deliberate and contrived? Does the young person have understanding of the impact of their behaviour on 
the other person? 

9.5.5 Repetition 

Has the behaviour been repeated to an individual on more than one occasion?  In the same way it must 
be considered has the behaviour persisted to an individual after the issue has already been discussed or 
dealt with and appropriately resolved? 

9.6 Next Steps 

Once the outcome of the incident(s) has been established it is necessary to ensure future incidents of 
abuse do not occur again and consider the support and intervention required for those involved. 

The school will follow DfE Sexual Violence and Sexual Harassment guidance (2021). 

9.6.1 For the young person who has been harmed 

Victims will be reassured that they are being taken seriously and that they will be supported and kept 
safe. A victim should never be given the impression that they are creating a problem by reporting abuse, 
sexual violence or sexual harassment. Nor should a victim ever be made to feel ashamed for making a 
report. 

What support they require depends on the individual young person. It may be that they wish to seek 
counselling or one to one support via a mentor. It may also be that they feel able to deal with the 
incident(s) on their own or with support of family and friends; in which case it is necessary that this young 
person continues to be monitored and offered support should they require it in the future. If the incidents 
are of a bullying nature, the young person may need support in improving peer groups/relationships with 
other young people, or some restorative justice work with all those involved may be required. 

Other interventions that could be considered may target a whole class or year group for example a 
speaker on online bullying, relationship abuse etc. It may be that through the continued curriculum of 
Relationship and Sex Education (from 2020), PSHE and SMSC that certain issues can be discussed and 
debated more frequently. 

If the young person feels particularly vulnerable it may be that a risk assessment can be put in place for 
them whilst in school so that they have someone named that they can talk to, support strategies for 
managing future issues and identified services to offer additional support. Any support offered to the 
child, or safety arrangements made for the child, should also be shared with them in writing (by email, or 
school communication system). 

It is important the victim feels in as much control of the process as is reasonably possible. Wherever 
possible the victim, if they wish, should be able to continue in their normal routine. Overall, the priority 
should be to make the victim’s daily experience as normal as possible, so that the school is a safe space 
for them 

9.6.2 For the young person who has displayed harmful behaviour 

It is important to find out why the young person has behaved in such a way. It may be that the young 
person is experiencing their own difficulties and may even have been harmed themselves in a similar way. 
In such cases support such as one to one mentoring or counselling may also be necessary. 

Particular support from identified services may be necessary through an early help referral and the young 
person may require additional support from family members. Any support offered to the child, or safety 
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arrangements made for the child, should also be shared with them in writing (by email, or school 
communication system). 

Once the support required to meet the individual needs of the young person has been met, it is important 
that the young person receives a consequence for their behaviour (following the school behaviour policy).  
Taking disciplinary action and providing appropriate support, can, and should, occur at the same time if 
necessary.  

In the cases of sexually harmful behaviour it may be a requirement for the young person to engage in one 
to one work with a particular service or agency (if a crime has been committed this may be through the 
police or youth offending service).  

If there is any form of criminal investigation ongoing it is important that the DSL works closely with the 
police (and other agencies as required) to ensure the actions of the school do not jeopardise the police 
investigation.  

It may be that the behaviour that the young person has displayed may continue to pose a risk to others, in 
which case an individual risk assessment may be required. This should be completed via a multi‐ agency 
response to ensure that the needs of the young person and the risks towards others are measured by all 
of those agencies involved including the young person and their parents. This may mean additional 
supervision of the young person or protective strategies if the young person feels at risk of engaging in 
further inappropriate or harmful behaviour. 

The school may also choose a punishment as a consequence such as exclusion or internal 
exclusion/inclusion/seclusion for a period of time to allow the young person to reflect on their behaviour. 

9.6.3 After care 

It is important that following the incident the young people involved continue to feel supported and 
receive help even if they have stated that they are managing the incident. Sometimes the feelings of 
remorse, regret or unhappiness may occur at a much later stage than the incident. It is important to 
ensure that the young people do not engage in any further harmful behaviour either towards someone 
else or to themselves as a way of coping (e.g. self‐harm). For this reason, regular reviews with the young 
people following the incident(s) are imperative. 

9.6.4 Review 

The school will monitor and review potential patterns of concerning, problematic or inappropriate 
behaviour. Where a pattern is identified, the school will decide on a course of action. Consideration will 
be given as to whether there are wider cultural issues within the school that enabled the inappropriate 
behaviour to occur. Where appropriate, extra teaching time and/or staff training will be delivered to 
minimise the risk of it happening again.  

9.7 Unsubstantiated, unfounded, false or malicious reports  

All concerns, discussions and decisions made, and the reasons for those decisions, are recorded in 
writing. Records should be reviewed so that potential patterns of concerning, problematic or 
inappropriate behaviour can be identified, and addressed. 

If a report is determined to be unsubstantiated, unfounded, false or malicious, the designated 
safeguarding lead should consider whether the child and/or the person who has made the allegation is in 
need of help or may have been abused by someone else and this is a cry for help. In such circumstances, a 
referral to children’s social care maybe appropriate. 



 

 

Revised July 2021 – updated to meet KCSIE 2021 requirements    29 

 

If a report is shown to be deliberately invented or malicious, the school, should consider whether any 
disciplinary action is appropriate against the individual who made it (following the school behaviour 
policy). 

9.8 Preventative Strategies 

Peer on peer abuse can and will occur on any site even with the most robust policies and support 
processes. It is important to develop appropriate strategies to proactively prevent peer on peer abuse. 

This school has an open environment where young people feel safe to share information about anything 
that is upsetting or worrying them. There is a strong and positive PSHE/SMSC curriculum that tackles such 
issues as prejudiced behaviour and gives children an open forum to talk things through rather than seek 
one on one opportunities to be harmful to one another. The school makes sure that ‘support and report’ 
signposting is available to young people. 

Staff will not dismiss issues as ‘banter’ or ‘growing up’ or compare them to their own experiences of 
childhood. Staff will consider each issue and each individual in their own right before taking action. 

Young people are part of changing their circumstances and, through school council and pupil voice for 
example, we encourage young people to support changes and develop ‘rules of acceptable behaviour’. 
We involve pupils in the positive ethos in school; one where all young people understand the boundaries 
of behaviour before it becomes abusive. 

10.0 Possible signs and symptoms of abuse 

The following signs may or may not be indicators that abuse has taken place, but the possibility should be 
considered. This is not an exclusive list and many of the signs and symptoms could fall into more than one 
category. Guidance on recognising signs and symptoms of abuse can be found in Working Together to 
Safeguard Children 2018. Also students with learning difficulties often exhibit some of these signs (e.g. 
reluctance to get undressed for PE, constant tiredness) which are not necessarily signs of abuse but 
symptoms of their condition; however, it must also be remembered that disabled children are 3 times 
more likely to experience abuse or neglect than non‐disabled peers. 

Children with special educational needs and disabilities (SEND) can face additional safeguarding 
challenges. These can include: 

 assumptions that indicators of possible abuse such as behaviour, mood and injury relate to the 
child’s disability without further exploration; 

 being more prone to peer group isolation than other children; 

 the potential for children with SEN and disabilities being disproportionally impacted by behaviours 
such as bullying, without outwardly showing any signs; and 

 communication barriers and difficulties in overcoming these barriers. 

10.1 Physical abuse 

‐ Unexplained injuries, bites, bruises or burns, particularly if they are recurrent 
‐ Improbable excuses given to explain injuries 
‐ Refusal to discuss the causes of injuries 
‐ Untreated injuries 
‐ Disclosure of punishment which appears excessive 
‐ Withdrawal from physical contact/aggressive behaviour 
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‐ Arms & legs kept covered in hot weather (excluding for reasons of cultural dress) 
‐ Fear of returning home 
‐ Fear of medical help 
‐ Self‐destructive tendency 
‐ Running away 

10.2 Emotional abuse 

‐ Physical, mental, emotional or developmental lag 
‐ Domestic violence 
‐ Disclosure of punishment which appears excessive 
‐ Over‐reaction to making mistakes or fear of punishment 
‐ Continual self‐deprecation 
‐ Sudden speech disorders 
‐ Fear of new situations 
‐ Inappropriate responses to painful situations 
‐ Neurotic behaviours 
‐ Self‐harm 
‐ Fear of parents being contacted 
‐ Extremes of passivity or aggression 
‐ Drug or solvent abuse 
‐ Running away 
‐ Compulsive stealing, scavenging 

10.3 Sexual abuse 

‐ Sudden changes in behaviour 
‐ Displays of affection which are inappropriate 
‐ Alleged promiscuity or sexualised behaviour 
‐ Fear of undressing 
‐ Regression to younger behaviour 
‐ Inappropriate internet use and possible ‘grooming’ concerns 
‐ Genital itching or other genital/anal pain/injury 
‐ Distrust of familiar adult 
‐ Unexplained gifts of money, mobile phones etc. 
‐ Depression and withdrawal 
‐ Apparent secrecy about social activities or the identity of “special friends” 
‐ Wetting or soiling, day and night 
‐ Sleep disturbances or nightmares 
‐ Chronic illness, especially throat infections and sexually transmitted disease 

10.4 Neglect 

‐ Constant hunger 
‐ Poor personal hygiene 
‐ Constant tiredness 
‐ Poor state of clothing 
‐ Frequent lateness or non‐attendance at school 
‐ Untreated medical problems or unmet special needs 
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‐ Low self‐esteem 
‐ Neurotic behaviour 
‐ Poor social relationships 
‐ Deterioration in school performance 
‐ Running away 
‐ Compulsive stealing or scavenging 

10.5 Child Sexual Exploitation (CSE) 

 ‐ Going missing for periods of time or regularly coming home late 
 ‐ Regularly missing school or education or not taking part in education  
 ‐ Appearing with unexplained gifts or new possessions  
 ‐ Associating with other young people involved in exploitation  
 ‐ Having older boyfriends or girlfriends 
 ‐ Suffering from sexually transmitted infection 
 ‐ Mood swings or changes in emotional wellbeing 
 ‐ Drug and alcohol misuse 
 ‐ Displaying inappropriate sexualised behaviour  
Staff should also be aware that many children and young people who are victims of sexual exploitation 
do not recognise themselves as such. 

10.6 Female Genital Mutilation (FGM) 

The World Health Organisation identify girls between 4 and 10 as being the most at risk. 
FGM may be likely if there is a visiting female elder, there is talk of a special procedure or celebration to 
become a woman, or parents wish to take their daughter out‐of‐school to visit an ‘at‐risk’ country 
(especially before the summer holidays), or parents who wish to withdraw their children from learning 
about FGM.  

Indications that FGM may have already taken place may include: 
 ‐ difficulty walking, sitting or standing and may even look uncomfortable 
 ‐ spending longer than normal in the bathroom or toilet due to difficulties urinating 
 ‐ spending long periods of time away from a classroom during the day with bladder or menstrual 
problems 
 ‐ frequent urinary, menstrual or stomach problems 
 ‐ prolonged or repeated absences from school or college, especially with  noticeable behaviour 
changes (e.g. withdrawal or depression) on the girl’s return 
 ‐ reluctance to undergo normal medical examinations 
 ‐ confiding in a professional without being explicit about the problem due to embarrassment or fear 
 ‐ talking about pain or discomfort between her legs 

10.7 Prevent, Radicalisation and Extremism:  

10.7.1 Extremism is the vocal or active opposition to our fundamental values, including democracy, the 
rule of law, individual liberty and the mutual respect and tolerance of different faiths and beliefs. This also 
includes calling for the death of members of the armed forces. 

10.7.2 Radicalisation refers to the process by which a person comes to support terrorism and extremist 
ideologies associated with terrorist groups. 
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10.7.3 Terrorism is an action that endangers or causes serious violence to a person/people; causes 
serious damage to property; or seriously interferes or disrupts an electronic system. The use or threat 
must be designed to influence the government or to intimidate the public and is made for the purpose of 
advancing a political, religious or ideological cause. 

Early indicators of radicalisation or extremism may include: 

 ‐ showing sympathy for extremist causes 
 ‐ glorifying violence, especially to other faiths or cultures 
 ‐ making remarks or comments about being at extremist events or rallies outside school 
  ‐ evidence of possessing illegal or extremist literature 
 ‐ advocating messages similar to illegal organisations or other extremist groups 
 ‐ out of character changes in dress, behaviour and peer relationships  
(but there are also very powerful narratives, programmes and networks that young people can come 
across online, so involvement with particular groups may not be apparent.) 
 ‐ secretive behaviour 
 ‐ online searches or sharing extremist messages or social profiles 
 ‐ intolerance of difference, including faith, culture, gender, race or sexuality 
 ‐ graffiti, art work or writing that displays extremist themes 
 ‐ attempts to impose extremist views or practices on others 
 ‐ verbalising anti‐Western or anti‐British views 
 ‐ advocating violence towards others 

10.8 Handling a nude or semi‐nude image or video incident: 
UKCIS “Sharing nudes and semi‐nudes” will always be used to triage concerns.  

It is important that school actions do not blame, shame or criminalise the child.  

There should always be an initial review meeting, led by the DSL. This should consider the initial evidence 
and aim to establish:  

- Whether there is an immediate risk to a young person or young people  
When assessing the risks the following should be considered:  

Why was the imagery shared?  
Was the young person coerced or put under pressure to produce the imagery?  
Who has shared the imagery?  
Where has the imagery been shared?  
Are there any adults involved in the sharing of imagery?  
Does the child involved have additional vulnerabilities?  
Does the young person understand consent?  
Has the young person taken part in this kind of activity before? 

- If a referral should be made to the police and/or children’s social care. 
Do not refer automatically, unless there are additional concerns about the pressure applied on the child to 
take/share the image, or unless there are sexual aspects involved which are not in line with the child’s 
age/stage.  
A MASH referral would always be made when there is a report to police. 

- Imagery should not be viewed, DSL only ‐ only view if it is essential to keep the child safe.  

- What further information is required to decide on the best response  
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- Whether the imagery has been shared widely and via what services and/or platforms. This 
may be unknown.  

- Whether immediate action should be taken to delete or remove images from devices or 
online services.  

- Any relevant facts about the young person involved which would influence risk assessment  

- If there is a need to contact another school, college, setting or individual  

- Whether to contact parents or carers of the pupils involved ‐ in most cases parents/carers 
should be involved  

An immediate referral to police and/or children’s social care should be made if at this initial stage. (A 
MASH referral would always be made when there is a report to police).:  

1. The incident involves an adult  

2. There is reason to believe that a young person has been coerced, blackmailed or groomed, or if 
there are concerns about their capacity to consent (for example owing to special educational 
needs) 

3. What you know about the imagery suggests the content depicts sexual acts which are unusual for 
the young person’s developmental stage, or are violent  

4. The imagery involves sexual acts and any pupil in the imagery is under 13  

5. You have reason to believe a pupil is at immediate risk of harm owing to the sharing of the imagery 
(for example, the young person is presenting as suicidal or self‐harming).  

If none of the above apply then the school may decide not to involve police or children’s social care (the 
school can choose to escalate the incident at any time if further information/concerns come to light).  

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

Image taking and sharing includes Upskirting: where someone takes a picture under a person’s clothing 
(not necessarily a skirt) without permission and or knowledge, with the intention of viewing their genitals 
or buttocks (with or without underwear) to obtain sexual gratification, or cause the victim humiliation, 
distress or alarm. It is a criminal offence. Anyone of any gender, can be a victim. 

5.1 Private fostering: A private fostering arrangement is one that is made privately (without the 
involvement of a local authority) for the care of a child under the age of 16 years (under 18, if disabled) by 
someone other than a parent or close relative, in their own home, with the intention that it should last for 
28 days or more. A close family relative is defined as a ‘grandparent, brother, sister, uncle or aunt’ and 
includes half‐siblings and step‐parents; it does not include great‐aunts or uncles, great grandparents or 
cousins. 

5.1.1 Parents and private foster carers both have a legal duty to inform the relevant local authority at 
least six weeks before the arrangement is due to start; not to do so is a criminal offence. 

5.1.2 Whilst most privately fostered children are appropriately supported and looked after, they are a 
potentially vulnerable group who should be monitored by the local authority, particularly when the child 
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has come from another country. In some cases privately fostered children are affected by abuse and 
neglect, or are involved in trafficking, child sexual exploitation or modern‐day slavery. 

5.1.3 Schools have a mandatory duty to report to the local authority where they are aware or suspect 
that a child is subject to a private fostering arrangement. Although schools have a duty to inform the local 
authority, there is no duty for anyone, including the private foster carer or social workers, to inform the 
school. However, it should be clear to the school who has parental responsibility. 
On admission to the school, we will take steps to verify the relationship of the adults to the child who is 
being registered  
School staff should notify the Designated Safeguarding Lead when they become aware of private fostering 
arrangements. The Designated Safeguarding Lead will speak to the family of the child involved to check 
that they are aware of their duty to inform the LA. The school itself has a duty to inform the local 
authority of the private fostering arrangements. 

5.2 Home stay / Exchange hosts: If children are staying with a family as part of an exchange, the parents 
and over 18s need to have an enhanced DBS check (as a volunteer). The school will also decide whether 
they will do an enhanced DBS check for 16 and 17 year olds who also live in the house 

6. What to do if you suspect that abuse may have occurred 

6.1 You must report the concerns immediately, on the same working day, to the Designated Safeguarding 
Lead or their deputies. You may report verbally, but this must be followed up by a written account, on the 
same working day. 

6.2 The role of the Designated Safeguarding Lead and team members is to: 

6.2.1 Obtain information from staff, supply staff, volunteers, children or parents and carers who have 
child protection concerns and to record this information. 

DSL and team members will be supported by nurture and pastoral staff, such as ELSA, Thrive, counsellor 
etc. 

6.2.2 Assess the information quickly and carefully and ask for further information as appropriate. 

6.2.3 They should also consult with Havering services in the first instance (e.g. MASH including Early 
Help, LADO) 

6.2.4 The Designated Safeguarding Lead should make a referral to the MASH (social care / police) or 
the police without delay if it is agreed during the consultation or if there is an immediate risk to the child. 
A MASH referral would always be made when there is a report to police. 

6.2.5 The referral should be made to the MASH team in which the child lives, e.g. if a child lives in 
another borough, the referral needs to be made to the MASH team in that borough / authority. 

6.2.6 A telephone referral should be made and confirmed in writing using MARF online on the same 
working day if requested. The MASH team should acknowledge the referral within one working day and 
should be contacted if no acknowledgement has been received within 3 working days. 

6.2.7 Following referral, the MASH team should consider the next course of action, record their 
decision in writing and notify the Designated Safeguarding Lead that they have made a decision. 

6.2.8 Liaise with the senior mental health lead, and where available, the mental health support team, 
where safeguarding concerns are linked to mental health. 

6.2.9 Concerns will not be discussed with anyone other than those nominated above. 
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6.2.10 It is the right of any individual to make direct referrals to the child protection agencies. If for any 
reason you believe that the Designated Safeguarding Lead has not responded appropriately to your 
concerns, it is then your responsibility to contact the MASH and the LADO immediately. 

6.3 Responsibilities  

The Designated Safeguarding Lead and team are responsible for: 

6.3.1 Adhering to the Havering LSP (Local Safeguarding Partnership), London Borough of Havering and 
Dame Tipping Primary School procedures with regard to referring a child if there are concerns about 
possible abuse. 

6.3.2 Keeping full written chronological records of in‐school concerns about a child even if there is no 
need to make an immediate referral. 

6.3.3 Ensuring that all such records are kept confidentially and securely and are separate from pupil 
records. 

6.3.4 Ensuring that an indication of further record‐keeping is marked on the pupil records. 

6.3.5 Checking the attendance of children subject to a Child Protection Plan on a daily basis. 

6.3.6 Ensuring that any child currently who is subject to a Child Protection Plan who is absent without 
explanation is referred to MASH (Social Care). 

6.3.7 Taking lead responsibility for promoting educational outcomes by knowing the welfare, 
safeguarding and child protection issues that children in need are experiencing, or have experienced, and 
identifying the impact these issues might be having on children’s attendance, engagement and 
achievement at school.  

6.3.8 Ensuring that where any child currently who is 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. A 
digital copy of the child’s information will be securely retained / archived by Dame Tipping Primary School.  

7. Supporting children 

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

7.2 We recognise that the school may provide the only stable, secure and predictable element in the 
lives of children who have been abused or who are at risk of harm. 

7.3 We accept that research shows that the behaviour of a child in these circumstances may range 
from that which is perceived to be normal to aggressive or withdrawn.  

7.4 Dame Tipping Primary School will support all children through: 

- The curriculum 

- The school ethos 

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

- Promoting a caring, safe and positive environment within the school, giving children a sense 
of being valued.  

- Ensuring children know there are adults in the school whom they can approach if they are 
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worried. 

- Liaising and working together with all other support services and those agencies involved in 
the safeguarding of children. 

- Notifying MASH (Social Care) as soon as there is a significant concern. 

- Providing continuing support to a child about whom there have been concerns who leaves 
the school by ensuring that appropriate information is forwarded under confidential cover to 
the child’s new school. 

8. Supporting staff 

We recognise that staff working in Dame Tipping Primary School who have become involved with a child 
who has suffered harm, or appears to be likely to suffer harm may find the situation stressful and 
upsetting. 

We will support such staff by providing an opportunity to discuss the situation with the Designated 
Safeguarding Lead and to seek further support as appropriate. 

9. Safer Recruitment and allegations 

At Dame Tipping Primary School we will ensure we practise Safe Recruitment by undertaking 3 yearly 
enhanced DBS checks of staff and volunteers who work with children. Recruitment adverts will highlight 
the priority that the school places on this and the school’s commitment to safeguarding. References and 
medical checks will be made on all new staff, and all staff will have references on file. 

The school will follow the guidance set out in  

- Keeping Children Safe in Education 2021 

- Local Safeguarding Partnership procedures 

- London Child Protection Procedures 6th edition. 

9.1 Allegations against staff 

9.1.1 At Dame Tipping Primary School we recognise the possibility that adults working in the school may 
harm children. Any concerns about the conduct of adults in the school should be taken to the Headteacher 
without delay or where that is not possible, to the Local Authority Designated Officer (LADO); any concerns 
about the Headteacher should go to the Chair of Governors and the LADO.  

9.1.2 We understand that a child or 3rd party may make an allegation against a member of staff. 

9.1.3 We understand that an allegation is wider than just those where it is considered that there is 
reasonable cause to believe that a child has suffered or is at risk of suffering significant harm. Some 
allegations may indicate that a staff member is unsuitable to work with children. 

9.1.4 We will be guided by Working Together 2018 which defines an allegation as when an adult has: 

- behaved in a way that has harmed a child, or may have harmed a child; 

- possibly committed a criminal offence against or related to a child; or 

- behaved towards a child or children in a way that indicates that they are unsuitable to work with 
children. 
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9.1.5 If such an allegation is made, the member of staff receiving the allegation, or having the concern, 
will immediately inform the Headteacher; this must be done on the same working day. 

9.1.6 The Headteacher on all such occasions will discuss immediately, on the same working day, the 
content of the allegation with LADO, before taking any further action. 

9.1.7 If the allegation made to a member of staff concerns the Headteacher, the member of staff will 
immediately inform the Chair of Governors who will consult with the LADO; this must be done on the same 
working day. If the Chair of Governors is not available, the member of staff must make direct contact with 
the LADO. 

9.1.8 The school will not internally investigate until instructed by the LADO. 

9.1.9 The school will follow the LA procedures for managing allegations against staff, a copy of which will 
be readily available in the school. These are also contained in the London Child Protection Procedures 5th 
edition. 

9.2 Whistleblowing 

All staff must be aware of their duty to raise concerns, where they exist, about the attitude or actions of 
colleagues.  

Further information is available in our Whistleblowing and Managing Allegations Policy. 

10. Safeguarding and the school culture 

10.1 Reasonable force 

Our policy on reasonable force by staff is set out in a separate policy and acknowledges that staff must only 
ever use reasonable force as a last resort, and that at all times it must be the minimal force necessary to 
prevent injury to another person. 

The school will, where appropriate, create individual plans to minimise the likelihood of challenging 
behaviour, and when it occurs there will be less use of physical restraint and other restrictive methods 

We understand that physical intervention of a nature which causes injury or distress to a child may be 
considered under child protection or disciplinary procedures. Staff need to be aware that if a child sustains 
an injury as a result of physical intervention Safeguarding and Child Protection processes must be followed. 

10.2 Bullying 

Our policy on bullying, and online bullying, is set out in a separate policy and acknowledges that to allow or 
condone bullying may lead to consideration under child protection procedures. 

10.3 Incidents motivated by perceived differences 

Bullying and abuse can be motivated by perceived differences e.g. on the grounds of race, religion, gender, 
sexual orientation, disability or other difference. We acknowledge that repeated incidents or a single 
serious incident may lead to consideration under child protection procedures. 

 

10.4 Health & Safety 

Covid‐19 Risk Assessment is in place, available to all staff and updated when needed. 
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Our Health & Safety policy, set out in a separate document, reflects the consideration we give to the 
protection of our children both within the school environment and when away from school when 
undertaking school trips and visits. 

10.5 Prevention 

We recognise that the school plays a significant part in the prevention of harm to our children by providing 
children with good lines of communication with trusted adults, supportive friends and an ethos of 
protection. 

The school community will therefore: 

- Establish and maintain an ethos where children feel secure and are encouraged to talk and are 
always listened to. 

- Ensure that all children know there is an adult in the school whom they can approach if they are 
worried or in difficulty. 

10.6 Other relevant school policies and guidance 

- Whistleblowing and Managing Allegations Policy 

- Reasonable Force Policy 

- Behaviour Policy, including online behaviour 

- Anti‐Bullying Policy, including online bullying 

- Racial Incidents Policy, including online incidents 

- Health & Safety Policy 

- Online Safety Policy 

- First Day Calling Policy 

- Transgender Guidance 

- Equalities Policy 

- RSE Policy 

10.7 Support and training 

We are committed to the provision of safeguarding training for all school staff, supply staff, paid and 
voluntary, including agency staff, and we recognise that staff must be regularly updated. Safeguarding 
and Child Protection is always part of our start of year professional development and induction every 
September.  

In addition to the annual basic safeguarding training, the Designated Safeguarding Lead and Team 
undertake training in inter‐agency working at least bi‐annually to keep their knowledge and skill up to 
date throughout the year. 

All other staff undertake appropriate training to equip them to carry out their responsibilities for child 
protection effectively, which is kept up to date by annual refresher training – this training cycles round a 
range of key topics. This will be additionally supported every year with training and updates provided by 
the Designated Safeguarding Lead through staff meetings, training days, written updates and briefings. 
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All Staff will be required to sign annually that they have read Part One of ‘Keeping Children Safe in 
Education’ (2021). 

11. Managing Child Protection Cases 

11.1 Children potentially at greater risk of harm (Child in Need and Child Protection) 

Children may need a social worker due to safeguarding or welfare needs. Children may need this help due 
to abuse, neglect and complex family circumstances. A child’s experiences of adversity and trauma can 
leave them vulnerable to further harm, as well as educationally disadvantaged in facing barriers to 
attendance, learning, behaviour and mental health. 

Where children need a social worker, this will inform decisions about safeguarding (e.g. responding to 
unauthorised absence or missing education where there are known safeguarding risks) and promoting 
welfare (e.g. considering the provision of pastoral and/or academic support, alongside action by statutory 
services). 

11.2 Management of children subject to Child Protection investigation or subject to a 
Child Protection Plan 

The Designated Safeguarding Lead and team will contribute to the child protection investigation and 
attend or contribute to the Strategy meetings. 

The Designated Safeguarding Lead or deputy will attend the Initial Child Protection Conference to share 
any relevant information and provide a written report for the conference. 

If the child is placed on the Child Protection Plan, the Designated Safeguarding Lead or deputy is 
responsible for ensuring that the school participates appropriately in the Child Protection Plan and 
attends all Core Group Meetings and Child Protection Conferences. 

Information will be shared with staff on a “need to know” basis but key personnel working with child 
should have sufficient information to support them in their work with that child. 

If a child with a Child Protection Plan has an unexplained absence from school, the Designated 
Safeguarding Lead will inform the Social Worker. 

11.3 Record keeping 

11.3.1 DfE guidance says that the Designated Safeguarding Lead will keep detailed, accurate, secure 
written records of referrals and concerns. These should be kept separately from academic records, in a 
confidential file stored in a secure cabinet, accessible only by appropriate senior staff members. Current 
cases are exempt from examination by parents or children unless subject to a court order. Subject Access 
Requests may be made for records of historic, closed issues. 

11.3.2 Havering LSCB promotes high quality record keeping in respect of all concerns about children's 
welfare. The records should be completed in a timely manner and include all relevant information such 
as dates, times, others involved, witnesses etc. All records should be signed and dated. The child's 
confidential record should include a front sheet chronology of concerns to support the understanding 
of the impact of past concerns, patterns and escalation of concerns. 

11.3.3 If a child transfers to another school or other educational establishment, the Designated 
Safeguarding Lead must forward securely the child protection file to a named person at the receiving 
school/establishment under a separate cover from the academic records. The file should be marked 
‘confidential, to be opened by addressee only.’ 
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11.3.4 The Designated Safeguarding Lead should retain a digital copy of the child protection file, which 
should be stored in a secure area accessible only by appropriate senior staff members. Child Protection 
records about a student who has ceased to become of compulsory school age should be archived and 
catalogued. Records must be kept until a child reaches 25 years of age; child protection records must be 
kept for 35 years after the child leaves the school. 

11.3.5 When making a referral, the referrer should keep a written record of: 

- Discussions with child 

- Discussions with parent/s 

- Discussions with staff 

- Information provided to the MASH 

- Advice given and decisions taken (clearly times, dated and signed) 

11.3.6 The referrer should confirm verbal and telephone referrals in writing within 48 hours, using the 
inter‐agency referral form. 

11.3.7 Dame Tipping Primary School will ensure that we keep up‐to‐date personal data records of all the 
children by regularly reminding parents to inform us of any change in family circumstances and 
requesting an annual update. 

11.4 Confidentiality and information sharing 

11.4.1 We recognise that all matters relating to child protection are confidential. 

11.4.2 The Headteacher or Designated Safeguarding Lead will disclose personal information about a 
student to other members of staff on a need to know basis only. 

11.4.3 However, all staff must be aware that they have a professional responsibility to share 
information with other agencies in order to safeguard children. 

11.4.4 When considering sharing information the staff will: 

11.4.4.1 Remember that GDPR is not a barrier to sharing information, it provides the framework 

11.4.4.2 Be open & honest with the person from the outset about how information may be shared 

11.4.4.3 Seek advice, do not fail to share information because you are unsure what to do 

11.4.4.4 Share with consent where appropriate & respect the wishes of those who refuse consent 
unless you believe that there is a risk of harm to child if the information is not shared 

11.4.4.5 Consider safety and well‐being of the child and base information sharing decisions on this 

11.4.4.6 Ensure all information shared is Necessary, Proportionate, Relevant, Accurate, Timely & 
Secure. Ensure any third party or hearsay information is identified and that you have consent to share it 

11.4.4.7 Keep a record of your decision and reasons for it. Record what you have shared, with 
whom and the purpose. 

12. Supervisory arrangements for the management of children in Alternative Provision and in out of 
school hours’ activities. 

12.1 We will aim to protect children from abuse and team members from false allegations by adopting 
the following guidelines: 
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12.2 All alternative provision, clubs and child minders must have appropriate Ofsted registration or 
London Borough of Havering AP quality Assurance. 

12.3 All alternative provision and clubs independent of the school must have their own child 
protection policy & procedure in line with the school's 

12.4 All alternative provision and clubs will keep a register of all children attending the activities and 
give a copy to the school. 
Alternative provision registers will be taken promptly and uploaded such that they are visible to the 
school on the same day/in the same session. All absences without explanation will be notified to the 
school immediately. 

12.5 All alternative provision and clubs will keep a register of all team members (both paid staff 
members, supply staff and volunteers) and ensure they meet the requirements of the DBS. 

12.6 Registers will include arrival and departure times. 

12.7 All alternative provision and clubs will keep a record of all sessions including monitoring 
and evaluation records. 

12.8 The team members will record any unusual events on an accident/incident form. 
All safeguarding concerns will be communicated immediately to the school DSL. 

12.9 Written consent from a parent or guardian will be obtained for every child attending the 
alternative provision / activities. 

12.10 Team members should not be alone with a child, although we recognise that there may be 
times when this may be necessary or helpful; in such circumstances another adult should be told. 

12.11 Team members may escort children of the same sex to the toilet but are not expected to be 
involved with toileting, unless the child has a special need that has been brought to our attention by the 
parent/guardian and a care plan is in place for the child naming them as part of the care plan. 

12.12 All team members should treat all children with dignity and respect in both attitude, language 
and actions. 

13. Key contacts 

13.1 MASH Team  

01708 433222 (day)  
01708 433999 (night) 
tmash@havering.gov.uk  
https://my.havering.gov.uk/Pages/OnlineForms/Multi‐Agency‐Referral‐form.aspx#Information  

13.2 LADO 

Lisa Kennedy  
lado@havering.gov.uk  
01708 431653 

13.3 HES Safeguarding team 

Carol Rockey carol.rockey@havering.gov.uk 01708 431651  
Michelle Wain michelle.wain@havering.gov.uk 01708 431650 

13.4 Online Safety 
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Amanda Jackson – Amanda.jackson@havering.gov.uk 
Dave Smith – dave.smith@havering.gov.uk  

13.5 Havering CAD team 

Social Care : CAD Duty ‐ CADDuty@havering.gov.uk 
Education: SEN ‐ Sen@havering.gov.uk 

13.6 Havering Virtual School 

vsht@havering.gov.uk 

13.7 NSPCC whistleblowing helpline  

0800 028 0285 and help@nspcc.org.uk 
www.nspcc.org.uk/Helpline 

13.8 SO15 Counter Terrorism Command 

DC Gavin Moore 
07919628083 or 0203 276 1100 
Gavin.F.moore@met.pnn.police.uk  
PC Jag Shina 
07767765808 
Jag.s.shina@met.pnn.police.uk  

13.9 LBH Prevent and Hate Crime Coordinator 

Emily Knight  
01708 433 082   
emily.knight@havering.gov.uk  & prevent@havering.gov.uk   

13.10 LBH Child Exploitation & Missing lead 

Lorraine Bartlett  
lorraine.Bartlett@havering.gov.uk   

CME Children Missing Education 
cme@havering.gov.uk 01708 431777 

13.11 UK Safer Internet Centre 

POSH Professionals Online Safety Helpline for schools  
0344 381 4772 
https://www.saferinternet.org.uk/professionals‐online‐safety‐helpline  

13.12 NSPCC  

Online Safety Helpline for Professionals and Parents 
0808 8005002 
https://www.nspcc.org.uk/services‐and‐resources/nspcc‐helpline/  

13.13 LBH & East London Gangs & Serious Youth Violence 

Louise Giles, Detective Sergeant 
East Area Gangs Unit  
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0203 276 0523  
GangsUnit@met.pnn.police.uk  

13.14 Operation Encompass 

Bekir Bekir, Detective Constable  
East Area BCU ‐ Safeguarding  
MASH Team, Mercury House 
0203 276 2800 
Bekir.Bekir@met.pnn.police.uk 
https://www.operationencompass.org/ 

13.15 LBH Alternative Provision 

Darren Purdie 
darren.purdie@havering.gov.uk  

13.16 Safeguarding Governor – Greg Brome C/o 0708 745409 

dametipping.com 

13.17 Designated Safeguarding Lead – Stephen Ley – 01708 745409 

dametipping.com 

14. Where to go for further information: (reordered) 

14.1 DfE: Statutory guidance: Keeping children safe in education 2021 
https://www.gov.uk/government/publications/keeping‐children‐safe‐in‐education‐‐2  

14.2 DfE: Statutory guidance: Working together to safeguard children 2018 (with Dec 2020 updates) 
https://www.gov.uk/government/publications/working‐together‐to‐safeguard‐children‐‐2   

14.3 DfE: Sexual violence and sexual harassment between children in schools and colleges 2021 
https://www.gov.uk/government/publications/sexual‐violence‐and‐sexual‐harassment‐between‐children‐
in‐schools‐and‐colleges 

14.4 Havering Local Safeguarding Partnership 
https://www.havering.gov.uk/info/20083/safeguarding_children 

14.5 Havering: MARF  
https://www.havering.gov.uk/downloads/download/306/multi‐agency_referral_form_marf 

14.6 Havering: Missing protocol 
www.havering.gov.uk/missingchildren 

14.7 Havering: Online CSE toolkit  
https://www.havering.gov.uk/Pages/Services/Sexual‐exploitation.aspx  

14.8 Ofsted: Inspecting safeguarding in early years, education and skills 2019 
https://www.gov.uk/government/publications/inspecting‐safeguarding‐in‐early‐years‐education‐and‐skills 

14.9 DfE Safeguarding and remote education during coronavirus (COVID‐19) May 2020 
https://www.gov.uk/guidance/safeguarding‐and‐remote‐education‐during‐coronavirus‐covid‐19  

14.10 DfE: Advice what to do if you are worried that a child is being abused 2015 
https://www.gov.uk/government/publications/what‐to‐do‐if‐youre‐worried‐a‐child‐is‐being‐abused‐‐2  
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14.11 DfE: Behaviour and discipline in schools, July 2020 
https://www.gov.uk/government/publications/behaviour‐and‐discipline‐in‐schools  

14.12 DfE: Children Missing Education, September 2016 
https://www.gov.uk/government/publications/children‐missing‐education 

14.13 DfE: Cyberbullying: Advice for headteachers and school staff, November 2014 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/3748
50/Cyberbullying_Advice_for_Headteachers_and_School_Staff_121114.pdf 

14.14 DfE Harmful online challenges and online hoaxes  
https://www.gov.uk/government/publications/harmful‐online‐challenges‐and‐online‐hoaxes/harmful‐
online‐challenges‐and‐online‐hoaxes  

14.15 DfE – Mental Health and Behaviour in schools 
https://www.gov.uk/government/publications/mental‐health‐and‐behaviour‐in‐schools‐‐2 

14.16 DfE: Mental health and behaviour in schools, November 2018 
https://www.gov.uk/government/publications/mental‐health‐and‐behaviour‐in‐schools‐‐2  

14.17 DfE: Preventing and Tackling Bullying 2017  
https://www.gov.uk/government/publications/preventing‐and‐tackling‐bullying  

14.18 DfE: Protecting children from radicalisation: the prevent duty 
https://www.gov.uk/government/publications/protecting‐children‐from‐radicalisation‐the‐prevent‐
dutyDfE: Relationship Education and Relationship and Sex Education, July 2020 
https://www.gov.uk/government/publications/relationships‐education‐relationships‐and‐sex‐education‐
rse‐and‐health‐education 

14.19 DfE: Safeguarding practitioners: information sharing advice 2018 
https://www.gov.uk/government/publications/safeguarding‐practitioners‐information‐sharing‐advice 

14.20 DfE: Searching, screening and confiscation at school 
https://www.gov.uk/government/publications/searching‐screening‐and‐confiscation  

14.21 DfE: Statutory guidance School exclusion, May 2020 
https://www.gov.uk/government/publications/school‐exclusion  

14.22 DfE: Teaching Online Safety in schools 2019 
https://www.gov.uk/government/publications/teaching‐online‐safety‐in‐schools  

14.23 DfE summary ‐ Gov.UK: Safeguarding children, latest documents 
https://www.gov.uk/topic/schools‐colleges‐childrens‐services/safeguarding‐children/latest  

14.24 Home Office: Criminal exploitation of children and vulnerable adults: county lines 
https://www.gov.uk/government/publications/criminal‐exploitation‐of‐children‐and‐vulnerable‐adults‐
county‐lines 

14.25 Home Office: Preventing youth violence and gang involvement 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/4181
31/Preventing_youth_violence_and_gang_involvement_v3_March2015.pdf  

14.26 Ofsted: Inspecting safeguarding in early years, education and skills settings 2019 
https://www.gov.uk/government/publications/inspecting‐safeguarding‐in‐early‐years‐education‐and‐
skills/inspecting‐safeguarding‐in‐early‐years‐education‐and‐skills  
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14.27 Ofsted: Positive environments where children can flourish 
https://www.gov.uk/government/publications/positive‐environments‐where‐children‐can‐flourish  

14.28 Ofsted: Safeguarding concerns, a guide for inspectors 
https://www.gov.uk/government/publications/ofsted‐safeguarding‐policy/safeguarding‐concerns‐
guidance‐for‐inspectors  

14.29 UKCIS: Education for a connected world 2020 
https://www.gov.uk/government/publications/education‐for‐a‐connected‐world 

14.30 UKCIS external visitors guidance 
https://www.gov.uk/government/publications/using‐external‐visitors‐to‐support‐online‐safety‐education‐
guidance‐for‐educational‐settings  

14.31 UKCIS: Online safety in schools and colleges: Questions from the Governing Board 2020 
https://www.gov.uk/government/publications/online‐safety‐in‐schools‐and‐colleges‐questions‐from‐the‐
governing‐board 

14.32 UKCIS Questions from the Governing Board 
https://www.gov.uk/government/publications/online‐safety‐in‐schools‐and‐colleges‐questions‐from‐the‐
governing‐board 

14.33 UKCIS: Safeguarding children and protecting professionals in early years settings: online safety 
considerations 
https://www.gov.uk/government/publications/safeguarding‐children‐and‐protecting‐professionals‐in‐
early‐years‐settings‐online‐safety‐considerations  

14.34 UKCIS: Sharing nudes and semi nudes 
https://www.gov.uk/government/publications/sharing‐nudes‐and‐semi‐nudes‐advice‐for‐education‐
settings‐working‐with‐children‐and‐young‐people  

14.35 UKCIS: Tackling race and faith targeted bullying face to face and online 
https://www.gov.uk/government/publications/tackling‐race‐and‐faith‐targeted‐bullying‐face‐to‐face‐and‐
online‐a‐guide‐for‐schools  

14.36 LGfL: online safety policies 
http://os.lgfl.net   

14.37 London Child Protection Procedures, edition 6, 2020 
http://www.londoncp.co.uk/    

14.38 NPCC‐ When to call the police 
https://www.npcc.police.uk/documents/Children%20and%20Young%20people/When%20to%20call%20po
lice%20guidance%20for%20schools%20and%20colleges.pdf 

14.39 NSPCC, Undertaking remote teaching and learning safely 
https://learning.nspcc.org.uk/news/2020/march/undertaking‐remote‐teaching‐safely/ 

14.40 Brook Traffic Light Tool 
https://www.brook.org.uk/training/wider‐professional‐training/sexual‐behaviours‐traffic‐light‐tool/ 

14.41 Key messages from research on children and young people who display harmful sexual behaviour 
(PDF) 
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https://www.csacentre.org.uk/index.cfm/_api/render/file/?method=inline&fileID=E2C17C42‐5084‐47CC‐
902E94451079C6B6   
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KEY DEFINITIONS USED IN THIS POLICY: 
  
The Trust  LIFE Education Trust  
The Board/Directors/Trust Board  The Board of Directors of LIFE Education Trust  

School/Trust school  An Academy or school within LIFE Education Trust 
Staff All staff employed by LIFE Education Trust and 

working with academies, schools or units within LIFE 
Education Trust 
 

 
All schools within the LIFE Education Trust are legally defined as academies, regardless of 
whether the term “school” is used to describe them in the following policy. 

 
Contents 
1. Aims ............................................................................................................................................. 2 
2. Legislation and guidance .............................................................................................................. 2 
3. The responsibilities of the Trust .................................................................................................... 2 
4. Monitoring arrangements .............................................................................................................. 3 
5. Links to other policies ................................................................................................................... 3 
 
 

1. Aims 
 
This policy aims to ensure that: 
 

 Suitable education is arranged for pupils on roll who cannot attend school due to health needs 

 Pupils, staff and parents understand what the school is responsible for when this education is 
being provided by the Local Authority 
 

2. Legislation and guidance 
 
This policy reflects the requirements of the Education Act 1996. 
It reflects the relevant policies of the London Borough of Havering and Essex County Council. 
It complies with our funding agreement and articles of association. 

 
3. The responsibilities of LIFE Education Trust 
 
3.1  
Where possible, each school in LIFE Education trust will endeavour to make arrangements to 
deliver an appropriate education for any child with health needs who cannot attend school, subject 
to their individual needs and circumstances. This may involve sending work home or some form of 
digital remote learning, as appropriate. 
 
The school will consult the child and their parents about these arrangements and, similarly, about 
how the child might be integrated back into school at the appropriate time.  

 
3.2  
If the circumstances are such that the school cannot make suitable arrangements for a pupil who 
cannot attend school, the child will be referred to the relevant Local Authority, which has a statutory 
responsibility for arranging a suitable education for these children (see Section 5 below). 
 

http://www.legislation.gov.uk/ukpga/1996/56/section/19
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In cases where the Local Authority makes arrangements, the school will: 
 

 Work constructively with the Local Authority, providers, relevant agencies and parents to ensure 
the best outcomes for the pupil 

 Share appropriate information with the Local Authority and relevant health services as required 

 Help make sure that the provision offered to the pupil is as effective as possible and that the 
child can be reintegrated back into school successfully 

 When reintegration is anticipated, work with the Local Authority to: 
o Plan for consistent provision during and after the period of education outside the school, 

allowing the pupil to access the same curriculum and materials that they would have 
used in school as far as possible 

o Enable the pupil to stay in touch with school life (e.g. through newsletters, emails, 
invitations to school events or internet links to lessons from their school) 

o Create an individually tailored reintegration plan for each child returning to school 
o Consider whether any reasonable adjustments need to be made 

 
4. Monitoring arrangements 
 
This policy will be reviewed annually. At every review, it will be approved by Trust Board. 

 
5. Links to other policies 
 
This policy links to the following LIFE Education trust policies: 
 

 Accessibility policy 

 Supporting pupils with medical needs policy 
 
and to: 
 

 London Borough of Havering’s In Year Fair Access Policy 2020/21 for all Havering Schools and 
Academies (September 2020) 

 Essex County Council’s Education Access Team: Children unable to attend school due to health 
needs (September 2018) 
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Policy Source  Juniper Model Policy  

  

  

This model procedure is based on the Education (School Teachers’ Appraisal) (England)  

Regulations 2012 and the DfE model Performance Management and Capability Policy.  The  

Regulations require all schools to have capability and performance management procedures.  This 

is not a statutory requirement for Academies, but procedures are nonetheless recommended.    

  

These present the minimum statutory requirements.  HR considers it appropriate to have two 

separate procedures (although they are closely linked and this procedure should be adopted  

alongside the new model Performance Management Procedure), but they can be combined.    

  

This procedure is applicable to teaching and support staff.  

  

This is a model policy/procedure which reflects legislation, any relevant statutory and non-statutory 

guidance and best practice.  The responsibility for setting policy and procedure resides with the  

governing board/trust and as such the relevant body must be satisfied that the content of the 

policy/procedure suits their requirements and must consult their staff/local trade union  

representatives prior to its formal adoption.  In this context, Education HR does not negotiate and  

agree its model policies with the trade unions/professional associations, although they are consulted 

and their feedback is considered in the development of the documents.  

  

Performance Management Procedure - A model for MATs Published 

by:  
Juniper Education, Education HR  
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1.  Introduction   

  

1.1  The day to day performance of staff is monitored, managed and supported by line 

managers.  The appraisal procedure sets out the framework for a clear, fair and 

consistent assessment of the overall performance of staff.  The process will be 

supportive and developmental, to ensure that all staff have the skills and support their 

need to carry out their role effectively and to enable them to continue to improve their 

professional practice within the context of the Trust and academy improvement plans 

and the standards expected of staff by relevant national and local standards and job 

and person specifications.  Appraisal will also be the key process in determining 

annual performance pay progression.  

  

2.  Scope  

  

2.1  This procedure is applicable to all Trust employees including those employed to work 

in individual academies within the Trust and to staff who are employed to work centrally 

and/or support several or all Trust academies. In the case of:  

• staff with less than one year’s service/on fixed term contracts - the cycle will be 

adjusted according to the start/duration of the contract  

• those undergoing a probationary or statutory induction period – the performance 

management Procedure will not normally apply until this period has been successfully 

completed.  

  

3.  Roles and Responsibilities  

  

3.1  Appraisal Reviewers  

  

• The Trust board will appoint an appraisal reviewer (appraiser) for the headteacher 

and CEO.  

• The headteacher will appoint appraisal reviewers (appraisers) for other staff in their 

academy.  

• The CEO will appoint appraisal reviewers (appraisers) for centrally employed staff.  

  

The role of the appraisal reviewer (appraiser) is to operate the performance management 

procedure in its entirety.  The Appraiser will be responsible for making recommendations 

on pay progression on the appraisal application in accordance with the pay policy.  

  

It is the responsibility of the Trust Board to:  

• define, communicate and monitor procedures and to ensure that they are applied in 

a fair and consistent manner;  

• ensure that systems are in place for the proper induction of new and promoted staff, 

and for day to day management, support and development of staff.  

  

3.2  It is the responsibility of the line managers and appraisers to:  

  



4  
    

• manage appraisal effectively ensuring that staff are aware of the standards 

expected of them and dealing with any minor deficiencies at the earliest stage 

through normal day to day supervision and probation and induction 

procedures.    

  

3.3  It is the responsibility of all staff to:  

• be aware of and comply with the specific standards of performance related to 

their area of work and workplace;   

• comply fully with this procedure and to co-operate with the processes 

contained therein.  

  

The appraisal process will be operated in a way which minimises the additional 

workload on all parties. The appraisal process in LIFE Education Trust will be 

conducted through Bluesky, an online performance management tool.   

  

4.  The Appraisal Cycle  

  

4.1  Teachers  

'The performance management cycle will run from September – August.  

Final reviews will be completed in time to allow for any pay decisions to be made by 

31 October (31 December for headteachers).   

  

4.2  Support Staff  

The appraisal cycle will run from April – March. Final reviews will be completed in  

time to allow for any pay decisions to be made by 31 March.   

  

5.  Objective Setting  

  

5.1  Objectives will be set before, or as soon as possible after, the start of each appraisal   

 cycle.  

    

  Teaching Staff  

  All teaching staff, including the Headteacher will have at least 3, but no more than 5 

objectives, as set out in the LIFE Appraisal Target Setting for Teachers. This is 

reflected within employee’s Bluesky account.  

  

Support Staff  

All support staff will have at least 3, but no more than 5 objectives.. This is reflected 

within employee’s Bluesky account.  

 

  

5.2  The objectives set for each appraisee will be SMART (specific, measurable, 

achievable, realistic and time-bound) and the number of objectives will be reasonable 

having regard to the nature of the role.  
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5.3  The appraiser and appraisee should each consider appropriate objectives and should 

seek to agree them through discussion.  In the absence of agreement, the reviewer 

will determine the objectives.  The objectives, and any training and support identified 

(see 6.3 below) will be set out in writing, within the Bluesky review.    

  

5.4  The objectives, if achieved, will contribute to plans for improving educational provision 

and performance, improving the education of pupils and improving and developing 

the performance of staff.  To ensure this, objectives will be quality assured against 

the improvement plan and moderated across the Trust to ensure consistency and 

fairness.  

  

5.5  Objectives may be revised in-year where circumstances change.  

  

  

  

6.  Monitoring and Supporting Appraisal  

  

6.1  Observation  

The Trust believes that observation is important both as a way of assessing strengths 

and areas for development and for gaining important information which can inform 

school improvement more generally.   

  

All staff should expect to have their performance and work observed and assessed by 

their line manager, reviewer and/or senior leaders.  This will include where relevant, 

formal and ‘drop-in’ classroom observations for the purposes of evaluating the 

standards of teaching and learning and to check that high standards of professional 

performance are established and maintained.  

The amount and type of such observations will be proportionate to the performance of 

the reviewee and the needs of the academy.  

  

All observation will be carried out in a supportive fashion and, in the case of teachers, 

by someone with QTS.   

  

6.2  Feedback  

Appraisees will receive constructive feedback on their appraisal throughout the year 

and as soon as practicable after observation has taken place or other evidence has 

come to light.    

  

6.3  Training and Support  

The Trust expects all staff to take responsibility for improving their own performance 

through appropriate continuing professional development.  Professional development 

will be linked to school improvement priorities and individual job roles, priorities and 

ambitions.  Specific support, guidance and development needs will be identified 

through the appraisal process.    
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The LIFE Education Trust and its Local Governing Bodies will ensure in the budget 

planning that, as far as possible, appropriate resources are made available for any 

training and support agreed for those appraised.  

  

With regard to the provision of CPD in the case of competing demands on the school 

budget, a decision on relative priority will be taken with regard to the extent to which: 

(a) the CPD identified is essential for a appraisee to meet their objectives; and (b) the 

extent to which the training and support will help the school to achieve its priorities. 

Staff will be responsible for highlighting their training needs to the appraiser.  

  

7.  Reviewing Performance   

  

7.1  All staff will be assessed on their overall performance taking into account: any 

professional standards applicable to that role; performance against their appraisal 

objectives; the requirements of their job roles and the degree to which they have 

taken responsibility for their own CPD.    

  

7.2  Appraisal and development priorities will be considered and addressed on a 

continuous basis throughout the year and there will be informal meetings as 

necessary to consider progress against objectives.  There may be formal review 

meetings during the year.  Appraisal meetings will take place during working/directed 

time, excluding PPA time unless otherwise agreed.  

  

7.3  At the end of the cycle, each appraisee’s appraisal will be formally assessed.   

  

The appraiser and appraisee will meet to discuss progress against objectives and 

overall performance.    

  

The appraisee will receive, and have an opportunity to comment on, a written report 

which will be completed within the Bluesky system. which will include:  

•  An assessment of the appraisee’s performance against the objectives  

• An assessment of overall appraisal with particular reference to performance 

against the job role and any standards relevant to the role;  

• An assessment of how the employee and academy have identified and met  their 

training, development and support needs and the impact of learning on their 

appraisal;  

• A recommendation on pay as reflected in the Pay Policy   

  

Teaching staff  

Guidance on movement to the upper pay range, the criteria, the assessment, the 

procedure and appeals are contained within the Pay Policy,   
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7.4  Absence  

Where an employee has been absent during the appraisal cycle, performance will be 

assessed on the basis of any and all evidence available for the periods of attendance 

and where necessary on prior performance.   

  

  

8.  Unsatisfactory Performance   

  

8.1  If at any point in the cycle, evidence emerges that an employee’s performance has 

fallen below the minimum standards expected of them, the appraiser or other relevant 

manager, will:  

 explain the nature and seriousness of the concerns;  

 detail any previous discussions/support;  

 give the employee the opportunity to comment and discuss concerns.  

  

This may also apply where employees consistently fail to develop their skills and 

knowledge or to sustain the expected level of performance.  

  

Any concerns and subsequent discussion will be confirmed in writing to the  

employee.  

• The manager will normally (see 8.2 below) set a monitoring period.  This will 

involve:    

• the setting of targets for future appraisals (in addition to existing appraisal  

targets) ;  

• agreeing any further support with the employee;  

• making it clear how, and by whom, progress will be monitored and when it will be 

reviewed;  

• explaining the consequences and process if no, or insufficient, improvement is 

made.   

  

The period of monitoring will normally be between 4 and 8 working weeks and in any 

case shall only be as long as is necessary to allow reasonable time for improvement 

and this will depend on the seriousness of the issues and individual circumstances.  

Exceptionally, an extension of not normally more than 4 weeks may be granted, 

where there has been significant improvement or there has been significant absence 

during the monitoring period.  

  

Regular contact will be maintained throughout the monitoring period to review and 

support progress.  

  

8.2  Where performance concerns are particularly serious, and/or where there has been 

insufficient improvement following any monitoring period, the appraisal procedure will 

be suspended and the formal capability procedure will be invoked.  
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9.  Confidentiality  

  

9.1   A written record of all meetings conducted under this procedure will be made, either 

by the person holding the meeting or by an alternative person arranged by the Trust 

to take notes. The school processes any personal data collected during the appraisal 

procedure in accordance with its data protection policy. Any data collected is held 

securely and accessed by, and disclosed to, individuals only for the purposes of 

completing the performance management procedure or as set out in 9.2 below.   

  

On the conclusion of the procedure, data collected will be held in accordance with the  

Trust’s retention schedule. Inappropriate access or disclosure of employee data 

constitutes a data breach and should be reported in accordance with the Trust’s data 

protection policy immediately. It may also constitute a disciplinary offence, which will 

be dealt with under the Trust’s disciplinary procedure.  

  

9.2  The appraisal process and related paperwork will be treated with confidentiality.  

However, appraisal paperwork may be shared beyond the appraiser and appraisee in 

the following circumstances:  

• for the purposes of quality assurance;  

• for the purpose of assessing eligibility to progress to the Upper Pay Range and 

meeting HLTA and other relevant standards;  

• where poor performance is identified;  

• with those responsible for making pay decisions.  
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 1.  Introduction   

  
The minimum standard expected of all employees is the satisfactory performance of the tasks as set 

out in their job description, to the level set out in the person specification for that job and any 

standards applicable to the role e.g. Teaching Standards, HLTA Standards.   

  

The performance of staff is monitored and managed on a day to day basis by line managers and 

through the appraisal procedure.  The Capability Procedure sets out arrangements that will apply 

where an employee’s performance falls below the minimum standard of competence that is 

expected of them.  

  

A summary of the procedure is set out at Appendix A.   

  

 2.  Scope  

  
These procedures are applicable to all Trust employees including those employed to work in 

individual academies within the Trust and to staff who are employed to work centrally and/or support 

several or all Trust academies.  In the case of staff with less than two years’ service and on fixed 

term contracts, while the principles of reasonableness and natural justice reflected in these 

procedures and the ACAS Code of Practice on disciplinary and grievance matters will apply, it may 

be appropriate to foreshorten procedures, processes and relevant timescales in keeping with the 

particular nature of their employment.   

  

 1.1.  Separate procedures apply to:   

• Employees in a Probationary Period 

• Misconduct cases   

• Ill health cases   

• Employees who are on the ECT framework 

  

 3.  Roles and Responsibilities   

  

3.1  The Trust Board will define Capability Procedures.  The Trust Board will ensure that 

procedures are in place:    

  

• To consult employees regarding these procedures prior to adoption;   

• To communicate standards of performance;   

• For the proper induction of new and promoted staff, and for day to day management 

and performance management of employees  

• To deal with minor deficiencies in performance at the earliest stage through normal day 

to day supervision;   

• To monitor and review capability procedures to ensure that they are implemented in a 

timely, fair and consistent manner;  
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 3.2  Specific roles and responsibilities   

  

Employee  Manage procedure and make  

initial decisions1*  

Hear appeal1  

Academy 

Employee  

Line Manager  

Headteacher  

  

Trust Panel with LGB 

representation  

Headteacher  CEO  

  

  

Trust Panel   

Trust Employee 

(Central Services)  

Line Manager  

CEO  

  

Trust Panel  

CEO  Deputed Trust Board member  Trust Panel  

  

  

The term “headteacher” is used to identify the person with responsibilities of headship within 

each academy, who may be referred to locally as Headteacher, Head of School or Executive 

Headteacher.  

  

 3.3  It is the responsibility of line managers to:   

• Provide appropriate induction, training and support;   

• Manage staff in a fair and professional way;  

• Ensure all concerns are taken seriously;  

• Implement the procedures in a timely, consistent and effective manner;   

• Record, monitor and report.   

  

 3.4  It is the responsibility of all staff to:  

  

• Be aware of and comply with all general rules and procedures referred to in their 

contract, conditions of service, job description and any specific standards of performance 

related to their work and workplace.   

• Comply fully with this procedure and co-operate with the processes contained therein.    

  

 4.  Representative   

  
Employees have a statutory right to be accompanied at formal meetings and appeals by a trade 

union representative, an official employed by a trade union or work colleague.  Trade union 

representatives who are not employed officials must have been certified by their union as being 

competent to accompany an employee.  Requests to be accompanied must be clearly 

communicated to the employer.  The request should be made in advance of the meeting providing 

the name of the companion and whether they are a fellow worker or trade union official or 

representative.    

  

If an employee wishes to be accompanied by a person who is not a work colleague, an official 

employed by a trade union or trade union representative, they must seek permission from the 

employer in advance.  All such requests will be given reasonable consideration and whether 

permission is granted will be entirely at the discretion of the employer.   

  

Employees are responsible for making their own arrangements for their chosen companion to attend 

hearings.  When considering their choice of companion, employees should bear in mind the 

practicalities of such arrangements and seek to identify a suitable, willing companion who is 
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available to attend the hearing.  All requests to be accompanied must be reasonable and will depend 

on the circumstances of each individual case.   

  

The companion will be allowed to address the hearing to put and sum up the employee’s case, 

respond on behalf of the employee to any views expressed at the hearing and confer with the 

employee during the hearing.  The companion does not, however, have the right to answer 

questions on the employee’s behalf, address the hearing if the employer does not wish it or prevent 

the employer from explaining their case.     

  

 5.  The Procedure  

  

 5.1  Identified concerns   

Where evidence emerges that an employee’s performance has fallen below the minimum standards 

expected of them (as set out in 1.1 above), this will be discussed with the employee normally (see 

5.3 below) as part of the appraisal procedure.   

  

The relevant manager will:   

• Set out the nature and seriousness of the concerns;   

• Confirm any previous discussions/support; and   

• Give the employee the opportunity to comment and discuss concerns.  

  

 5.2  Monitoring  

A monitoring period will usually be set as part of the Appraisal Procedure, in all but the most serious 

cases (see 5.3 below). .   

  

The relevant manager will:   

• Set targets for future performance (in addition to existing performance management 

targets);   

• Agree any further support with the employee;   

• Make it clear how, and by whom, progress will be monitored and when it will be 

reviewed; and   

• Explain the consequences and process if no, or insufficient improvement is made.   

  

The period of monitoring will normally be between four and eight working weeks and in any case 

shall only be as long as is necessary to allow reasonable time for improvement and this will depend 

on the seriousness of the issues and individual circumstances.  Exceptionally, an extension of not 

more than four weeks may be granted, where there has been significant improvement or there has 

been significant absence during the monitoring period.   

  

Full details of this meeting and its decisions will be confirmed in writing to the employee.   

  

Regular contact will be maintained throughout the monitoring period to review and support progress.   

  

 5.3  The formal procedure   

In the most severe cases, and/or where there has been insufficient improvement following any 

monitoring period, the Appraisal Process will be suspended and the formal capability procedure will 

be invoked.    

  

The employee will be called to a formal capability meeting.  The meeting will be conducted by the 

relevant manager.    

  

5.3.1 The employee will be given at least five working days’ notice, in writing, of the date, time and 

place of the meeting.  When given this notice, the employee will be:   
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• Informed of the nature and details of the concerns;   

• Informed of his/her right to be accompanied at the meeting by a representative (see  

4. above);  

• Supplied with a copy of the evidence which is to be considered at the meeting;  

• Given an indication of the possible penalty which could be imposed if the concerns 

are found to be substantiated (e.g. a formal warning or termination of employment by 

dismissal where previous warnings have been issued); and   

• Informed who will be involved in the meeting including the name of any advisers.   

  

5.3.2 Not later than two working days before the meeting the employee:   

• Must supply the name and status of his/her representative; and   

• May submit a written statement or other supporting written evidence if s/he swishes, 

either direct or through his/her representative.  

  

5.3.3 At the meeting the concerns will be explained to the employee and they will have the 

opportunity to make representations.   

  

6. Outcomes  

  
 6.1  Where the concerns are substantiated the following decisions may be made:   

  

(i) Written warning (normally for one year) and a formal monitoring period: where 

there is serious concern about the standard of performance or there has been 

insufficient progress following a period of monitoring (four – eight weeks).  

  

(ii) Final written warning (normally for a year) and a formal monitoring period:  

where the concerns are particularly serious or there has been insufficient progress 

following a previous warning or period of monitoring (four – eight weeks).   

  

(iii) Dismissal with notice: in the most serious cases and where there has been:   

• No progress following a previous warning/period of monitoring; or  

• Insufficient progress following a final written warning  

  

Where the concerns are substantiated at a formal meeting, this is likely to result in any pay 

increment due to the employee at the end of the relevant year, being withheld.  

  

6.2  Where a warning is determined, the employee will be informed, normally at the end of the 

meeting, and in any case, in writing of:   

• The nature and seriousness of the concerns;   

• The improvement in performance that is required during the formal monitoring period 

to remove them from the formal process (i.e. through set targets);   

• The support that will be available to help the member of staff improve;   

• The end date of the formal monitoring period and how performance will be monitored 

during this period, including any review dates;   

• The fact that any pay progression due at the next pay review is likely to be withheld;   

• The consequences of failure to improve to the required standard; and   

• In the case of a formal warning or dismissal the employee will also be notified of 

his/her right of appeal.   

  

6.3  In the case of dismissal, employees will normally be placed on paid suspension for the period 

of notice, pending any appeal by them.    
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 7.  Appeals  

  
  An employee has the right of appeal against any warning/dismissal.   An employee may forego 

his/her right of appeal.   

  

Notice of any appeal must be given in writing within five working days of receipt of the written 

notification by the employee of the outcome of the formal meeting, clearly stating the grounds upon 

which the appeal is made.    

  

An appeal hearing will be convened as soon as practicable.  The decision of those hearing the 

appeal is final, subject to the employee’s right at law.    

  

The procedures and conduct of appeals shall be the same as for formal meetings.   

  

 8.  Records and Data Protection  

  
Notes of formal meetings and appeal hearings will be taken and shared with the employee as soon 

as possible after the meeting/hearing.  The employee has the right to challenge the accuracy of any 

minutes and to have these recorded.   

  

Except as necessary as a reasonable adjustment, no-one may record meetings or hearings, except 

for the clerk to assist with producing the minutes in which case permission will be sought from all 

parties.    

  

Details of any formal action, including any warnings, will be retained on the employee’s personal file.  

Warnings will be disregarded after the expiry of their life (see 6.1).  

  

Details of any current capability procedures and/or warnings will be referred to when responding to 

an employee reference request.   

  

A written record of all meetings conducted under this procedure will be made, either by the person 

holding the meeting or by an alternative person arranged by the school to take notes.  The school 

processes any personal data collected during the capability procedure in accordance with its data 

protection policy.  Any data collected is held securely and accessed by, and disclosed to, individuals 

only for the purposes of completely the capability procedure.    

  

On the conclusion of the procedure, data collected will be held in accordance with the school’s 

retention schedule.  Inappropriate access or disclosure of employee data constitutes a data breach 

and should be reported in accordance with the school’s data protection policy immediately.  It may 

also constitute a disciplinary offence, which will be dealt with under the school’s disciplinary 

procedure.   

  

 9.  Timing / location of meetings / hearings  

  
The Trust is obliged to deal with performance issues without any undue delay.  It is expected that 

employees and their representatives will assist in this aim.    

  

Where possible, timings of formal meetings and appeal hearings will be agreed with the employee 

and his/her representative and will normally take place during the working day.   

  

Employees and their representatives should make themselves available to attend meetings within a 

reasonable period of time.  if however, the employee’s chosen companion is not available, for a 
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reason that was reasonably unforeseeable, at the time proposed for any meeting or hearing, one 

alternative date will be set, normally no later than five working days from the original date.   

  

Where possible meetings and hearings will be held at a mutually convenient location, which meet 

any special needs of attendees and which may sometimes be away from the normal place of work 

where this is considered to be appropriate.    

  

Reasonable time off with pay will be granted to employees who are acting as representative for an 

employee who is subject to the capability process.   

  

 10.  Grievances raised during capability procedures  

  
If a grievance is raised during the course of the capability procedure, which is related to the case, 

the grievance will normally be dealt with as part of the formal capability meeting/appeal.  In other 

cases, the capability process may be temporarily suspended in order to deal with the grievance.    

  

 11.  Ill health during capability procedures  

  
While it is recognised that capability procedures can be distressing and may sometimes lead to an 

employee feeling unwell, the Trust board believes that it is in everyone’s best interest to conclude 

matters as quickly as possible and will work with the employee to achieve this.    

  

If sickness absence appears to have been triggered by the commencement of the capability 

procedure, the case will be referred immediately to an occupational health adviser to assess the 

employee’s fitness for participation in the capability process.  Where an employee remains off sick, 

the matter will subsequently be dealt with in accordance with the sickness absence procedure.   
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INTRODUCTION 

 

In compliance with the requirements of the Health and Safety 1992 (Display Screen 
Equipment) Regulation 1992 and as amended, the Trust has adopted the following 
procedure with regards to the provision of a member of staff’s eye and eyesight tests. This 
forms part of the Health & Safety policy of the Trust. Entitlement to such a test will relate 
only to a member of staff who has been designated as a Display Screen User. If necessary, 
a risk assessment can be carried out at the individual’s request. 
 

DEFINITION OF A DISPLAY SCREEN USER 

 

A Display Screen User is any member of staff who habitually uses display screen equipment 
as a significant part of their normal working day. As a guide, if a member of staff uses 
display screen equipment continuously for periods of an hour or more on most days worked, 
they are likely to be classified as a user. 
 

PROVISION OF EYE TESTING 

 

If a member of staff qualifies as a user, then they are entitled to ask for an eye test to 
be paid for by the Academy within the Trust and to be carried out by a qualified 
ophthalmic optician. 
 

HOW TO REQUEST AN EYE TEST 

 

Members of staff must request an eye test by completing the Eyesight Test Referral Form in 
Appendix 1 of this document. The form should be submitted to their line manager who will 
sign the form to confirm they are a regular display screen equipment user and, therefore, 
have an entitlement to a refundable eye sight test. The completed form should be given to 
the Finance Officer at the Academy they work in. 
 

FURTHER EYE TESTS 

 

Repeated testing is carried out under this policy according to the clinical judgement of the 
ophthalmic optician. Usually this is approximately every 2 years, but may, of course, vary 
according to individual need. It will be the member of staff’s responsibility to make 
arrangements for a retest at the appropriate time. 

 

If the eye test shows that the user requires glasses specifically for display screen equipment 
work, the Academy within the Trust will pay for a basic pair of frames or lenses. 
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APPENDIX 1 
 

 

LIFE Education Trust  
EYESIGHT TEST REFERAL FORM 

(DISPLAY SCREEN EQUIPMENT USERS) 
 

 

Name of Employee: ….…………………………………………………………………………….. 
 

Job Title: ………………………………………………………………………………………………….. 

 

I have identified the above member of staff as a regular Display Screen Equipment user and 
request an eyesight test in accordance with the LIFE Education Trust Eyecare Policy. 

 

The Academy this member of staff works at will contribute up to £25 for the costs of an 
eye test. 

 

Name of Referring Line Manager: ……………………………………………………………………... 

 

Line Managers Signature: ………………………………………….. Date: ………………………. 
 

Academy Name: ……………………………………………………..  
 

 

I confirm that I am a regular Display Screen Equipment user and request an eyesight test. 
 

I note that the Academy I work for will contribute up to £25 for the costs of an eye test. 
 

Employee’s Signature: ………………………………………………..  Date: ……………………….  
 

Optician to Complete 
 

Optician’s Name (PRINT): ……………………………………………………………………………. 
 

Optician’s Signature: ……………………………………………….. Date: ………………………. 
(I confirm a full eye test has been completed on the above named employee) 
 
 
 
 
 

Optician’s Stamp  
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Redundancy / Re-structuring Procedure 
 
1. Introduction 
 

This procedure sets out the process that will be followed where: 
 there is a need to amend the staffing structure 
 there is a need to reduce staffing 
 the school is closed 
 there are changes in work patterns 
 a redundancy and/or redeployment situation arises at the school 

 
1.1 Policy Statement 
 

The Local Governing Body Trust will: 
 Keep its staffing structure under regular review and plan effectively for future needs; 

 
 Implement measures aimed at avoiding redundancy wherever possible; 

 
 Ensure that meaningful communication and consultation take place 

where redundancy / re-structuring situations do arise; 
 

 Provide support and re-training opportunities wherever possible, for affected staff; 
 

 Ensure that ‘at risk’ staff have priority for any appropriate vacancies within the 
 

Academy Trust; 
 Support staff in their attempts at obtaining suitable alternative employment. 

 
The Trust Pay & Personnel Committee will: 

 Approve the staffing structures for each school, ensuring parity and equity that these 
are objectively justifiable within the Trust. 

 
1.2 Definitions 
 
1.2.1 Redundancy 
 

Redundancy is one of the potentially fair reasons by which employees may 
be dismissed. 

 
Redundancy is defined by statute as a situation where:- 

 
(a) the employer has ceased, or intends to cease, to carry on the business 

for the purposes of which the employee was employed by him/her; or 
has ceased, or intends to cease, to carry on that business in the place 
where the employee was so employed; 

 
OR 

 
(b) the requirements of that business for employees to carry out work of a 

particular kind, or to carry out work of a particular kind in the place 
where he/she was so employed, have ceased or diminished or are 
expected to cease or diminish. 

 
Redundancy situations may arise for a number of reasons including: 

 re-structuring; 
 

 fall in pupil numbers or changes to curriculum requirements resulting 
in reduced staffing requirements; 
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 withdrawal/reduction of SEN or other special provision/funding; 
 

 other circumstances where the need for employees to carry out work of 
a particular kind ceases or diminishes, including the cessation of fixed 
term contracts. 

 
1.2.2 Re-structuring 
 

A re-structuring can be defined as any change to the staffing structure. A restructuring 
may or may not lead to a redundancy situation.  

 
1.2.3 Slotting 

Where practicable, employees will be offered posts, which are directly comparable and a 
sufficient match to their present post, without the need for interview. This is called 
“slotting”.The Headteacher/Executive Headteacher will make the decision concerning 
which posts are slottable.  Individuals will be given 5 working days to object to the 
determination made by the Headteacher. 
Slotting is where employees can be automatically appointed to posts in the proposed 
new structure because it is a sufficient match to their present substantive post. However, 
where slotting applies but there are more eligible employees than positions available 
then a redundancy situation would also apply. 
 
Where an individual is slotted to a post at a lower salary then salary safeguarding will 
apply (see section 4 below). Where an individual performs the duties of a post which has 
been regraded at a higher salary level, the initial interview will be ringfenced to them.  
Also an employee can choose to be slotted in where there is a sufficient match, but does 
not qualify for salary safeguarding on the terms and conditions on the new post. 
  
A member of staff who does not wish to be slotted into a new post may not be entitled to 
a redundancy payment, having declined the opportunity of suitable alternative 
employment. 
 
During the consultation period, employees can challenge the decision for why they have 
or not have been slotted into a post, which the Headteacher/Executive Headteacher will 
review and reply to the employee before any formal redundancy selection takes place. 
 
A member of staff who has been slotted may apply for any vacant post which arises 
once the ring-fence arrangements have been exhausted.  
 

2. Scope of the Procedure 
 

The procedure is applicable to all categories of staff where a re-structuring or 
redundancy situation occurs. A modified version of this procedure may be followed in 
respect of fixed term temporary posts and those staff with less than two years’ 
service. 

 
3. Roles & Responsibilities 
 
3.1 It is the responsibility of the Trust Pay and Personnel Committee to: 
 

 Approve the proposed new structure of a school following consultation and 
a recommendation as recommended by the Local Governing Body 

 
3.2 It is the responsibility of the Local Governing Body to: 
 

 establish and plan changes to the staffing structure which seek to avoid 
redundancy situations whilst meeting current and future needs; 

 
 establish redundancy procedures; 
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 declare a redundancy situation where this is unavoidable; 
 

 establish an appropriate committee to handle appeals; 
 

 consult with the relevant parties; 
 

 ensure that staff are dismissed fairly by reason of redundancy where necessary. 
 
3.3 It is the responsibility of the Headteacher/Executive Headteacher to: 
 

 advise the Local Governing Body on staffing structures which seek to 
avoid redundancy situations; 

 
 implement re-structuring/redundancy procedures fairly; 

 
 make fair initial dismissal decisions. 

 
3.4 It is the responsibility of all staff to: 

 co-operate with procedures and redundancy avoidance strategies; 
 

 implement strategies to mitigate individual loss e.g. actively seek 
alternative employment. 

 
4. The Procedure 
 

The Procedures are summarised at Appendix A. 
 
4.1 Declaration of a redundancy 
 

Where initial strategies to avoid a redundancy situation have been unsuccessful, 
the Local Governing Body will meet to agree to the formal consultation 
document/redundancy proposal. to be formally declare a potential redundancy 
situation. 

 
Where a re-structuring is proposed, the Local Governing Body may declare a 
redundancy situation at an early stage as a precautionary measure, even though 
the exact potential for redundancy may not yet be fully known. 

 
4.2 Timescales 
 

In order to allow for meaningful consultation and notice periods, and where possible, 
the procedures will often commence many months before the date that any redundancy 
or new structure are to take effect. 

 
4.3 Consultation 
 

The purpose of consultation is to inform and to seek views about how redundancies may 
be avoided and the potential impact of any new staffing structure. 
 

 
4.3.1 With staff 
 

The Headteacher/Executive Headteacher will discuss any potential redundancy 
situations with staff at the earliest opportunity, where appropriate, before formal 
declaration of a redundancy. 

 
In the case of re-structuring, the scope and period of consultation will depend on the 
extent of the proposed changes. Where a significant change is proposed, a consultation 
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document will normally be produced as part of the consultation process, to explain 
exactly how the process will be managed and its effect on staff. 

 
Staff are encouraged to engage in meaningful discussion and to comment on any new 
structure and how it might be implemented and measures which might be taken to 
avoid any redundancies. Formal consultation meetings will be recorded. 

 
Staff should of course seek advice from their professional associations/trade union 
as and when they consider it appropriate. 

 
4.3.2 With the Trade Unions/Professional Associations 
 

When the Local Governing Body determine a re-structuring and/or declare a formal 
redundancy situation, it will undertake appropriate consultation with the local 
professional associations/trade union representatives and, where appropriate, as set 
out in any formal union consultation and facilities agreement. 

 
Where the Trust proposes to make 20 or more employees redundant within a 90 day 
period, in accordance with statute, the Trust will issue a Section 188 notice and an HR1 
notification to the Department for Trade and Industry, disclosing in writing information 
relevant to the potential redundancy. Formal responses should be received within 2 
working weeks. 

 
4.3.3 Meaningful consultation will continue throughout the formal procedure. The Local 

Governing Body and Headteacher/Executive Headteacher will consider any 
representations made by staff and/or the professional associations/trade unions. Replies 
will be made to formal representations in writing and, if any are rejected, the reasons will 
be state Where it is not possible to hold a face-to-face meeting, we will conduct the 
consultation process remotely. We will ensure that you have access to the necessary 
technology for participating in the process. 

 
4.4 Redundancy Avoidance 
 
4.4.1 The Local Governing Body will require the Headteacher/Executive 

Headteacher to instigate compulsory redundancy avoidance measures 
including:- 

 

 not filling vacant posts externally (where appropriate); 

 slotting into appropriate posts within the school;* 

 ring fenced selection for posts within the school;* 

 searching for suitable alternative posts;*/** 
 

 exploring other options with employees and their representatives e.g. voluntary 
changes to hours, change to part-time work; 

 

 seeking volunteers for redundancy;*** 

 seeking volunteers for flexible retirement;**** 

 reviewing the use of agency staff, self-employed contractors and consultants 
 

In the case of re-structuring where there is a risk of redundancy, these measures will 
form part of the overall consultation document where appropriate. These measures will 
continue throughout the entire procedure. 

 
*With salary protection where applicable and in accordance with the Academy’s 
Pay Policy and where applicable the Teachers’ Pay & Conditions Document; 

 
**The Academy will make every effort to seek suitable alternative employment for at risk 
staff, including at other Academies within the Trust where appropriate. An employee 
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who unreasonably refuses an offer of suitable alternative employment will not be 
entitled to a redundancy payment. 

 
*** Voluntary redundancy will not be considered until or unless all other means of 
avoidance have proved unsuccessful. Applications for voluntary redundancy will only be 
accepted where this would not be detrimental to the needs of the academy. Where there 
are more volunteers than needed, the selection criteria may be applied (see 4.5 of this 
Procedure and Appendix B). 

 
****Employees are free to pursue flexible retirement options. Some options require the 
employers’ approval. Approval will not normally be withheld where there is no cost to 
the employer. 

 
4.4.2 Trial periods 
 

Staff who are successfully redeployed after having been given notice of dismissal, will 
be entitled to a four week trial period, where the terms and conditions of the new post 
are significantly different from those of their existing post. 

 
4.4.3 Salary protection 
 

Where an employee who is at risk of redundancy is appointed slotted into a post in the 
Academy Trust at a lower salary, or is appointed to a post at a lower salary as a result 
of a re-structuring, his/her salary will be protected: 

 
either: 

 

 in accordance with the terms of the Teachers’ Pay & Conditions Document 
where these terms apply to their contract; 

 
or 

 

 in accordance with this procedure, at their former salary for a maximum of 18 
months, after which time the employee will revert to the substantive grade for the post. 

 
4.5 Selection Procedures 
 
4.5.1 Selection for redundancy 
 

In other redundancy situations, if the strategies adopted in 4.4.1above (or any other 
strategies that may have arisen as a result of consultation) do not resolve the situation, 
the Headteacher/Executive Headteacher will determine and apply the selection criteria 
as set out in Appendix B.A 

 
Staff and unions will be consulted on the selection criteria and the method by which 
they will be applied. 

 
4.5.2 Selection in a re-structuring 
 

In the case of a re-structuring, staff will normally be slotted and/or interviewed for 
available posts. The method of appointment to available posts will be outlined in the 
consultation document where appropriate. 
 
In these cases, any redundancies will usually be identified through non-appointment 
to available posts by not being able to accommodate the employee in the new 
structure 

 
4.5.3 Notification 
 

Once an individual has been identified as redundant, s/he will may be notified verbally 
by the Headteacher/Executive Headteacher. The Headteacher/Executive Headteacher 
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will then write to the individual setting out the details of how the decision was reached 
and inviting the employee to a meeting to discuss this. to be issued with a formal notice 
of redundancy. 

 
4.5.4 The Meeting 
 

 The employee will be given at least 5 clear working days’ notice of this meeting 
and provided with papers relevant to the case. 

 
 The employee must make every effort to attend this meeting. 

 At this meeting the employee will be issued with a formal notice of redundancy 
 

 The employee has the right to may be accompanied by a representative, friend, 
colleague or other appropriate person. a workplace colleague or trade union 
representative 

 If the employee is unable to, or chooses not to attend this meeting, then the formal 
notice shall be sent directly to the employee 

 
 One postponement may be allowed where the employee’s chosen representative 

is unavailable on the proposed date. In this case an alternative date, within 5 
working days of the original date, will be set. 

 
 The employee must submit any papers they wish to be considered and the name 

of their representative to the Headteacher/Executive Headteacher at least 2 clear 
working days before the meeting. 

 
 At the meeting the Headteacher/Executive Headteacher, who may be 

accompanied by an HR Adviser, will set out their reasons for selecting the 
employee and listen to their representations. 

 
 After the meeting the Headteacher/Executive Headteacher will write to the 

employee to inform him/her of the outcome and their right of appeal. 
 

 Following this meeting, where the decision is to dismiss on the grounds of 
redundancy, the Local Governing Body will issue notice, to the individual, in 
accordance with the appropriate conditions of service and statutory 
requirements. 

 
4.5.5 The Appeal 
 

 If the employee wishes to appeal, s/he must inform the Chair of Pay & Personnel 
Appeals Committee in writing, including the grounds of the appeal, within 5 
working days of receipt of the written outcome of the meeting. 

 
 If the employee does so, the employee will be invited to a meeting of the Pay & 

Personnel Appeals Committee. The employee will be given at least 5 clear working 
days’ notice of this meeting. 

 
 The Headteacher /Executive Headteacher Chair of Pay & Personnel Appeals 

Committee will supply the employee with papers relevant to the appeal at least 
5 clear working days before the appeal meeting. 

 
 The employee must take all reasonable steps to attend this appeal meeting and 

has the right to be accompanied by a representative, friend or colleague trade 
union representative or a workplace colleague 

 
 The employee must supply the Headteacher/Executive Headteacher and the Pay 

& Personnel Appeals Committee with copies of any additional papers they wish to 
be considered, and the name of their representative, at least 2 clear working days 
before the meeting. 
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 The Pay & Personnel Appeals Committee will hear evidence the presentations 
from the Headteacher/Executive Headteacher and the employee (and their 
representative) from the employee and/or their representative and then from the 
Headteacher.Executive Headteacher  

 The Pay & Personnel Appeal Committee may be advised by an HR adviser. 
 

 The Pay & Personnel Appeal Committee will inform the employee in writing of 
the final decision within 3 working days of the appeal meeting. 

 
4.5.6 Redundancy avoidance options will continue to be explored throughout the period of 

notice. 
 
4.6 Redundancy Payments 
 

Employees with more than 2 years continuous service may will be eligible for a 
redundancy payment in the event of termination of their contract by reason of 
redundancy. 

 
For each complete year of service up to a maximum of 20, eligible employees 
are entitled to  
 

 for each complete year of service under age 22 – half a week’s 
pay 

 for each complete year of service age 22-40 – one week’s pay 
 for each complete year of service age 41 and over – one and a 

half weeks’ pay 
 

Redundancy payments are calculated using actual weekly pay rather than the 
statutory maximum. 

 
A ready-reckoner for calculating statutory redundancy payments is at Appendix C.B 

 
Where employees with more than one contract are made redundant from only one 
post, service for redundancy purposes will relate to the redundant post only. 

 
Employees will not be entitled to a redundancy payment if they secure suitable 
alternative employment, with an employer covered by the Local Government 
Modifications Order, to commence within 4 weeks of the date of redundancy. Where an 
offer of alternative employment is made, the start date of this employment should not 
be artificially delayed to facilitate the 4 week break. Where this does occur, employees 
will not be entitled to a redundancy payment. 

 
4.7 Support for Employees 
 

The Academy will provide reasonable support for employees at risk of redundancy, e.g.: 
 time off to attend interviews and training and development; 
 support with writing job applications; 
 exploration of work related re-training opportunities; 
 notification of internal vacancies 

 
5 Data Protection 
 

A written record of all meetings conducted under this procedure will be made, either by the 
person holding the meeting or by an alternative person arranged by the school to take 
notes. 

 
The school processes any personal data collected during the redundancy/restructuring 
procedure in accordance with its data protection policy. Any data collected is held 
securely and accessed by, and disclosed to, individuals only for the purposes of 
completing the redundancy/restructuring procedure. 
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On the conclusion of the procedure, data collected will be held in accordance with the 
school’s retention schedule. Inappropriate access or disclosure of employee data 
constitutes a data breach and should be reported in accordance with the school’s data 
protection policy immediately. It may also constitute a disciplinary offence, which will be 
dealt with under the disciplinary procedure. 
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Appendix A – Redundancy Selection Criteria 

 
In order to fairly select an individual employee for redundancy, the Headteacher/Executive 
Headteacher must apply objective selection criteria. As each redundancy situation will be different, 
the detail of the selection criteria will need to be determined on a case by case basis. In all cases, 
staff and their local representatives will be consulted on this process. However, all selection 
decisions will follow the stages set out below. 
 
a) Determine the ‘at risk’ group i.e. whole academy, department, section, or group within 

the establishment which has surplus staff. 
 

Where there is only one employee in this group s/he will be selected for redundancy 
without the need to apply the remaining selection criteria. 

 
(b) Determine the requirements of the academy, trust, school, department or section. 
 
(c) Determine the suitability (with reference for example to skills and qualifications where 

relevant) of those in the ‘at risk’ group in relation to the requirements of the academy, 
department or section. 

 
Suitability will be assessed objectively by either employees completing a skills audit or by 
participating in a competitive interview. Employees will contribute to this usually by completion 
of a skills audit linked to the requirements determined in (b) above. Employees’ managers, in 
addition to the Headteacher/Executive Headteacher, may also be required to contribute to this 
process. 

 
(d) A judgement will be made as to which staff best meet the requirements of the 

academy, trust, school, department or section and thereby which employee(s) may be 
selected for redundancy. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page 12 
 

 
Appendix B – Ready Reckoner for Statutory Redundancy Payments 

 
              Completed Years of Service               

 Ag  2  3  4  5  6  7  8  9  10  11  12  13  14  15  16  17  18  19  20  
16                                        
 
17 ½  

 
18 1   1½ 

19 11½2   
20 11½22½ 
21 11½22½3 
 

22 1 1½ 2 2½ 3 3½              
23 1½ 2 2½ 3 3½ 4 4½             
24 2 2½ 3 3½ 4 4½ 5 5½            
25 2 3 3½ 4 4½ 5 5½ 6 6½           
26 2 3 4 4½ 5 5½ 6 6½ 7 7½          
27 2 3 4 5 5½ 6 6½ 7 7½ 8 8½         
28 2 3 4 5 6 6½ 7 7½ 8 8½ 9 9½        
29 2 3 4 5 6 7 7½ 8 8½ 9 9½ 10 10       
30 2 3 4 5 6 7 8 8½ 9 9½ 10 10 11 11      
31 2 3 4 5 6 7 8 9 9½ 10 10 11 11 12 12     
32 2 3 4 5 6 7 8 9 10 10 11 11 12 12 13 13    
33 2 3 4 5 6 7 8 9 10 11 11 12 12 13 13 14 14   
34 2 3 4 5 6 7 8 9 10 11 12 12 13 13 14 14 15 15  
35 2 3 4 5 6 7 8 9 10 11 12 13 13 14 14 15 15 16 16 
36 2 3 4 5 6 7 8 9 10 11 12 13 14 14 15 15 16 16 17 
37 2 3 4 5 6 7 8 9 10 11 12 13 14 15 15 16 16 17 17 
38 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 16 17 17 18 
39 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 17 18 18 
40 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 18 19 
41 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 19 
42 2½ 3½ 4½ 5½ 6½ 7½ 8½ 9½ 10 11 12 13 14 15 16 17 18 19 20 
43 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 
44 3 4½ 5½ 6½ 7½ 8½ 9½ 10 11 12 13 14 15 16 17 18 19 20 21 
45 3 4½ 6 7 8 9 10 11 12 13 14 15 16 16 18 19 20 21 22 
46 3 4½ 6 7½ 8½ 9½ 10 11 12 13 14 15 16 17 18 19 20 21 22 
47 3 4½ 6 7½ 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 
48 3 4½ 6 7½ 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 
49 3 4½ 6 7½ 9 10 12 13 14 15 16 17 18 19 20 21 22 23 24 
50 3 4½ 6 7½ 9 10 12 13 14 15 16 17 18 19 20 21 22 23 24 
51 3 4½ 6 7½ 9 10 12 13 15 16 17 18 19 20 21 22 23 24 25 
52 3 4½ 6 7½ 9 10 12 13 15 16 17 18 19 20 21 22 23 24 25 
53 3 4½ 6 7½ 9 10 12 13 15 16 18 19 20 21 22 23 24 25 26 
54 3 4½ 6 7½ 9 10 12 13 15 16 18 19 20 21 22 23 24 25 26 
55 3 4½ 6 7½ 9 10 12 13 15 16 18 19 21 22 23 24 25 26 27 
56 3 4½ 6 7½ 9 10 12 13 15 16 18 19 21 22 23 24 25 26 27 
57 3 4½ 6 7½ 9 10 12 13 15 16 18 19 21 22 24 25 26 27 28 
58 3 4½ 6 7½ 9 10 12 13 15 16 18 19 21 22 24 25 26 27 28 
59 3 4½ 6 7½ 9 10 12 13 15 16 18 19 21 22 24 25 27 28 29 
60 3 4½ 6 7½ 9 10 12 13 15 16 18 19 21 22 24 25 27 28 29 

61+ 3 4½ 6 7½ 9 10 12 13 15 16 18 19 21 22 24 25 27 28 30 
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Appendix C - Indicative Timetable 
 

The timetable may need to be amended in the light of any issues arising during the process. 
 

NB: school holiday periods are IN ADDITION to the working weeks shown and must be ADDED 
IN when preparing a detailed timetable. 

 

 Date Actions Comments 
(working   

 weeks)    
By end of HT to prepare case to Local Governing Body– prepare  
week 1 draft consultation document (including business case and  

   appendices)  
   

Week 0 
CEO to approve draft consultation document (including 
business case and appendices) 

 
  

    
   

By end of 
LGB to approve draft consultation document (including 
business case and appendices) 

 
week 1  

    
   

By end of Informal meeting with staff to alert them to possible Optional 
week 2 redundancy situation / restructuring.  Alert staff to date of  

   consultation meeting.  
   

By end of Local Governing Body meeting. Head to discuss with  
week 3 governors the need to restructure and/or reduce the  

   number of staff including outlining likely consequences for  
   staff/school/budget.  Local Governors to consider draft  
   documents.  Local Governors to formally declare a  
   potential redundancy situation.  
   

By end of Commence formal consultation.  
week 4 3   

   Issue consultation document to staff.  

   Invite staff to consultation meeting (with right to be  
   represented).  

   Academies :  

     If more than 20 individuals to be made redundant  
   – issue S188 letter to trade unions  

     If less than 20 individuals to be made redundant –  
   commence consultation with trade unions  
   

By end of Formal consultation meeting with staff and trade union  
week 5 representatives  

   

By end of End of formal consultation period  
week 7 (although consultation will continue throughout)  

   

By end of Local Governors meet to consider any responses  
week 8 received during consultation period.  

   Local Governors recommend to the Trust Pay &  
   Personnel Committee CEO to proceed with proposed  
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   redundancies / restructuring.  

   Inform staff of Local Governors’ decision.  

   Respond to any written representations made by  

 staff/trade unions in writing     

By end of Initial deadline for receipt of applications for voluntary   
week 9 redundancy     

      

By end of Redundancy  Restructuring   
week 9      

 Each member of staff Each member of staff   
 invited to complete skills notified whether :   
 audit – further copy of 1. ‘Slotted’ into directly   
 selection criteria / skills  comparable post   
 audit form issued. 2. Offered alternative 

Alternative employment will not    employment 
  3.  Neither ‘slotted’ nor be available in all situations. 
   offered alternative   
   employment   

  Staff in category 3 invited to   
  apply for vacant posts in   
  new staff structure.   
     

By end of Completed skills audit form Staff in category 2 to   
week 11 to be returned to indicate whether alternative   

 
Headteacher/Executive 
Headteacher employment is accepted.   

  Staff in category 3 to return   
  applications for posts in   
  new structure.   
     

By end of Selection process Interviews held for staff in   
week 12 undertaken category 3   

By end of Individual/s notified Each member of staff   
week 12 verbally that they have notified of outcome of their   

 been identified as being interview(s)   
 made redundant. Meeting     
 with other staff to let them     
 know an individual has     
 been selected but not     
 whom.     

By end of The individual/s selected for redundancy are invited to a   
week 13 formal meeting and provided with relevant papers   

     

By end of Formal redundancy meeting(s) held     
week 16      

    

By end of Reserve date for formal redundancy meeting(s)   
week 17      

     

By end of Academies :   Deadline for notice of dismissal 

week 176 
  Formal notice of dismissal issued by 

Headteacher/Executive Headteacher to be received : 
 following redundancy meeting (if appropriate) 

Dismissal on 31 August :     
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30 April 
(Headteachers/Executive 
Headteacher) 

     – need to start process 
    

 

early 

    31 May (Teachers) 

   8 June  (Support Staff – 
   assuming entitled to 12 
   weeks’ notice) 

  Dismissal on 31 December : 

   30 September 

   
(Headteachers/Executive 
Headteacher) 

   8 October (other 
   Teachers and Support 
   Staff – assuming entitled 
   to 12 weeks’ notice) 

  Dismissal on 30 April : 

   31 January 

  

 

(Headteachers/Executive 
Headteacher) 

  5 February (other 
   Teachers and Support 
   Staff – assuming entitled 
   to 12 weeks’ notice) 

By end of Employee lodges appeal against Decision   
week 18    

    

As soon as Dismissal appeal hearing   
possible    

    

31 Aug, 31 End of employment   
Dec or 30    
April    

 
THROUGH CONSULTATION WITH STAFF AND TRADE UNIONS IT IS VERY MUCH HOPED 
THAT AGREEMEN WILL BE REACHED AND THAT COMPULSORY REDUNDANCY WILL BE 
AVOIDED WHERE REASONABLY PRACTICABLE 
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1.       Introduction  
This Procedure sets out the obligations and entitlements of employees who are absent due 

to ill-health and the procedures that will be followed to support and manage sickness 

absence.  

  

1.1  Policy statement  
The Trust Board is committed to promoting good health and wellbeing amongst its entire staff 

and recognises its statutory responsibilities in relation to health and safety, data protection 

and access to medical records regulations and the Equality Act 2010.    

  

The sickness absence management procedure balances the needs of the Trust and its 

academies with the interests of individual employees.  It is based on the following principles:  

• To achieve a high level of attendance and minimise disruption to the operation of the 

Trust and its academies  and additional staffing costs; and  

• To provide a safe and healthy environment and treat all staff fairly and consistently and 

with dignity and sensitivity.   

  

1.2  Communication  
Two-way communication is expected and is key to effective absence management.  

Employees will be expected to keep in regular contact with their manager to provide 

information about their absence. The Trust, will maintain contact with the employee to inform 

them of key work issues (where appropriate) to support the employee during the absence, 

and to facilitate an early return where possible.   

  

Supportive and constructive communication and the degree thereof, will depend upon the 

nature of the ill health and will be agreed between the parties. In exceptional circumstances, 

where appropriate and agreed between the parties, contact may be through a third party.  

  

2.  Scope  
           These procedures are applicable to all Trust employees including those employed to 

           work in individual academies within the Trust and to staff who are employed to work 

            centrally and/or support several or all Trust academies.  

  

2.1  Time off for other reasons   
Employees must not take sick leave for reasons other than their own ill health.    

  

As part of its commitment to supporting the health and wellbeing of employees, the Trust has 

a Leave of Absence Procedure setting out the approach to leave of absence for reasons 

other than sickness.  

  

Employees should normally arrange non-urgent personal medical appointments (eg doctor, 

dentist, hospital, elective procedures) outside of their normal working time wherever possible.    

  

Incidents of failure to comply with the requirements of the sickness absence management 

procedure and/or the submission of false sick claims may be investigated under the 

disciplinary and dismissal procedure.  
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2.2  Drug and alcohol misuse  
Employees are encouraged to disclose drug/alcohol problems so that the Trust can support 

them.  Where possible and appropriate, drug and alcohol misuse will be treated as an 

illhealth issue and as such will be dealt with under the sickness absence management 

procedure.   Employees will be expected, and supported, to follow an appropriate 

programme of support/rehabilitation.  

  

Employees should not arrive at work under the influence of drugs and/or alcohol or any other 

substance that may impair their ability to carry out their duties. If, in the reasonable opinion of 

the Trust, an employee presents him/herself for work and the Trust considers they are not 

able to carry out their duties, this could lead to disciplinary action.   

  

3.   Roles and responsibilities  
  

3.1 The Trust Board will define Sickness Absence Management Procedures.  The 

Trust Board will ensure that procedures are in place:   

• to consult employees regarding these procedures prior to adoption;  

• to communicate expectations in relation to attendance;  

• for the proper induction of new and promoted staff, and for day to day management and 

performance management of employees  

• to provide appropriate support for employee suffering from ill health through normal day 

to day supervision;   

• To monitor and review procedures to ensure that they are implemented in a timely, fair 

and consistent manner;  

• To monitor and take appropriate actions to reduce absence levels where appropriate.  

  

3.2 Specific roles and responsibilities.  
  

Employee  Manage procedure and 

make initial decisions1*  

Hear appeal1  

Academy Employee  Line Manager  

Senior Manager  

Head of School  

Headteacher  

Headteacher  

CEO  

LGB Panel**  

Trust Panel**  

Headteacher  CEO  

Deputed Governor (from  

LGB if in place or Trust  

Board)  

Trust Panel**  

Trust Employee 

(Central Services)  

Line Manager  

CEO  

  

CEO  

Trust Panel**  

CEO  Deputed Trust Board 

member  

Trust Panel**  

  

Note 1: The term “headteacher” is used to identify the person with responsibilities of headship within 

each Academy, who may be referred to locally as headteacher, principal, executive headteacher, or 

executive principal.  
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3.3       It is the responsibility of the line managers to:  
• Ensure that full attention is given to staff health, safety and welfare and to develop 

systems of work to minimise ill health and consequent absence  

• Ensure pre-employment health checks are carried out  

• Monitor and regularly review levels of absence and take action as appropriate   

• Ensure employees are aware of absence management procedures, including reporting 

requirements  

• Implement the absence management procedures fairly, sensitively and confidentially   

  

3.4  It is the responsibility of all staff to:   
• Safeguard and maintain their own health and attend work for work when fit to do so   

• Comply and co-operate with the absence management procedure   

• Inform their line manager in general terms of any health issues including the effects 

(including that of medication), prognosis and developments that impact on their ability to 

perform their normal duties   

• Ensure medical advice and treatment, where appropriate, are received as quickly as 

possible   

  

4.  The procedure   
  

4.1  Reporting sickness absence   
  

4.1.1  When and to whom to report sickness absence   
The employee must make contact with their Cover Co-ordinator/SLT or Line Manager at one 

hour prior to their contracted start time on the first day of the absence.  Contact should be by 

the employee themselves by telephone unless there are particular reasons why this is not 

possible.  

  

Further contact must be made on subsequent days as agreed with the manager. Regular 

contact must be maintained to inform about progress and likely duration of absence.  

  

If your ill health/sickness relates to an accidents or injury at work you must report this and 

record through the accident reporting procedure.  

  

  

4.1.2  What to report   
When making contact, the employee is responsible for reporting the following information:   

• The nature of the illness and its likely duration   

• Any work matter that needs attention during the absence  

• When the illness commenced  

• If the absence results from an accident at work, details of the person to whom the 

accident was initially reported.   

  

4.1.3  Sickness and annual leave / closure periods   
Where an employee falls sick during a period of planned annual leave, on a bank holiday or 

during a closure period, they must report the sickness immediately or as soon as contact can 

be made.   Normal certification requirements apply during these periods.  Statutory annual 

leave entitlements continue to accrue during periods of sickness.   
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Where an employee who works 52.14 weeks is on a period of certified long term sick leave 

and they wish to take a period of annual leave they must follow normal notice requirements 

for requesting the period of leave.  If the period of annual leave is approved, the employee’s 

period of sickness will be interrupted by the period of annual leave and will resume once the 

period of annual leave has concluded.  Employee’s will receive their normal pay for periods 

of annual leave and will revert to the appropriate level of sick pay thereafter.   

  

4.2  Sickness certification  
Self-certification and Doctors’ Fit Notes must be provided in accordance with statutory and 

contractual requirements below. These timescales do not remove the requirement on all 

employees to continue to notify/report absence in line with agreed arrangements as set out in 

this procedure.  

  

4.2.1 Local Government Services and other support staff Day 

1-7 A self-certification form   

Day 8 onwards – Fit Note  

  

4.2.2  Teaching Staff  
Day 4-7 A self-certification form  

Day 8 onwards – Fit Note   

  

4.3  Returning to work  
Where practicable, one day’s notice should be given of fitness to return to work.  

  

An employee will be expected to return to work immediately following the expiry of a Fit Note, 

unless a new note is obtained.  It is open to an employee to return to work before the expiry 

of a Fit Note if they, and their manager, consider this appropriate. An appropriate risk 

assessment may be completed in these circumstances.  

  

4.3.1  Fitness to return to work during a closure period or planned annual leave  
Where an employee is unwell prior to a closure or during a period of planned annual leave 

becomes fit to return to work they must inform their manager as soon as practicable.   

  

4.3.2  Return to work meeting  
A return to work meeting will normally be conducted by the line manager as soon as possible 

following an employee’s return to work following any period of absence.  The purpose of this 

meeting is to discuss the period of absence, update the employee on work related matters 

and to identify any additional support that may be required  

  

4.4  Medical referral  
As appropriate, a referral to an Occupational Health Advisor may be required where an 

employee’s absence or other issues indicate a potential health concern.  In these 

circumstances, the employee will be advised of the process and the reasons for the referral.  

The purpose of the referral is to explore options to support the employee to minimise 

absence.  
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4.4.1  Co-operating with a referral to an Occupational Health Adviser  
Employees are obliged to attend appropriate appointments with an Occupational Health 

Adviser.  Where an employee refuses to consent to the Occupational Health Adviser 

contacting their GP, decisions, which may have implications for their future employment, will 

be taken on the basis of the information available at the time.  

  

4.5  Medical suspension  
In certain circumstances, where it is felt that an employee is not fit to attend work, the 

headteacher or chair of governors may suspend an employee on medical grounds.  Any such 

suspension will be on full normal pay. Normal pay may be sick pay where the period is 

covered by a Doctor’s Fit Note.  Suspension will be lifted, where appropriate, only after 

advice has been sought from an Occupational Health Adviser.    

  

4.6  Reasonable adjustments  
An important element of managing health and disability issues is the need to explore 

reasonable adjustments/alternative employment, and these options will be discussed with 

employees as part of the general management of ill health matters and /or in the light of any 

medical recommendations as necessary with a view to facilitating continued employment 

and/or an early return to work. Reasonable adjustments may include:  

  

• Phased return to work/amended hours  

• Amended Duties   

• Workplace Adaptions   

  

Adjustments to facilitate an early return to work will be for a limited period which will be 

specified and which will usually not exceed 6 weeks.  In other circumstances longer term or 

permanent contractual or other adjustment may be made.  

  

While every effort will be made to accommodate the advice on Fit Notes or from  

Occupational Health Advisors, it is not legally binding and it will be for the Trust in discussion 

with the employee, to determine what adjustments if any are appropriate and possible.     

  

Where reasonable adjustments cannot be accommodated the employee will be deemed to 

be off sick for the duration of the Fit Note.  It is not necessary for an employee to obtain a 

new Fit Note until the expiry of the original.  

  

Disabled employees  
Where an employee gives as the reason for absence an underlying health issue that could 

amount to a disability under the Equality Act 2010, the employee’s manager should seek 

HR/Occupational Health advice before implementing this procedure. Managers should be 

aware that the Trust is under a duty to make reasonable adjustments for disabled 

employees. The legal definition of a "disability" is wide and managers should seek advice 

from their HR/legal advisers as to whether an employee falls within this definition.  

4.7  Sickness absence recording and data protection  
Fit notes provided by employees will be copied and the original will be returned to the 

employee. Copies of self-certificates, Fit Notes and return to work forms will be held on 

employees’ personal files  in accordance with Data Protection requirements.    

  



8  
  

Where medical advice is sought on an employee,   obligations under the Access to Medical 

Reports Act 1988 and data protection legislation will be met. In particular, the Trust will 

ensure that it obtains the employee's consent before seeking a medical report from the 

employee's own doctor or from Occupational Health Advisers.  Information relating to an 

Occupational Health referral or report will not be shared.  

Any medical/health information concerning employees collected as part of this procedure will 

count within the “special categories of personal data” and as such will be kept confidential 

and stored securely in line with the Trust’s retention schedule in the “restricted access” 

section of the personal file.  Any personal data collected/recorded in line with this procedure 

will only be processed in line with the Trust’s’ data protection policy/policy on processing 

special categories of personal data. In particular, managers will only record personal 

information required to manage sickness absence under this procedure and will only keep 

such information for as long as necessary.  

5.  Procedure for managing frequent short term sickness absence   
The following procedure will apply where an employee’s level of absence causes concern.  

  

Normally, this will be when the following triggers have been reached, although individual 

employee’s absence records will be considered on a case by case basis:  

• Three periods of absence in two consecutive half terms, or  

• Unacceptable regular patterns of absence, for example regular Monday or Friday 

absence.   

  

Where the absence is wholly or partly for a disability-related reason the trigger points 

referred to above may need to be modified as appropriate to take account of the employee’s 

disability and other adjustments to the procedures set out in this policy may be necessary.  

  

5.1  Informal procedure   
  
5.1.1  Informal stage  

The relevant manager will address each individual period of absence at a relevant return to 

work meeting.  Once the employee’s absence level reaches the trigger point, having regard 

to the reasons for absence, the employee may be invited to attend an informal absence 

review meeting. At this meeting:  

• An action plan will be agreed (including setting an appropriate target for attendance 

and referral to Occupational Health where appropriate)  

• A monitoring period will be set e.g. one term/two consecutive half terms  

• The employee will be alerted that they may enter formal process if no / insufficient 

improvement  

  

As soon as possible, following the informal absence review meeting, the employee will be 

given a written record of the key points and any action agreed.    

  

If the employee’s attendance does not improve or deteriorates during the monitoring period, 

at the end of the monitoring period (or earlier if deemed appropriate) the line manager will 

consider whether to enter the formal procedure (see 5.2 below).  

  

5.2  Formal procedure  
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5.2.1  Formal absence review meeting  
 If an employee’s attendance record does not improve, is not sustained or deteriorates at the 

end of the monitoring period (or earlier if deemed appropriate). The formal procedure will 

commence and they will be required to attend a formal absence review meeting.   The 

employee will be given at least 5 working days written notice of the meeting and this will 

include the right to be accompanied by a trade union representative or work colleague. The 

employee should make every effort to attend this meeting and may make written and verbal 

representations.  

  

The purpose of the formal absence review meeting is to:  

• Review and discuss key issues relating to the employee’s persistent/patterns of short 

term absence and their failure to meet the targets set for attendance within the required 

timescales   

• Identify appropriate support, guidance and monitoring systems   

• Consider whether it is appropriate to issue a warning and set further targets for 

attendance  

  

Where a warning has been issued, the employee will be notified of their right to appeal.  

  

Within 5 working days of the formal absence review meeting, the employee will be notified in 

writing of the outcome of the hearing.  Notes of the meeting will also be provided as soon as 

possible after the meeting. 

  

Following the first formal absence review meeting, where a first warning has been issued, the 

employee will be required to attend interim review meetings.    

  

• If, during the period of the warning, the employee’s attendance improves to the required 

levels the formal process will conclude on the expiry of the warning.  

• If any subsequent periods of absence (which reach the trigger point) occur within 12 

months of the expiry of the warning (the procedure will normally be resumed at the formal 

stage). 

• Where absence levels do not improve or deteriorates during the life of a final warning, a 

further hearing (s) may be held, the outcome of which will could be a further warning and 

subsequently dismissal.    

• Warnings/dismissal under this procedure will normally be on the grounds of lack of    

capability due to ill-health.    

5.3  Appeals  
The employee will have the right of appeal against any formal sanctions/dismissal.  Such an 

appeal must be made in writing, clearly setting out the grounds, to the headteacher, within 5 

working days of receipt of the written notification of the outcome of the hearing,     

  

Employees may be asked for clarification of the grounds for their appeal where this is not 

clear.  

  

An appeal hearing will be convened without undue delay the decision of Appeal is final, 

subject to the employee’s rights at law.  

  

The Appeal procedure will be the same as the meeting procedure (see 5.2.1).  
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6.  Long term sickness absence   
Where an employee is on long-term sickness absence (usually defined as absence for 4 

weeks or more), the following procedure will apply.   

  

Where the absence is wholly or partly for a disability-related reason the procedure set out 

below may need to be modified as appropriate, to take account of the employee’s disability 

and the duty to make reasonable adjustments.  Further advice and guidance should be 

sought from HR and/or Occupational Health Advisors.  

  

6.1  Referral to an Occupational Health Advisor  
It will normally be appropriate to make a referral to an Occupational Health Adviser after 4  

weeks of the absence depending on the nature of the illness, to provide information about 

the employee’s long-term prognosis and to explore options to facilitate an early return to 

work where appropriate.  In certain circumstances, particularly those involving stress or 

depression, a referral may be made sooner, usually after 2 weeks absence, as evidence 

suggests that early intervention increases the chance of a successful return to work.   

  

Subsequent referrals will be made as and when required, including prior to any formal 

hearing   

  

6.2  Review meetings  
Following a referral to an Occupational Health Adviser, a meeting will be arranged with the 

employee to discuss the on-going absence.  The purpose of the meeting will be to discuss 

the long-term prognosis and any strategies which may support the employee’s return to 

work.  

  

Depending on the nature of the ill health, and the prognosis, further such meetings may take 

place.  

  

A written record will be made of the key points of any meetings and any action agreed and 

this will be shared with the employee.  

  

6.3  Returning to work  
Where an employee becomes fit to return to work, a re-integration meeting will normally be 

arranged with them before their return to work.  This meeting will normally be informal and its 

purpose will be to support the employee’s return to work.  

  

It will sometimes be necessary to make alternative working arrangements and/or consider 

redeployment, on a permanent or temporary basis, to facilitate an employee’s return to work.    

  

Such issues will be discussed between the line manager and the employee (and trade union 

representative and HR Consultant as appropriate).  Agreed arrangements will be confirmed 

in writing.    

  

6.4  Formal action  
At an appropriate stage (usually, but not exclusively before 12 months absence), it may be 

considered that the absence is no longer sustainable.  This may also be the case where 

there have been repeated long term absences.   

  



11  
  

In this case, suitable alternative employment options and ill health retirement (where the 

employee in in the Pension Scheme) will be explored where appropriate,  

  

Where these options are not available, the matter may be considered at a formal hearing, the 

outcome of which could be the termination of employment on the grounds of lack of 

capability due to ill-health.   

  

The employee will be given at least 5 working days written notice of the hearing and this will 

include the right to be accompanied by a trade union representative or work colleague. The 

employee should make every effort to attend this hearing and may make written and verbal 

representations.  Where an employee’s health prevents their attendance, the hearing may 

proceed in their absence and full account will be made of any written representations and/or 

presentations made on their behalf by their chosen representative.  

  

The employee will be notified in writing of the outcome of the hearing within 5 working days.  

The notification will include notice where a decision is made to dismiss (and will specify any 

entitlement to pay during this period) and details of the right of appeal.  

  

Notes of the meeting will also be provided as soon as possible after the hearing.  

  

6.5  Appeals  
The employee will have the right of appeal against dismissal.  Such an appeal must be made 

in writing, clearly setting out the grounds, to the headteacher, within 5 working days of receipt 

of the written notification of the outcome of the hearing. Employees may be asked for 

clarification of the grounds for their appeal where this is not clear.  

  

An appeal hearing will be convened without undue delay the decision of Appeal is final, 

subject to the employee’s rights at law.  

  

The Appeal procedure will be the same as the hearing procedure (see 6.4).  

7.  Ill health retirement An employee who is in the Local Government or Teachers’ Pension 

Scheme may apply for Ill Health Retirement.  
  

7.1  Teaching staff  
A teacher may make an application for ill health retirement at any time.  The application must 

be supported by medical evidence.  This will ideally be provided by the Trust’s Occupational 

Health Service where they have been seen recently, but may be provided by an employee’s 

GP/specialist.  The decision to grant ill heath retirement rests with Teachers’ Pensions.  

  

7.1.1  There are two levels of benefit:  
• Partial Incapacity Benefits (PIB) – where an employee is deemed to be unfit to continue 

teaching, but fit to undertake other employment  

• Total Incapacity Benefit (TIB) – where the employee is considered unfit for any 

employment.  

Different benefits apply to each type of retirement.  

  

7.1.2  Date of retirement If an employee is deemed unfit by Teachers’ Pensions, the last day of 

service must be agreed as soon as possible under the Regulations and normal contractual 

notice periods cease to apply.    
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7.2  Support Staff  
In order to qualify for ill health retirement benefits, an Occupational Health Adviser is required 

to sign a Certificate of Permanent Incapacity indicating that the employee is permanently 

incapable of continuing in their role.  The Trust will then determine whether ill health 

retirement is appropriate in the light of the Ill Health Retirement criteria including the 

availability of suitable alternative employment and the medical evidence.   

  

7.2.1  There are three levels of benefit:  
Tier 1: where there is no reasonable prospect of the employee obtaining other gainful 

employment before their normal retirement age.  

  

Tier 2: where, although the employee is unlikely to be fit to obtain gainful employment within 

3 years, it is likely that they will be fit to do so prior to the normal retirement age.   

  

Tier 3: where it is likely that the employee will be fit to obtain other gainful employment within 

a period of 3 years.    

  

Different benefits apply to each Tier.  

  

7.2.2  Retirement dismissal procedure  
Where a Certificate of Permanent Incapacity is signed, the employee will be invited to a 

formal hearing as set out in this procedure.  

  

  

7.2.3  Ill Health Retirement Appeals  
An employee has the right of appeal against:  

  

1. The decision to dismiss on the grounds of permanent incapacity (as set out in 6.5 above);   

  

2. An employee may also contest a decision made in relation to the Local Government Pension 

Scheme under the Internal Disputes Resolution Procedure (IDRP). Details of this procedure 

will be notified to employees.  
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Appendix A – Sick Pay allowances  
  

Details of any entitlement to contractual sick pay are set out in employees’ contract of employment. 

The scale of contractual allowances for full-time staff (pro-rata for part-time staff) is set out below:  

  

Teachers National Conditions  

During the first year of service:  Full pay for 25 working days and (after completing four calendar 

months’ service) half pay for 50 working days.  

During the second year of 

service:  

Full pay for 50 working days and half pay for 50 working days.  

During the third year of service:  Full pay for 75 working days and half pay for 75 working days.  

During the fourth and 

successive years’ service:  

Full pay for 100 working days and half pay for 100 working 

days.  

For the purpose of the contractual sick pay scheme, “service” includes all aggregated teaching 
service   
  

 Local Government Services staff  

During the first year of service (up to 4 

months’ service):  

  

During the first year of service (after 

completing 4 months service):  

Full pay for 1 month   

  

  

Full pay for 1 month and half pay for 2 months.   

During the second year of service:  Full pay for 2 months and half pay for 2 months.  

During the third year of service:  Full pay for 4 months and half pay for 4 months.  

During the fourth & fifth year of 

service:  

Full pay for 5 months and half pay for 5 months.  

After 5 years’ service:  Full pay for 6 months and half pay for 6 months.  

  

In the case of full sick pay periods; where staff are eligible for Statutory Sick Pay/Incapacity Benefit, 

this will be included in their contractual sick pay where appropriate.  

  

In the case of half pay periods; sick pay will be an amount equal to half the employees normal 

earnings (for the relevant period) plus, where eligible, any Statutory Sick Pay/Incapacity Benefit, so 

long as the total sum does not exceed the employees normal pay.  

  

For the purpose of the contractual sick pay scheme, “service” refers to continuous service with any 
public authority to which the Redundancy Payments Modification Order (Local Government) 1983 (as 
amended) applies. The period for which sick pay will be paid and the rate of sick pay for any period 
of sickness absence will be calculated by deducting any periods of paid sickness absence during the 
twelve months immediately before the first day of the absence from the sick pay entitlement set out.  
  



14  
  

The sick pay entitlement is calculated based on the length of service the employee has accrued 

when the sickness absence commenced.   

  

Staff on other conditions of service  
Staff on local conditions of service may have an entitlement to contractual sick pay and should refer 

to their contract of employment.  

  

Extensions to sick pay  

The Trust Board will consider any requests for an extension to sick pay on a case by case basis.  

  

Pay during phased return   
Where an employee returns on reduced working hours for a limited phased return, they will receive 

normal pay for the time worked.  For any normal hours not worked, SSP and contractual sick pay 

will be paid in accordance with the individual’s outstanding sick pay entitlements.  If an employee 

returns to work on their normal hours but carry out partial duties, they will receive full normal pay for 

the agreed period.  Any period of phased return that is connected to the previous period of sickness 

is considered part of that sickness absence.  

  

Accidents at work  
Local Government Conditions - where an employee suffers an accident, injury or assault arising out 

of, or in the course of employment, they will be paid a sum equivalent to their sick pay entitlement 

and this period shall not count against their sick pay entitlement.  

  

Where the employee exhausts their injury at work entitlement and are still absent from work due to 

the injury, then they will receive no further pay.  They would however be entitled to sick pay under 

the sickness scheme if they are absent due to illness at a later date, as long as it does not relate to 

the same injury at work.  

  

Teachers’ National Conditions - where a teacher suffers an accident, injury or assault arising out of, 

or in the course of employment, they will be entitled to full pay for a period not exceeding 6 calendar 

months. This period shall not count against their sick pay entitlement. Where the teacher remains 

absent beyond 6 months, they will then be entitled to their normal sick pay entitlement as 

determined by their length of service and any previous sickness absence.  

  

Third party accident compensation claims   
Where employees are absent as the result of an accident for which damages may be recoverable 

from a third party, they must inform their line manager as soon as possible.  The Trust may recover 

all or a proportion of the costs of sick pay / accident pay from the damages received by the 

employee.   
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1. Introduction 

 
It is important to the Trust that any suspected fraud, misconduct, malpractice or wrongdoing by workers or 
employees of the Trust is reported and properly dealt with. The Trust is committed to creating an open and 
supportive environment where individuals feel able to “speak up” about any genuine concerns regarding 
the alleged wrongful conduct of the employer, or about the conduct of a fellow employee, or any third 
party. 

 
This policy sets out the framework for how issues can be raised confidentially internally, and/or if 
necessary, outside the management structure of the Trust to a prescribed body (see 2.1 below).  All 
disclosures will be handled consistently and fairly and appropriate action will be taken by the Trust to 
resolve the issue in line with this policy. 
 
This policy applies to all employees, trustees and governors. Volunteers and other individuals engaged to 
work at or provide services to the Trust, including agency workers and contractors, are encouraged to use 
it where appropriate.   
 
1.1. The law* provides protection for employees or workers who raise legitimate concerns about 

specified matters. These are called "qualifying disclosures". A qualifying disclosure is one made in 
the public interest by an employee or worker who has a reasonable belief that there has been or is 
likely to be: 

 

 a breach of any legal obligation; 

 a miscarriage of justice; 

 a criminal offence; 

 a danger to the Health and Safety of any individual; 

 damage to the environment; or 

 deliberate concealment of information about any of the above 
 
Some examples of qualifying disclosures in a school context may include: 

 

 Fraudulent acts (e.g. manipulation of accounting records/finances, inappropriate use of funds, 
decision making for personal gain, abuse of position to influence decisions); 

 Breaches of acceptable professional and ethical standards; 

 Breaches of the Trust’s Health and Safety policy entailing danger to staff or pupils; and/or 

 Breaches of any of the Trust’s policies or the Code of Conduct. 
 

It is not necessary for the employee or worker to have proof that such an act is being, has been, or 
is likely to be, committed - a reasonable belief is sufficient.   

  
For the purposes of this policy the term “whistle-blower” refers to the individual making the 
disclosure. 

 
1.2. The whistle-blower must reasonably believe they are making the disclosure in the public interest 

(i.e. it affects others such as pupils in the Trust or members of the public).  This means that 
personal grievances and complaints (e.g. a concern about their own contractual terms) are not 
usually covered by this policy and should be dealt with under the Trust’s Grievance Procedure.   
 

2. Raising concerns/making a disclosure 
 
2.1.  Initial concern 
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The Trust Board encourages the “whistle-blower” to raise the matter internally in the first instance.   
Concerns should normally be raised initially with the whistle-blower’s line manager. Where the 
concerns relate to the whistle-blower’s line manager, the complaint should be brought to the 
attention of a more senior manager, responsible officer, the CEO, headteacher, the Chair of the 
Local Governing Body or Chair of the Board of Trustees.  

 
If the whistle-blower considers the matter too serious or sensitive to raise it internally they may 
refer the matter to an external prescribed body. A prescribed body is an organisation, normally with 
some regulatory function (for example the Health and Safety Executive), which is prescribed by the 
Secretary of State for the purposes of the Act who an individual may make a protected disclosure 
to.  Any such disclosure to a prescribed body will qualify for protection under the Act.  A list of 
prescribed bodies is available at the following link: 

 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/360648/bis-14-1077-
blowing-the-whistle-to-a-prescribed-person-the-prescribed-persons-list-v4.pdf 
 

In the event that the whistle-blower feels a disclosure should be referred to an external prescribed 
body some of the relevant bodies are also set out below: 

 

Nature of disclosure: External reporting/Prescribed body: 

Fraud or financial 
malpractice (see 3.2 
below) 
 

Education & Skills Funding Agency 
 
https://www.gov.uk/government/organisations/education-and-skills-funding-
agency 
 

Child Protection/ 
Safeguarding issues 
 

Local Authority Designated Officer  
Havering Duty Line: 01708 433584 
Essex Duty Line: 03330 139 797 
 
NSPCC Whistleblowing helpline: 0800 028 0285  
Email: help@nspcc.org.uk 
 

Data protection issues Information Commissioner 
https://ico.org.uk/ 
 

Health and Safety issues Health and Safety Executive 
 
http://www.hse.gov.uk/ 

 
If a concern is raised verbally it should be followed up in writing wherever possible.   

 
The whistle-blower has no responsibility for investigating the matter - it is the Trust's responsibility 
to ensure that an appropriate investigation takes place. 

 
Where the complaint is serious, for example involving fraud, theft or other potential gross 
misconduct by an employee, the whistle-blower should act quickly to report it but should not 
mention it to the subject of the complainant or other colleagues as this could affect the 
investigatory process.  

 
The timescales for handling disclosures will differ depending on the nature of the disclosure made 
but all disclosures (whether formal or informal) will be acknowledged within 2 working days. 

  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/360648/bis-14-1077-blowing-the-whistle-to-a-prescribed-person-the-prescribed-persons-list-v4.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/360648/bis-14-1077-blowing-the-whistle-to-a-prescribed-person-the-prescribed-persons-list-v4.pdf
https://www.gov.uk/government/organisations/education-and-skills-funding-agency
https://www.gov.uk/government/organisations/education-and-skills-funding-agency
mailto:help@nspcc.org.uk
https://ico.org.uk/
http://www.hse.gov.uk/
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2.2. Investigation 
 
On receipt of a disclosure, an investigation into the matter will be arranged. The investigation may 
involve the whistle-blower and other individuals involved giving a written statement. Any 
investigation will be carried out promptly and confidentially. 

 
If a whistle-blower wishes to remain anonymous this should be raised with the person to whom the 
initial disclosure is made.   In some cases this may be possible but in more serious cases where 
disciplinary action may have to be taken against others this may be more difficult.  The Trust is 
committed to protecting the well-being of the whistle-blower whilst this policy is followed. 

 
The whistle-blower’s statement (where available) will be taken into account, and he/she will be 
asked to comment on any additional evidence obtained. The person responsible for the 
investigation may ask the whistle-blower to attend a meeting to gather all the information needed 
to ensure a clear understanding of the situation.   

 
Where a meeting is held, the whistle-blower may be accompanied by a trade union representative 
or work colleague if they wish and where possible the dates/times will be agreed to facilitate this. 
 

2.3. Outcome of the investigation 
 
The person who carried out the investigation will take any necessary action, which may include 
reporting the matter to relevant managers within the Trust and/or an appropriate prescribed body 
(if this has not already taken place).  

 
On conclusion of any investigation, the whistle-blower will be told the outcome of the investigation 
(in as much detail as is deemed appropriate in the circumstances) and what action is to be taken 
or is proposed. If no action is to be taken, the reason for this will be explained.  

 
Where a concern is raised anonymously the Trust will not ordinarily be able to provide feedback to 
the whistle-blower and any action taken as a result of an anonymous disclosure may be limited.  
The Trust will take all appropriate steps to investigate such a disclosure in line with the level of 
information provided.  If an anonymous whistle-blower wishes to seek feedback from the Trust an 
appropriate anonymised email address should be provided.  

 
2.4 Further action 

 
Where having raised an initial concern and the whistle-blower has a genuine belief that the Trust 
has failed to take appropriate action or investigate the issue properly and they wish to pursue the 
matter further, they may report their concern to the another relevant person in the Trust (see 2.1) 
or to an appropriate prescribed body (if this has not already been reported).  

 
This person may arrange for further investigation to be carried out, make any necessary further 
enquiries and/or make their own report. On the conclusion of any further investigation, they will 
take appropriate action which may include reporting the matter to a prescribed body if this has not 
taken place at an earlier stage in the process. 

 
3.  Other issues  
 
3.1 Concerns raised by member of the public 
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Where complaints are received from members of the public, the Trust’s formal complaints 
procedure will be followed, unless the complaint relates to the specific conduct or performance of 
an individual employee/worker in which case the Disciplinary Procedure may need to be instigated. 

 
3.2  Criminal issues/fraud 

 
In the event of the allegation being of a very serious nature, for example relating to a fraud or other 
potential gross misconduct offence, there may be a need to involve the Trust’s auditors and/or the 
police or other appropriate authorities.  This should normally be agreed initially by Chair of the 
Trust Board who should, in turn, and where appropriate, will keep these other authorities informed.   

 
The Trust must notify the Secretary of State via the Education & Skills Funding Agency of any 
instances of fraud, theft or irregularity where the value exceeds £5,000 individually, or £5,000 
cumulatively in any financial year.  Any unusual or systematic fraud, regardless of value, must also 
be reported. 

 
Advice may be sought from the Trust’s legal advisers before involving the police in any such 
internal complaint or allegation. 

 
4. Protecting ‘whistle-blowers’  
 
4.1 Any whistle-blowers who make protected disclosures in line with this procedure have the right not 

to be dismissed, subjected to any other detriment, or victimised, because they have made a 
disclosure. This means continued employment and opportunities for promotion or training will not 
be affected because the whistle-blower has raised a legitimate concern.   

 
4.2 Whistle-blowers should report any harassment or victimisation to an appropriate manager as soon 

as practicable.  The Trust will take all reasonable steps to prevent/address such harassment or 
victimisation.  Victimisation of a whistle-blower for making a protected disclosure will be considered 
a disciplinary matter and will be dealt with under the Trust’s Disciplinary Procedure. 

 
4.3 Whistle-blowers may find the process of reporting an issue/wrongdoing difficult and uncomfortable.  

The Trust will take all reasonable steps to support the whistle-blower which may include access to 
an external counselling service.  The whistle-blower may also be referred to the charity Protect 
(previously known as Public Concern at Work) www.pcaw.org.uk for information and advice. 

 
5. Malicious allegations/disclosures 
 
5.1 If, following appropriate investigation, it is considered that an employee has made a malicious 

allegation without real substance and/or which could not be reasonably considered to be in the 
public interest, this will be taken as a serious matter and may potentially lead to disciplinary action 
in line with the Trust’s Disciplinary Procedure. 

 
5.2   Where other individuals engaged by the Trust make a malicious allegation, the Trust will 

investigate the allegation thoroughly and take appropriate action, which may include terminating 
the contract/arrangements with the individual.  

 
5.3 If disciplinary action is required, the person who carried out the investigation will report the matter 

to a relevant manager to start the disciplinary procedure. 
 
6. Data Protection  

 

http://www.pcaw.org.uk/
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6.1  When an individual makes a disclosure, the Trust will process any personal data collected in 
accordance with its data protection policy.  Date collected from the point at which the individual 
makes the disclosure is held securely and accessed by, and disclosed to, individuals only for the 
purposes of dealing with the disclosure.  
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KEY DEFINITIONS USED IN THIS POLICY: 

 
The Trust LIFE Education Trust 
The Board/Directors/Trust Board The Board of Directors of LIFE Education Trust 

School/Trust school An Academy or school within LIFE Education Trust 

Staff All staff employed by LIFE Education Trust and 
working with academies, schools or units within LIFE 
Education Trust 

All schools within the LIFE Education Trust are legally defined as academies, regardless of 
whether the term “school” is used to describe them in the following policy. 

 

Aims: 

This policy aims to ensure: 

 that children access a broad and balanced curriculum that gives them the broad range of 
knowledge and skills needed for good progress through school and life 

 quality and consistency in teaching and learning so that every child makes good progress and no 
child gets left behind 

 a close working partnership between staff and parents and/or carers 

 every child is included and supported through equality of opportunity and anti-discriminatory 
practice 
 

Legislation: 

This policy is based on requirements set out in the statutory framework for the Early Years Foundation 
Stage (EYFS) that applies from September 2021. 
 

Structure of the EYFS: 

Within LIFE Education Trust, the EYFS is only delivered in the Reception classes of our primary 
schools. We believe: 

 primary schools are places where everyone is treated equally, encouraged and respected 

 all children should be able to achieve their full potential academically, socially and emotionally 

 our schools will be safe and inclusive places where learning is nurtured and encouraged in 
a happy, caring and fun environment 

 our schools will be happy places where good behaviour is expected and all children 
enjoy their educational journey 

 

Curriculum: 

Our early years’ classes follow the curriculum as outlined in the latest version of the EYFS statutory 
framework that applies from September 2021. 

This framework includes seven areas of learning and development that are equally important and inter-
connected; however, three areas are seen as particularly important for igniting curiosity and enthusiasm 
for learning, and for building children’s capacity to learn, form relationships and thrive. These are known 

https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2/
https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2/
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as the prime areas, which are: 

 Communication and language 

 Physical development 

 Personal, social and emotional development  

These prime areas are strengthened and applied through four specific areas: 

 Literacy 

 Mathematics 

 Understanding the world 

 Expressive arts and design 
 
Staff plan activities and experiences for children that enable children to develop and learn effectively. In 
order to do this, staff working with the youngest children focus strongly on the three 3 prime areas.  

Staff also take into account the individual needs, interests, and stage of development of each child in 
their care, and use this information to plan a challenging and enjoyable experience. Where a child may 
have a special educational need or disability, staff consider whether specialist support is required, 
linking with relevant services from other agencies, where appropriate.  

In planning and guiding children’s activities, staff reflect on the different ways that children learn and 
include these in their practice, which utilises cross curricular teaching and learning and encourages 
children to make links and practise skills in a relevant and interesting way. 

Each area of learning and development is implemented through planned, purposeful play, and through 
a mix of adult-led and child-initiated activities. Staff respond to each child’s emerging needs and 
interests, guiding their development through warm, positive interaction. As children grow older, and as 
their development allows, the balance gradually shifts towards more adult-led activities to help children 
prepare for more formal learning, ready for Year 1. 
 

Assessment: 

Ongoing assessment is an integral part of the learning and development processes. Staff observe 
pupils to identify their level of achievement, interests and learning styles. These observations are used 
to shape future planning. Staff also take into account observations shared by parents and/or carers. 

When child starts reception, staff will administer the Reception Baseline Assessment (RBA) and at the 
end of the year staff complete the EYFS profile for each child, where pupils are assessed against the 
17 early learning goals, indicating whether they are: 

 Meeting expected levels of development 

 Not yet reaching expected levels (‘emerging’) 

The profile reflects ongoing observations, and discussions with parents and/or carers and the results 
are shared with parents and/or carers for their child.  
 

Working with parents: 

We recognise that children learn and develop well when there is a strong partnership between staff and 
parents and/or carers. For this reason, parents and/or carers are kept up to date with their child’s 
progress and development with a well-rounded picture of their child’s knowledge, understanding and 
abilities. 

Each child is assigned a key person who helps to ensure that their learning and care is tailored to meet 
their needs and to support parents and/or carers in guiding their child’s development at home.  
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Summary 

About this advice 
This is advice provided by the Department for Education (the department). Its focus is 
child on child sexual violence and sexual harassment at schools and colleges. The 
advice covers children of all ages, from primary through to secondary stage and into 
colleges and online. For the purposes of this advice, a child is anyone under the age of 
18. Whilst the focus of the advice is on protecting and supporting children, schools and 
colleges should of course protect any adult students and engage with adult social care, 
support services and the police as required. 

The advice sets out what sexual violence and sexual harassment is, how to minimise the 
risk of it occurring and what to do when it does occur or is alleged to have occurred. 

The advice highlights best practice and cross-references other advice, statutory guidance 
and the legal framework. It is for individual schools and colleges to develop their own 
policies and procedures. It is important that policies and procedures are developed in line 
with their legal obligations, including the Human Rights Act 1998 and the Equality Act 
2010, especially the Public Sector Equality Duty1, and their local multi-agency 
safeguarding arrangements2. It is important that schools and colleges consider how to 
reflect sexual violence and sexual harassment in their whole school or college approach 
to safeguarding and in their child protection policy. 

The advice provides case studies. These are not intended to offer a step-by-step guide, 
but to provide an indication of some of the many options that are available. 

The department has updated this advice in line with the revised statutory guidance 
Keeping children safe in education. We will continue to keep the advice under review. 

  

 
 

1 The Public Sector Equality Duty is a legal requirement for schools and colleges that are public bodies. 
2 See Working together to safeguard children - GOV.UK (www.gov.uk) Chapter 3: Multi-agency safeguarding arrangements 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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Who this advice is for 

This advice is for: 

• Governing bodies of maintained schools and colleges;3 

• Proprietors4 of independent schools (including academies, free schools and 
alternative provision academies) and non-maintained special schools; 

• Management committees of pupil referral units (PRUs); 

• Headteachers, Principals and Senior Leadership Teams; and 

• Designated Safeguarding Leads (and their deputies). 

Other advice and guidance 

This advice should not be read in isolation. It is important for schools and colleges to 
consider other relevant advice and guidance, including the following (which is not 
intended to be an exhaustive list), as part of their approach to protecting children from 
sexual violence and sexual harassment: 

• Keeping children safe in education (statutory guidance for schools and colleges) 

• Relationship Education, Relationships and Sex Education and Health Education 
(statutory guidance for schools) 

• Working Together to Safeguard Children (statutory guidance for schools and 
colleges)  

• Exclusions from maintained schools, academies and PRUs (statutory guidance for 
schools) 

• Behaviour and Discipline in Schools (advice for schools) 

• Children Missing Education (advice for schools) 

• Cyberbullying (advice for schools) 

• The Equality and Human Rights Commission  (provides advice on avoiding 
discrimination in a variety of educational contexts) 

• Equality Act 2010 and Public Sector Equality Duty (advice for schools) 

 
 

3 ‘college’ means further education colleges and sixth-form colleges as established under the Further and Higher Education Act 1992 
and institutions designated as being within the further education sector under section 28 of the Further and Higher Education Act 1992 
(‘designated institutions’) and providers of post 16 Education as set out in The Education and Training (Welfare of Children) Act 
2021[1]: 16-19 Academies, Special Post-16 institutions and Independent Training Providers. For colleges the guidance relates to their 
responsibilities towards children who are receiving education or training at these institutions. 
4 In the case of academies and free school trusts, the proprietor will be the trust. 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/relationships-education-relationships-and-sex-education-rse-and-health-education
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/school-exclusion
https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools
https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/374850/Cyberbullying_Advice_for_Headteachers_and_School_Staff_121114.pdf
https://www.equalityhumanrights.com/en/advice-and-guidance
https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools
https://www.equalityhumanrights.com/en/publication-download/public-sector-equality-duty-guidance-schools-england
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• Equality Act 2010 Technical Guidance (advice for further and higher education 
providers) 

• Mental Health and Behaviour in Schools (advice for schools) 

• Rise Above (advice by Public Health England for schools) 

• Preventing and Tackling Bullying (advice for schools) 

• Promoting children and young people’s emotional health and wellbeing (advice for 
schools) 

• Teaching about relationships sex and health (guidance for schools) 

• UKCIS Sharing nudes and semi-nudes: advice for education settings working with 
children and young people 

Victims and alleged perpetrator(s) 
There are many different ways to describe children who have been subjected to sexual 
violence and/or sexual harassment and many ways to describe those who are alleged to 
have carried out any form of abuse. 

For the purposes of this advice, we use the term ‘victim’. It is a widely recognised and 
understood term. It is important that schools and colleges recognise that not everyone 
who has been subjected to sexual violence and/or sexual harassment considers 
themselves a victim or would want to be described in this way. Ultimately, schools and 
colleges should be conscious of this when managing any incident and be prepared to use 
any term with which the individual child is most comfortable. 

For the purpose of this advice, we use the term ‘alleged perpetrator(s)’ and where 
appropriate ‘perpetrator(s)’. These are widely used and recognised terms and the most 
appropriate to aid effective drafting of advice. However, schools and colleges should 
think very carefully about terminology, especially when speaking in front of children, not 
least because in some cases the sexual behaviour will have been harmful to the 
perpetrator as well. As above, the use of appropriate terminology will be for schools and 
colleges to determine, as appropriate, on a case-by-case basis. 

https://www.equalityhumanrights.com/en/publication-download/equality-act-2010-technical-guidance-further-and-higher-education
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://campaignresources.phe.gov.uk/schools/topics/rise-above/overview
https://www.gov.uk/government/publications/preventing-and-tackling-bullying
https://www.gov.uk/government/publications/promoting-children-and-young-peoples-emotional-health-and-wellbeing
https://www.gov.uk/guidance/teaching-about-relationships-sex-and-health
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
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Part one: What do we mean by sexual violence and 
sexual harassment between children? 

Context 
1. Sexual violence and sexual harassment can occur between two children of any 
age and sex from primary through to secondary stage and into colleges. It can occur 
through a group of children sexually assaulting or sexually harassing a single child or 
group of children. Sexual violence and sexual harassment exist on a continuum and 
may overlap; they can occur online and face to face (both physically and verbally) and 
are never acceptable. As set out in Part one of Keeping children safe in education 
(KCSIE), all staff working with children are advised to maintain an attitude of ‘it could 
happen here’. 

2. Addressing inappropriate behaviour (even if it appears to be relatively innocuous) 
can be an important intervention that helps prevent problematic, abusive and/or violent 
behaviour in the future. 

3. Children who are victims of sexual violence and sexual harassment, wherever it 
happens, will likely find the experience stressful and distressing. This will, in all 
likelihood, adversely affect their educational attainment and will be exacerbated if the 
alleged perpetrator(s) attends the same school or college. As set out in Part one of 
KCSIE, schools and colleges should be aware that safeguarding incidents and/or 
behaviours can be associated with factors outside the school or college, including 
intimate personal relationships (see also sections of child sexual exploitation and 
coercive and controlling behaviour at paragraph 32 of KCSIE). 

4. But it is essential that all victims are reassured that they are being taken 
seriously and that they will be supported and kept safe. A victim should never be given 
the impression that they are creating a problem by reporting sexual violence or sexual 
harassment. Nor should a victim ever me made to feel ashamed for making a report.  

5. Along with providing support to children who are victims of sexual violence or 
sexual harassment, the school or college, as set out in paragraph 87 of this guidance, 
needs to provide the alleged perpetrator(s) with an education, safeguarding support as 
appropriate and implement any disciplinary sanctions. A child abusing another child 
may be a sign they have been abused themselves or a sign of wider issues that require 
addressing within the culture of the school or college. Taking disciplinary action and 
providing appropriate support, can, and should, occur at the same time if necessary. 

6. Reports of sexual violence and sexual harassment are extremely complex to 
manage. It is essential that victims are protected, offered appropriate support and every 
effort is made to ensure their education is not disrupted. It is also important that other 
children, adult students and school and college staff are supported and protected as 
appropriate. 
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The evidence 

7. The evidence highlights why it is important that all school and college staff have 
an understanding of what sexual violence and sexual harassment might look like and 
what to do if they have a concern or receive a report. Whilst any report of sexual 
violence or sexual harassment should be taken seriously, staff should be aware it is 
more likely that girls will be the victims of sexual violence and sexual harassment and 
more likely it will be perpetrated by boys. 

• Ofsted’s Review of sexual abuse in schools and colleges revealed how prevalent 
sexual harassment and online sexual abuse is for children and young people and 
that, the issues are so widespread that they need addressing for all children and 
young people.5  

• Nationally collected statistics show that there has been a sharp increase in 
reporting of child sexual abuse to the police in recent years. Figures that include 
all child sexual abuse cases show that the police recorded over 83,000 child 
sexual abuse offences (including obscene publications) in the year ending March 
20206. 

• In the year ending March 2019, the police recorded 73,260 sexual offences where 
there are data to identify the victim was a child. Around one-quarter (27%) of these 
were rape offences.7 These totals are likely to be a significant under-
representation of the true number of offences against young people in this age 
group. 

• Police recorded crime data (England and Wales) for year ending March 20208 
indicated that 51.9% of female victims and 62.4% of male victims of sexual 
offences were aged between 5 and 19. 

• NSPCC’s how safe are our children report 20209 found that girls are particularly 
vulnerable to sexual abuse, accounting for around 90% of victims of recorded rape 
offences against 13- to 15-year-olds in England, Wales and Scotland. 

• The Women and Equalities committee (WEC) state that a number of large-scale 
surveys found that girls are consistently reporting high levels of sexual harassment 
and sexual violence in schools and colleges.10 

• Girlguiding's Girls' 2021 Survey found that 67% of girls and young women aged 
13-18 surveyed have experienced sexual harassment at school from another 

 
 

5 Ofsted’s Review of sexual abuse in schools and colleges - GOV.UK (www.gov.uk) 
6 Tackling child sexual abuse strategy, Home Office, January 2021 
7 Table 32 Child sexual abuse – Appendix tables - Office for National Statistics (ons.gov.uk) 
8 Police recorded crime and outcomes open data tables - GOV.UK (www.gov.uk) 
9 NSPCC’s how safe are our children report 2020 – page 31 
10 WEC report- paragraph 13 

https://www.gov.uk/government/publications/tackling-child-sexual-abuse-strategy
https://www.ons.gov.uk/peoplepopulationandcommunity/crimeandjustice/datasets/childsexualabuseappendixtables
https://www.gov.uk/government/statistics/police-recorded-crime-open-data-tables#history
https://learning.nspcc.org.uk/research-resources/how-safe-are-our-children
https://publications.parliament.uk/pa/cm201617/cmselect/cmwomeq/91/9105.htm#_idTextAnchor011
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student, and that 29% first experienced sexual harassment when they were just 
11-13 years old.11  

• Almost a quarter (24%) of female students and 4% of male students at mixed-sex 
schools have been subjected to unwanted physical touching of a sexual nature 
while at school.12 

More statistical evidence can be found at 

• NSPCC Learning - statistics on child abuse  

• CSA Centre - The scale and nature of CSA 

• Office for National Statistics (ONS) - Child sexual abuse in England and Wales 

  

 
 

11 Girlguiding’s Girls’ Attitude Survey 2018 
12 NEU and UKfeminista Report It's Just Everywhere 

https://learning.nspcc.org.uk/statistics-child-abuse
https://www.csacentre.org.uk/our-research/the-scale-and-nature-of-csa/
https://www.ons.gov.uk/peoplepopulationandcommunity/crimeandjustice/articles/childsexualabuseinenglandandwales/yearendingmarch2019
https://www.girlguiding.org.uk/globalassets/docs-and-resources/research-and-campaigns/girls-attitudes-survey-2018.pdf
http://ukfeminista.org.uk/wp-content/uploads/2017/12/Report-Its-just-everywhere.pdf
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What schools and colleges should be aware of 
8. As set out above, sexual violence and sexual abuse can happen anywhere, and 
all staff working with children are advised to maintain an attitude of ‘it could happen 
here’. Schools and colleges should be aware of, and respond appropriately to all 
reports and concerns, including those outside the school or college, and or online. 
Schools and colleges should be aware of the importance of: 

• making clear that there is a zero-tolerance approach to sexual violence and sexual 
harassment and it is never acceptable, and it will not be tolerated and it should 
never be passed off as “banter”, “just having a laugh”, “part of growing up” or “boys 
being boys”. Challenging physical behaviour (potentially criminal in nature), such 
as grabbing bottoms, breasts and genitalia, pulling down trousers, flicking bras 
and lifting up skirts. Dismissing or tolerating such behaviours risks normalising 
them; and 

• not recognising, acknowledging or understanding the scale of harassment and 
abuse and/or downplaying some behaviours related to abuse as it can lead to a 
culture of unacceptable behaviour, an unsafe environment and in worst case 
scenarios a culture that normalises abuse leading to children accepting it as 
normal and not coming forward to report it; and 

• understanding that all of the above can be driven by wider societal factors beyond 
the school and college, such as everyday sexist stereotypes and everyday sexist 
language. This is why a whole school/college approach (especially preventative 
education) as described in Part 3 of this advice is important. 

9. Children with Special Educational Needs and Disabilities (SEND) are three times 
more likely to be abused than their peers.13 Additional barriers can sometimes exist 
when recognising abuse in SEND children. These can include: 

• assumptions that indicators of possible abuse such as behaviour, mood and injury 
relate to the child’s disability without further exploration; 

• the potential for children with SEND being disproportionately impacted by 
behaviours such as bullying and harassment, without outwardly showing any 
signs; and 

• communication barriers and difficulties overcoming these barriers. 

10. Any reports of abuse involving children with SEND will therefore require close 
liaison with the designated safeguarding lead (or deputy) and the special educational 
needs co-ordinators (SENCOs) or the named person with oversight for SEN in a 
college.  

 
 

13 Jones, L et al. (2012) Prevalence and risk of violence against children with disabilities: a systematic review and meta-analysis of 
observational studies. The Lancet July 2012.   
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11. Children who are lesbian, gay, bi, or trans (LGBT) can be targeted by their peers. 
In some cases, a child who is perceived by their peers to be LGBT (whether they are or 
not) can be just as vulnerable as children who identify as LGBT. 

12. Whilst not the focus of this advice, schools and colleges should be aware that 
their staff can be victims of sexual violence and sexual harassment. Schools and 
colleges should have arrangements in place to protect their staff from such abuse, 
including clear reporting and support mechanisms. 

Sexual violence 
13. It is important that schools and colleges are aware of sexual violence and the fact 
children can, and sometimes do, abuse their peers in this way and that it can happen 
both inside and outside of school/college. When referring to sexual violence in this 
advice, we do so in the context of child on child sexual violence. 

14. For the purpose of this advice, when referring to sexual violence we are referring 
to sexual offences under the Sexual Offences Act 200314 as described below: 

Rape: A person (A) commits an offence of rape if: he intentionally penetrates the vagina, 
anus or mouth of another person (B) with his penis, B does not consent to the 
penetration and A does not reasonably believe that B consents. 

Assault by Penetration: A person (A) commits an offence if: s/he intentionally 
penetrates the vagina or anus of another person (B) with a part of her/his body or 
anything else, the penetration is sexual, B does not consent to the penetration and A 
does not reasonably believe that B consents. 

Sexual Assault: A person (A) commits an offence of sexual assault if: s/he intentionally 
touches another person (B), the touching is sexual, B does not consent to the touching 
and A does not reasonably believe that B consents. (Schools should be aware that 
sexual assault covers a very wide range of behaviour so a single act of kissing someone 
without consent or touching someone’s bottom/breasts/genitalia without consent, can still 
constitute sexual assault.) 

Causing someone to engage in sexual activity without consent: A person (A) 
commits an offence if: s/he intentionally causes another person (B) to engage in an 
activity, the activity is sexual, B does not consent to engaging in the activity, and A does 
not reasonably believe that B consents. (This could include forcing someone to strip, 
touch themselves sexually, or to engage in sexual activity with a third party.) 

 
 

14 Legislation.gov.uk  

https://www.legislation.gov.uk/ukpga/2003/42/contents


11 
 

What is consent? 15 Consent is about having the freedom and capacity to choose. 
Consent to sexual activity may be given to one sort of sexual activity but not another, 
e.g.to vaginal but not anal sex or penetration with conditions, such as wearing a condom. 
Consent can be withdrawn at any time during sexual activity and each time activity 
occurs. Someone consents to vaginal, anal or oral penetration only if s/he agrees by 
choice to that penetration and has the freedom and capacity to make that choice.16 
Further information about consent can be found here: Rape Crisis England & Wales - 
Sexual consent 

• a child under the age of 13 can never consent to any sexual activity; 

• the age of consent is 16; 17 

• sexual intercourse without consent is rape. 

Sexual harassment 
15. For the purpose of this advice, when referring to sexual harassment we mean 
‘unwanted conduct of a sexual nature’ that can occur online and offline and both inside 
and outside of school/college. When we reference sexual harassment, we do so in the 
context of child on child sexual harassment. Sexual harassment is likely to: violate a 
child’s dignity, and/or make them feel intimidated, degraded or humiliated and/or create 
a hostile, offensive or sexualised environment. 

16. Whilst not intended to be an exhaustive list, sexual harassment can include: 

• sexual comments, such as: telling sexual stories, making lewd comments, making 
sexual remarks about clothes and appearance and calling someone sexualised 
names; 

• sexual “jokes” or taunting; 

• physical behaviour, such as: deliberately brushing against someone, interfering 
with someone’s clothes (schools and colleges should be considering when any of 
this crosses a line into sexual violence - it is important to talk to and consider the 
experience of the victim) and displaying pictures, photos or drawings of a sexual 
nature; and 

• online sexual harassment. This may be standalone, or part of a wider pattern of 
sexual harassment and/or sexual violence. 18 It may include: 

 
 

15 It is important school and college staff (and especially designated safeguarding leads and their deputies) understand consent. This 
will be especially important if a child is reporting they have been raped or sexually assaulted in any way. More information: here  
16 PSHE Teaching about consent from the PSHE association provides advice and lesson plans to teach consent at Key stage 3 and 4. 
17 It is important to differentiate between consensual sexual activity between children of a similar age and that which involves any 
power imbalance, coercion or exploitation. Due to their additional training, the designated safeguarding lead (or deputy) should be 
involved and generally speaking leading the school or college response. If in any doubt, they should seek expert advice. 
18 Project deSHAME from Childnet provides useful research, advice and resources regarding online sexual harassment. 

https://rapecrisis.org.uk/get-informed/about-sexual-violence/sexual-consent/
https://rapecrisis.org.uk/get-informed/about-sexual-violence/sexual-consent/
https://www.disrespectnobody.co.uk/consent/what-is-consent/
https://www.pshe-association.org.uk/curriculum-and-resources/resources/guidance-teaching-about-consent-pshe-education-key
http://www.childnet.com/our-projects/project-deshame
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o consensual and non-consensual sharing of nude and semi-nude images 
and videos19. As set out in UKCIS Sharing nudes and semi-nudes: advice 
for education settings working with children and young people (which 
provides detailed advice for schools and colleges) taking and sharing nude 
photographs of U18s is a criminal offence; 

o sharing of unwanted explicit content; 

o upskirting (is a criminal offence20); 

o sexualised online bullying; 

o unwanted sexual comments and messages, including, on social media; 

o sexual exploitation; coercion and threats. 

17. It is important that schools and colleges consider sexual harassment in broad 
terms. Sexual harassment (as set out above) creates a culture that, if not challenged, 
can normalise inappropriate behaviours and provide an environment that may lead to 
sexual violence. 

Harmful sexual behaviour 
18. Children’s sexual behaviour exists on a wide continuum, from normal and 
developmentally expected to inappropriate, problematic, abusive and violent. 
Problematic, abusive and violent sexual behaviour is developmentally inappropriate and 
may cause developmental damage. A useful umbrella term is “harmful sexual 
behaviour” (HSB). The term has been widely adopted in child protection and is used in 
this advice. HSB can occur online and/or face to face and can also occur 
simultaneously between the two. HSB should be considered in a child protection 
context. 

19. When considering HSB, ages and the stages of development of the children are 
critical factors. Sexual behaviour between children can be considered harmful if one of 
the children is much older, particularly if there is more than two years’ difference or if 
one of the children is pre-pubescent and the other is not. However, a younger child can 
abuse an older child, particularly if they have power over them, for example, if the older 
child is disabled or smaller in stature. Confidential, specialist support and advice on 
HSB is available from the specialist sexual violence sector:  

 
 

19 Consensual image sharing, especially between older children of the same age, may require a different response. It might not be 
abusive – but children still need to know it is illegal- whilst non-consensual is illegal and abusive. 
20 The Voyeurism (Offences) Act 2019 which amends the Sexual Offences Act 2003 to make upskirting a specific offence 
of voyeurism. The Act came into force on 12 April 2019. 

 

https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.legislation.gov.uk/ukpga/2019/2/contents/enacted
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• contact Rape Crisis (England & Wales) or The Survivors Trust for information, 
advice, and details of local specialist sexual violence organisations.  

• NICE guidance contains information on, amongst other things: developing 
interventions; working with families and carers; and multi-agency working.  

• The Lucy Faithfull Foundation has developed a HSB toolkit, which amongst other 
things, provides support, advice and information on how to prevent it, links to 
organisations and helplines, resources about HSB by children, internet safety, 
sexual development and preventing child sexual abuse.  

• The NSPCC provides free and independent advice about HSB: NSPCC 
Learning: Protecting children from harmful sexual behaviour and NSPCC - 
Harmful sexual behaviour framework 

• Contextual Safeguarding Network – Beyond Referrals (Schools) provides a 
school self-assessment toolkit and guidance for addressing HSB in schools. 

• StopItNow - Preventing harmful sexual behaviour in children - Stop It Now 
provides a guide for parents, carers and professionals to help everyone do their 
part in keeping children safe, they also run a free confidential helpline.  

20. It is effective safeguarding practice for the designated safeguarding lead (and 
their deputies) to have a good understanding of HSB. This could form part of their 
safeguarding training. This will aid in planning preventative education, implementing 
preventative measures, drafting and implementing an effective child protection policy 
and incorporating the approach to sexual violence and sexual harassment into the 
whole school or college’s approach to safeguarding. 

21. HSB can, in some cases, progress on a continuum. 21 Addressing inappropriate 
behaviour can be an important intervention that helps prevent problematic, abusive 
and/or violent behaviour in the future. Children displaying HSB have often experienced 
their own abuse and trauma. 22 It is important that they are offered appropriate support.  

 

 
 

21 NSPCC and Research in Practice harmful sexual behaviour framework discusses the continuum harmful behaviour can progress on 
(Hackett 2010 continuum model). 
22 Hackett et al 2013 study of children and young people with harmful sexual behaviour suggests that two-thirds had experienced 
some kind of abuse or trauma. 

https://rapecrisis.org.uk/
https://www.thesurvivorstrust.org/
https://www.nice.org.uk/guidance/ng55
https://www.stopitnow.org.uk/concerned-about-a-child-or-young-persons-sexual-behaviour/preventing-harmful-sexual-behaviour/?utm_campaign=1540968_HSB%20Toolkit%20email_SOCIAL%20MEDIA&utm_medium=email&utm_source=Lucy%20Faithfull%20Foundation&dm_i=48W7,X10O,38NO7C,43A9L,1
https://learning.nspcc.org.uk/child-abuse-and-neglect/harmful-sexual-behaviour
https://learning.nspcc.org.uk/child-abuse-and-neglect/harmful-sexual-behaviour
https://learning.nspcc.org.uk/research-resources/2019/harmful-sexual-behaviour-framework
https://learning.nspcc.org.uk/research-resources/2019/harmful-sexual-behaviour-framework
https://www.csnetwork.org.uk/en/beyond-referrals-levers-for-addressing-harmful-sexual-behaviour-in-schools
https://www.stopitnow.org.uk/concerned-about-a-child-or-young-persons-sexual-behaviour/preventing-harmful-sexual-behaviour/
https://www.nspcc.org.uk/services-and-resources/research-and-resources/2016/harmful-sexual-behaviour-framework/
http://onlinelibrary.wiley.com/doi/10.1002/car.2246/abstract;jsessionid=C96A10F43D4BF60A54EC7FEF2AA0B895.f03t01
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Part two: What are schools and colleges legal 
responsibilities 

22. Schools and colleges have a statutory duty to safeguard and promote the welfare 
of the children at their school/college.23 As part of this duty, schools and colleges are 
required to have regard to guidance issued by the Secretary of State.24 All schools and 
colleges must have regard to Keeping children safe in education and Working Together 
to Safeguard Children. 

23. Furthermore, schools and colleges have a statutory duty to co-operate with 
safeguarding partnerships once designated as relevant agencies. Equally, safeguarding 
partners are expected to name schools and colleges as relevant agencies and engage 
with them in a meaningful way25. 

24. All schools are required by law to have a behaviour policy26 and measures in 
place to prevent all forms of bullying (including cyberbullying, prejudice-based and 
discriminatory bullying). 

25. Relationships Education (for all primary pupils) and Relationships and Sex 
Education (for all secondary pupils) and Health Education (for all pupils in state-funded 
schools) is now mandatory- Relationships education, relationships and sex education 
(RSE) and health education. The Department has produced a one-stop page for 
teachers on GOV.UK, which can be accessed here: Teaching about relationships sex 
and health. This includes teacher training modules on the RSHE topics and non-
statutory implementation guidance. 

Legal responsibilities and equality policies 
26. Schools and colleges should be aware of their obligations under the Human 
Rights Act 1998 (HRA). 

 
 

23 Section 175 of the Education Act 2002 requires governing bodies of maintained schools and colleges, in relation to their functions 
relating to the conduct of the school or the institution to make arrangements for ensuring that such functions are exercised with a view 
to safeguarding and promoting the welfare of children who are either pupils at the school or receiving education or training at the 
institution. The Education (Independent School Standards) Regulations 2014 apply a duty to proprietors of independent schools 
(which include academies and free schools) to ensure that arrangements are made to safeguard and promote the welfare of children. 
The Non-Maintained Special Schools (England) Regulations 2015 oblige non-maintained special schools to comply with certain 
requirements as a condition of their approval and whilst approved by the Secretary of State. One condition of approval is that the 
proprietor must make arrangements for safeguarding and promoting the health, safety and welfare of pupils, which have regard to any 
guidance including where appropriate, the National Minimum Standards, about safeguarding and promoting the health, safety and 
welfare of pupils and, in the case of schools already approved that these arrangements at the school with respect to these matters are 
in accordance with the approval given by the Secretary of State. For colleges, non-maintained special schools and independent 
schools, the definition of ‘children’ applies to the statutory responsibilities for safeguarding and promoting the welfare of children i.e. 
those under 18. 
24 Under Section 175 of the Education Act 2002, the Education (Independent School Standards) Regulations 2014 and the Non-
Maintained Special Schools (England) Regulations 2015. 
25 Working Together 2018, page 79, paragraphs 25- 26 
26 behaviour-and-discipline-in-schools-guidance-for-governing-bodies  

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/relationships-education-relationships-and-sex-education-rse-and-health-education
https://www.gov.uk/government/publications/relationships-education-relationships-and-sex-education-rse-and-health-education
https://www.gov.uk/guidance/teaching-about-relationships-sex-and-health
https://www.gov.uk/guidance/teaching-about-relationships-sex-and-health
https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools-guidance-for-governing-bodies
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It is unlawful for schools and colleges to act in a way that is incompatible with the 
European Convention on Human Rights. These rights include: 

• Article 3: the right to freedom from inhuman and degrading treatment (an absolute 
right);  

• Article 8: the right to respect for private and family life (a qualified right) includes a 
duty to protect individuals’ physical and psychological integrity; 

• Article 14: requires that all of the rights and freedoms set out in the Act must be 
protected and applied without discrimination; 27 and 

• Protocol 1, Article 2: protects the right to an effective education. 

Being subjected to sexual violence or sexual harassment may breach any or all of 
these rights, depending on the nature of the conduct and the circumstances. 

27. Schools and colleges are required to comply with relevant requirements as set 
out in the Equality Act 2010 (the Equality Act) see advice for schools and advice for 
further and higher education. 

• According to the Equality Act, schools and colleges must not unlawfully 
discriminate against pupils because of their sex, race, disability, religion or belief, 
gender reassignment, pregnancy or sexual orientation (protected characteristics).  

• Whilst all of the above protections are important, in the context of this advice 
schools and colleges should carefully consider how they are supporting their 
pupils and students with regard to their sex, sexuality and if appropriate gender 
identity.  

• Provisions within the Equality Act allow schools and colleges to take positive 
action, where it can be shown that it is proportionate, to deal with particular 
disadvantages affecting one group. A school or college, could, for example, 
consider taking positive action to support girls if there was evidence they were 
being disproportionately subjected to sexual violence or sexual harassment. 

 
 

27 As a matter of law, Article 14 only applies where the act complained of falls within the ambit of another Convention right, but in this 
context it should always be assumed that either through Article 8 or Article 2 of Protocol 1, or both, Article 14 will be engaged. 

https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools
https://www.equalityhumanrights.com/en/publication-download/what-equality-law-means-you-education-provider-%E2%80%93-further-and-higher-education
https://www.equalityhumanrights.com/en/publication-download/what-equality-law-means-you-education-provider-%E2%80%93-further-and-higher-education
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Considerations 

Schools and colleges should consider the makeup of their own pupil and student body, 
including the sex and age range of its pupils and students, and whether additional 
support for children with protected characteristics (who are potentially at greater risk) is 
appropriate. The evidence shows that girls are more likely to be subject to sexual 
violence and sexual harassment than boys, and that boys are more likely to perpetrate 
such violence and harassment. School and college policies should reflect this. Schools 
and colleges should consider what they can do to foster healthy and respectful 
relationships between boys and girls including through Relationships Education, 
Relationships and Sex Education and Health Education. Schools and colleges should 
ensure that their response to sexual violence and sexual harassment between children 
of the same sex is equally robust as it is for sexual violence and sexual harassment 
between children of the opposite sex. 

 

28. Compliance with the Public Sector Equality Duty (PSED) is a legal requirement 
for schools and colleges that are public bodies. 

• The Equality and Human Rights Commission provides the following general 
guidance for schools that are subject to the PSED. 

• Under the PSED, schools and colleges that are public bodies have a general duty 
to have regard to the need to eliminate unlawful discrimination, harassment and 
victimisation, to advance equality of opportunity between different groups and to 
foster good relations between different groups. The duty applies to all protected 
characteristics and means that whenever significant decisions are being made or 
policies developed, thought must be given to the equality implications such as, for 
example, the elimination of sexual violence and sexual harassment. 

• The PSED helps schools and colleges to focus on key issues of concern and how 
to improve pupil and student outcomes. For example, where girls are being 
routinely sexually harassed, not only is the victim of sexual harassment being 
discriminated against, she is also very likely to have her equality of opportunity 
adversely affected by its impact on her education. 

• An important aspect of the PSED is that schools and colleges need to consider 
what information they need to have relevant due regard to. This is one reason why 
good record-keeping and monitoring of sexual violence and sexual harassment 
reports is essential. 

 

https://www.equalityhumanrights.com/en/publication-download/public-sector-equality-duty-guidance-schools-england
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Part three: A whole school or college approach to 
preventing child on child sexual violence and sexual 
harassment 

Introduction 
29. The best responses to child sexual violence and harassment are those which 
take a whole school or college approach to safeguarding and child protection. This 
means involving everyone in the school or college, including the governing body or 
proprietor, all the staff, children, adult students and parents and carers. Safeguarding 
and child protection should be a recurrent theme running through policies and 
procedures. The schools or college’s approach to sexual violence and sexual 
harassment should reflect and be part of the broader approach to safeguarding. 
Ultimately, all systems, processes and policies should operate with the best interests of 
the child at their heart. 

30. The schools or college’s safeguarding procedures with regard to sexual violence 
and sexual harassment should be transparent, clear and easy to understand for staff, 
pupils, students, parents and carers. 

31. Systems should be in place (and they should be well promoted, easily 
understood and easily accessible) for children to confidently report abuse, sexual 
violence and sexual harassment, knowing their concerns will be treated seriously, and 
that they can safely express their views and give feedback.  

Extra-familial harms 
32. All staff should be aware that safeguarding incidents and/or behaviours can be 
associated with factors outside the school or college and/or can occur between children 
outside of these environments. All staff, but especially the designated safeguarding 
lead (and deputies) should consider whether children are at risk of abuse or exploitation 
in situations outside their families. Extra-familial harms take a variety of different forms 
and children can be vulnerable to multiple harms including (but not limited to), sexual 
exploitation, criminal exploitation, sexual abuse, serious youth violence and county 
lines28.  

33. All staff should be aware that technology is a significant component in many 
safeguarding and wellbeing issues. Children are at risk of abuse online as well as face 
to face. In many cases abuse will take place concurrently via online channels and in 

 
 

28 Further information about child sexual exploitation (CSE), child criminal exploitation (CCE), serious youth 
violence and county lines can be found in Part One and Annex B of KCSIE 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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daily life. Children can also abuse their peers online, this can take the form of abusive, 
harassing, and misogynistic messages, the non-consensual sharing of indecent images, 
especially around chat groups, and the sharing of abusive images and pornography, to 
those who do not want to receive such content. In all cases, if staff are unsure, they 
should always speak to the designated safeguarding lead (or deputy).  

34. Children’s social care assessments should consider where children are being 
harmed in contexts outside the home, so it is important that schools and colleges 
provide as much information as possible as part of the referral process. This will allow 
any assessment to consider all the available evidence and enable a contextual 
approach to addressing such harm. Additional information is available here: Contextual 
Safeguarding. 

Safeguarding training 
35. Decisions relating to teachers’ professional development rightly rest with schools, 
colleges, headteachers, principals and teachers themselves, as they are in the best 
position to assess their individual requirements and also take into consideration local 
priorities and local issues. See also The Standard for Teachers’ Professional 
Development Guidance. 

36. As per Part one of Keeping children safe in education, and as part of their child 
protection and safeguarding training, schools and colleges should consider the 
importance of their staff being aware of the different types of abuse and neglect. Equally 
important is that staff know what to do if they have a concern about a child, how to 
respond to a report of abuse, how to offer support to children and where to go to if they 
need support. 

The role of education in prevention 
37. Schools and colleges can play an important role in preventative education. 
Keeping children safe in education sets out that all schools and colleges should ensure 
children are taught about safeguarding, including how to stay safe online. Schools 
should consider this as part of providing a broad and balanced curriculum. 

A planned curriculum as part of a whole school approach 

38. The most effective preventative education programme will be through a whole-
school approach that prepares pupils for life in modern Britain. The school will have a 
clear set of values and standards, and these will be upheld and demonstrated 
throughout all aspects of school life. This will be underpinned by the school’s behaviour 
policy and pastoral support system, and by a planned programme of evidence-based 
content delivered through the whole curriculum. Such a programme should be 

https://contextualsafeguarding.org.uk/about/what-is-contextual-safeguarding
https://contextualsafeguarding.org.uk/about/what-is-contextual-safeguarding
https://www.gov.uk/government/publications/standard-for-teachers-professional-development
https://www.gov.uk/government/publications/standard-for-teachers-professional-development
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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developed to be age and stage of development appropriate (especially when 
considering SEND children and their cognitive understanding), and may tackle such 
issues as: 

• healthy and respectful relationships;  

• what respectful behaviour looks like; 

• consent; 29 

• stereotyping, equality; 

• body confidence and self-esteem;  

• prejudiced behaviour; 

• that sexual violence and sexual harassment is always wrong; and 

• addressing cultures of sexual harassment. 

39. Relationships Education for all primary school age pupils, Relationships and Sex 
Education (RSE) for all secondary school age pupils, and Health Education for all pupils 
in state-funded schools is compulsory. Additional information can be found at:  

• A one-stop page for teachers on GOV.UK, which can be accessed here: Teaching 
about relationships sex and health, brings together all existing information 
available to schools including, the statutory guidance, guides for 
parents and guidance on parental engagement on relationships education 

• To support teachers to deliver these topics safely and with confidence the 
Department for Education has produced teacher training modules. Additionally, 
the page provides links to the non-statutory implementation guidance: Plan your 
relationships sex and health curriculum, developed with subject matter experts and 
teachers. Amongst others, these include “Respectful Relationships and “Intimate 
and Sexual Relationships, including sexual health”. 

40. Many schools are choosing to deliver relationships or sex education as part of a 
timetabled Personal, Social, Health and Economic Education (PSHE) programme, with 
good outcomes. Where that provision meets the requirements of this high-level 
framework of core content, they are free to continue with this model. The PSHE 
Association provides guidance to schools on developing their PSHE curriculum. See: 
www.pshe-association.org.uk. Other schools may choose different curricular models for 
delivery. Colleges often do this via tutorials. 

41. Relationships Education for primary pupils covers the characteristics of healthy 
relationships, building the knowledge and understanding that will enable children to 
model these behaviours. The topic of ‘Being Safe’ in RSE in secondary schools covers 

 
 

29 PSHE Teaching about consent from the PSHE association provides advice and lesson plans to teach consent at Key stage 3 and 4. 

https://www.gov.uk/guidance/teaching-about-relationships-sex-and-health
https://www.gov.uk/guidance/teaching-about-relationships-sex-and-health
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/908013/Relationships_Education__Relationships_and_Sex_Education__RSE__and_Health_Education.pdf
https://www.gov.uk/government/publications/relationships-sex-and-health-education-guides-for-schools
https://www.gov.uk/government/publications/relationships-sex-and-health-education-guides-for-schools
https://www.gov.uk/government/publications/engaging-parents-with-relationships-education-policy
https://www.gov.uk/guidance/plan-your-relationships-sex-and-health-curriculum
https://www.gov.uk/guidance/plan-your-relationships-sex-and-health-curriculum
http://www.pshe-association.org.uk/
https://www.pshe-association.org.uk/curriculum-and-resources/resources/guidance-teaching-about-consent-pshe-education-key
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the concepts of, and laws relating to, sexual consent, sexual exploitation, abuse, 
grooming, coercion, harassment, forced marriage, rape, domestic abuse and FGM and 
how these can affect current and future relationships. Teachers should let the 
designated safeguarding lead and other relevant staff know when they are teaching 
these topics, so they are prepared to support pupils who disclose or are affected by the 
issues raised. The focus on healthy relationships in both primary and secondary will 
help children who are experiencing or witnessing unhealthy relationships know where to 
seek help and report abuse. Health Education addresses important aspects such as 
mental wellbeing. Schools should consider how they could adopt a whole school 
approach to teaching the content of the statutory guidance. 

42. A number of free modules have been produced to help teachers deliver the 
content set out in the RSHE statutory guidance confidently and effectively. In addition to 
the ‘Being Safe’ module, the ‘Respectful Relationships’ module states that pupils should 
be taught that all relationships (e.g. friends, family, online) can be supported by being 
kind, considerate and respectful, including the use of respectful language; being honest; 
listening to each other; respecting personal space, privacy and boundaries; accepting 
each other’s differences; focussing on the good things in each other; and praising each 
other on their achievements. The statutory guidance will be subject to regular review 
and in doing this we will take a balanced view of all feedback. 

43. Good practice allows children an open forum to talk things through. Such 
discussions can lead to increased safeguarding reports. Children should be made 
aware of the processes to raise their concerns or make a report and how any report will 
be handled. This should include processes when they have a concern about a friend or 
peer. All staff should be aware of how to support children and how to manage a 
safeguarding report from a child (as per Part 1 of Keeping children safe in education). 

Specialist support and interventions 

44. As part of their approach to sexual violence and sexual harassment, schools and 
colleges should consider carefully if external input is necessary. This might be to train 
and/or support their staff, teach their children and/or provide support to their children. 

45. Specialist organisations can offer a different perspective and expert knowledge. It 
is particularly important that the designated safeguarding lead knows how and where to 
seek this support from. It is good practice for schools and colleges to assure themselves 
of the quality of any specialist provider with whom they engage. This may take the form 
of written testimonials or engaging with a provider that is well known and established. 
Online can be especially complex and UKCIS has provided the following advice for 
schools and colleges: Using External Visitors to Support Online Safety Education. See 
Annex A for a list of some of the available specialist support services. 

 

https://www.gov.uk/government/publications/relationships-education-relationships-and-sex-education-rse-and-health-education
https://www.gov.uk/government/publications/relationships-education-relationships-and-sex-education-rse-and-health-education
https://www.gov.uk/government/publications/using-external-visitors-to-support-online-safety-education-guidance-for-educational-settings
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CASE STUDY: Preventative Education 

As part of statutory relationships, sex and health education, a school and sixth form 
centre provides extensive learning on relationships through a spiral PSHE education 
curriculum, based on the PSHE Association’s programme of study. Their schemes of 
work build on prior knowledge, with the importance of healthy relationships developed 
during earlier years and a focus on specific aspects – including teen relationship 
violence, sexual exploitation and coercion – at an appropriate stage. 

The school’s approach is a good illustration of how this kind of education supports 
healthy relationships and challenges attitudes that can grow into disrespect and even 
violence if unchallenged. For instance, this school year they are working on changing 
stereotypical attitudes and developing media literacy skills through PSHE lessons that 
explore the use of sexualised language and images that can support such attitudes 
and reduce respect for others. 

Carefully chosen external contributors are occasionally used to supplement the 
planned PSHE curriculum in these areas, with timetabled lessons providing the context 
for both preparatory work and reinforcement of the learning. Before-and-after 
evaluations of this combined classroom work and external contributions are undertaken 
to assess levels of increased understanding. 

The school describes the skills and attributes developed through PSHE education as 
having a demonstrable impact on students. For example, it develops skills to 
understand what constitutes abusive behaviour; communication skills to convey difficult 
messages; and developing empathy to foster respect for others and the ability to see 
the world from others’ perspective. PSHE education lessons always include activities 
that allow teachers and students to gauge, demonstrate and/or reflect on their learning 
and progress. 

The school PSHE lead puts this success down to a number of factors, including: 

• ensuring a spiral PSHE curriculum that enables a return to the same core themes 
in different ways according to age and stage of development, therefore building 
on prior learning; 

• a whole school approach, with PSHE including RSE complementing relevant 
school policies and initiatives; and 

• supportive school leadership, a trained and confident PSHE education team, as 
well as an understanding amongst the wider staff team of the importance of this 
work.  
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Part four: Responding to reports of sexual violence 
and sexual harassment 

Introduction 
46. Part two of KCSIE is clear that systems should be in place (and they should be 
well promoted, easily understood and easily accessible) for children to confidently report 
abuse, knowing their concerns will be treated seriously.  

47. Schools and colleges not recognising, acknowledging, or understanding the 
scale of harassment and abuse and/or downplaying some behaviours related to abuse 
can lead to a culture of unacceptable behaviour, an unsafe environment and in worst 
case scenarios a culture that normalises abuse leading to children accepting it as 
normal and not coming forward to report it.  

48.  Reports of sexual violence and sexual harassment are likely to be complex, 
requiring difficult professional decisions to be made, often quickly and under pressure. 
Pre-planning, effective training and effective policies will provide schools and colleges 
with the foundation for a calm, considered and appropriate response to any report. 
Governing bodies and proprietors should ensure that the school or college contributes 
to multi-agency working in line with statutory guidance Working Together to Safeguard 
Children. 

49. This part of the advice does not attempt to provide (nor would it be possible to 
provide) detailed advice on what to do in any or every particular case. The advice 
provides effective safeguarding practice and principles for schools and colleges to 
consider in their decision-making process. 

50. Ultimately, any decisions are for the school or college to make on a case-by-case 
basis, with the designated safeguarding lead (or a deputy) taking a leading role, using 
their professional judgement, and being supported by other agencies, such as children’s 
social care and the police as required.  

Support for schools and colleges 
51. Schools and colleges should not feel that they are alone in dealing with sexual 
violence and sexual harassment. 

• Part one of Keeping children safe in education (which all school and college staff 
should read) and What to do if you're worried a child is being abused provide 
information for all staff on indicators to look out for and advice on what they should 
do if they have concerns about a child.  

• The multi-agency safeguarding partners including local authority children’s 
social care should have a comprehensive range of effective, evidence-based 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
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services in place to address assessed needs early. For more complex needs, or 
where there are child protection concerns a referral to children’s social care should 
be made. See Part one of Keeping children safe in education and Chapter one of 
Working Together to Safeguard Children, which sets out details of the wider child 
protection system, inter-agency working and schools’ and colleges’ role in it.  

• The police will be important partners where a crime might have been committed. 
Where a report of rape, assault by penetration or sexual assault is made, the 
starting principle is that this should be referred on to the police. Whilst the age of 
criminal responsibility is ten, if the alleged perpetrator is under ten, the starting 
principle of reporting to the police remains. The police will take a welfare, rather 
than a criminal justice approach in these cases. 

o Referrals to the police will often be a natural progression of making a 
referral to children’s social care. The designated safeguarding lead (or a 
deputy) should lead the schools or college’s response and should be aware 
of the local process for referrals to children’s social care and making 
referrals to the police. The following advice may help schools and colleges 
decide when to engage the Police and what to expect of them when they 
do: When to call the police. 

o Many schools and colleges have close relationships with their local police 
force and many police forces have a permanent or semi-permanent police 
presence in schools and colleges. The designated safeguarding lead (or 
deputy) should be liaising closely with the local police presence, where 
there is one. 

o Child Exploitation and Online Protection command: CEOP is a law 
enforcement agency which aims to keep children and young people safe 
from sexual exploitation and abuse. Online sexual abuse can be reported 
on their website and a report to one of their Child Protection Advisors. 

• The NSPCC provides a helpline for professionals at 0808 800 5000 and 
help@nspcc.org.uk. The helpline provides expert advice and support for school 
and college staff and will be especially useful for the designated safeguarding lead 
(and their deputies). 

• Support from specialist sexual violence sector organisations such as Rape 
Crisis  or The Survivors Trust. 

• The Anti-Bullying Alliance has developed guidance for schools about Sexual 
and sexist bullying. 

• Online: Schools and colleges should recognise that sexual violence and sexual 
harassment occurring online (either in isolation or in connection to face to face 
incidents) can introduce a number of complex factors. These include the potential 
for the incident to take place across a number of social media platforms and 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://scanmail.trustwave.com/?c=11436&d=puah3rU9TuvHOjm7Y6QQu5hCkiclTrT1ssGP1sXbFA&u=https%3a%2f%2fwww%2enpcc%2epolice%2euk%2fdocuments%2fChildren%20and%20Young%20people%2fWhen%20to%20call%20the%20police%20guidance%20for%20schools%20and%20colleges%2epdf
https://www.ceop.police.uk/safety-centre/
mailto:help@nspcc.org.uk
https://rapecrisis.org.uk/
https://rapecrisis.org.uk/
https://www.thesurvivorstrust.org/find-support
https://anti-bullyingalliance.org.uk/tools-information/all-about-bullying/sexual-and-sexist-bullying/investigating-and-responding-sexual
https://anti-bullyingalliance.org.uk/tools-information/all-about-bullying/sexual-and-sexist-bullying/investigating-and-responding-sexual
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services, and for things to move from platform to platform online. It also includes 
the potential for the impact of the incident to extend further than a schools or 
college’s local community (e.g. for images or content to be shared around 
neighbouring schools/colleges) and for a victim (or alleged perpetrator(s)) to 
become marginalised and excluded by both online and offline communities. There 
is also the strong potential for repeat victimisation in the future if abusive content 
continues to exist somewhere online. Online concerns can be especially 
complicated. Support is available at: 

o The UK Safer Internet Centre provides an online safety helpline for 
professionals at 0344 381 4772 and helpline@saferinternet.org.uk. The 
helpline provides expert advice and support for school and college staff with 
regard to online safety issues and will be especially useful for the 
designated safeguarding lead (and their deputies) when a report of sexual 
violence or sexual harassment includes an online element. 

o Internet Watch Foundation: If the incident/report involves sexual images 
or videos that have been made and circulated online, the victim can be 
supported to get the images removed the Internet Watch Foundation (IWF). 
The IWF will make an assessment of whether the image is illegal in line 
with UK Law. If the image is assessed to be illegal, it will be removed and 
added to the IWF’s Image Hash list.  

o Childline/IWF: Remove a nude image shared online Report Remove is a 
free tool that allows children to report nude or sexual images and videos of 
themselves that they think might have been shared online, to see if they 
can be removed from the internet. 

o UKCIS Sharing nudes and semi-nudes advice: Sharing indecent images 
of a child (including by children) is a crime. UKCIS Sharing nudes and semi-
nudes: advice for education settings working with children and young 
people provides support in responding to reports of children sharing non-
consensual nude and semi-nude images and or videos (also known as 
sexting and youth produced sexual imagery). Please see footnote 17 for 
further information. 

o Thinkuknow from NCA-CEOP provides support for the children’s workforce, 
parents and carers on staying safe online. 

Additional information including various avenues of support are set out in Annex A 
of this advice. 

52. Effective safeguarding practice is for schools and colleges to be clear, in 
advance, as to what local processes are in place and what support can be accessed 
when sexual violence or sexual harassment has occurred. It is important to prepare for 
this in advance and review this information on a regular basis to ensure it is up to date. 
As such: 

mailto:helpline@saferinternet.org.uk
https://www.iwf.org.uk/
https://www.childline.org.uk/info-advice/bullying-abuse-safety/online-mobile-safety/remove-nude-image-shared-online/
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.thinkuknow.co.uk/
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• if required, the designated safeguarding lead (or a deputy) should discuss the local 
response to sexual violence and sexual harassment with police and children’s 
social care colleagues in order to prepare the schools or college’s policies 
(especially the child protection policy) and responses; and 

• the designated safeguarding lead (and their deputies) should be confident as to 
what local specialist support is available to support all of the children involved 
(including victims and alleged perpetrators) in sexual violence and sexual 
harassment and be confident as to how to access this support when required. 

The immediate response to a report 

Responding to the report 

53. It is important to note that children may not find it easy to tell staff about their 
abuse verbally. Children can show signs or act in ways that they hope adults will notice 
and react to. In some cases, the victim may not make a direct report. For example, a 
friend may make a report or a member of school or college staff may overhear a 
conversation that suggests a child has been harmed, or a child’s own behaviour might 
indicate that something is wrong. As per Part one of Keeping children safe in education, 
if staff have any concerns about a child’s welfare, they should act on them immediately 
rather than wait to be told. 

54. The school or college’s initial response to a report from a child is incredibly 
important. How the school or college respond to a report can encourage or undermine 
the confidence of future victims of sexual violence and sexual harassment to report or 
come forward. 

55. It is essential that all victims are reassured that they are being taken seriously, 
regardless of how long it has taken them to come forward and that they will be 
supported and kept safe. Abuse that occurs online or outside of the school or college 
should not be downplayed and should be treated equally seriously.  A victim should 
never be given the impression that they are creating a problem by reporting sexual 
violence or sexual harassment. Nor should a victim ever be made to feel ashamed for 
making a report or their experience minimised. 

56.  As with all safeguarding concerns, it is important that in such instances staff take 
appropriate action in accordance with their child protection policy. They should not 
assume that someone else is responding to any incident or concern. If in any doubt, 
they should speak to the designated safeguarding lead (or a deputy). In such cases, the 
basic safeguarding principles remain the same, but it is important for the school or 
college to understand why the victim has chosen not to make a report themselves. This 
discussion should be handled sensitively and with the support of children’s social care if 
required. 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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57. There may be reports where the alleged sexual violence or sexual harassment 
involves pupils or students from the same school or college but is alleged to have taken 
place away from the school or college premises, or online. There may also be reports 
where the children concerned attend two or more different schools or colleges. The 
safeguarding principles, and schools and college’s duties to safeguard and promote the 
welfare of their pupils and students, remain the same. The same principles and 
processes as set out from paragraph 57 will apply. In such circumstances, appropriate 
information sharing and effective multi-agency working will be especially important. 

58. As per Part one of Keeping children safe in education, if staff have any concerns 
about a child’s welfare, they should act on them immediately rather than wait to be told. 

59. As per Part one of Keeping children safe in education, all staff should be trained 
to manage a report. Local policies (and training) will dictate exactly how reports should 
be managed. However, effective safeguarding practice includes: 

• if possible, managing reports with two members of staff present, (preferably one of 
them being the designated safeguarding lead or a deputy). However, this might 
not always be possible; 

• where the report includes an online element, being aware of searching screening 
and confiscation advice (for schools) and the UKCIS Sharing nudes and semi-
nudes: advice for education settings working with children and young people. The 
key consideration is for staff not to view or forward illegal images of a child. 
The highlighted advice provides more details on what to do when viewing an 
image is unavoidable. In some cases, it may be more appropriate to confiscate 
any devices to preserve any evidence and hand them to the police for inspection; 

• not promising confidentiality at this initial stage as it is very likely a concern will 
have to be shared further (for example, with the designated safeguarding lead or 
children’s social care) to discuss next steps. Staff should only share the report with 
those people who are necessary in order to progress it. It is important that the 
victim understands what the next steps will be and who the report will be passed 
to; 

• recognising that a child is likely to disclose information to someone they trust: this 
could be anyone on the school or college staff. It is important that the person to 
whom the child discloses recognises that the child has placed them in a position of 
trust. They should be supportive and respectful of the child;  

• recognising that an initial disclosure to a trusted adult may only be the first incident 
reported, rather than representative of a singular incident and that trauma can 
impact memory and so children may not be able to recall all details or timeline of 
abuse; 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://www.gov.uk/government/publications/searching-screening-and-confiscation
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
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• keeping in mind that certain children may face additional barriers to telling 
someone because of their vulnerability, disability, sex, ethnicity and/or sexual 
orientation; 

• listening carefully to the child, reflecting back, using the child’s language, being 
non-judgmental, being clear about boundaries and how the report will be 
progressed, not asking leading questions and only prompting the child where 
necessary with open questions – where, when, what, etc. It is important to note 
that whilst leading questions should generally be avoided, staff can ask children if 
they have been harmed and ask what the nature of that harm was; 

• considering the best way to make a record of the report. Best practice is to wait 
until the end of the report and immediately write up a thorough summary. This 
allows the staff member to devote their full attention to the child and to listen to 
what they are saying. It may be appropriate to make notes, especially if a second 
member of staff is present. However, if making notes, staff should be conscious of 
the need to remain engaged with the child and not appear distracted by the note 
taking. Either way, it is essential a written record is made; 

• only recording the facts as the child presents them. The notes should not reflect 
the personal opinion of the note taker. Schools and colleges should be aware that 
notes of such reports could become part of a statutory assessment by children’s 
social care and/or part of a criminal investigation; and 

• informing the designated safeguarding lead (or deputy), as soon as practically 
possible, if the designated safeguarding lead (or deputy) is not involved in the 
initial report. 

Considering confidentiality and anonymity 

Confidentiality 

60. Staff taking a report should never promise confidentiality as it is very likely that it 
will be in the best interests of the victim to seek advice and guidance from others in 
order to provide support and engage appropriate agencies. 

61. The school or college should only engage staff and agencies who are required to 
support the children involved and/or be involved in any investigation. 

62. The victim may ask the school or college not to tell anyone about the sexual 
violence or sexual harassment. There are no easy or definitive answers when a victim 
makes this request. If the victim does not give consent to share information, staff may 
still lawfully share it, if it can be justified to be in the public interest, for example, to 
protect children from harm and to promote the welfare of children. The designated 
safeguarding lead (or a deputy) should consider the following: 
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• parents or carers should normally be informed (unless this would put the victim at 
greater risk); 

• the basic safeguarding principle is: if a child is at risk of harm, is in immediate 
danger, or has been harmed, a referral should be made to children’s social care; 
and 

• rape, assault by penetration and sexual assaults are crimes. Where a report of 
rape, assault by penetration or sexual assault is made, this should be referred to 
the police. Whilst the age of criminal responsibility is ten, if the alleged perpetrator 
is under ten, the starting principle of referring to the police remains. The police will 
take a welfare, rather than a criminal justice approach, in these cases. 

63. Ultimately, the designated safeguarding lead (or a deputy) will have to balance 
the victim’s wishes against their duty to protect the victim and other children. 

64. If the designated safeguarding lead (or a deputy) decide to go ahead and make a 
referral to children’s social care and/or a report to the police against the victim’s wishes, 
this should be handled extremely carefully, the reasons should be explained to the 
victim and appropriate specialist support should be offered. 

65. Additional information on confidentiality and information sharing is available at 
Safeguarding Practitioners Information Sharing Advice and NSPCC: Information sharing 
and confidentiality for practitioners. 

Anonymity 

66. Where an allegation of sexual violence or sexual harassment is progressing 
through the criminal justice system, schools and colleges should be aware of 
anonymity, witness support and the criminal process in general so they can offer 
support and act appropriately. 30 Information is at: CPS: Safeguarding Children as 
Victims and Witnesses. 

67. As a matter of effective safeguarding practice, schools and colleges should do all 
they reasonably can to protect the anonymity of any children involved in any report of 
sexual violence or sexual harassment. Amongst other things, this will mean carefully 
considering, based on the nature of the report, which staff should know about the report 
and any support that will be put in place for the children involved. 

68. Schools and colleges should also consider the potential impact of social media in 
facilitating the spreading of rumours and exposing victims’ identities. The unique 
challenges regarding social media are discussed at paragraph 52, along with potential 

 
 

30It is not the role of schools and colleges to provide legal advice or support to victims, alleged perpetrators or parents in respect of a 
criminal justice process. Rather, schools and colleges should be aware of their own position and responsibilities.  

https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.nspcc.org.uk/globalassets/documents/information-service/information-sharing-confidentiality-practitioners.pdf
https://www.nspcc.org.uk/globalassets/documents/information-service/information-sharing-confidentiality-practitioners.pdf
http://www.cps.gov.uk/legal/v_to_z/safeguarding_children_as_victims_and_witnesses/
http://www.cps.gov.uk/legal/v_to_z/safeguarding_children_as_victims_and_witnesses/
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support. In addition, the principles described in Childnet’s cyberbullying guidance could 
be helpful. 

Risk Assessment 

69. When there has been a report of sexual violence, the designated safeguarding 
lead (or a deputy) should make an immediate risk and needs assessment. Where there 
has been a report of sexual harassment, the need for a risk assessment should be 
considered on a case-by-case basis. The risk and needs assessment should consider: 

• the victim, especially their protection and support; 

• whether there may have been other victims, 

• the alleged perpetrator(s); and 

• all the other children (and, if appropriate, adult students and staff) at the school or 
college, especially any actions that are appropriate to protect them from the 
alleged perpetrator(s), or from future harms. 

70. Risk assessments should be recorded (written or electronic) and should be kept 
under review. At all times, the school or college should be actively considering the risks 
posed to all their pupils and students and put adequate measures in place to protect 
them and keep them safe. Support referenced at paragraphs 19 and 20 (in the Harmful 
Sexual Behaviours section) could support the risk assessment process. 

71. The designated safeguarding lead (or a deputy) should ensure they are engaging 
with children’s social care and specialist services as required. Where there has been a 
report of sexual violence, it is likely that professional risk assessments by social workers 
and or sexual violence specialists will be required. The above school or college risk 
assessment (at paragraph 70) is not intended to replace the detailed assessments of 
expert professionals. Any such professional assessments should be used to inform the 
schools or college’s approach to supporting and protecting their pupils and students and 
updating their own risk assessment. 

Action following a report of sexual violence and/or sexual 
harassment 

What to consider 

72. Schools and colleges should carefully consider any report of sexual violence 
and/or sexual harassment both online and offline, including those that have happened 
outside of the school or college The designated safeguarding lead (or deputy) is likely to 
have a complete safeguarding picture and be the most appropriate person to advise on 
the schools or college’s initial response. Important considerations will include: 

http://www.childnet.com/resources/cyberbullying-guidance-for-schools
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• the wishes of the victim in terms of how they want to proceed. This is especially 
important in the context of sexual violence and sexual harassment. Victims should 
be given as much control as is reasonably possible over decisions regarding how 
any investigation will be progressed and any support that they will be offered. This 
will however need to be balanced with the school or college’s duty and 
responsibilities to protect other children; 

• the nature of the alleged incident(s), including: whether a crime may have been 
committed and/or whether HSB has been displayed (as set out on paragraphs 18-
22); 

• the ages of the children involved; 

• the developmental stages of the children involved; 

• any power imbalance between the children. For example, is an alleged perpetrator 
significantly older, more mature or more confident? Does the victim have a 
disability or learning difficulty?; 

• if the alleged incident is a one-off or a sustained pattern of abuse (sexual abuse 
can be accompanied by other forms of abuse and a sustained pattern may not just 
be of a sexual nature);  

• that sexual violence and sexual harassment can take place within intimate 
personal relationships between peers; 

• are there ongoing risks to the victim, other children, adult students or school or 
college staff?; and 

• other related issues and wider context, including any links to child sexual 
exploitation and child criminal exploitation. 

 

73. As always when concerned about the welfare of a child, all staff should act in the 
best interests of the child. In all cases, schools and colleges should follow general 
safeguarding principles as per Keeping children safe in education. Immediate 
consideration should be given as to how best to support and protect the victim and the 
alleged perpetrator(s) (and any other children involved/impacted). 

74. The starting point regarding any report should always be that there is a zero- 
tolerance approach to sexual violence and sexual harassment and it is never 
acceptable and it will not be tolerated. It is especially important, not to pass off any 
sexual violence or sexual harassment as ‘banter’, ‘just having a laugh”, part of growing 
up’ or ‘boys being boys’ as this can lead to a culture of unacceptable behaviours and an 
unsafe environment for children. 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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Children sharing a classroom: Initial considerations when the report 
is made 

Any report of sexual violence is likely to be traumatic for the victim. 

It is essential that all victims are reassured that they are being taken seriously and that 
they will be supported and kept safe. A victim should never be given the impression 
that they are creating a problem by reporting sexual violence or sexual harassment. 
Nor should a victim ever be made to feel ashamed for making a report. 

However, reports of rape and assault by penetration are likely to be especially difficult 
with regard to the victim and close proximity with the alleged perpetrator(s) is likely to 
be especially distressing. Whilst the school or college establishes the facts of the case 
and starts the process of liaising with children’s social care and the police, the alleged 
perpetrator(s) should be removed from any classes they share with the victim. The 
school or college should also carefully consider how best to keep the victim and 
alleged perpetrator(s) a reasonable distance apart on school or college premises 
(including during any before or after school-based activities) and on transport to and 
from the school or college, where appropriate. These actions are in the best interests 
of all children involved and should not be perceived to be a judgment on the guilt of the 
alleged perpetrator(s). 

For other reports of sexual violence and sexual harassment, the proximity of the victim 
and alleged perpetrator(s) and considerations regarding shared classes, sharing 
school or college premises and school or college transport, should be considered 
immediately. 

In all cases, the initial report should be carefully evaluated, reflecting the 
considerations set out at paragraph 73. The wishes of the victim, the nature of the 
allegations and the protection of all children in the school or college will be especially 
important when considering any immediate actions. 

Options to manage the report 

75. It is important that schools and colleges consider every report on a case-by-case 
basis as per paragraph 60. When to inform the alleged perpetrator(s) will be a decision 
that should be carefully considered. Where a report is going to be made to children’s 
social care and/or the police, then, as a general rule, the school or college should speak 
to the relevant agency and discuss next steps and how the alleged perpetrator(s) will be 
informed of the allegations. However, as per general safeguarding principles, this does 
not and should not stop the school or college taking immediate action to safeguard their 
children, where required.  
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76. There are four likely scenarios for schools and colleges to consider when 
managing any reports of sexual violence and/or sexual harassment. It will be important 
in all scenarios that decisions and actions are regularly reviewed and that relevant 
policies are updated to reflect lessons learnt. It is particularly important to look out for 
potential patterns of concerning, problematic or inappropriate behaviour. Where a 
pattern is identified, the school or college should decide on a course of action. 
Consideration should be given to whether there are wider cultural issues within the 
school or college that enabled the inappropriate behaviour to occur and where 
appropriate extra teaching time and/or staff training could be delivered to minimise the 
risk of it happening again. The four scenarios are: 

1. Manage internally 

• In some cases of sexual harassment, for example, one-off incidents, the school or 
college may take the view that the children concerned are not in need of early help 
or require referrals to be made to statutory services and that it would be 
appropriate to handle the incident internally, perhaps through utilising their 
behaviour and bullying policies and by providing pastoral support. 

• Whatever the schools or college’s response, it should be underpinned by the 
principle that there is a zero-tolerance approach to sexual violence and sexual 
harassment and it is never acceptable and will not be tolerated. 

• All concerns, discussions, decisions and reasons for decisions should be recorded 
(written or electronic). 

Case study 

A 12-year-old girl reported to the head of year that five boys in her friendship group 
were playing a game, which involved daring each other to use increasingly graphic 
sexually explicit language, describing what they would like to do to her. She was very 
upset but did not want to get anyone into trouble or everyone to know about it. She just 
wanted them to stop. She explained this to her head of year. The head of year 
explained to her that what she had experienced was extremely serious and reassured 
her that her reaction was completely understandable. He also explained that he would 
pass the report to the designated safeguarding lead to ensure records were updated. 
He explained he would be following the school’s behaviour policy and would speak to 
the boys involved and their parents, making it clear that what they were doing was 
sexual bullying and harassment and taken extremely seriously. The girl’s parents were 
contacted and given the opportunity to discuss the action the school planned to take. 

Result: the boys were removed from the classroom and reprimanded with their parents 
present. It was made clear that the behaviour was unacceptable, and they received a 
punishment in line with the behaviour policy. They were also warned about the more 
severe consequences that would arise if the harassment continued. 
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2. Early help 

• In line with point 1 above, the school or college may decide that the children 
involved do not require referral to statutory services but may benefit from early 
help. Early help means providing support as soon as a problem emerges, at any 
point in a child’s life. Providing early help is more effective in promoting the welfare 
of children than reacting later. Early help can be particularly useful to address non-
violent HSB and may prevent escalation of sexual violence. It is particularly 
important that the designated safeguarding lead (and their deputies) know what 
the Early Help process is and how and where to access support. 

• Full details of the early help process are in Chapter 1 of Working Together to 
Safeguard Children.  

• Multi-agency early help will work best when placed alongside strong school or 
college policies, preventative education as set out in Part three of this advice and 
engagement with parents and carers.  

• Early help and the option to manage a report internally do not need to be mutually 
exclusive: a school could manage internally and seek early help for both the victim 
and perpetrator(s). 

• Whatever the response, it should be under-pinned by the principle that there is a 
zero-tolerance approach to sexual violence and sexual harassment, and it is never 
acceptable and will not be tolerated. 

• All concerns, discussions, decisions and reasons for decisions should be recorded 
(written or electronic). 

3. Referrals to children’s social care 

• Where a child has been harmed, is at risk of harm, or is in immediate danger, 
schools and colleges should make a referral to local children’s social care. 

• At the point of referral to children’s social care, schools and colleges will generally 
inform parents or carers, unless there are compelling reasons not to (if informing a 
parent or carer is going to put the child at additional risk). Any such decision 
should be made with the support of children’s social care. 

• If a referral is made, children’s social care will then make enquiries to determine 
whether any of the children involved are in need of protection or other services. 

• Where statutory assessments are appropriate, the school or college (especially 
the designated safeguarding lead or a deputy) should work alongside, and 
cooperate with, the relevant lead social worker. Collaborative working will help 
ensure the best possible package of coordinated support is implemented for the 
victim and, where appropriate, the alleged perpetrator(s) and any other children 
that require support. 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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• Schools and colleges should not wait for the outcome (or even the start) of a 
children’s social care investigation before protecting the victim and other children 
in the school or college. It will be important for the designated safeguarding lead 
(or a deputy) to work closely with children’s social care (and other agencies as 
required) to ensure any actions the school or college take do not jeopardise a 
statutory investigation. The risk assessment as per paragraph 70 will help inform 
any decision. Consideration of safeguarding the victim, the alleged perpetrator(s), 
any children directly involved in the reported incident and all children (and adult 
students) at the school or college should be immediate. 

• In some cases, children’s social care will review the evidence and decide a 
statutory intervention is not appropriate. The school or college (generally led by 
the designated safeguarding lead or a deputy) should be prepared to refer again if 
they believe the child remains in immediate danger or at risk of harm. If a statutory 
assessment is not appropriate, the designated safeguarding lead (or a deputy) 
should consider other support mechanisms such as early help, specialist support 
and pastoral support. 

• Whatever the response, it should be under-pinned by the principle that there is a 
zero-tolerance approach to sexual violence and sexual harassment, and it is never 
acceptable and will not be tolerated. 

• All concerns, discussions, decisions, and reasons for decisions should be 
recorded (written or electronic). 

4. Reporting to the police 

• Any report to the police will generally be in parallel with a referral to children’s 
social care (as above). 

• It is important that the designated safeguarding lead (and their deputies) are clear 
about the local process for referrals and follow that process. 

• Where a report of rape, assault by penetration or sexual assault is made, the 
starting point is this should be passed on to the police. Whilst the age of criminal 
responsibility is ten, if the alleged perpetrator is under ten, the starting principle of 
reporting to the police remains. The police will take a welfare, rather than a 
criminal justice, approach. The following advice may help schools and colleges 
decide when to engage the Police and what to expect of them when they do: 
When to call the police. 

• At this stage, schools and colleges will generally inform parents or carers unless 
there are compelling reasons not to, for example, if informing a parent or carer is 
likely to put a child at additional risk. In circumstances where parents or carers 
have not been informed, it will be especially important that the school or college is 
supporting the child in any decision they take. This should be with the support of 
children’s social care and any appropriate specialist agencies. 

https://scanmail.trustwave.com/?c=11436&d=puah3rU9TuvHOjm7Y6QQu5hCkiclTrT1ssGP1sXbFA&u=https%3a%2f%2fwww%2enpcc%2epolice%2euk%2fdocuments%2fChildren%20and%20Young%20people%2fWhen%20to%20call%20the%20police%20guidance%20for%20schools%20and%20colleges%2epdf
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• Where a report has been made to the police, the school or college should consult 
the police and agree what information can be disclosed to staff and others, in 
particular, the alleged perpetrator(s) and their parents or carers. They should also 
discuss the best way to protect the victim and their anonymity. 

• All police forces in England have specialist units that investigate child abuse. The 
names and structures of these units are matters for local forces. It will be important 
that the designated safeguarding lead (and their deputies) are aware of their local 
arrangements. 

• In some cases, it may become clear very quickly, that the police (for whatever 
reason) will not take further action. In such circumstances, it is important that the 
school or college continue to engage with specialist support for the victim and 
alleged perpetrator(s) as required. 

• Whatever the response, it should be under-pinned by the principle that there is a 
zero-tolerance approach to sexual violence and sexual harassment, and it is never 
acceptable and will not be tolerated. 

• All concerns, discussions, decisions, and reasons for decisions should be 
recorded (written or electronic). 

Considering bail conditions 

• The police will consider what action to take to manage the assessed risk of harm. 
This could involve the use of police bail with conditions, prior to a suspect 
appearing in court, or court bail with or without conditions after the first 
appearance.  

• Alternatively, the person suspected of an offence could be ‘released under 
investigation’ (RUI). People released under RUI can have no conditions attached 
to their release from custody and it is possible for a person on bail also to have no 
conditions.  

• Whatever arrangements are in place, the school or college will need to consider 
what additional measures may be necessary to manage any assessed risk of 
harm that may arise within their institution.  

• Particular regard should be given to the additional stress and trauma that might be 
caused to a victim within the institution; the potential for the suspected person to 
intimidate the victim or a witness; the need to ensure that any risk management 
measures strike a balance between management of risk and the rights of an 
unconvicted person (e.g. rights to privacy, family life, etc).  

• Careful liaison with the police investigators should help to develop a balanced set 
of arrangements. 
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Managing any delays in the criminal process 

• There may be delays in any case that is being progressed through the criminal 
justice system. Schools and colleges should not wait for the outcome (or even 
the start) of a police investigation before protecting the victim, alleged 
perpetrator(s) and other children and adult students in the school or college. The 
risk assessment as per paragraph 70 will help inform any decision. 

• Considering any disciplinary action against the alleged perpetrator(s) whilst an 
investigation is ongoing is discussed below in the alleged perpetrator(s) section. 

• Whilst protecting children and/or taking any disciplinary measures against the 
alleged perpetrator(s), it will be important for the designated safeguarding lead (or 
a deputy) to work closely with the police (and other agencies as required), to 
ensure any actions the school or college take do not jeopardise the police 
investigation.  

• If schools or colleges have questions about the investigation, they should ask the 
police. The police will help and support the school or college as much as they can 
(within the constraints of any legal restrictions). 

The end of the criminal process 

• If a child is convicted or receives a caution for a sexual offence, the school or 
college should update its risk assessment, ensure relevant protections are in place 
for all children at the school or college and, if it has not already done so, consider 
any suitable action in line with their behaviour policy. This process should include 
a review of the necessary actions to keep all parties safe and meet their needs. If 
the perpetrator(s) remain(s) in the same school or college as the victim, the school 
or college should be very clear as to their expectations regarding the 
perpetrator(s) now they have been convicted or cautioned. This could include 
expectations regarding their behaviour and any restrictions the school or college 
thinks are reasonable and proportionate with regard to the perpetrator(s)’ 
timetable. 

• Any conviction (even with legal anonymity reporting restrictions) is potentially 
going to generate interest among other pupils or students in the school or college. 
It will be important that the school or college ensure both the victim and alleged 
perpetrator(s) remain protected, especially from any bullying or harassment 
(including online). 

• Where cases are classified as “no further action” (NFA’d) by the police or Crown 
Prosecution Service, or where there is a not guilty verdict, the school or college 
should continue to offer support to the victim and the alleged perpetrator(s) for as 
long as is necessary. A not guilty verdict or a decision not to progress with their 
case will likely be traumatic for the victim. The fact that an allegation cannot be 
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substantiated or was withdrawn does not necessarily mean that it was unfounded. 
Schools and colleges should discuss any decisions with the victim in this light and 
continue to offer support. The alleged perpetrator(s) is also likely to require 
ongoing support for what will have likely been a difficult experience. 

Unsubstantiated, unfounded, false or malicious reports 

77. As set out in part one of Keeping children safe in education, all concerns, 
discussions, and decisions made, and the reasons for those decisions, should be 
recorded in writing. Records should be reviewed so that potential patterns of 
concerning, problematic or inappropriate behaviour can be identified, and addressed. 

78. If a report is determined to be unsubstantiated, unfounded, false or malicious, the 
designated safeguarding lead should consider whether the child and/or the person who 
has made the allegation is in need of help or may have been abused by someone else 
and this is a cry for help. In such circumstances, a referral to children’s social care may 
be appropriate. 

79. If a report is shown to be deliberately invented or malicious, the school or college 
should consider whether any disciplinary action is appropriate against the individual who 
made it as per their own behaviour policy. 
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Case study 

A 15-year-old girl disclosed to a pastoral lead that she had been sexually touched by a 
15-year-old boy, on public transport on the way to school. The school made a referral 
to children’s social care on the same day, submitting a MARF (Multi Agency Referral 
Form) for both children. The MARF led to immediate police involvement. The school 
arranged for the boy to have an amended timetable so that he was not in any class 
with the girl. Specific teaching staff were briefed on the need to ensure the children 
were not together. The girl was given a trusted adult she could go to at any time: this 
staff member agreed she would meet with the girl every day and she supported her 
with break and lunchtime arrangements. The girl was able to suggest how she would 
feel safest at lunchtime. 

At the end of the second day, another girl went to the designated safeguarding lead 
(DSL) and made a report about the same boy. She reported that he had sexually 
assaulted her in school three weeks before. The school submitted a MARF for the girl 
and a second MARF for the boy. The school knew the police were involved and that a 
MERLIN had been submitted (a crime report involving a child), but they knew the police 
would not have the ongoing and detailed information about the boy held by the school. 
The school did not want either girl further distressed by possibly seeing the boy around 
school; the option choices and group sizes for the three children meant it was very 
difficult to educate separately. The school contacted another secondary school. The 
school links had been established as part of the IYFAP (In Year Fair Access Process) 
and made immediate arrangements for the boy to move to the other school so that his 
education was not disrupted. The boy remained at the new school for the duration of 
the investigation. The DSLs from both schools worked together with police and the 
children and ensured appropriate child protection information was shared so the 
receiving school was fully aware of the allegations. The boy received a caution, and the 
decision was made for him to remain at his new school where he engaged with a 
personalised RSHE plan. Parents were involved throughout; the children were at the 
centre of decision-making, often suggesting how they could be supported. 
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Ongoing response 

Safeguarding and supporting the victim 
80. The following principles are based on effective safeguarding practice and should 
help shape any decisions regarding safeguarding and supporting the victim. 

• As discussed at page 5, the school or college should think carefully about the 
terminology it uses to describe the “victim”. The needs and wishes of the victim 
should be paramount (along with protecting the child) in any response. It is 
important they feel in as much control of the process as is reasonably possible. 
Wherever possible, the victim if they wish, should be able to continue in their 
normal routine. Overall, the priority should be to make the victim’s daily experience 
as normal as possible, so that the school or college is a safe space for them. 

• Consider the age and the developmental stage of the victim, the nature of the 
allegations and the potential risk of further abuse. Schools and colleges should be 
aware that, by the very nature of sexual violence and sexual harassment, a power 
imbalance is likely to have been created between the victim and alleged 
perpetrator(s). The victim should never be made to feel they are the problem for 
making a report or made to feel ashamed for making a report. 

• Consider the proportionality of the response. Support should be tailored on a case-
by-case basis. The support required regarding a one-off incident of sexualised 
name-calling is likely to be vastly different from that for a report of rape. Support 
can include: 

o Early help and children social care support as set out in Part 1 of Keeping 
children safe in education. 

o Children and Young People’s Independent Sexual Violence Advisors 
(ChISVAs) provide emotional and practical support for victims of sexual 
violence. They are based within the specialist sexual violence sector and 
will help the victim understand what their options are and how the criminal 
justice process works if they have reported or are considering reporting to 
the police. ChISVAs will work in partnership with schools and colleges to 
ensure the best possible outcomes for the victim. Police and social care 
agencies can signpost to ChISVA services (where available), or referrals 
can be made directly to the ChISVA service by the young person or school 
or college. Contact details for ChISVAs can be found at Rape Crisis 
(England & Wales) and The Survivors Trust.  

o Child and adolescent mental health services (CAMHS). CAMHS is used as 
a term for all services that work with children and young people who have 
difficulties with their emotional or behavioural wellbeing. Services vary 

https://rapecrisis.org.uk/
https://www.thesurvivorstrust.org/find-support
https://www.nhs.uk/NHSEngland/AboutNHSservices/mental-health-services-explained/Pages/about-childrens-mental-health-services.aspx
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depending on local authority. Most CAHMS have their own website, which 
will have information about access, referrals, and contact numbers. 

o The specialist sexual violence sector can provide therapeutic support for 
children who have experienced sexual violence. Contact Rape Crisis 
(England & Wales) or The Survivors Trust for details of local specialist 
organisations. The Male Survivors Partnership can provide details of 
services which specialise in supporting men and boys. 

o NHS - Help after rape and sexual assault - NHS (www.nhs.uk) provides a 
range of advice, help and support including advice about the risk of 
pregnancy, sexually transmitted infections (STI), reporting to the police and 
forensics.  

o Rape and sexual assault referral centres services can be found at: Find 
Rape and sexual assault referral centres. Sexual assault referral centres 
(SARCs) offer medical, practical and emotional support. They have 
specially trained doctors, nurses and support workers. If children, young 
people, or their families are unsure which service to access, they should 
contact their GP or call the NHS on 111.  

o Childline provide free and confidential advice for children and young people. 

o Internet Watch Foundation works internationally to remove child sexual 
abuse online images and videos and offers a place for the public to report 
them anonymously. 

https://rapecrisis.org.uk/
https://www.thesurvivorstrust.org/find-support
https://malesurvivor.co.uk/support-for-male-survivors/directory-of-services/
https://www.nhs.uk/live-well/sexual-health/help-after-rape-and-sexual-assault/
https://www.nhs.uk/service-search/other-services/Rape-and-sexual-assault-referral-centres/LocationSearch/364
https://www.nhs.uk/service-search/other-services/Rape-and-sexual-assault-referral-centres/LocationSearch/364
https://www.childline.org.uk/?utm_source=google&utm_medium=cpc&utm_campaign=UK_GO_S_B_BND_Grant_Childline_Information&utm_term=role_of_childline&gclsrc=aw.ds&&gclid=EAIaIQobChMIlfLRh-ez6AIVRrDtCh1N9QR2EAAYASAAEgLc-vD_BwE&gclsrc=aw.ds
https://www.iwf.org.uk/
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Case study 

A 15-year-old boy and girl who go to the same school had sex at a party and, without 
them knowing, other people at the party filmed it. The video was then uploaded to a 
site and shared around their school and other schools in the area. 

Following this, the girl was sexually harassed at school being called a ‘slag and a slut’ 
during lessons. Other boys in the school began propositioning her in school and trying 
to touch her aggressively and inappropriately. A teacher who saw the sexual 
harassment in his class talked to the girl about how she was feeling and suggested she 
spoke to the designated safeguarding lead (DSL). The DSL spoke to the girl and 
recorded the report, discussed her options about trying to get the video deleted from 
people’s devices and the website it was on, and how to talk to her parents about what 
happened. The teachers and parents did not view the video, and this was 
communicated to the girl and boy. 

Whilst in this case the boy was not harassed in the same way as the girl, the school 
recognised he was also a victim and spoke to him about his feelings and what could be 
done to support him. 

The teacher arranged a workshop as part of the PSHE curriculum for all year 10s 
about respect, shame, consent, and their collective responsibility to challenge 
inappropriate sexual behaviour. 

The parents of the girl and boy worked with the school and the police to get the content 
removed via the IWF and identify who recorded and distributed the video. Both the girl 
and boy were supported through the investigation with counselling. 

Those responsible for harassing the girl and sharing the video received sanctions in 
line with the school behaviour policy. 

 

81. Victims may not disclose the whole situation immediately. They may be more 
comfortable providing information on a piecemeal basis. It is essential that dialogue is 
kept open and encouraged. When it is clear that ongoing support will be required, 
schools and colleges should ask the victim if they would find it helpful to have a 
designated trusted adult (for example, their form tutor or designated safeguarding lead) 
to talk to about their needs. The choice of any such adult should be the victim’s (as far 
as reasonably possible). Schools and colleges should respect and support this choice. 

82. A victim of sexual violence is likely to be traumatised and, in some cases, may 
struggle in a normal classroom environment. While schools and colleges should avoid 
any action that would have the effect of isolating the victim, in particular from supportive 
peer groups, there may be times when the victim finds it difficult to maintain a full-time 
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timetable and may express a wish to withdraw from lessons and activities. This should 
be because the victim wants to, not because it makes it easier to manage the situation. 
If required, schools and colleges should provide a physical space for victims to 
withdraw. 

83. It may be necessary for schools and colleges to maintain arrangements to 
protect and support the victim for a long time. Schools and colleges should be prepared 
for this and should work with children’s social care and other agencies as required. 

84. It is therefore important that the designated safeguarding lead knows how and 
where to seek support. 

85. It is important that the school or college do everything they reasonably can to 
protect the victim from bullying and harassment as a result of any report they have 
made. 

86. Whilst they should be given all the necessary support to remain in their school or 
college, if the trauma results in the victim being unable to do this, alternative provision 
or a move to another school or college should be considered to enable them to continue 
to receive suitable education. This should only be at the request of the victim (and 
following discussion with their parents or carers). 

87. It is important that if the victim does move to another educational institution (for 
any reason), that the new educational institution is made aware of any ongoing support 
needs. The designated safeguarding lead should take responsibility to ensure this 
happens (and should discuss with the victim and, where appropriate, their parents or 
carers as to the most suitable way of doing this) as well as transferring the child 
protection file. Information sharing advice referenced at paragraph 65 will help support 
this process. 
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Ongoing Considerations: Victim and alleged perpetrator(s) sharing 
classes 

Page 26 considered the immediate response to a report. Once the designated safeguarding 
lead (or a deputy) has decided what the next steps will be in terms of progressing the report, 
they should carefully consider again the question of the victim and alleged perpetrator(s) 
sharing classes and sharing space at school or college. This will inevitably involve complex 
and difficult professional decisions, including considering their duty to safeguard children and 
their duty to educate them. 

It is important each report is considered on a case-by-case basis and risk assessments are 
updated as appropriate. As always when concerned about the welfare of a child, the best 
interests of the child should come first. In all cases, schools and colleges should follow 
general safeguarding principles as per Keeping children safe in education. 

Where there is a criminal investigation into a rape, assault by penetration or sexual assault, 
the alleged perpetrator(s) should be removed from any classes they share with the victim. 
The school or college should also carefully consider how best to keep the victim and alleged 
perpetrator(s) a reasonable distance apart on school or college premises (including during 
before and after school-based activities) and on transport to and from school or college 
where appropriate. This is in the best interests of all children involved and should not be 
perceived to be a judgement on the guilt of the alleged perpetrator(s). As per the advice 
provided on pages 36-38, close liaison with the police is essential. 

Where a criminal investigation into a rape or assault by penetration leads to a conviction or 
caution, the school or college should take suitable action, if they have not already done so. 
In all but the most exceptional of circumstances, the rape or assault is likely to constitute a 
serious breach of discipline and lead to the view that allowing the perpetrator(s) to remain in 
the same school or college would seriously harm the education or welfare of the victim (and 
potentially other pupils or students). 

Where a criminal investigation into sexual assault leads to a conviction or caution, the school 
or college should, if it has not already, consider any suitable sanctions in light of their 
behaviour policy, including consideration of permanent exclusion.31 Where the perpetrator(s) 
is/are going to remain at the school or college, the principle would be to continue keeping the 
victim and perpetrator(s) in separate classes and continue to consider the most appropriate 
way to manage potential contact on school and college premises (including during before 
and after school-based activities) and on transport to and from school or college where 
appropriate. The nature of the conviction or caution and wishes of the victim will be 
especially important in determining how to proceed in such cases. 

In all cases, schools and colleges should record and be able to justify their decision-making. 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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Safeguarding and supporting the alleged perpetrator(s) and children 
and young people who have displayed harmful sexual behaviour  

88. The following principles are based on effective safeguarding practice and should 
help shape any decisions regarding safeguarding and supporting the alleged 
perpetrator(s): 

• As discussed at page 5. The school or college should think carefully about the 
terminology it uses to describe the “alleged perpetrator(s)” or “perpetrator(s)”.  

• The school or college will have a difficult balancing act to consider. On one hand 
they need to safeguard the victim (and all other children, adult students and staff 
at the school or college) and on the other hand provide the alleged perpetrator(s) 
with an education, safeguarding support as appropriate and implement any 
disciplinary sanctions. Taking disciplinary action and still providing appropriate 
support are not mutually exclusive actions. They can, and should, occur at the 
same time if necessary. 

• A child abusing another child may be a sign they have been abused themselves or 
a sign of wider issues that require addressing within the culture of the school or 
college. Schools and colleges should work with professionals as required to 
understand why a child may have abused a peer. It is important to remember that, 
as a child, any alleged perpetrator(s) is entitled to, deserving of, and should be 
provided with, a high level of support to help them understand and overcome the 
reasons for their behaviour and help protect other children by limiting the likelihood 
of them abusing again. 

• Consider the age and the developmental stage of the alleged perpetrator(s) and 
nature and frequency of the allegations. Any child will likely experience stress as a 
result of being the subject of allegations and/or negative reactions by their peers to 
the allegations against them. 

• Consider the proportionality of the response. Support (and sanctions) should be 
considered on a case-by-case basis. An alleged perpetrator(s) may potentially 
have unmet needs (in some cases these may be considerable) as well as 
potentially posing a risk of harm to other children. HSB in young children may be 
(and often are) a symptom of either their own abuse or exposure to abusive 
practices and or materials. Advice should be taken, as appropriate, from children’s 
social care, specialist sexual violence services and the police. However, the 
NSPCC also provides free and independent advice about HSB: NSPCC - Harmful 
sexual behaviour framework  

 
 

31 Maintained schools, academies and pupil referral units should follow the statutory guidance here. Independent schools and colleges 
should consider excluding as per their own policies. 

https://learning.nspcc.org.uk/research-resources/2019/harmful-sexual-behaviour-framework
https://learning.nspcc.org.uk/research-resources/2019/harmful-sexual-behaviour-framework
https://www.gov.uk/government/publications/school-exclusion
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• The Lucy Faithfull Foundation has also developed a HSB toolkit, which amongst 
other things, provides support, advice and information on how to prevent it, links to 
organisations and helplines, resources about HSB by children, internet safety, 
sexual development and preventing child sexual abuse. 

• It is important that the perpetrator(s) is also given the correct support to try to stop 
them re-offending and to address any underlying trauma that may be causing this 
behaviour. Addressing inappropriate behaviour can be an important intervention 
that helps prevent problematic, abusive and/or violent behaviour in the future.  

• Advice on behaviour and discipline in schools is clear that teachers can discipline 
pupils whose conduct falls below the standard which could be reasonably 
expected of them. If the perpetrator(s) is to be excluded the decision must be 
lawful, reasonable and fair. Further information about exclusions can be found in 
statutory guidance for schools Exclusions from maintained schools, academies 
and PRUs.   

• School can be a significant protective factor for children who have displayed HSB, 
and continued access to school, with a comprehensive safeguarding management 
plan in place, is an important factor to consider before final decisions are made It 
is important that if an alleged perpetrator(s) does move to another educational 
institution (for any reason), that the new educational institution is made aware of 
any ongoing support needs and where appropriate, potential risks to other 
children, adult students and staff. The designated safeguarding lead should take 
responsibility to ensure this happens as well as transferring the child protection 
file. Information sharing advice referenced at paragraph 66 will help support this 
process. 

• Stop it now - professionals looking for advice provides support for professionals in 
child sexual abuse prevention, so that they are well equipped to keep children 
safe. 

Discipline and the alleged perpetrator(s) 

Schools 

89. With regard to the alleged perpetrator(s), advice on behaviour and discipline in 
schools is clear that teachers can discipline pupils whose conduct falls below the 
standard which could be reasonably expected of them. Exclusions statutory guidance 
for maintained schools, academies and PRUs is here. Disciplinary action can be taken 
whilst other investigations by the police and/or children’s social care are ongoing. The 
fact that another body is investigating or has investigated an incident does not in itself 
prevent a school from coming to its own conclusion, on the balance of probabilities, 
about what happened, and imposing a penalty accordingly. This is a matter for the 
school and should be carefully considered on a case-by-case basis. The designated 

https://www.stopitnow.org.uk/concerned-about-a-child-or-young-persons-sexual-behaviour/preventing-harmful-sexual-behaviour/?utm_campaign=1540968_HSB%20Toolkit%20email_SOCIAL%20MEDIA&utm_medium=email&utm_source=Lucy%20Faithfull%20Foundation&dm_i=48W7,X10O,38NO7C,43A9L,1
https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools%22%20/
https://www.gov.uk/government/publications/school-exclusion
https://www.gov.uk/government/publications/school-exclusion
https://www.stopitnow.org.uk/professionals-looking-for-advice/
https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools
https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools
https://www.gov.uk/government/publications/school-exclusion
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safeguarding lead (or a deputy) should take a leading role. The school should consider 
if, by taking any action, it would prejudice an investigation and/or any subsequent 
prosecution. Careful liaison with the police and/or children’s social care should help the 
school make a determination. It will also be important to consider whether there are 
circumstances that make it unreasonable or irrational for the school to reach its own 
view about what happened while an independent investigation is considering the same 
facts. 

Colleges 

90. Whilst colleges are not under the same legal obligations as schools with regard 
to behaviour and discipline, the principles set out in paragraph 89 will still be relevant 
and should be applied to their decision-making process. 

Discipline and support 

91. Taking disciplinary action and still providing appropriate support are not mutually 
exclusive actions. They can, and should, occur at the same time if necessary. The 
school or college should be very clear as to what its approach is. On the one hand there 
is preventative or forward-looking action to safeguard the victim and/or the 
perpetrator(s), especially where there are concerns that a perpetrator themselves may 
have been a victim of abuse; and, on the other, there is disciplinary action to punish a 
perpetrator for their past conduct. The school or college should be very clear as to 
which category any action they are taking falls or whether it is really both and should 
ensure that the action complies with the law relating to each relevant category. 

Working with parents and carers 

92. The school or college will, in most instances, engage with both the victim’s and 
the alleged perpetrator’s parents or carers when there has been a report of sexual 
violence (this might not be necessary or proportional in the case of sexual harassment 
and should be considered on a case-by-case basis). The exception to this rule is if there 
is a reason to believe informing a parent or carer will put a child at additional risk. 
Schools and colleges should carefully consider what information they provide to the 
respective parents or carers about the other child involved and when they do so. In 
some cases, children’s social care and/or the police will have a very clear view and it 
will be important for the school or college to work with relevant agencies to ensure a 
consistent approach is taken to information sharing. 

93. It is good practice for the school or college to meet the victim’s parents or carers 
with the victim present to discuss what arrangements are being put in place to 
safeguard the victim and understand their wishes in terms of support they may need 
and how the report will be progressed. 
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94. It is also good practice for the school or college to meet with alleged perpetrator’s 
parents or carers to discuss any arrangements that are being put into place that impact 
an alleged perpetrator, such as, for example, moving them out of classes with the victim 
and what this means for their education. The reason behind any decisions should be 
explained. Support for the alleged perpetrator should be discussed. 

95. The designated safeguarding lead (or a deputy) would generally attend any such 
meetings. Consideration to the attendance of other agencies should be considered on a 
case-by-case basis. 

96. Clear behaviour policies and child protection policies, especially policies that set 
out the principles of how reports of sexual violence will be managed and how victims 
and alleged perpetrators are likely to be supported, that parents and carers have access 
to, will, in some cases, help manage what are inevitably very difficult conversations. 

97. Parents and carers may well struggle to cope with a report that their child has 
been the victim of an assault or is alleged to have assaulted another child. Details of 
organisations that support parents are provided in Annex A. Schools and colleges 
should consider signposting parents and carers to this support. 

Safeguarding other children 

98. Consideration should be given to supporting children (and adult students) who 
have witnessed sexual violence, especially rape and assault by penetration. Witnessing 
such an event is likely to be traumatic and support may be required. 

99. Following any report of sexual violence or sexual harassment, it is likely that 
some children will take “sides”. The school or college should be doing all they can to 
ensure both the victim and alleged perpetrator(s), and any witnesses, are not being 
bullied or harassed. 

100. Social media is very likely to play a central role in the fall out from any incident or 
alleged incident. There is the potential for contact between victim and alleged 
perpetrator(s) and a very high likelihood that friends from either side could harass the 
victim or alleged perpetrator(s) online and/or become victims of harassment 
themselves. Specialist online safety support is discussed at paragraph 52. 

101. School transport is a potentially vulnerable place for a victim or alleged 
perpetrator(s) following any incident or alleged incident. The school or college, as part 
of its risk assessment, should consider any additional potential support needs to keep 
all of their children safe. 

102. A whole school or college approach to safeguarding, a culture that makes clear 
that there is a zero-tolerance approach to sexual violence and sexual harassment and 
that it is never acceptable, and it will not be tolerated, and a strong preventative 
education programme will help create an environment in which all children at the school 
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or college are supportive and respectful of their peers when reports of sexual violence 
or sexual harassment are made. 

103. It is important that schools and colleges keep their policies, processes, and 
curriculum under constant review to protect all their children. Reports of sexual violence 
and/or harassment (especially where there is evidence of patterns of behaviour) may 
point to environmental and or systemic problems that could and should be addressed by 
updating relevant policies, processes, or relevant parts of the curriculum. 
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Annex A: Further information 

Specialist Organisations 
• Barnardo's - UK charity caring for and supporting some of the most vulnerable 

children and young people through their range of services. 

• Lucy Faithful Foundation - UK-wide child protection charity dedicated to preventing 
child sexual abuse. They work with families affected by sexual abuse and also run 
the confidential Stop it Now! Helpline. 

• Marie Collins Foundation – Charity that, amongst other things, works directly with 
children, young people, and families to enable their recovery following sexual 
abuse. 

• NSPCC - Children's charity specialising in child protection with statutory powers 
enabling them to take action and safeguard children at risk of abuse. 

• Rape Crisis - National charity and the umbrella body for their network of 
independent member Rape Crisis Centres. 

• UK Safer Internet Centre - Provides advice and support to children, young people, 
parents, carers and schools about staying safe online. 

Support for Victims 
• Anti-Bullying Alliance - Detailed information for anyone being bullied, along with 

advice for parents and schools. Signposts to various helplines and websites for 
further support. 

• Rape Crisis - Provide and signpost to a range of services to support people who 
have experienced rape, child abuse or any kind of sexual violence. 

• The Survivors Trust- UK-wide national umbrella agency with resources and 
support dedicated to survivors of rape, sexual violence and child sex abuse. 

• Victim Support - Supporting children and young people who have been affected by 
crime. Also provides support to parents and professionals who work with children 
and young people – regardless of whether a crime has been reported or how long 
ago it was. 

• Childline provides free and confidential advice for children and young people.  

https://www.barnardos.org.uk/?gclid=EAIaIQobChMIspfntMWB2AIVCrHtCh38DwkAEAAYASAAEgJPt_D_BwE
https://www.lucyfaithfull.org.uk/
https://www.mariecollinsfoundation.org.uk/
https://www.nspcc.org.uk/what-you-can-do/make-a-donation/?source=ppc-brand&utm_source=google&utm_medium=cpc&gclid=EAIaIQobChMI55iS6uap1wIVi7UYCh1Y4wVDEAAYASAAEgIPUfD_BwE&gclsrc=aw.ds
https://rapecrisis.org.uk/
https://www.saferinternet.org.uk/
https://www.saferinternet.org.uk/advice-and-resources
http://www.anti-bullyingalliance.org.uk/
https://rapecrisis.org.uk/
https://www.thesurvivorstrust.org/
https://www.victimsupport.org.uk/
https://www.childline.org.uk/?utm_source=google&utm_medium=cpc&utm_campaign=UK_GO_S_B_BND_Grant_Childline_Information&utm_term=role_of_childline&gclsrc=aw.ds&&gclid=EAIaIQobChMIlfLRh-ez6AIVRrDtCh1N9QR2EAAYASAAEgLc-vD_BwE&gclsrc=aw.ds
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Toolkits 
• ask AVA  - The Ask AVA prevention platform has been created to support 

education practitioners across the UK to develop and deliver a comprehensive 
programme to stop Violence Against Women and Girls. 

• Lucy Faithfull Foundation HSB Toolkit – provides support, advice, and information 
on how to prevent it, links to organisations and helplines, resources about HSB by 
children, internet safety, sexual development and preventing child sexual abuse. 

• NSPCC - Online Self-assessment tool to ensure organisations are doing 
everything they can to safeguard children. 

• NSPCC - Resources which help adults respond to children disclosing abuse. 

• NSPCC also provides free and independent advice about HSB: NSPCC - Harmful 
sexual behaviour framework 

• Safeguarding Unit, Farrer and Co. and Carlene Firmin, MBE, University of 
Bedfordshire  - Peer-on-Peer Abuse toolkit provides practical guidance for schools 
on how to prevent, identify early and respond appropriately to peer-on-peer abuse. 

• Contextual Safeguarding Network – self-assessment toolkit for schools to assess 
their own response to HSB. 

Confidentiality 
• Gillick competency Fraser guidelines - Guidelines to help with balancing children’s 

rights along with safeguarding responsibilities. 

• NSPCC: Things to know and consider - Information sharing and confidentiality for 
practitioners - things to know and issues to consider. 

Information Sharing 
• Government information sharing advice - Guidance on information sharing for 

people who provide safeguarding services to children, young people, parents 
and carers. 

• Information Commissioner's Office: Education - Information to help schools and 
colleges comply with UK General Data Protection Regulation (UK GDPR). 

Further information on sharing nudes and semi-nudes 
• London Grid for Learning-collection of advice - Various information and resources 

dealing with the sharing of nudes and semi-nudes. 

https://ask-ava.org.uk/
https://www.stopitnow.org.uk/concerned-about-a-child-or-young-persons-sexual-behaviour/preventing-harmful-sexual-behaviour/?utm_campaign=1540968_HSB%20Toolkit%20email_SOCIAL%20MEDIA&utm_medium=email&utm_source=Lucy%20Faithfull%20Foundation&dm_i=48W7,X10O,38NO7C,43A9L,1
https://safeguardingtool.nspcc.org.uk/
https://learning.nspcc.org.uk/research-resources/2019/let-children-know-you-re-listening/
https://learning.nspcc.org.uk/research-resources/2019/harmful-sexual-behaviour-framework
https://learning.nspcc.org.uk/research-resources/2019/harmful-sexual-behaviour-framework
https://www.farrer.co.uk/News/Briefings/PEER-ON-PEER-ABUSE-TOOLKIT/
https://www.farrer.co.uk/News/Briefings/PEER-ON-PEER-ABUSE-TOOLKIT/
https://www.csnetwork.org.uk/en/beyond-referrals-levers-for-addressing-harmful-sexual-behaviour-in-schools
https://www.nspcc.org.uk/preventing-abuse/child-protection-system/legal-definition-child-rights-law/gillick-competency-fraser-guidelines/
https://www.nspcc.org.uk/globalassets/documents/information-service/information-sharing-confidentiality-practitioners.pdf
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://ico.org.uk/for-organisations/education/
https://www.lgfl.net/online-safety/resource-centre?s=1
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• UKCIS Sharing nudes and semi-nudes: advice for education settings working with 
children and young people - Advice for schools and colleges on responding to 
incidents of non-consensual sharing of nudes and semi-nudes. Supporting them in 
tackling the range of issues which these incidents present. Please see footnote 17 
for further information. 

Support for parents/carers 
• NCA CEOP Thinkuknow advice for parents: - Advice/resources on how to 

approach and deal with concerns about what children may be doing online 
including advice about how to help challenge harmful sexual attitudes and how to 
start a conversation to support positive sexual behaviour 

• Childnet: Advice for parents and carers to keep children safe online - Advice and 
resources to help parents and carers keep children safe online. 

• How Can I Help My Child? - Marie Collins Foundation – Sexual Abuse Online 

• Parentsafe - London Grid for Learning - Detailed advice/resources covering 
various issues such as online safety, apps, and how to report concerns. 

• Parentzone - Provides expert information and resources to help make the internet 
work for families. 

https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.thinkuknow.co.uk/parents/
https://www.thinkuknow.co.uk/parents/articles/Supporting-positive-sexual-behaviour/
http://www.childnet.com/parents-and-carers
https://www.mariecollinsfoundation.org.uk/assets/news_entry_featured_image/NWG-MCF-Parents-Leaflet.pdf
http://parentsafe.lgfl.net/
https://parentzone.org.uk/
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KEY DEFINITIONS USED IN THIS POLICY: 
 

The Trust 
The Board/Directors/Trust Board 

School /Trust School 
 

Staff 

 

LIFE Education Trust 
The Board of Directors of LIFE Education Trust 
An Academy or School within LIFE Education 
Trust 
All staff employed by LIFE Education Trust and 
working with academies, Schools or units within 
LIFE Education Trust 

 

All Schools within the LIFE Education Trust are legally defined as academies, regardless of 
whether the term “School” is used to describe them in the following policy. 
 

References in this policy to Trust information and systems; ICT equipment etc. 
includes information, systems and ICT equipment within the Trust Schools. 
 

Each School will designate a member of staff to be the Systems Administrator/ Network 
manager for the school site. An E-safety officer will also be designated within each School. 
 

Each School will maintain protocols and procedures relevant to specific ICT systems used 
within the School. 
 

This policy has been updated in respect of the General Data Protection 
Regulations effective 25th May 2018 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Data Security Policy 
 

SUMMARY 
 

 Ensure the protection of confidentiality, integrity and availability of Trust information 
and assets. 

 Ensure all users are aware of and comply fully with all relevant legislation. 

 Ensure all staff understand the need for information and ICT security and their own 
responsibilities in this respect. 

 

Definitions 
 

Information - covers any information, including electronic capture and storage, manual 
paper records, video and audio recordings and any images, however created. 
 

Personal Data - Any data which can be used to identify a living person. This includes names, 
birthday and anniversary dates, addresses, telephone numbers, fax numbers, email 
addresses and so on. It applies only to that data which is held, or intended to be held, on 
computers or computers or held in a 'relevant filing system'. This includes paper filing systems. 
 

Strong Password – Password which is 6 characters minimum length, contains upper- and 
lower-case alphabetical characters and numbers or punctuation characters. It should not 
contain dictionary words, or personal information. 
 

Encryption – Process of transforming information (referred to as plaintext) using an algorithm 
(called a cipher) to make it unreadable to anyone except those possessing special knowledge, 
usually referred to as a key, on computer systems this is achieved with encryption software. 
 

Responsibilities: 

 The Trust shall be registered with the Information Commissioner’s Office (ICO) under the 1998 
Data Protection Act. 

 Users of the Trust’s ICT systems and data must comply with the requirements of the ICT 
Security Policy. 

 The Trust shall review this document at least annually. 
 Users shall be responsible for notifying the Network Manager, Headteacher and Trust Data 

Protection Officer of any suspected or actual breach of ICT security. 
 The DPO shall inform the ICO if there are any losses of personal or special category 

personal data Users must comply with the requirements of the General Data Protection 

Regulations, Data Protection Act 1998, Computer Misuse Act 1990, Copyright, Designs and 
Patents Act 1988 and the Telecommunications Act 1984.  

 Users must be provided with suitable training and documentation, together with adequate 
information on policies, procedures and facilities to help safeguard systems and data 

 Remote access to information and personal data shall only be provided through an encrypted 
link and users shall require a strong password that is renewed at least termly. 

 Users shall not publish spreadsheets, databases or other documents containing personal 
data on externally accessible web sites including the London MLE unless these documents 
are encrypted. 

 

Physical Security: 

 As far as practicable, only authorised persons should be admitted to rooms that 
contain servers or provide access to data. 

 Server rooms must be kept locked when unattended and access restricted. 

 Appropriate arrangements must be applied for the removal of any ICT equipment from 
its normal location. These arrangements should take into consideration the risks 
associated with the removal and the impact these risks might have. 

 All Trust owned ICT equipment and software should be recorded and an asset register 
maintained 



 Uninterruptible Power Supply (UPS) units are recommended for servers and network 
cabinets. 

 Computer monitors should be positioned in such a way that information stored or 
being processed cannot be viewed by unauthorised persons. 

 Ensure sensitive data, both paper and electronic, is disposed of properly, e.g. shred 
paper copies and destroy disks. 

 

System Security: 

 Users shall not make, distribute or use unlicensed software or data. 

 Users must ensure they have authorisation for private use of the Trust’s computer facilities. 

 A Password shall be changed if it is affected by a suspected or actual breach of security, 
e.g. when a password may be known by an unauthorised person. 

 Regular backups of data, in accordance with the recommended backup strategy, must 
be maintained. 

 Security copies should be regularly tested to ensure they enable data restoration in the 
event of system failure. 

 Security copies should be clearly marked and stored in a fireproof location and/or off site. 
 

Virus Protection: 

 Each School within the Trust should ensure current and up to date anti-virus software is 
applied to all ICT systems. 

 Laptop users shall ensure they update their virus protection is set to auto update when they 
are logged on.  

 Any suspected or actual virus infection must be reported immediately to the Network 
Manager/ICT Co-ordinator and that computer shall not be reconnected to the School’s 
network until the infection is removed. 

 

Disposal of Equipment: 

 Each School within the Trust shall ensure any personal data or software is obliterated from a 

PC if the recipient organisation is not authorised to receive the data. This requires 
professional software.  

 It is important to ensure that any software remaining on a PC being relinquished for reuse is 
legitimate. Care should be taken to avoid infringing software and data copyright and licensing 
restrictions by supplying unlicensed copies of software inadvertently.  

 Each School within the Trust shall ensure the requirements of the Waste from Electronic 
and Electrical Equipment (WEEE) Directive are observed. 



E-Security Policy 
Strategic & Operational Practices 

 

In the Trust: 
 

1. The Headteacher is the Senior Information Risk Officer (SIRO) 
2. Data Protection Officer (DPO) with responsibility for data protection compliance: 

SBM Services (Uk) Ltd 
12, Park Lane Business Centre 
Park Lane 
Langham 
Essex 
C04 5WR 

3. Staff are clear who the key contact(s) for key school information are (the 
Information Asset Owners). This is in T Drive/Staff Documents/GDPR 

4. We ensure staff know to immediately report, and who to report to, any incidents where 
data protection may have been compromised, such as when passwords for sensitive 
systems or devices are lost or stolen, so that relevant action(s) can be taken. 

5. All staff are DBS checked and records are held on the Single Central Record and 
in SIMS. 
We ensure ALL the following school stakeholders sign an Acceptable Use 
Agreement. We have a system so we know who has signed. 
a. Staff 
b. Governors 
c. Students 
d. Parents 
e. Volunteers 
This makes clear all responsibilities and expectations with regard to data security 

6. We have approved educational web filtering across our wired and wireless 
networks. 
We monitor school emails and G-Suite activity to ensure compliance with the 
Acceptable Use Agreement. As well as monitoring usage, we may also monitor content 
of emails/work etc. 

7. We follow LIFE Education Trust guidelines for the transfer of any data, such as MIS data 
or reports of children, to professionals working in the Local Authority or their partners in 
Children’s Services/Family Services, Health, Welfare and Social Services. 

8. All staff have their own unique username and private passwords to access 
school systems. Staff are responsible for keeping their passwords private. 

9. We require staff to use a different password for SIMs than the one they use to 
access computers. 

10. We require that any personal/sensitive material must be encrypted if the material is to 
be removed from the school, and limit such data removal. Data can only be transferred 
using encrypted devices or your school G-Suite account 

11. School staff who set up usernames and passwords for email, network access, work within 
the approved system and follow the security processes required by those systems 

12. We ask staff to undertake house-keeping checks at least annually to review, remove 
and destroy any digital materials and documents which need no longer be stored. 

 

Technical or Manual solutions 
1. Staff have Staff Drive on Google Drive to store sensitive documents or photographs 
2. We require staff to log-out of systems when leaving their computer 
3. The use of Flash Drives is not encouraged. Google Suite should be used if any member 

of staff must take sensitive information off site. 
4. We use RAv3 and Freedom2Roam for remote access into our system 
5. We use the DfE S2S site to securely transfer CTF pupil data files to DfE/other schools 
6. We use LGfL AutoUpdate for creation of online user accounts for access to services and 

online resources 
7. We use Google Suite for online document storage 



8. We store any sensitive/special category written material in lockable storage cabinets 
9. All servers are in lockable locations and managed by DBS checked staff 
10. Back ups are encrypted and stored in a locked room or in a secure off site area 
11. We comply with the WEEE directive on equipment disposal, by suing an approved 

disposal company for disposal of IT equipment. For systems, where any protected or 
restricted data has been held, (such as servers, photocopiers), we get a certificate of 
secure deletion. 

12. Portable equipment loaned by the school (for use by staff at home), where used for any 
protected data, is disposed of through the same procedure. 

13. Paper based sensitive information is shredded using an approved external contractor 
and a certificate of secure deletion is obtained 

 
Protection against Crypto Virus / Ransomware Attacks
 

1. Physical and virtual servers are backed up daily and stored onsite 
2. Sophos Intercept X and Malwarebytes protection are installed and kept up to date on all 

servers and devices 
3. Real-time built-in protection is provided by Google for the cloud-based data 
4. Ability to restore all data kept in the Cloud (On Google Drive) from the previous 30 days 
5. Protection is constantly reviewed by Director of Operations in conjunction with the Head 

of IT. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Online Safety Policy: Managing Internet Use 
 

All Schools within the Trust will: 
 

 Maintain broadband connectivity through the LGfL and so connects to the National 
Education Network; 

 Work in partnership with the LA to ensure any concerns about the system are communicated to 
LGfL so that systems remain robust and protect students; 

 Ensure network health through appropriate anti-virus software etc and network set-up so 

  staff and pupils cannot download executable files such as .exe / .com / .vbs etc.; 

 Ensure their network is ‘healthy’ by having the Network Manager and LGfL health checks 
regularly on the network; 

 Ensure the Systems Administrator / Network Manager is up-to-date with LGfL services and 
policies; 

 Ensures the Systems Administrator / Network Manager checks to ensure that the filtering 
methods are effective in practice and that they remove access to any website considered 
inappropriate by staff immediately; 

 Never allows students access to Internet logs 

  Has network auditing software installed; 

 Use security time-outs on Internet access where practicable / useful; 

 Use individual log-ins for students and all other users, except for Year R; 

 Never sends personal data over the Internet unless it is encrypted or otherwise secured; 

 Use ‘safer’ search engines with students such as Google and activates ‘safe’ search where 
appropriate; 

 Ensure students only publish within appropriately secure learning environments. See 
appendix 1a 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Online Safety Policy: Teaching and Learning 
 

All Schools within the Trust will: 
 

 Supervise students’ use at all times, and is vigilant in learning resource areas where older 
students have more flexible access; 

 Use the Webscreen filtering system which blocks sites that fall into categories such as 
pornography, race hatred, gaming, sites of an illegal nature;  

 Plan the curriculum context for Internet use to match students’ ability, using child- friendly 
search engines where more open Internet searching is required; Use Google for raw image 
search as set to safe search; 

 Inform users that Internet use is monitored; 

 Inform staff and students that that they must report any failure of the filtering systems 
directly to the person responsible for URL filtering. Our systems administrators report to 

  LGfL where necessary;  

 Block all chat rooms and social networking sites except those that are part of an educational 
network or approved Learning Platform; 

 Only use approved areas for students’ own online creative areas. See appendix 1a Only use 
approved sites for video conferencing such as ‘Skype’ or ‘Go To Meeting’. If in doubt please 
see the Network Manager 

 Only use Moodle, WordPress, G-Suite or school website for blogging – Logins for accounts 
must be given to CSD so they can access blogs  

 Only use approved or checked webcam sites; 

 Block student access to music download or shopping sites – except those approved for 
educational purposes such as LGfL’s Audio Network;  

 Require students and their parent/carer, to individually sign an e-safety / acceptable use 
agreement form which is fully explained and used as part of the teaching programme; 

 Require all staff to sign an Online Safety/ acceptable use agreement form and keeps a copy 
on file; 

 Make clear all users know and understand what the ‘rules of appropriate use’ are and 
what sanctions result from misuse – through staff meetings and teaching programme; 

 Keep a record, e.g. print-out, of any bullying or inappropriate behaviour for as long as is 
reasonable in line with the School behaviour management system; 

 Ensure parents/carers provide consent for students to use the Internet, as well as other ICT 
technologies, as part of the Online Safety acceptable use agreement form at time of 
their child’s entry to the School ; 

 Make information on reporting offensive materials, abuse / bullying etc available for pupils, 
staff and parents; 

 Immediately refers any material we suspect is illegal to the appropriate authorities – LA / 
Police. In accordance with Keeping Children Safe in Education 2016. 

 

 

 

 

 

 

 

 

 

 

 

 
 



Online Safety Policy: Education 
 

All Schools within the Trust will: 
 

 Foster a ‘No Blame’ environment that encourages students to tell a teacher / responsible adult 
immediately if they encounter any material that makes them feel uncomfortable;  

 Ensure students and staff know what to do if they find inappropriate web material i.e. to 
switch off monitor and report the URL to the teacher or System Manager. 

 Ensure students and staff know what to do if there is a cyber-bullying incident; 

 Have a clear, progressive Online Safety education programme throughout all Key Stages, 
built on LA / London / national guidance. Students are taught a range of skills and 
behaviours appropriate to their age and experience, such as: 

 

o to STOP and THINK before they CLICK 
o to expect a wider range of content, both in level and in audience, than is 

found in the School library or on TV; 
o to discriminate between fact, fiction and opinion; 
o to develop a range of strategies to validate and verify information before 

accepting its accuracy; 
o to skim and scan information; 
o to be aware that the author of a web site / page may have a particular bias or 

purpose and to develop skills to recognise what that may be; 
o to know some search engines / web sites that are more likely to bring 

effective results; 
o to know how to narrow down or refine a search;  
o to understand how search engines work; 

o to understand how photographs can be manipulated and how web content 
can attract the wrong sort of attention; 

o to understand ‘Netiquette’ behaviour when using an online environment 
such as a ‘chat’ / discussion forum, i.e. no bad language, propositions, or 
other inappropriate behaviour 

o to not download any files – such as music files - without permission; 
o to understand why they should not post or share detailed accounts of their 

personal lives, contact information, daily routines, photographs and videos;  
o to have strategies for dealing with receipt of inappropriate materials. 

 

 Ensure that when copying materials from the web, staff and students understand 
issues around plagiarism; how to check copyright and also know that they must 
observe and respect copyright / intellectual property rights; 

 Make training available to staff on Online Safety as appropriate. In depth training at 
least once per year. Plus Online Safety updates throughout the year; 

 Provide advice, guidance and training for parents/carers as necessary. 



 

Online Safety Policy: Infringements and 
sanctions – Students/Pupils 

 

Category A infringements 
 

 Use of non-educational sites during lessons 

 Unauthorised use of email 

 Unauthorised use of mobile devices in lessons  e.g. to send texts to friends  

 Use of unauthorised instant messaging / social networking sites 
 

[Sanction - referred to the School’s Online Safety Co-ordinator and/or Headteacher] 
 

Category B infringements 
 

 Continued use of non-educational sites during lessons after being warned 

 Continued unauthorised use of email after being warned 

 Continued unauthorised use of mobile devices after being warned 

 Continued use of unauthorised instant messaging / chatrooms, social networking sites, 
NewsGroups 

 Use of Filesharing software e.g. Napster, Vanbasco, BitTorrent, LiveWire, etc  

 Accidentally corrupting or destroying others' data without notifying a member of staff of it 

 Accidentally accessing offensive material and not logging off or notifying a member of staff 
of it 

 

[Sanction - referred to the School’s Online Safety Co-ordinator and/or Headteacher] 
 

Category C infringements 
 

 Deliberately corrupting or destroying someone’s data, violating privacy of others 

 Sending or posting a message that is regarded as harassment or of a bullying nature (one-
off) 

 Deliberately trying to access offensive or pornographic material Any purchasing or ordering 
of items over the Internet 

 Transmission of commercial or advertising material 
 

[Sanction - referred to the School’s Online Safety Co-ordinator and Headteacher] 
 

Other safeguarding actions 
 

If inappropriate web material is accessed: 
 

1. Ensure appropriate technical support filters the site 
2. Inform LA / Atomwide as appropriate 

 

Category D infringements 
 

 Continued sending or posting messages regarded as harassment or of a bullying nature 
after being warned  

 Deliberately accessing, downloading and disseminating any material deemed offensive, 
obscene, defamatory, racist, homophobic or violent 

 Receipt or transmission of material that infringes the copyright of another person or infringes 
the conditions of the Data Protection Act, revised 1988  

 Bringing the School name into disrepute 
 

[Sanction - referred to the School’s Online Safety Co-ordinator and Headteacher] 



Other safeguarding actions: 
 

1. Secure and preserve any evidence. 
2. Inform the sender’s service provider. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Online Safety Policy: 
Infringements - Employee 

 

Category A infringements (Misconduct) 
 

 Excessive use of Internet for personal activities not related to professional development e.g. 
online shopping, personal email, instant messaging etc. 

 Misuse of first level data security, e.g. wrongful use of passwords 

 Breaching copyright or license e.g. installing unlicensed software on network 

 Unauthorised accessing the Main Network / Email / Internet / Intranet by using someone 
else’s account. 

 

[Referred to the School’s Online Safety Co-ordinator and/or Headteacher for sanction] 
 

Category B infringements (Gross Misconduct) 
 

 Serious misuse of, or deliberate damage to, any School computer hardware or software; 

 Any deliberate attempt to breach data protection or computer security rules; 

 Deliberately accessing, downloading and disseminating any material deemed offensive, 
obscene, defamatory, racist, homophobic, violent or prejudicial; 

 Receipt or transmission of material that infringes the copyright of another person 
or infringes the conditions of the Data Protection Act, revised 1988 

 Bringing the School name into disrepute. 
 

[Referred to the School’s Online Safety Co-ordinator and Headteacher for sanction] 
 

Other safeguarding actions: 
 

 Remove the PC to a secure place to ensure that there is no further access to the PC or 
laptop and further access to the School’s network will be blocked.  

 Instigate an audit of all ICT equipment by an outside agency, such as the School’s ICT 
managed service providers to ensure there is no risk of pupils accessing inappropriate 
materials in the school 

 Identify the precise details of the material.  
 
If a member of staff commits an exceptionally serious act of gross misconduct they should be 
instantly suspended. Normally though, there will be an investigation before disciplinary action 
is taken for any alleged offence. As part of that, the member of staff will be asked to explain 
their actions and these will be considered before any disciplinary action is taken. 
 

Each School within the Trust is likely to involve external support agencies as part of these 
investigations e.g. an ICT technical support service to investigate equipment and data 
evidence, the Trust HR provider. 
 

Illegal Material suspected 
 

If illegal material is found or suspected, immediately notify the headteacher. 
Investigations should never be carried out alone. 
 

 For illegal activity – report to the police 

 Illegal content – report to IWF and/or police 

 Young person at risk – report to CEOP and police 
 

The Headteacher will immediately consider suspension of staff implicated. 
 

Police contact: free phone number 0808 100 00 40 or 
http://www.met.police.uk/childpornography/index.htm 
 

http://www.met.police.uk/childpornography/index.htm


Anyone may report any inappropriate or potentially illegal activity or abuse with or towards 
a child online to the Child Exploitation and Online Protection (CEOP): 
http://www.ceop.gov.uk/reporting_abuse.html 
 

How will staff and students be informed of these procedures? 
 

 They will be fully explained and included within the School ’s Online Safety/ 
Acceptable Use Policy. All staff will be required to sign the School ’s Online Safety 

Policy acceptance form; 
 Students will be taught about responsible and acceptable use and given strategies to 

deal with incidents so they can develop ‘safe behaviours’. Students will sign e-safety / 

acceptable use form; 

 The Trust’s Online Safety policy will be made available and explained to parents, and 
parents will sign an acceptance form when their student starts at the School . 

 Information on reporting abuse / bullying etc will be made available by the School 
for students, staff and parents. 

http://www.ceop.gov.uk/reporting_abuse.html


Online safety Policy: Use of digital images 
 

All Schools within the Trust will ensure: 
 

 The Headteacher takes overall editorial responsibility to ensure that the website 
content is accurate and quality of presentation is maintained; 

 Uploading of information is restricted to an administration officer. 

 The School  web site complies with the Trust's guidelines for publications; 

 Most material is the School ’s own work; where other’s work is published or linked to, we 
credit the sources used and state clearly the author's identity or status; 

 The point of contact on the web site is the School address and telephone number. 
Home information or individual e-mail identities will not be published;  

 Photographs published on the web do not have full names attached. This includes all 
media posted to social media sites 

 They gain parental / carer permission for use of digital photographs or video involving 
their child as part of the School agreement form when their child joins the School ; 

 Digital images /video of students are stored in the teachers’ shared images folder on the 
network and images are deleted at the end of the year, unless an item is specifically kept 
for a key School publication; 

 They do not use students’ full names when saving images in the file names or in the 
<ALT> tags when publishing to the School website; 

 They do not include the full names of students in the credits of any published School 
produced video materials / DVDs; 

 Staff sign the Trust’s Acceptable Use Policy and this includes a clause on the use of 
any photographic equipment for taking pictures of students; 

 Students are only able to publish to their own ‘safe’ web-portal on approved sites. 
See appendix 1a 

 Students are taught to publish for a wide range of audiences which might include 
local governors, parents or younger children as part of their ICT scheme of work; 
Students are taught about how images can be abused in their Online education 
programme. 



E-safety Policy: Managing email 
 

All Schools within the Trust will ensure: 
 

 They do not publish personal e-mail addresses of students or staff on the School 
website. We use anonymous or group e-mail addresses, for example info@School 
name.la.sch.uk / head@School name.la.sch.uk / info.sch.la@lgfl.net / 
year3.sch.la@lgfl.net for any communication with the wider public. 

 If one of the Trust’s staff or students receives an e-mail that is considered to be 
particularly disturbing or breaks the law, the police will be contacted. 

 Accounts are managed effectively, with up to date account details of users. 
 
Students: 
 

 They only use LgfL ‘safemail’ for students or controlled G-Suite email 
 Students should use the School domain e-mail accounts on the School system. 

Students are introduced to, and use e-mail as part of the ICT Computing scheme of 
work. 

 Students are taught about the safety and ‘netiquette’ of using e-mail i.e. 
o not to give out their e-mail address unless it is part of a School managed 

project or someone they know and trust and is approved by their teacher or 
parent/carer; 

o that an e-mail is a form of publishing where the message should be clear, 
short and concise; 

o that any e-mail sent to an external organisation should be written carefully 
and authorised before sending, in the same way as a letter written on School 
headed paper 

o they must not reveal private details of themselves or others in e-mail, such 
as address, telephone number, etc; 

o to ‘Stop and Think Before They Click’ and not open attachments unless sure 
the source is safe; 

o the sending of attachments should be limited; 
o embedding adverts is not allowed; 
o that they must immediately tell a teacher / responsible adult if they receive an 

e-mail which makes them feel uncomfortable, is offensive or bullying in 
nature; 

o not to respond to malicious or threatening messages, 
o not to delete malicious of threatening e-mails, but to keep them as evidence 

of bullying; 
o not to arrange to meet anyone they meet through e-mail without having 

discussed with an adult and taking a responsible adult with them; 
o that forwarding ‘chain’ e-mail letters is not permitted; 

 

 Students sign the Trust Agreement Form to say they have read and understood the 
e-safety rules, including e-mail and we explain how any inappropriate use will be 
dealt with. 

 
Staff: 
 

 Staff should use School e-mail systems for professional purposes; including cover 
work to ensure prompt delivery. 

 Access in School to external personal e-mail accounts may be blocked; 

 Staff are aware that e-mail sent to an external organisation must be written carefully, 
(and may require authorisation), in the same way as a letter written on School headed 

 paper. That it should follow the School ‘house-style’; 
o the sending of attachments should be limited; 
o the sending of chain letters is not permitted; 

mailto:info@schoolname.la.sch.uk
mailto:info@schoolname.la.sch.uk
mailto:info@schoolname.la.sch.uk
mailto:info.sch.la@lgfl.net
mailto:year3.sch.la@lgfl.net


o embedding adverts is not allowed; 
 

 Staff sign the appropriate Trust’s Agreement Form to say they have read 
and understood the Online safety rules, including e-mail and we explain how 
any inappropriate use will be dealt with. 



Online safety Policy: Online Bullying and Child Protection 
 

“Bullying can be done verbally, in writing or images, including through 
communication technology (cyber bullying) e.g.: graffiti, text messaging, e-mail or 
postings on websites. It can be done physically, financially (including damage to 
property) or through social isolation. Verbal bullying is the most common form.” 
 

If a bullying incident directed at a child occurs using email or mobile phone 
technology either inside or outside of School time. 
 

1. Advise the child not to respond to the message 
2. Refer to relevant policies including Online Safety/acceptable use, anti-bullying 

and PHSE and apply appropriate sanctions 
3. Secure and preserve any evidence – Get screenshots if the bullying has taken 

place on a mobile device. If you are unsure how to do this please consult with 
Network Manager. 

4. Inform the sender’s e-mail service provider 
5. Notify parents/carers of the children involved 
6. Consider delivering a parent workshop for the School  community 
7. Consider informing the police depending on the severity or repetitious nature of offence 
8. Inform the LA Online Safety officer 
 

If malicious or threatening comments are posted on an Internet site about a pupil or 
member of staff: 
 

1. Inform and request the comments be removed if the site is administered externally 
2. Secure and preserve any evidence 
3. Send all the evidence to the Head of Harm Reduction at CEOP at 

ww.ceop.gov.uk/contact_us.html 
4. Endeavour to trace the origin and inform police as appropriate 
5. Inform LA Online Safety officer 
 

“As with all forms of harm or abuse, there is no exhaustive list of signs or indicators to watch 
out for. But these can include: changes in children’s behaviour, demeanour, physical 
appearance and presentation, language or progress. “ 
 

If you are concerned that a child’s safety is at risk because you suspect 
someone is using communication technologies (such as social networking sites) 
to make inappropriate contact with the child: 
 

1. Report to and discuss with the named Designated Safeguarding Lead in School 
and contact parents 

2. Advise the child on how to terminate the communication and save all evidence 
3. Contact CEOP http://www.ceop.gov.uk/ 
4. Consider the involvement police and social services 
5. Inform Online Safety officer 
 

Children should be confident in a no-blame culture when it comes to reporting 
inappropriate incidents involving the internet or mobile technology: they must be 
able to do this without fear. 
 

Handling a sexting /naked selfie incident: 
 

There should always be an initial review meeting, led by the Designated Safeguarding 
Lead (DSL) School . This should consider the initial evidence and aim to establish: 
 

 Whether there is an immediate risk to a young person or young people, when assessing the 
risks the following should be considered: 



o Why was the imagery shared? Was the young person coerced or put under pressure 
to produce the imagery? 

o Who has shared the imagery? Where has the imagery been shared? Was it shared 
and received with the knowledge of the pupil in the imagery? 

o Are there any adults involved in the sharing of imagery? 
o What is the impact on the pupils involved? 
o Do the pupils involved have additional vulnerabilities? 
o Does the young person understand consent? 
o Has the young person taken part in this kind of activity before?  

 If a referral should be made to the police and/or children’s social care 

 If it is necessary to view the imagery in order to safeguard the young person – in most 
cases, imagery should not be viewed 

 What further information is required to decide on the best response 

 Whether the imagery has been shared widely and via what services and/or platforms. This 
may be unknown. 

 Whether immediate action should be taken to delete or remove images from devices or 
online services 

 Any relevant facts about the young people involved which would influence 
risk assessment 

 If there is a need to contact another School , college, setting or individual 

 Whether to contact parents or carers of the pupils involved - in most cases parents or 
carers should be involved 

 

An immediate referral to police and/or children’s social care should be made if at this initial 
stage: 
 

1. The incident involves an adult 
2. There is reason to believe that a young person has been coerced, blackmailed or 

groomed, or if there are concerns about their capacity to consent (for example owing 
to special educational needs) 

3. What you know about the imagery suggests the content depicts sexual acts 
which are unusual for the young person’s developmental stage, or are violent 

4. The imagery involves sexual acts and any pupil in the imagery is under 13 
5. You have reason to believe a pupil or pupil is at immediate risk of harm owing to the 

sharing of the imagery, for example, the young person is presenting as suicidal or 
self-harming 

 

If none of the above apply then a School may decide to respond to the incident without 
involving the police or children’s social care (a School can choose to escalate the incident at 
any time if further information/concerns come to light). 
 

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



 

 

 

 

Acceptable Use Agreement: Staff, Volunteers, Governors & 
Contractors 

 

Covers use of all digital technologies while in school: i.e. email, internet, intranet, network 
resources, learning platform, software, communication tools, social networking tools, school 
website, apps and other relevant digital systems provided by the school or school 
umbrella body (Local Authority, Academy, Free School Trust, etc). 
 

Also covers school equipment when used outside of school, use of online systems 
provided by the school or school umbrella body when accessed from outside school, 
and posts on social media made from outside school premises/hours which reference 
the school or which might bring your professional status into disrepute. 
 

LIFE Education Trust regularly reviews and updates all AUP documents to ensure that 
they are consistent with the school Online Safety Policy. 
 

These rules will help to keep everyone safe and to be fair to others. Please note that 
school systems and users are protected and monitored by security and filtering services to 
provide safe access to digital technologies. Your behaviour online when in school and on 
all school devices whether in school or otherwise may therefore be subject to monitoring. 
 

 I will only use the school’s digital technology resources and systems for professional 
purposes or for uses deemed ‘reasonable’ by the Head and Governing Body. 

 I will not reveal my password(s) to anyone but the Head of IT for troubleshooting purposes 
when required. 

 I will follow ‘good practice’ advice in the creation and use of my password and change my 
passwords regularly. If my password is compromised, I will ensure I change it.  

 I will not use anyone else’s password if they reveal it to me and will advise them to 
change it. I will not allow unauthorised individuals to access email / internet / intranet / 
network / social networks / mobile apps / or any other system I have access to via the 
school or school umbrella. 

 I will ensure all documents, data, etc. are printed, saved, accessed and deleted / shredded 
in accordance with the school’s network and data security protocols.  

 I will not engage in any online activity that may compromise my professional responsibilities 

 I will only use the approved email system(s) for any school business.This is currently: LGfL 
StaffMail & Google Suite 

 I will only use the approved method/s of communicating with pupils or parents/carers: email 

system LondonMail and /or Google Suite, and only communicate with them in a professional 
manner and on appropriate school business. 

 I will not support or promote extremist organisations, messages or individuals.  

 I will not give a voice or opportunity to extremist visitors with extremist views. 

 I will not browse, download or send material that is considered offensive or of an extremist 
nature by the school. 

 I will report any accidental access to, or receipt of inappropriate materials, or filtering 
breach or equipment failure to the Headteacher and Mr Garet (Head Of IT). 

 I will not download any software or resources from the internet that can compromise 
the network or might allow me to bypass the filtering and security system or are not 
adequately licensed 

 I will check copyright and not publish or distribute any work including images, music 
and videos, that is protected by copyright without seeking the author’s permission.  

 I will not connect any device (including USB flash drive), to the network that does not 
have up-to-date anti-virus software, and I will keep any ‘loaned’ equipment up-to-
date, using the school’s recommended anti-virus and other ICT ‘defence’ systems. 



 I will not use personal digital cameras or camera phones or digital devices for taking, 
editing and transferring images or videos of pupils or staff and will not store any such 
images or videos at home or on any personal devices. 

 I will follow the school’s policy on use of mobile phones / devices at school and will 
not use them during working hours 

 I will only use school approved equipment for any storage, editing or transfer of digital 
images / videos and ensure I only save photographs and videos of children and staff 
on the appropriate system or staff-only drive within school. 

 I will only I take or publish images of staff and students with their permission and in 
accordance with the school’s policy on the use of digital / video images. Images 
published on the school website, online learning environment etc. will not identify 
students by name, or other personal information. 

 I will use the school’s Learning Platform or online cloud storage service in 
accordance with school protocols.  

 I will ensure that any private social networking sites / blogs, etc. that I create or 
actively contribute to are not confused with my professional role. 

 I will ensure, where used, I know how to use any social networking sites / tools 
securely, so as not to compromise my professional role. 

 I agree and accept that any computer or laptop loaned to me by the school, is provided 
solely to support my professional responsibilities and that I will notify the school of any 
“significant personal use” as defined by HM Revenue & Customs. 

 I will only access school resources remotely (such as from home) using the LGfL / 
school approved system and follow e-security protocols to interact with them. 

 I will ensure any confidential data that I wish to transport from one location to another is 
protected by encryption and that I follow school data security protocols when using any 
such data at any location. 

 I understand that data protection policy requires that any information seen by me 
regarding staff or pupil information, held within the school’s information management 
system, will be kept private and confidential, EXCEPT when it is deemed necessary 
that I am required by law to disclose such information to an appropriate authority. 

 I am aware that under the provisions of the GDPR (General Data Protection Regulation), 
my school and I have extended responsibilities regarding the creation, use, storage and 
deletion of data, and I will not store any pupil data that is not in line with the school’s data 

policy and adequately protected. The school’s data protection officer must be aware of all 
data storage. 

 I understand it is my duty to support a whole-school safeguarding approach and will 
report any behaviour of other staff or pupils, which I believe may be inappropriate or 
concerning in any way, to the relevant Senior Member of Staff / Designated 
Safeguarding Lead. 

 I understand that all internet and network traffic / usage can be logged and this 
information can be made available to the Head / Safeguarding Lead on their request. 

  I understand that internet encrypted content (via the https protocol), may be scanned 
for security and/or safeguarding purposes. 

 I understand that I have a responsibility to uphold the standing of the teaching 
profession and of the school, and that my digital behaviour can influence this. 

  Staff that have a teaching role only: I will embed the school’s online safety / digital 
literacy / counter extremism curriculum into my teaching. 

 

 

 

 
 
 
User Signature 
 

I agree to abide by all the points above. 
 

Acceptable Use Policy (AUP): Agreement Form 
 

All Staff, Volunteers, Governors 
 

 



I understand that I have a responsibility for my own and others’ e-safeguarding and 
I undertake to be a ‘safe and responsible digital technologies user’. 
 

I understand that it is my responsibility to ensure that I remain up-to-date and read 
and understand the school’s most recent online safety / safeguarding policies. 
 

I understand that failure to comply with this agreement could lead to disciplinary action. 
 

 

Signature .............................................. Date .......................................... 
 

 

Full Name ............................................................................... (printed) 
 

 

Job title / Role ....................................................................................................... 
 

 

Authorised Signature (Head Teacher / Deputy) 
 

I approve this user to be set-up on the school systems relevant to their role 
 

 

Signature ............................................... Date ............................................. 
 

 

Full Name ................................................................. (printed) 
 

 

 

 

 

 

 



Appendix A Email Protocol –Code of Conduct 
 

Users must: 
 

 within working hours, respond to emails in a timely and appropriate fashion. The system is 
designed for speedy communication. If urgent, the email requires a prompt response, 
otherwise a response should be sent within a reasonable timeframe according to the nature 
of the enquiry; 

 not use anonymous mailing services to conceal identity when mailing through the 
Internet, falsify e-mails to make them appear to originate from someone else, or provide 
false information to any Internet service which requests name, e-mail address or other 
details; 

 not abuse others (known as ‘flaming’), even in response to abuse directed at themselves; 
 not use electronic media and services in a manner that is likely to cause network 

congestion or significantly hamper the ability of other people to access and use the 
system; 

 not use, transfer or tamper with other people’s accounts and files; 

 not use their own equipment to connect to the School’s network unless specifically 
permitted to do so and the equipment meets appropriate security and other standards. Not 
under any circumstances use personal equipment containing inappropriate images or links 
to them, to be brought into the workplace. This will raise serious concerns about the 
suitability of the adult to continue to work in a School or with children. 

 ensure that pupils are not exposed to any inappropriate images or web links whether on 
School owned computers or on their own computer/equipment used for School purposes 
(where this has been authorised). School/service and adults need to ensure that internet 
equipment used by children have the appropriate controls with regards to access. E.g. 
personal passwords should be kept confidential.; 

 not store sensitive or confidential data on their own equipment – this extends to personal 
cameras, mobile phones and other similar devices; 

 use unsecured disks/memory sticks (all disks/memory sticks used must be encrypted and/or 
password protected); 

 respect all copyrights and cannot copy, retrieve, modify or forward copyrighted materials 
except as permitted by the copyright owner; 

 not use the internet/intranet facilities or equipment to deliberately propagate any 
virus, worm, Trojan horse or any such other programme that is harmful to normal 
computer operations; 

 

If a user finds they are connected accidentally to a site that contains sexually explicit or 
offensive material, they must disconnect from that site immediately. Such unintentional access 
to inappropriate internet sites must be reported immediately to their line manager. Any failure 
to report such access may result in disciplinary action. 
 

Except in cases in which explicit authorisation has been granted by an appropriate 
manager, employees are prohibited from engaging in, or attempting to engage in: 
 

 monitoring or intercepting the files or electronic communications of other employees or 
third parties; 

 hacking or obtaining access to systems or accounts they are not authorised to use; 

 using other people's log-ins or passwords; 

 breaching, testing, or monitoring computer or network security measures; 

 interfering with other people’s work or computing facilities; 

 sending mass e-mails without consultation with the Head teacher. Global sends (send to 
everybody in the Global address book) are prohibited; 



 

Appendix B Email Good Practice Guide –Code of Conduct 

   

  Good Practice 

Read When it is important to know that a recipient has opened a message, it is recommended 
receipt that the sender invoke the ‘read receipt’ option. 

Attachment When attaching a file it will have a specific format. Be aware of the possibility that a 
formats recipient may not have the software necessary to read the attachment. Format 

 incompatibility can occur even between successive versions of the same software, e.g. 
 different version of Microsoft Word. 

E-mail If messages are regularly sent to the same group of people, the addressing process can 
address be speeded up by the creation of a personal group in the personal address book. 
groups   

Message Convey as much information as possible within the size limitation. This will help those 
header, or who get a lot of e-mails to decide which are most important, or to spot one they are 
subject waiting for. 

Subject Avoid sending messages dealing with more than one subject. These are difficult to give a 
 meaningful subject heading to, difficult for the recipient to forward on to others for action, 
 and difficult to archive. 

Recipients Beware of sending messages to too many recipients at once. When sending messages 
 for more than one-person’s use be sure to indicate people for whom there is some 
 expectation of action or who have central interest.  cc to indicate those who have 
 peripheral interest and who are not expected to take action or respond unless they wish 
 to do so. 

Replying When replying to a message sent to more than one person, do not routinely reply to all 
 recipients of the original message. Consider who needs to read your reply, e.g. if the 
 sender is organising a meeting and asking you for availability dates, you need only reply 
 to the sender. 

Absent If you have your own e-mail address, it is possible, for users of MS Exchange or have 
 local enhancements to MS-mail, to set the ‘out of office’ message when you are going to 
 be away for some time, e.g. on annual leave. You won’t lose your messages, they will 
 await your return, but the sender will know that you’re not there and can take alternative 
 action if necessary. 

Evidential Never forget that electronic conversations can produce an evidential record which is 
record absent in a telephone conversation. Comments made by an employee during the course 

 of an exchange of e-mails could be used in support, or in defence, of the school’s legal 
 position in the event of a dispute. 

Legal Computer generated information can now be used in evidence in the courts. 
records Conversations conducted over the e-mail can result in legally binding contracts being put 

 into place. 

Distribution Keep personal distribution lists up-to-date and ensure you remove individuals from lists 
lists that no longer apply to them 

E-Mail Include the previous message when making a reply. This is called a thread. Threads are 
threads a series of responses to an original message. It is best that a response to a message is 

 continued by using reply accessed on the quick menu bar, rather than start an entirely 
 new message for a response. Keep the thread information together. It is easier for the 
 participants to follow the chain of information already exchanged. If the message gets too 
 long the previous parts can be edited while still leaving the essence of the message. 

Context E-mail in the right context, care should be taken to use e-mail where appropriate. There 
 may be occasions when a telephone call would be more appropriate especially on 
 delicate matters. Beware of the use of excessive use of capitals. It can be interpreted as 
 shouting so consider how the style of your email may be interpreted by its recipient. 

Forwarding Consideration should be given when forwarding e-mails that it may contain information 
e-mails that you should consult with the originator before passing to someone else. 

Large e- For larger e-mails, particularly Internet e-mails, where possible send at the end of the day 
mails as they may cause queues to form and slow other peoples e-mail. 



Appendix C Social networking – Code of Conduct 
 

Access to Social Networking Sites 
 

Staff should adhere to the policy and procedures regarding the ICT usage including Social 
Networking Sites as set out in the ICT Policy. All employees should understand the 
implications of inappropriate and improper use of social networking sites at home in their own 
personal time that may result in disciplinary action being taken. 
 

The following permissions are given in respect of social networking applications: 
 

a) Complete block from personal use during working time and/or using the 
school’s computer network. 

 

Managing social networking sites 
 

This may include internal forums for staff and outward facing forums for 
School activities/clubs etc. 
 

It is important to ensure that employees, members of the public and other users of online 
services know when a social networking application is being used for official school/ 
purposes. To assist with this, all employees must adhere to the following requirements: 
 

 only use an official (i.e. not personal) email addresses for user accounts which will be used 
for official purposes; 

 appropriate feedback and complaints information must be published in a prominent place 
which is easily accessible to other users; 

 the school’s logo and other branding elements should be used where appropriate to 
indicate the school’s support. The school’s logo should not be used on social 
networking applications which are unrelated to or are not representative of the school’s 
official position; 

 employees should identify themselves as their official position held within the School on 
social networking applications. eg through providing additional information on user profiles; 

 employees should ensure that any contributions on any social networking application 
they make are professional and uphold the reputation of the school– the general rules on 
internet/email apply; 

 employees should not spend an unreasonable or disproportionate amount of time during the 
working day developing, maintaining or using sites; 

 employees must not promote or comment on personal matters (including personal/ financial 
matters), commercial ventures, political matters or campaigns, religious or other matters; 

 employees should be aware that sites will be monitored. 
 

Personal social networking sites 
 

All employees of the school, individuals engaged by the School or individuals acting on behalf 
of the School from third party organisations should bear in mind that information they share 
through social networking applications, even if they are on private spaces, may still be the 
subject of actions for breach of contract, breach of copyright, defamation, breach of data 
protection, breach of confidentiality, intellectual property rights and other claims for damages. 
Employees must therefore not publish any content on such sites that is inappropriate or may 
lead to a claim, including but not limited to material of an illegal, sexual or offensive nature that 
may bring the School or the local authority into disrepute (see Appendix B for examples of such 
content). 
 
Employees using social networking sites must also operate at all times in line with the school’s 
Equality and Diversity policy, failure to do so may lead to disciplinary action, up to and 
including dismissal. 
 



Social networking applications include, but are not limited to, public facing applications such as 
open discussion forums and internally-facing applications, (i.e. e-folio) regardless of whether 
they are hosted on School networks or not. The School expects that users of social networking 
applications will always exercise due consideration for the rights of others and that users will 
act strictly in accordance with the terms of use set out in this code. 
 

Any communications or content published on a social networking site which is open to public 
view, may be seen by members of the School community. Employees hold positions of 
responsibility and are viewed as such in the public domain. Inappropriate usage of social 
networking sites by employees can have a major impact on the employment relationship. Any 
posting that causes damage to the school, any of its employees or any third party’s reputation 
may amount to misconduct or gross misconduct which could result in disciplinary action, up to 
and including dismissal. Employees must not use social networking sites for actions that would 
put other employees in breach of this policy. 
 

Employees should not use personal sites for any professional activity or in an abusive or 
malicious manner. The School reserves the right to require the closure of any applications 
or removal of content published by employees which may adversely affect the reputation of 
the School or put it at risk of legal action. 
 

Posting inappropriate images 
 

Indecent images of any employee that can be accessed by students, parents or members of the 
public are totally unacceptable and can lead to child protection issues as well as bringing the 
School into disrepute. 
 

Posting inappropriate comments 
 

It is totally unacceptable for any employee to discuss pupils, parents, work colleagues 
or any other member of the School community on any type of social networking site. 
Reports about oneself may also impact on the employment relationship for example if 
an employee is off sick but makes comments on a site to the contrary. 
 

Social interaction with pupils (past and present) 
 

Employees should not engage in conversation with pupils on any personal social networking 
sites and should be circumspect in personal network contact with former pupils, particularly 
those under the age of 18 years. This would also apply to individuals who are known to be 
vulnerable adults. Offers of assistance to a pupil with their studies via any social networking site 
are inappropriate and also leaves the employee vulnerable to allegations being made. It would 
be very rare for employees to need to interact with pupils outside of School in a social setting 
and by communicating with them on social networking sites, is tantamount to the same. 
Individuals working in the School should ensure that personal social networking sites are set at 
private and that pupils are never listed as approved contacts. 
 

Individuals working in the School should not use or access social networking sites of pupils. 
 

Making Friends 
 

Employees should be cautious when accepting new people as friends on a social 
networking site where they are not entirely sure who they are communicating with. Again 
this may leave employees vulnerable to allegations being made. 
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These rules will keep everyone safe and help us to be fair to all. 
 

 I will only use the Trust’s computers for School work and homework. 
 

 I will only edit or delete my own files. 
 

 I will not look at or change other people’s files without their permission. 
 

 I will keep my login and password secret. 
 

 I will not bring files into School without permission or upload inappropriate material to my 
workspace. 

 

 I will ask permission from a member of staff before using the Internet and will not visit 
Internet sites I know to be banned by the School. I am aware that some websites and 
apps including social networks and games have age restrictions and I should respect 
them. 

 

 I will only e-mail people I know, or who my teacher has approved. 
 

 The messages I send, or information I upload, will always be polite and sensible. I 
will not participate in any form of Online bullying. 

 

 I will not open an attachment, or download a file, unless I have permission or I know 
and trust the person who has sent it. 

 

 I will not give my home address, phone number, send a photograph or video, or give any 
other personal information that could be used to identify me, my family or my friends. 

 

 I will never arrange to meet someone I have only ever previously met on the Internet or by 
email or in a chat room, unless my parent or guardian has given me permission and I take 
a responsible adult with me. 

 

 If I see anything I am unhappy with or I receive a message I do not like, I will 
not respond to it but I will tell a teacher / responsible adult. 
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LIFE Education Trust regularly reviews and updates all Acceptable Use documents to ensure 
that they are consistent with the school Online Safety and Safeguarding Policies, on each 
school’s websites. We attempt to ensure that all students have good access to digital 
technologies to support their teaching and learning and we expect all our students to agree to 
be responsible users to help keep everyone safe and to be fair to others. 
 

Your child/young person will be asked to read and sign an Acceptable Use Policy tailored to 
his/her age. Please read this carefully – it is attached below and can be found on the school’s 
websites. 

Parents Acceptable Use Agreement 
 

Internet and IT: As the parent or legal guardian of the pupil(s) named below, I grant permission 
for the school to give my daughter / son access to: 

o the internet at school 
o the school’s chosen email system 

o Google Suite, Office 365 Moodle, SMARTAmp, Show My Homework, Doddle and any 
other online teaching resources we use in school. 

 

I accept that ultimately the school cannot be held responsible for the nature and content of 
materials accessed through the internet and mobile technologies, but I understand that the 
school takes every reasonable precaution to keep pupils safe and to prevent pupils from 
accessing inappropriate materials. 
 

I understand that all internet and device use in school is subject to filtering and monitoring; I 
understand that all school-owned devices used outside of school may also be subject to filtering 
and monitoring, and should be used in the same manner as when in school. 
 

Use of digital images, photography and video: I understand the school has a clear policy on 
“The use of digital images and video” and I support this. 
 

I understand that the school will necessarily use photographs of my child or including them in 
video material to support learning activities. 
 

I accept that the school may use photographs / video that includes my child in publicity that 
reasonably promotes the work of the school, and for no other purpose. 
 

Social networking and media sites: I understand that the school has a clear policy on “The 
use of social networking and media sites” and I support this. The impact of social media use is 
often felt in schools, and this is why we expect certain behaviours from pupils when using social 
media at all times. 
 

I will not take and then share online, photographs, videos etc., about other children (or staff) at 
school events, without permission. 
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I understand that the school takes any inappropriate behaviour seriously and will respond to 
observed or reported inappropriate or unsafe behaviour. 
 
I understand that my son/daughter has agreed in the pupil acceptable-use policy not to search 
for or share any material that could be considered offensive, harmful or illegal. This might 
include bullying or extremist/hate/discriminatory content. 
 

I will support the school by promoting safe and responsible use of the internet, online services 
and digital technology at home. I will inform the school if I have any concerns. 
 

Name(s) 
 

of 
 

pupil/student: 
 

_______________________________________ 
 

 

Parent 

 

 

/ 

 

 

guardian 

 

 

signature: 

 

 

______________________________________ 
 

Date: ___/___/___ 



The use of digital images and video 
 

To comply with the General Data Protection Regulation (which supersedes the 1998 Data 
Protection Act), we need your permission before we can photograph or make recordings of your 
daughter / son. 
 

LIFE Education Trust rules for any external use of digital images are: 
 

If the pupil is named, we avoid using their photograph. 
If their photograph is used, we avoid naming the pupil. 

 

Where showcasing examples of pupils’ work we only use their first names, rather than their full 
names. 
 

If showcasing digital video work to an external audience, we take care to ensure that pupils 
aren't referred to by name on the video, and that pupils’ full names aren't given in credits at the 
end of the film. 
 

Only images of pupils in suitable dress are used. 
 

Staff are not allowed to take photographs or videos on their personal equipment. 
 

------------------------------------------------------------------------ 
 

Examples of how digital photography and video may be used at school include: 
 

 Your child being photographed (by the class teacher or teaching assistant) as part of a 
learning activity, e.g. taking photos or a video of progress made by a nursery child, as part 
of the learning record, and then sharing with their parent / guardian. 

 

 Your child’s image being used for presentation purposes around the school, e.g. in class 
or wider school wall displays or PowerPoint© presentations. 

 

 Your child’s image being used in a presentation about the school and its work in order to 
share its good practice and celebrate its achievements, which is shown to other parents, 
schools or educators, e.g. in our school prospectus or on our school website. On rare 
occasions, your child’s picture could appear in the media if a newspaper photographer or 
television film crew attends an event. 

 

Note: If we, or you, actually wanted your child’s image linked to their name we would contact 
you separately for permission, e.g. if they won a national competition and wanted to be named 
in local or government literature. 
 

 

 

 

 

 



The use of social networking and online media 
 

This school asks its whole community to promote the ‘three commons’ approach to online 
behaviour: 
 

 Common courtesy 

 Common decency 

 Common sense 
 

How do we show common courtesy online? 

 We ask someone’s permission before uploading photographs, videos or any other 
information about them online. 

 We do not write or upload ‘off-hand’, hurtful, rude or derogatory comments and materials. To 
do so is disrespectful and may upset, distress, bully or harass. 

 

How do we show common decency online? 

 We do not post comments that can be considered as being intimidating, racist, sexist, 
homophobic or defamatory, or encourage extremist views. This is online bullying 
and may be harassment or libel. 

 When such comments exist online, we do not forward such emails, tweets, videos, etc. 
Creating or forwarding such materials can make us liable for prosecution. 

 

How do we show common sense online? 

 We think before we click. 

 We think before we upload comments, photographs and videos.  

 We think before we download or forward any materials. 

 We think carefully about what information we share with others online, and we check 
where it is saved and check our privacy settings. 

 We make sure we understand changes in use of any websites we use.  

 We block harassing communications and report any abuse. 
 

Any actions online that impact on the school and can potentially lower the school’s (or someone in 
the school) reputation in some way or are deemed as being inappropriate will be responded to. 
 

If any member of staff, student or parent/carer is found to be posting libellous or inflammatory 
comments on the internet or any social media, they will be reported to the appropriate 'report 
abuse' section of the network site (all social media have clear rules about content which can be 
posted and have robust mechanisms to report breaches). Pupils and staff would be disciplined 
appropriately, and we expect parents to support us in this and behave appropriately themselves. 
 

In serious cases, we will also consider legal options to deal with any such misuse. 
 

The whole school community is reminded of the CEOP process for reporting inappropriate 
sexual approaches towards children at thinkuknow.co.uk/parents 

https://www.thinkuknow.co.uk/parents/


 

 

 

 

 

 

Key Stage 1: Acceptable Use Agreement 
 
  

This is how I keep SAFE online: 
 

 

1. I only use the devices I’m ALLOWED to 
 

2. I CHECK before I use new sites, games or apps 

 

3. I ASK for help if I’m stuck 

 

4. I THINK before I click 

 

5. I KNOW people online aren’t always who they say 

 

6. I don’t keep SECRETS just because someone asks me to 

 

7. I don’t change CLOTHES in front of a camera 

 

8. I am RESPONSIBLE so never share private information 

 

9. I am KIND and polite to everyone 
 

 

10. I TELL a trusted adult if I’m worried, scared or just not sure 
 

 

 

My trusted adults are ____________________ at school 
 

____________________ at home and ____________________ 
 

 

 

 

 

My name is ____________________ 
 

 



 

 

 

 

 

 

 

KS2 PUPIL ONLINE ACCEPTABLE USE AGREEMENT 
 

This agreement will help keep me safe and help me to be fair to others 
 

 I am an online digital learner – I use the school’s internet and 

devices for schoolwork, homework and other activities to learn and 

have fun. I only use sites, games and apps that my trusted adults 

say I can. 

 

 I am a secure online learner – I keep my passwords to myself and 

reset them if anyone finds them out. 

 

 I am careful online – I think before I click on links and only 

download when I know it is safe or has been agreed by trusted 

adults. I understand that some people might not be who they say 

they are, so I should be very careful when someone wants to be 

my friend. 

 

 I am private online – I only give out private information if a 

trusted adult says it’s okay. This might be my home address, 

phone number or other personal information that could be used to 

identify me or my family and friends. 

 

 I keep my body to myself online – I never change what I wear in 

front of a camera and remember that my body is mine and mine 

only, and I don’t send any photos without checking with a trusted 

adult. 

 

 I say no online if I need to – if I get asked something that makes 

me worried or upset or just confused, I say no, stop chatting and 

tell a trusted adult. 

 

 I am a rule-follower online – I know that some websites and 

social networks have age restrictions and I respect this; I only visit 

sites, games and apps that my trusted adults have agreed to. 



 

 I am considerate online – I do not join in with bullying or sharing  

inappropriate material. 

 

 I am respectful online – I do not post, make or share unkind, hurtful 

or rude messages/comments and tell my trusted adults if I see these. 

 

 I am part of a community – I do not make fun of anyone or exclude 

them because they are different to me. If I see anyone doing this, I 

tell a trusted adult. 

 

 I am responsible online – I keep others safe by talking to my trusted 

adults if a friend or person  I know is being bullied or harassed or is 

worried or upset by things they read, watch or hear. 

 

 I don’t do public live streams on my own – and only go on a video 

chat if my trusted adult knows I am doing it and who with. 

 

 I communicate and collaborate online – with people I know and 

have met in real life or that a trusted adult knows about. 

 

 I am SMART online – I understand that unless I have met people  

in real life, I can’t be sure who someone is online, so if I want to 

meet someone for the first time, I must always ask a trusted adult 

for advice. 

 

 I am a creative digital learner online – I don’t just spend time 

online to look at things from other people; I get creative to learn 

and make things! I only edit or delete my own digital work and only 

use other people’s with their permission or where it is copyright 

free or has a Creative Commons licence. 

 

 I am a researcher online – I use safer search tools approved by 

my trusted adults. I understand that not everything online can be 

believed, but I know how to check things and know to ‘double 

check’ information I find online. 
 

 

 



I have read and understood this agreement. I know who 

are my trusted adults are and agree to the above. 
 

Signed: Date: 
 

 

 

 

 



 

 

 

 

 

 

KS3-4 Pupil Online Acceptable Use Agreement 
 

LIFE Education Trust regularly reviews and updates all Acceptable Use documents to ensure 
that they are consistent with the school Online Safety and Safeguarding Policies, which can be 
found on the school’s websites. 
 

These rules will help to keep everyone safe and to be fair to others. School systems and users 
are protected and monitored by security and filtering services to provide safe access to digital 
technologies. 
 

1. I will be a responsible user and stay safe when using the internet and other 
digital technology at school. 

2. I will ensure that my online activity or use of mobile technology, in school or outside, 
will not cause my school, the staff, students or others distress or bring the school into 
disrepute. 

3. I will only use the school’s internet and any device I may be using in school for 
appropriate school activities and learning, unless I have express permission to carry 
out recreational activities, e.g. in a lunchtime club or after school. 

4. I understand that all internet and device use in school may be subject to filtering and 
monitoring; I understand that all school-owned devices used outside of school may also 
be subject to filtering and monitoring, and should be used as if I am in school. 

5. I will keep my logins, IDs and passwords secret and change my password regularly. If 
I think someone knows one of my passwords, I will change it. 

6. I will not bring files into school or download files that can harm the school network or 
be used to bypass school security. 

7. I will only edit or delete my own files and not (even try to) view, change or delete 
other people’s files or user areas without their permission. 

8. I will use the internet, games and apps responsibly; I will not use any that are 
inappropriate for the school, my age or learning activities, including sites 
which encourage hate or discriminating against others. 

9. I understand that websites, blogs, videos and other online information can be 
biased and misleading, so I need to check sources. 

10. I understand that cyberbullying is unacceptable, and will not use technology to 
bully, impersonate, harass, threaten, make fun of or upset anyone, at school or 
outside. 

11. I will not browse, download, upload, post, retweet or forward material that could be 
considered offensive, harmful or illegal. If I accidentally come across any such material 
I will report it immediately to my teacher. 

12. I am aware that some websites, games, online shopping, file sharing and 
social networks have age restrictions and I should respect this. 

13. I will only e-mail or contact people as part of learning activities. 
14. The messages I send, or information I upload, will always be polite and sensible. 

I understand that all messages I send reflect on me and the school. 
15. I will be careful when opening files and attachments, checking for viruses etc. If I am 

unsure I will never open a file, hyperlink or any other attachment. 
16. When using the internet, I will not download copyright-protected material (text, music, 

video etc.) 
17. I will not share my or others’ personal information that can be used to identify me, my 

family or my friends on any online space, unless a trusted adult has given permission or 
reviewed the site. 



18. Live streaming can be fun but I always check my privacy settings and if I rarely (or 
preferably never) do anything that everyone on the internet can see. If I live stream, I tell 
a trusted adult about it. 

19. I will never arrange to meet someone I have only ever previously met on the internet or 
by e-mail or in a chat room, unless I take a trusted adult with me. 

20. I will only use my personal devices (mobile phones, USB devices etc) in school if I 
have been given permission to do so. 

21. I will respect my body and other people’s – part of that means using positive 
words about myself and others; it also means not revealing too much on camera and not 
sharing or posting inappropriate photos. 

22. I understand that many apps have geolocation settings (identifying my location or 
where I made a post or took a photo). I will make sure that I know how to turn geolocation on 
and off, and not tell the world where I am at all times or make it too easy to find out where I live 
or go to school. 

23. I am aware that my online activity at all times should not upset or hurt other people 
and that I should not put myself at risk. 

24. If I see, watch, read, hear or receive anything I am unhappy with or I receive a message 
that makes me feel uncomfortable, e.g. bullying, extremist/hateful content, I will not respond to 
it but I will save it and talk to a trusted adult. 

25. I know that I can always say no online and end a chat or block a friend; if I do, it’s best 
to talk to someone about it as well. 

26. I know who my trusted adults are at school, home and elsewhere, but if I feel I can’t 
talk to them, I know I can call Childline or click CEOP. 

 

I have read and understand these rules and agree to them. 
 

Signed: _______________________ Date:___________________ 



Twitter Policy 
 

 Make sure the account remains locked (Protect my tweets) 

 Secure the account (require personal information to reset password) 

 Use a very secure password that is different form your School user account (this will be 
set by the Network Manager) 

 Be careful who you follow 

 Be careful re-tweeting other messages 

 You must be registered with your work E-mail address Do 
not add locations to your tweets 

 We advise switching off Email updates for most settings as you will get lots of E-mails 
coming through 

 We will use the name of the Academy for departmental accounts. For teachers’ accounts we 
will use your first initial and then surname. Eg. J.Bloggs 

 Please use the same theme to the Twitter account as the main School theme. 
 

When Posting 
 

 Don’t post personal details 

 Consider your posts, are they useful or informative 

 Only post appropriate material 

 Do not post any kind of derogatory comments 

 Be professional – try to avoid text speak e.g. lol, m8, etc. 

 Try not to post to often as people will not want get constantly spammed by your account If 
you receive offensive tweets please block the user and report it to the network manager 

 

Consider who you follow and what they might post, or what their website might link to. A 
general rule is if you can get to inappropriate material in less than five clicks then do not follow 
them. 
 

Account type 
 

Twitter only offers one type of account but in LIFE we have decided to categorize three 
account types you can use: 
 

Personal Account – This is your own personal account used outside of work. Do not give 
out details of this account to any students and do not follow any students. 
 

Department Account – must be made private - This can be used by departments 
to broadcast messages to students. Any student can follow but do not follow students. 
 

School Account – public account – This will be used by the School and can be followed by 
students, parents, teachers, etc. We will not follow students, only people or groups that have a 
connection with the School . 
 

(Please note these are not actual settings on twitter if you need more info please consult the 
Network Manager) 
 

 

 

 

 

 

 

 

 

 

 



BYOD (Bring Your Own Devices) Policy 
 

We are happy for people to bring in their own devices to use on the network but 
you must adhere to the following rules. 
 

Staff 
 

 Staff must bring their devices to the IT department so that we can connect them to 
the staff wireless network. 

 Staff will need to sign in once every 30 days using their USO account. 

 We do not give out the passkey to anyone for this network. It should only be known by 
members of the IT team. If this key is made public we will be required to change it. 

 Any laptops that connect to the network should have up to date antivirus. 

 Devices should also have passwords in place and devices should lock themselves 
automatically if not used for more than 5 minutes. 

 Staff are responsible for the security and safety of their own devices that they bring into 
School . 

 The Network Manager will support the device as far as getting it connected to the network. 
The Network Manager will not be responsible for fixing issues on staff personal devices. 

 All existing ICT policies still apply when using personal devices. 
 

Student 
 

 Students can connect to the student wireless network using the passkey that is displayed 
around the School . 

 They will need to sign in using their USO account once a week. 

 Any laptops that connect to the network should have up to date antivirus. 

 Devices should also have passwords in place and devices should lock themselves 
automatically if not used for more than five minutes. 

 Students are responsible for the security and safety of their own devices that they bring into 
School . 

 The Network Manager will support the device as far as getting it connected to the network. 
The Network Manager will not be responsible for fixing issues on students personal devices. 

 All existing ICT policies still apply when using personal devices. 

 Students should not use their cameras whilst in School to take selfies or photos of other 
students or staff without permission. 

 If students do take photos they must not be published anywhere including social media sites. 

 Students should only use apps that their teachers tell them to use for School work. No other 
apps should be used during lesson. 

 We do not allow the use of live streaming at any time. Apps such as Periscope, Facebook 
Live, Twitter Live, Twitch, etc. are all banned. 

 

Guests 
 

 Guests can connect to the guest network. The passkey is available from the school’s 
designated staff members. 

 Guests will be required to sign a copy of the Visitors Acceptable Use Policy. 

 Guests will be required to read and acknowledge a set of rules before connecting (This page 
automatically displays once they connect to the network) 

 Any laptops that connect to the network should have up to date antivirus 

 Devices should also have passwords in place and devices should lock themselves 
automatically if not used for more than five minutes. 



 Guests are responsible for the security and safety of their own devices that they bring into 
School. 

 The Network Manager will support the device as far as getting it connected to the network. 
The Network Manager will not be responsible for fixing issues on staff personal devices. 

 All existing ICT policies still apply when using personal devices. 

 If any visitors wish to use a USB this must be virus checked before use. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix – 1 A 
 

Approved learning platforms and sites 
 

 LGFL Resources – Using USO account  

 G-Suite – School issued accounts only 

 SMART Amp 

 SMART Learning Suite online 

 ePortfolio 
 

 

 

 

 

 

 

 



 
 
 
 
 
 
 
 
 

Board and Committee Meetings Summary 
Summer 2021 

 
July 10th Board Meeting 
 The Board approved LGBs meeting virtually for all Healthcheck, SDP and Budget 

consultation meetings during 2021-22; approved the appointment of the Headteacher at 
Benhurst and Head of School at Dame Tipping; the amendment to the Admission 
Policies following changes to the Admissions Code; and noted resignations of Governors 
at FBA, Benhurst and Ford End  

 The Board re-elected Louise Douglas as Chair and Tony Morgan as Vice Chair of the 
Board for 2021-22 

 Trust Committee Meeting minutes were reviewed 
 The Board approved the School Budgets for 2021-22; the Trust Central Budget for 2021-

22 and the 3 Year Financial Forecasts 
 Trust Expansion was discussed 
 An IT Update and Digital Strategy were discussed 
 The Board undertook and discussed a self-evaluation review and discussed reviews of 

LGBs from Jan 2022 to be discussed at the first Chair and Vice Chairs meeting in the 
Autumn term.  

 The Strategic Plan was discussed with no amendments made 
 The Healthcheck Consultation was discussed and the Ethos and 

Leadership/Management Healthchekcs will be merged from Sep 2021.  Other 
recommendations were approved. 

 The Core Offer Feedback was discussed and changes will be integrated with the new 
Offer sent to schools in September.  

 Chair and Vice Chair meeting minutes were reviewed 
 Ethos Healthchecks were discussed.  No concerns were noted.   
 The overview of all Healthchecks was discussed.  
 The Risk Register was discussed and a new Executive summary proforma agreed  
 The Complaints Report was discussed 
 The Board approved the following: Scheme of Delegation following consultation; Terms 

of Reference; Chairs and Vice Chairs for LGBs 2021-22; Meeting Schedule 2021-22; 
Membership of Board Committees for 2021-22.  For 2021/22: Sophia Malik will chair Pay 
& Personnel; Rob Bristow will Chair Standards and Mary Cherry will Chair the Finance 
and Facilities Committees.  

 The Board received the new 2021/22 Academy Trust Handbook and a summary  
 The Board agreed a proposal to delegate ownership of non-statutory policies to the CEO 

and Senior Executives  
 The LIFE Leadership Weekend away was discussed and viewed positively 
 The LIFE Leadership Conference on Saturday 16th October 2021 was discussed and a 

draft agenda agreed with the intention for this to be a physical conference 
 A letter from Baroness Berridge was noted 
 
June Finance & Facilities Committee Meeting 
 The current budgetary position, balance sheet and cash flow were discussed in detail 
 The Committee recommended the school budgets 2021-22 for approval to the Board  
 The Committee agreed to amend the Reserves Policy to recommend an ambition for a 

restricted reserve of 5% for all schools in surplus and a 1% contingency for approval by 
the Board.  

 The Committee recommended the Trust central budget for approval by the Board 
 The Committee recommended the 3 year Financial Forecasts for Board approval 



 The Healthchecks for Finance were discussed and reviewed and noted that changes to 
the format of the Financial Statements would be required.  

 The SRMAT Benchmarking report was discussed 
 Covid 19 impact on school finances and facilities, H&S and Risk was discussed  
 The Committee had a CIF funding update regarding the applications and notification date 

moving  
 The Healthchecks for Premises were discussed and reviewed 
 A report on Cyber Security and intended measures to be put in place was discussed 
 The ICT Policy  was approved  
 The Risk Register financial and premises areas were reviewed  
 The Academy Trust Handbook 2021/22 was noted;  
 The Committee was informed of the appointment of the Head of Estates 
 
June Pay & Personnel Committee Meeting 
 A change to the approved Leadership structure was discussed and approved and the 

Committee were informed of the appointment of the Head of School at Dame Tipping  
 The Committee received an update on the changes from NQT to ECT and the roll out of 

NPQs 
 The Committee was informed of confidential staff issues and received Executive and 

School Organograms for September 2021 
 Covid 19 and the impact on staff was discussed  
 The Healthchecks were discussed  
 The Risk Register was reviewed and clarification sought.  An executive summary would 

be included in future meetings.  
 The Committee received data relating to ethnicity, gender, pay and HR cases for review  
 The Scheme of Delegation consultation was discussed relating to areas of HR 
 A progress report and update on the LIFE Beliefs and Behaviours was received  
 A number of policies were discussed and/or approved for consultation  
 
July Standards Committee Meeting 
 The Healthchecks were reviewed and discussed  
 The School Development Plan objectives for 2021-22 were approved 
 The MAT Assurance Framework was discussed (a self evaluation tool to measure 

capacity and school improvement expertise and experience) 
 The Education Team structure was reviewed and discussed 
 The Risk Register was reviewed and changes made 
 EYFS Policy Statement and Children With Health Needs who cannot attend school 

policies were approved 
 An Ofsted and SIAMS update was received outlining the changes to take place from 

September and the impact on LIFE schools 
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