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DRAFT Benhurst Primary School  
Teaching and Learning POLICY 
 
Aims  
At LIFE Education Trust, our Mission is to “build great learning communities”  
 
Teaching and Learning is built upon eight key principles:  

i. Teaching is informed by knowing how pupils learn  
ii. Teachers research and collaborate so their practice is evidence informed 
iii. Lessons are well planned and appropriately challenging for the needs of 

every pupil  
iv. Learning is enhanced by pupils seeing excellence   
v. Questioning encourages pupils to think in depth about their learning  
vi. Learning is engaging and satisfying 
vii. Learning is sometimes difficult 
viii. Feedback is regular, clear, focused and drives improvement  
 
At Benhurst we aim to:  

 Provide opportunities for all learners to make excellent progress in their 
learning and engender a positive approach to learning.   

 Train, develop and support teachers in their vital role of unlocking the skills, 
knowledge and potential in our students.   

 Promote the use of resources which encourages and motivates learners 
 Monitor the quality of teaching within the school.   
 Maintain consistently high standards of teaching.   
 Monitor student engagement and learning.   
 Assess areas of strength and areas for development within the area 

of teaching and learning.   
 Ensure that new staff are inducted properly into the community.   
 Recognise and celebrate equality and diversity in everything we do 

 
The policies, procedures and plans for the curriculum, learning (objectives, 
resources, processes, planning of lessons), assessment and Continuous 
Professional Development (CPD) should complement each other in order to provide 
a cohesive experience for learners and staff.  
 
Rationale 
At Benhurst our teaching is designed to help learners develop detailed knowledge 
and skills across the curriculum. This will be achieved through the construction of a 
coherently planned curriculum, sequenced towards developing sufficient knowledge 
and skills for future learning 
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Effective Teaching and Learning 
Teachers will have their own styles and approaches, but every lesson will be 
planned with the teaching and learning principles in mind, outlined in the Teaching 
and Learning Framework. 
 
We believe that teaching is most effective when combining the following elements 
during a teaching session.  
 

1. Introduction to the session - An initial activity that focuses on retrieval practice 
and enjoyment so able to build on prior knowledge and are motivated to learn.  

2. Main teaching session - Learning is regularly modelled to enable children to 
feel confident in ‘having a go’ and pupils are clear about what is expected.  

3. Appropriate, planned adaptive learning tasks that require learners to think and 
develop their understanding either individually or collaboratively.  

4. Ongoing formative feedback whereby pupils are actively involved in reviewing 
their learning within an effective plenary/mini plenary. Pupils celebrate and 
share their achievement and look forward to the next step. 

 
Teachers will have their own styles and approaches, but every lesson will be 
planned with the teaching and learning principles in mind, outlined in the Teaching 
and Learning Framework. Highly Effective lessons cannot be reduced to a tick list of 
set activities. However, there are certain features that will ensure students are 
challenged, engaged and thus able to make excellent progress over time.   
 
Teachers should:   

 Plan lessons with the students’ prior attainment as a starting point   
 Ensure there is a safe learning environment for students.   
 Be at the door ready to greet students on their arrival 
 Plan a retrieval task based on prior learning to engage the students at the 

start of the lesson 
 Share lesson objectives with the class   
 Plan an activity which involves explanation of a key concept, idea or example; 

this may involve targeted questioning that challenges students’ understanding   
 Model or scaffold tasks, and where appropriate share the success criteria with 

students.   
 Plan engaging independent activities that are differentiated by ability.   
 Balance the amount of teacher talk with independent learning activities for 

the students.   
 ∙ Use assessment opportunities to check understanding before moving on to 

the next stage in learning.   
 
In order to achieve the Principles outlined in the Teaching and Learning Framework, 
teachers will:  

i. Use student feedback and regular assessment to provide key information 
to inform future teaching and learning 

ii. Undertake high quality CPD to ensure they are up to date with current best 
practices and collaborate with each other 



3 
 

iii. Plan stimulating and inspiring lessons, differentiating lesson activities 
where appropriate to meet student needs  

iv. Model high expectations both in and out of lessons to encourage the 
pursuit of excellence.  

v. Employ methods of questioning to explore student knowledge and develop 
intellectual curiosity and understanding 

vi. Provide well planned programmes of study that build on prior skills and 
knowledge.  

vii. Encourage students to overcome difficulties by becoming resilient learners 
and provide appropriate levels of challenge and support 

viii. Equip students with regular, clear feedback in all forms to enable them to 
reflect and improve in both written and practical activities.  

 
We believe effective learning is demonstrated though: 

● Our whole-school set of learner behaviours 
● Our core values of Respect; Resilience; Creativity; Courage; Compassion and 

Ambition 
 
Each week, during celebration assembly, one child from each class is awarded a 
sunshine badge. These are awarded for demonstrating positive learning behaviours 
and our core values. 
 
Homework 
At Benhurst Primary School, homework activities are a vital part of our home/school 
partnership and all children are expected to take part in a variety of homework tasks 
to enhance and support learning work in class. Homework is shared on Google 
Classroom. Our homework is designed to: 

● Consolidate and reinforce core skills and knowledge, especially in English and 
Maths. 

● Provide opportunities for parents and children to work in partnership and to 
share and enjoy learning experiences. 

● Ensure consistency of approach throughout the school. 
● Provide opportunities as children get older to develop skills of independent 

learning.   
 
Programmes of Study 
The Curriculum at Benhurst Primary School has been developed over time, through 
extensive discussions with staff and pupils.  It aligns to the expectations of the 
National Curriculum. 
 
We use a number of published schemes to support the delivery of our curriculum, 
such as The Write Stuff, Maths No Problem! and Switch On Computing.  More 
information on these schemes can be found in the subject policies. 
 
The Benhurst curriculum is based on a thematic approach where areas of the 
curriculum are linked together to provide children with a rounded learning 
experience.  Subject leads and staff members across the school have collaborated 
to devise their own schemes of work for the foundation subjects.  Subject leads will 
revise schemes of work annually. 
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Learning Environment  
At Benhurst, we believe a positive learning environment sets the climate for learning 
and enables all children to access the curriculum.   
 
We use our learning environment to: 

● promote an effective atmosphere for learning supported by the school’s Core 
Values, expectations and Behaviour Policy.  

● encourage co-operative and collaborative learning and good working 
relationships, through the flexible use of space and the ability to adapt to 
whole class, group and individual learning.   

● encourage staff and pupils to recognise that the learning environment extends 
beyond the school building and use to school’s outside grounds to support 
and extend learning.  

● to support staff and challenge learning by ensuring appropriate resources are 
accessible for the children 

● to encourage independence in different areas of learning, including the use of 
computing to support learning.   

● promote and celebrate achievements through our classroom displays and 
value effort in the display and presentation of children’s current learning 
across the curriculum (we recognise that Learning Journey displays will have 
less emphasis on high quality presentation due to the nature of their content).   

We believe our classrooms should be stimulating and thought-provoking with the use 
of interactive displays and resources and different zones within each classroom, 
which encourage children to explore, investigate and play.  We strived to create an 
environment where children feel they belong and can foster a sense of pride within it. 
 
Sharing Good Practice  
Sharing good practice is crucial to ensuring that ideas and strategies are 
communicated and disseminated across the school. The school acknowledges 
(formally through its CPD programme and informally on a day to day basis) the 
importance of pooling the wealth of expertise across the school. There is an 
expectation that good practice will be shared after attendance at a course where 
strategies and materials can be disseminated amongst colleagues.   
 
Effective practice is shared in a number of ways which includes:   

 CPD – the in-house programme   
 Department meetings 
 Learning Walks or Lesson Visits 
 Professional dialogue   
 INSET Days   
 Teach Meet events 

 
Monitoring and Evaluation 
Monitoring and evaluation of teaching and learning within Benhurst Primary School is 
undertaken by SLT and those with responsibilities for leading a phase, subject or 
department. Learning Walks, Work Samples and Lesson Visits are conducted by 
leaders to evaluate the quality of teaching and identify areas for development.  
In addition, other contributing factors are considered when monitoring and evaluating 
learning and teaching across the school.  These factors include: 

 Learning Conversations 
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 the progress of the School Improvement Plan; 
 external inspection e.g. Local Authority, OfSTED; 
 School Improvement Partner support; 
 Data (attainment and progress); 
 communication with children, parents and the rest of the school community; 
 staff professional reviews in line with the Performance Management policy. 

 
This policy will be reviewed annually to take account of new initiatives, changes in 
the curriculum, developments in technology or changes to the physical environment 
of the school.     
                                                                                                                                   
Links to Other Policies 

- Curriculum Policy  
- Appraisal Policy  
- Assessment Policy  
- Assessment Framework 
- Teaching and Learning Framework 
- Curriculum Framework 

 
KEY DEFINITIONS USED IN THIS POLICY: 

  
The Trust  LIFE Education Trust  
The Board/Trustees/Trust Board The Board of Trustees 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. 
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Name of school Benhurst Primary School 

Policy review date September 2022 

Date of next review September 2023 

Who reviewed this policy? LIFE Education Trust Board of Directors 

Designated Safeguarding Lead (DSL) Alice Larkman 

Designated Safeguarding Deputy 1 Kate Garratty 

Designated Safeguarding Deputy 2 Jan Fisher 

Designated Safeguarding Deputy 3 Hannah Thorpe 

LAC Designated Teacher Alice Larkman 

Prevent Lead Alice Larkman 

CSE Lead Alice Larkman 

Operation Encompass lead Alice Larkman 

Online Safety Lead Stella McCarthy / Sophie Beach  

Single Central Register  Manjit Kaur/Natalie Waterman (Trust 
HR) 

Safeguarding Governor Abiola Fakayode 

Headteacher Alice Larkman 

Chair of Governors Foluke Sangobowale 

 

Safeguarding and Child Protection Policy  
(Academic year 2022-2023) 

1.0 Raising concerns about a child 

2.0 Overview 

3.0 Legal framework 

4.0 Significant harm 

5.0 Context 

6.0 In school safeguarding and child protection procedures, including 

6.7  Human Rights Act 1998 

6.8  Equality Act 2010 

6.9  Public Sector Equality Duty 

6.10  Police involvement in concerns raised by a school 
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7.0 Additional safeguarding responsibilities 

7.1 Keeping in touch with children including children not in school  

7.2 Reporting concerns about children (face to face or via phone, video or similar) 

7.3 Mental Heath 

7.4 Learning online 

8.0 Types of abuse, neglect and other safeguarding concerns 

8.1 Physical abuse  

8.2 Emotional abuse  

8.3 Sexual abuse  

8.4 Neglect  

8.5 Child Sexual Exploitation (CSE) and Child Criminal Exploitation (CCE), including county lines 

8.6 So-called ‘honour-based’  

8.7 Female Genital Mutilation (FGM) 

8.8 Breast ironing  

8.9 Forced marriage 

8.10 Prevent, Radicalisation and Extremism 

8.11 Sharing nudes and semi nudes  

8.12 Upskirting 

8.13 Missing 

8.14 Children and the court system  

8.15 Children with family members in prison 

8.16 Serious Violence 

8.17 Domestic abuse, including Operation Encompass 

8.18 Homelessness 

8.19 Online Safety  

9.0 Child on child abuse 

9.1 Abuse and harmful behaviour 

9.2 Types of abuse 

9.2.1 Physical abuse 

9.2.2 Sexual violence and sexual harassment 

9.2.2.1 Sexual violence 

9.2.2.2 Sexual harassment 

9.2.2.3 Harmful sexual behaviour  

9.2.2.4 Preventing abuse 

9.2.3 Bullying 
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9.2.4 Online Bullying  

9.2.5 Sharing nude or indecent imagery  

9.2.6 Initiation/Hazing 

9.2.7 Prejudiced Behaviour 

9.2.8 Teenage relationship abuse 

9.3 Expected staff action 

9.4 Recognising child on child abuse  

9.5 Considering confidentiality and anonymity 

9.6 Points to consider 

9.7 Next Steps 

9.8 Unsubstantiated, unfounded, false or malicious reports  

9.9 Preventative Strategies 

10.0 Possible signs and symptoms of abuse 

11.0 What to do if you suspect that abuse may have occurred 

12.0 The role and responsibilities of the DSL and team members 

13.0 Supporting children 

14.0 Supporting staff 

15.0 Safer Recruitment and allegations, including whistleblowing and low level concerns 

16.0 Safeguarding and the school culture 

17.0 Managing Child Protection Cases 

18.0 Record keeping 

19.0 Confidentiality and information sharing 

20.0 Supervisory arrangements for the management of children in Alternative Provision and in out of 
school hours’ activities. 

21.0 Key contacts 

22.0 Where to go for further information 
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23.0 Raising concerns about a child 

Designated Safeguarding 
Lead and Team: 

DSL: Alice Larkman 

Deputy Safeguarding Lead: 

Kate Garratty 

Safeguarding Team 
Member: Jan 
Fisher/Hannah Thorpe  

 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: Abiola Fakayode 

Chair of Governors: 

Name: Foulke 

Sangobowale 

 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. 

refer monitor 
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  Decision is recorded in the 
safeguarding file for the child. 

 A MARF is submitted to 
MASH (same working day 
asap) 

     

If the DSL 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. 

 

24.0 Overview 

24.1 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 

24.2 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.  

24.3 At Benhurst Primary School 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. 

24.4 This policy and procedures should be read in conjunction with  

- London Safeguarding Children Procedures 7th edition (2022) 

- Working Together to Safeguard Children 2018 (with Dec 2020 update) 

- DfE Keeping children safe in education 2022 

- DfE Teaching Online Safety 2019 

- School online safety policy 

- Schools Code of Conduct 

- Staff Acceptable Use Agreement 

24.5 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 

record 
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- 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), 2022 states that  

‘Governing bodies and proprietors should ensure they facilitate a whole school or 
college approach to safeguarding. This means involving everyone in the school or 
college, and ensuring that safeguarding, and child 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.’ 

It also emphasises that the voice of the child must be heard  

‘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.’ 

24.6 This policy and the following procedures apply to all paid staff, supply staff, volunteers and 
governors working with or in Benhurst Primary School. 

25.0 Legal framework 

25.1 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, 2022 through 
ensuring procedures are in place in schools and settings to hear the voice of the child. 

25.2 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. 

25.3 Legislation related to safeguarding in schools 

- Keeping Children Safe in Education (September 2022) 

25.4 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  
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- The Children and Families Act 2014  

- The Education (Independent School Standards) Regulations 2014  

26.0 Significant harm 

26.1 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. 

26.2 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 

26.3 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. 

26.4 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. 

26.5 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. 

27.0 Context 
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27.1 The content of this policy is applicable to all paid staff, supply staff, volunteers and 
Governors. 

27.2 All adults in school have a full and active part to play in protecting our children from harm. 

27.3 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.  

27.4 The aims of this policy are: 

- 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. 

27.5 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. 

27.6 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. 

28.0 In school safeguarding and child protection procedures 
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28.1 Our school procedures for safeguarding children will be in line with the London Borough of 
Havering and Havering Safeguarding Children Partnership procedures; Edition 7 of the 
London Child Protection Procedures provides comprehensive guidance. We will ensure that: 

- We have a Designated Safeguarding Lead (DSL) who has responsibility for Child 
Protection and who undertakes regular training for this role.  

- We have at three Designated Safeguarding deputies who will act in the DSLs absence.  

(Throughout this policy DSL 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: 
- Alice Larkman DSL 
- Kate Garratty – Deputy Safeguarding Lead 
- Jan Fisher – Safeguarding Team Member 

Hannah Thorpe – Safeguarding Team Member 
The Designated Safeguarding Lead is Headteacher of Behurst Primary School. 

- Those named above have received appropriate training. The DSL 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 Abiola Fakayode 

28.2 All staff will have access to and understand the process for logging a concern about a child. 

The school operates the My Concern Safeguarding Tool. 

28.3 In the event that there are concerns about a child, the DSL will access the London Borough 
of Havering MASH indicators of need and the London Child Protection Procedures 7th edition 
to inform their decision-making process with regard to the presenting safeguarding 
concerns. 

28.4 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. 



 

Revised July 2022 – updated to meet KCSIE 2022 requirements  10 

 

28.4.1 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.  

28.4.2 Induction for all new members of staff, governors, supply staff and volunteers will 
include: 

- safeguarding and child protection policy, which includes child on child abuse 

- staff code of conduct and staff acceptable use policy 

- behaviour policy, which includes measures to prevent bullying, including 
cyber bullying, prejudice based and discriminatory bullying. 

- procedures for managing children who are missing education. 

28.4.3 All governors and trustees receive appropriate safeguarding and child protection 
(including online) training at induction equipping them with the knowledge to 
provide strategic challenge to test and assure themselves that the safeguarding 
policies and procedures in place are effective and support the delivery of a robust 
whole school approach to safeguarding. The training is regularly updated. 

28.4.4 All members of staff will read Keeping Children Safe in Education 2022 part 1 and 
annex B. Senior Leadership will support all staff in understanding this key 
document and implementing it in their practice. 

28.4.5 All members of staff will be expected to know how to access edition 7 of the 
London Child Protection Procedures at http://www.londoncp.co.uk/.  

28.4.6 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 

http://www.londoncp.co.uk/
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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 DSL. 

28.5 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). 

28.6 After a child has disclosed abuse, the DSL should take immediate action to contact MASH 
(MASH includes Children’s Social Care and Police). 

28.6.1 All staff must report all information immediately, on the same working day, to the 
DSL. 

28.6.2 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. 

28.6.3 All parents/carers will be made aware of the possibilities of staff members’ 
actions with regard to child protection procedures. 

28.6.4 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://benhurst.havering.sch.uk  

28.7 Human Rights Act 1998 

Under the HRA, it is unlawful for schools and colleges to act in a way that is incompatible 
with the Convention. The specific convention rights applying to schools and colleges are:  

 Article 3: the right to freedom from inhuman and degrading treatment (an absolute 
right) 
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 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, 25 

 Protocol 1, Article 2: protects the right to education. 

28.8 Equality Act 2010 

The school has obligations under the Equality Act 2010. We must not unlawfully 
discriminate against pupils because of their sex, race, disability, religion or belief, gender 
reassignment, pregnancy and maternity, or sexual orientation (protected characteristics). 
The School and the Governing body will carefully consider how we are supporting our pupils 
with regard to the protected characteristics. We have a duty to make reasonable 
adjustments for disabled children and young people, including those with long term 
conditions.  

28.9 Public Sector Equality Duty 

The Public Sector Equality Duty (PSED) is found in the Equality Act. Compliance is a legal 
requirement for state-funded schools. We have a duty to eliminate unlawful discrimination, 
harassment and victimisation, to advance equality of opportunity and foster good relations 
between those who share a relevant protected characteristic and those who do not. Good 
record-keeping and monitoring of all forms of abuse and harassment is essential.  

Some pupils may be more at risk of harm from specific issues such as sexual violence, 
homophobic, biphobic or transphobic bullying or racial discrimination. We are conscious of 
disproportionate vulnerabilities and integrate this into our safeguarding policies and 
procedures.  

28.10 Police involvement in concerns raised by a school 

Havering schools understand their key role is to safeguard children and young people and 
that a proportionate response to addressing issues and concerns is essential. It is important 
to have good curiosity by staff and an alertness to potential indicators of risk. It is important 
that the school maintains a focus on the safeguarding needs of the child, even when there 
are behaviour issues, or police involvement. 

Where police involvement is considered following concerns about a child: 

 We will be clear, when contacting the police directly rather than via MASH, what our 
reason is and what the desired outcome might be – we will identify the potential 
safeguarding factors underlying the reason for the referral and what role might the 
police take in safeguarding the child. 

 If we contact the police about a named child’s activities, we will also submit a MARF. 

 The school will seek clarity about the actions Police intended to take. All practitioners 
need to be mindful of their duties to uphold the best interests of children. 

 If we are unsure whether or not to contact the police about an individual child, we will 
frame our question to police in a hypothetical form without mentioning any names in 
the first instance.  
The police may give hypothetical advice for anonymous cases but as soon as the name of 



 

Revised July 2022 – updated to meet KCSIE 2022 requirements  13 

 

an individual is mentioned, police are duty bound to record the information and conduct 
an investigation. 

 An Appropriate Adult - usually a parent, carer, close relative or social worker - should be 
present when any child is suspected of a criminal offence. It is their role to ensure the 
child is treated in a fair and just manner, not just as a chaperone but as 'an active 
participant’. In order to be effective, they need to be assertive and speak up. Very 
occasionally, a member of school staff may need to fulfil this role if no one else is 
available. 

 If police come into the school with regard to a child that is suspected of a criminal 
offence, the law around the use of an Appropriate Adult will be explained to the child 
and to school staff who may not be aware. 

 The decision to have an appropriate adult will not rest on the child who may chose not 
to have an appropriate adult because they may not understand the situation or may be 
frightened, embarrassed or otherwise seeking privacy. The child will always have an 
Appropriate Adult. 

 The child will be supported before, during and after a police visit where the child is 
interviewed.  

 We are aware of racial profiling where the adult’s view of the child is, albeit not 
consciously, based on their ethnicity or background. This includes 'adultification bias’, 
where children from Black, Asian and other minority ethnic communities are perceived 
as being more ‘streetwise’, more ‘grown up’, less innocent and less vulnerable than 
other children. This particularly affects Black children, who might be viewed primarily as 
a threat rather than as a child who needs support. 

 School record keeping will include all contact with safeguarding partners, 
parents/carers. It will also include discussions and outcomes of all actions; this will 
include the voice of the child.  

28.11 We will review our Safeguarding and Child Protection Procedures at least annually and 
complete the Trust Safeguarding Audit with the Safeguarding Governor. A copy of the audit 
will be retained by the school and annomonysed data will be submitted and shared with the 
LGC.  

29.0 Additional safeguarding responsibilities 

29.1 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. 

29.2 Reporting concerns about children (face to face or via phone, video or similar) 
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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. 

29.3 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”. 

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. 

29.4 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. 

Links to school policies: 

 Behaviour policy 

 ICT Policy including ICT online safety policy 

30.0 Types of abuse, neglect and other safeguarding concerns 

All staff should be aware of indicators of abuse and neglect, understanding that children can be at 
risk of harm inside and outside of the school, inside and outside of home and online (an ever-
evolving area of risk). Exercising professional curiosity and knowing what to look for is vital for the 
early identification of abuse and neglect so that staff are able to identify cases of children who 
may be in need of help or protection. 

These definitions are from ‘Working Together’ (2018) and ‘Keeping Children Safe in Education’ 
(2022): 

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. Harm can include ill treatment that is not physical as well as the 
impact of witnessing ill treatment of others. This can be particularly relevant, for example, in 
relation to the impact on children of all forms of domestic abuse. 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/misandrist 
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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. 

30.1 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.  

30.2 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.  

30.3 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, 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  

30.4 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 caregivers); or ensure access to appropriate medical care 
or treatment. It may also include neglect of, or unresponsiveness to, a child’s basic 
emotional needs.  

30.5 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 
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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 abuse (including harassment and exploitation), 
domestic abuse in their own intimate relationships (teenage relationship abuse), criminal 
exploitation, serious youth violence, county lines, and radicalisation. 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 other children online, this can take 
the form of abusive, harassing, and misogynistic/misandrist 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. 

30.5.1 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 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 
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 children who regularly miss school or education or do not take part in 
education 

30.5.2 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 

30.5.3 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 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 DSL if they have concerns about a child. 
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30.6 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 DSL if they have concerns about a child. 

30.7 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 DSL 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 DSL 

30.8 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  

- 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  
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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.  

30.9 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 DSL if they have concerns about a child. 

30.10 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 
DSL.  

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 DSL. 

The DSL 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. 

30.11 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  

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 
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carers in ensuring that all pupils are fully aware of the risks, dangers and possible 
repercussions of sharing nude images and videos. 

30.12 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. 

30.13 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. 

30.14 Children and the court system: All staff should be aware that any child involved in legal 
proceedings should be made known to the DSL. 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.  

30.15 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 DSL if they know a child has 
a family member in prison. 

30.16 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. 

The likelihood of involvement in serious violence may be increased by factors 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. 

30.17 Domestic abuse can encompass a wide range of behaviours and may be a single incident or 
a pattern of incidents. That abuse can be, but is not limited to, psychological, physical, 
sexual, financial or emotional. Children can be victims of domestic abuse. They may see, 
hear, or experience the effects of abuse at home and/or suffer domestic abuse in their own 
intimate relationships (teenage relationship abuse). All of which can have a detrimental 
and long-term impact on their health, well-being, development, and ability to learn. The 
Domestic Abuse Act 2021 recognises the impact of domestic abuse on children. 
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Domestic abuse is any incident or pattern of incidents of controlling, coercive, threatening 
behaviour, violence or abuse between those aged 16 or over who are, or have been, 
intimate partners or family members regardless of gender or sexuality.  The abuse can 
encompass, but is not limited to: psychological; physical; sexual; financial; and emotional.  

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 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 DSL if they have concerns about a child. 

30.17.1 Operation Encompass 

At Benhurst 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 Benhurst Primary School details our key Operation Encompass link is Alice Larkman. 

30.18 Homelessness: Being homeless or being at risk of becoming homeless presents a real risk 
to a child’s welfare. The DSL has contact details and referral routes in to 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 
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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 DSL will ensure appropriate referrals are made 
based on the child’s circumstances.  

Staff must inform the DSL if they have concerns about a child. 

30.19 Online Safety: The detail of online harm and abuse is in the school’s ICT/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/misandry, self-harm, suicide, anti-
Semitism, radicalisation and extremism. 

 Contact - being subjected to harmful online interaction with other users; for 
example: child to child 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 

https://apwg.org/
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 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 part of online gaming and the acceptance of 
misogynistic/misandrist, 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? 

31.0 Child on child 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 child on child abuse, it is never acceptable; staff have an important role in preventing it.  

There is a clear recognition that even when there are no reported cases of child on child 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. This includes challenging physical behaviour (potentially criminal in nature) such as grabbing 
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bottoms, breasts and genitalia, pulling down trousers, flicking bras and lifting up skirts. Dismissing 
or tolerating such behaviours risks normalising them. 

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 (sometimes known as ‘teenage relationship abuse’) 

 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, 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 child on child abuse, and is clear that abuse is abuse 
and should never be tolerated or passed off as “banter” or “part of growing up”. Failure to do so 
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. 

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  
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Stopping harm and ensuring immediate safety is the first priority of any education setting. School 
staff, alongside their DSL and team, will make their own judgements about each specific case and 
should use this policy guidance to help.  

31.1 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 harm; sexting and initiation/hazing 
type violence and rituals. (KCSIE 2022) 

 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. 

31.2 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. 

31.2.1 Physical abuse 

http://trixresources.proceduresonline.com/nat_key/keywords/sexual_abuse.html
http://trixresources.proceduresonline.com/nat_key/keywords/significant_harm.html


 

Revised July 2022 – updated to meet KCSIE 2022 requirements  26 

 

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. 

31.2.2 Sexual violence and sexual harassment 

This must always be referred immediately to the DSL 

The DSL will follow the DfE Guidance: Sexual violence and sexual harassment 
between children in schools and colleges 2021/Part Five of Keeping Children Safe 
in Education 2022: Child-on-child sexual violence and sexual harassment, 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. 

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. 

31.2.2.1 Sexual violence 

Sexual offences under the Sexual Offences Act 2003  

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: they 
intentionally penetrate the vagina or anus of another person (B) with a 
part of their 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: 
they intentionally touch another person (B), the touching is sexual, B 
does not consent to the touching and A does not reasonably believe that 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/719902/Sexual_violence_and_sexual_harassment_between_children_in_schools_and_colleges.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/719902/Sexual_violence_and_sexual_harassment_between_children_in_schools_and_colleges.pdf
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B consents. (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: they intentionally cause 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.  

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 they agree by choice to that 
penetration and has the freedom and capacity to make that choice. 

 a child under the age of 13 can never consent to any sexual activity 

 the age of consent is 16 

 sexual intercourse without consent is rape 

31.2.2.2 Sexual harassment 

‘Unwanted conduct of a sexual nature’ that can occur online and offline 
and both inside and outside of school. It 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. It 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.  

 displaying pictures, photos or drawings of a sexual nature  

 upskirting (this is a criminal offence) 

 online sexual harassment. This may be standalone, or part of a 
wider pattern of sexual harassment and/or sexual violence. It may 
include:  

o consensual and non-consensual sharing of nude and semi-nude 
images and/or videos.  

o sharing of unwanted explicit content  

o sexualised online bullying  
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o unwanted sexual comments and messages, including, on social 
media  

o sexual exploitation; coercion and threats 

o coercing others into sharing images of themselves or 
performing acts they’re not comfortable with online.  

o Sexual harassment creates a culture that, if not challenged, can 
normalise inappropriate behaviours and provide an 
environment that may lead to sexual violence.  

31.2.2.3 Harmful sexual behaviour  

Children’s sexual behaviour exists on a wide continuum, ranging 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. 
We use the term “harmful sexual behaviour” (HSB). HSB can occur 
online and/or face-to-face and can also occur simultaneously between 
the two.  

The 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.  

HSB can, in some cases, progress on a continuum. 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.  

31.2.2.4 Preventing abuse 

Our school knows what local processes are in place and what support 
can be accessed when sexual violence or sexual harassment has 
occurred, staff know that they can take any concerns to the DSL. The DSL 
knows what local specialist support is available to support all children 
involved (including victims and alleged perpetrators) in sexual violence 
and sexual harassment and is confident in accessing this support.  

31.2.3 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 
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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. 

31.2.4 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 

 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 

31.2.5 Sharing nude or indecent imagery (see 8.11, 8.12 and 10.8) 

31.2.6 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. 

31.2.7 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 
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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. 

31.2.8 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. 

31.3 Expected staff action 

Staff should consider the seriousness of the case and make a quick decision whether to 
inform the DSL immediately before taking any further in-school actions.  

31.4 Recognising child on child 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. Is the alleged perpetrator significantly older, 
more mature, more confident or has well known social standing? 

 All alleged physical and verbal aspects of the behaviour and incident 

 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, 
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judgmental, dismissive or irresponsible in dealing with such sensitive matters. 

31.4.1 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 

31.4.2 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. 

31.4.3 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 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.  

31.4.4 Consider the Intent 

Has this been a deliberate or contrived situation for a young person to be able to 
harm another? 

31.4.5 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 DSL 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. 

31.4.6 Informing parents/carers 



 

Revised July 2022 – updated to meet KCSIE 2022 requirements  32 

 

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).  

31.5 Considering confidentiality and anonymity 

31.5.1 Confidentiality 

Staff taking a report should never promise confidentiality as it is very likely that it 
will be in the best interest of the victim to seek advice and guidance from others 
in order to provide support and engage appropriate agencies to support the 
children involved and/or be involved in any investigation.  

The victim may ask the school not to tell anyone about the sexual violence or 
sexual harassment. If the victim does not give consent to share information, the 
DSL may still lawfully share it, if there is another legal basis under the UK GDPR 
that applies. The DSL will consider:  

 parents or carers should normally be informed (unless this would put the 
victim at greater risk)  

 if a child is at risk of harm, is in immediate danger, or has been harmed, a 
referral will be made to children’s social care  

 rape, assault by penetration and sexual assaults are crimes and where a 
report of a crime is made, this will 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.  

Ultimately, the DSL will balance the victim’s wishes against their duty to protect 
the victim and other children.  

If the DSL makes a referral to children’s social care and/or a report to the police 
against the victim’s wishes, this will be handled extremely carefully, the reasons 
will be explained to the victim and appropriate specialist support will be sought 
and offered.  

31.5.2 Anonymity  

Where an allegation of sexual violence or sexual harassment is progressing 
through the criminal justice system, the school will be aware of anonymity, 
witness support, and will offer appropriate support. The school will do all they 
reasonably can to protect the anonymity of any children involved in any report of 
sexual violence or sexual harassment. The school will also consider the potential 

https://www.nspcc.org.uk/preventing-abuse/child-protection-system/legal-definition-child-rights-law/gillick-competency-fraser-guidelines/
https://www.nspcc.org.uk/preventing-abuse/child-protection-system/legal-definition-child-rights-law/gillick-competency-fraser-guidelines/
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impact of social media in facilitating the spreading of rumours and exposing 
pupils’ identities.  

31.6 Points to consider 

31.6.1 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. 

31.6.2 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? 

31.6.3 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? 

31.6.4 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 
deliberate and contrived? Does the young person have understanding of the 
impact of their behaviour on the other person? 

31.6.5 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? 

31.7 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 the DfE Guidance: Sexual violence and sexual harassment between 
children in schools and colleges 2021/Part Five of Keeping Children Safe in Education 2022: 
Child-on-child sexual violence and sexual harassment . 

31.7.1 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. It is 
important to explain that the law is in place to protect children and young people 
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rather than criminalise them, and this should be explained in such a way that 
avoids alarming or distressing them. 

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, 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 

31.7.2 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 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). Disciplinary action can be 
taken whilst other investigations by the police and/or children’s social care are 
ongoing. The designated 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. (KCSIE para 543 and following). 

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).  
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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. 

31.7.3 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. 

31.7.4 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.  

31.8 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 DSL 
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. 

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). 

31.9 Preventative Strategies 

Child on child 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 
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child on child 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. 

32.0 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 

- communication barriers and difficulties in overcoming these barriers 

Children who are lesbian, gay, bi or trans (LGBT) can be targeted by other children. In some cases, 
a child who is perceived by other children to be LGBT (whether they are or not) can be just as 
vulnerable as children who identify as LGBT. Risks can be compounded where children who are 
LGBT lack a trusted adult with whom they can be open. It is therefore vital that staff endeavour to 
reduce the additional barriers faced, and provide a safe space for them to speak out or share their 
concerns with members of staff. 

32.1 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 
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- Disclosure of punishment which appears excessive 
- Withdrawal from physical contact/aggressive behaviour 
- 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 

32.2 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 

32.3 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 

32.4 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 
- Low self-esteem 
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- Neurotic behaviour 
- Poor social relationships 
- Deterioration in school performance 
- Running away 
- Compulsive stealing or scavenging 

32.5 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. 

32.6 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 

32.7 Prevent, Radicalisation and Extremism:  

32.7.1 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. 

32.7.2 Radicalisation refers to the process by which a person comes to support 
terrorism and extremist ideologies associated with terrorist groups. 

32.7.3 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 
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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 

32.8 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  

- Whether the imagery has been shared widely and via what services and/or platforms. 
This may be unknown.  
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- 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. 

32.9 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 
stepparents; it does not include great-aunts or uncles, great grandparents or cousins. 

32.9.1 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. 

32.9.2 Whilst most privately fostered children are appropriately supported and looked 
after, they are a potentially vulnerable group who should be monitored by the 
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local authority, particularly when the child 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. 

32.9.3 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 DSL when they become aware of private fostering 
arrangements. The DSL 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. 

32.10 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 

33.0 What to do if you suspect that abuse may have occurred 

33.1 You must report the concerns immediately, on the same working day, to the DSL or their 
deputies. You may report verbally, but this must be followed up by a written account, on the 
same working day. 

34.0 The role of the DSL and team members is to: 

34.1 Obtain information from staff, supply staff, volunteers, children or parents and carers who 
have child protection concerns and to record this information. 

34.2 DSL and team members will be supported by nurture and pastoral staff, such as ELSA, 
Thrive, counsellor etc. 

34.3 Assess the information quickly and carefully and ask for further information as appropriate. 

34.4 They should also consult with Havering services in the first instance (e.g., MASH including 
Early Help, LADO) 

34.5 The DSL 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. 

34.6 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. 

34.7 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. 

34.8 Following referral, the MASH team should consider the next course of action, record their 
decision in writing and notify the DSL that they have made a decision. 
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34.9 Liaise with the senior mental health lead, and where available, the mental health support 
team, where safeguarding concerns are linked to mental health. 

34.10 Concerns will not be discussed with anyone other than those nominated above. 

34.11 It is the right of any individual to make direct referrals to the child protection agencies. If for 
any reason you believe that the DSL has not responded appropriately to your concerns, it is 
then your responsibility to contact the MASH and the LADO immediately. 

34.12 Responsibilities  

The DSL and team are responsible for: 

34.12.1 Adhering to the Havering LSP (Local Safeguarding Partnership), London 
Borough of Havering and Behurst Primary School procedures with regard to 
referring a child if there are concerns about possible abuse. 

34.12.2 Keeping full written chronological records of in-school concerns about a child 
even if there is no need to make an immediate referral. 

34.12.3 Ensuring that all such records are kept confidentially and securely and are 
separate from pupil records. 

34.12.4 Ensuring that an indication of further record-keeping is marked on the pupil 
records. 

34.12.5 Checking the attendance of children subject to a Child Protection Plan on a 
daily basis. 

34.12.6 Ensuring that any child currently who is subject to a Child Protection Plan who 
is absent without explanation is referred to MASH (Social Care). 

34.12.7 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.  

34.12.8 Ensuring that where any child currently who is subject to a Child Protection 
Plan leaves, their information is transferred securely to the new school 
immediately (within 5 days of the child starting the new school) and that the 
child’s social worker is informed. A digital copy of the child’s information will 
be securely retained / archived by Benhurst Primary School.  

34.12.9 The Governing body should ensure the DSL has the appropriate status and 
authority to carry out the duties of the post. The role carries a significant level 
of responsibility and the postholder should be given the additional time, 
funding, training, resources, and support needed to carry out the role 
effectively. 

35.0 Supporting children 

35.1 All staff should be aware that children may not feel ready or know how to tell someone that 
they are being abused, exploited, or neglected, and/or they may not recognise their 
experiences as harmful. For example, children may feel embarrassed, humiliated, or feel 
threatened. This could be due to their vulnerability, disability and/or sexual orientation or 
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language barriers. This should not prevent staff from having a professional curiosity and 
speaking to the DSL if they have concerns about a child. 

35.2 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. 

35.3 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. 

35.4 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.  

35.5 Benhurst 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 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. 

36.0 Supporting staff 

We recognise that staff working in Benhurst 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 DSL and to 
seek further support as appropriate. 

37.0 Safer Recruitment and allegations 

At Benhurst 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 2022 

- Local Safeguarding Partnership procedures 
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- London Child Protection Procedures 7th edition. 

37.1 Allegations against staff 

37.1.1 At Benhurst 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.  

37.1.2 We understand that a child or 3rd party may make an allegation against a member 
of staff. 

37.1.3 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. 

37.1.4 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 

- behaved towards a child or children in a way that indicates that they are 
unsuitable to work with children 

37.1.5 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. 

37.1.6 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. 

37.1.7 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. 

37.1.8 The school will not internally investigate until instructed by the LADO. 

37.1.9 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. 

37.2 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. 

38.0 Safeguarding and the school culture 

38.1 Reasonable force 
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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. 

38.2 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. 

38.3 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. 

School policies:  

Behaviour Policy. 

Behaviour Principals (Including Anti Bullying Policy) 

On-Line Policy 

38.4 Health & Safety 

Covid-19 Risk Assessment is in place, available to all staff and updated when needed. 

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. 

38.5 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. 

38.6 Other relevant school policies and guidance 

- Whistleblowing and Managing Allegations Policy 

- Restraint Policy 
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- Behaviour Policy 

- Behaviour Principals (Anti-Bullying Policy)  

- Health & Safety Policy 

- ICT Policy including Online Safety Policy 

- Equality & Diversity Policy 

38.7 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 DSL 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 DSL through staff 
meetings, training days, written updates and briefings. 

All Staff will be required to sign annually that they have read Part One of ‘Keeping Children 
Safe in Education’ (2022). 

39.0 Managing Child Protection Cases 

39.1 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). 

39.2 Management of children subject to Child Protection investigation or subject 
to a Child Protection Plan 

The DSL will contribute to the child protection investigation and attend or contribute to the 
Strategy meetings. 

The DSL 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 DSL is responsible for ensuring that 
the school participates appropriately in the Child Protection Plan and attends all Core 
Group Meetings and Child Protection Conferences. 
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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 DSL will 
inform the Social Worker. 

40.0 Record keeping 

40.1 DfE guidance says that the DSL 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. 

40.2 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. 

40.3 If a child transfers to another school or other educational establishment, the 
DSL must forward securely, within 5 days of the child starting the new school, 
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.’ 

40.4 The DSL 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. 

40.5 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) 
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40.6 The referrer should confirm verbal and telephone referrals in writing within 48 
hours, using the inter-agency referral form. 

40.7 Benhurst 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. 

41.0 Confidentiality and information sharing 

41.1 We recognise that all matters relating to child protection are confidential. 

41.2 The Headteacher or DSL will disclose personal information about a student to 
other members of staff on a need to know basis only. 

41.3 However, all staff must be aware that they have a professional responsibility 
to share information with other agencies in order to safeguard children. 

41.4 When considering sharing information the staff will: 

41.4.1 Remember that GDPR is not a barrier to sharing information, it provides the 
framework 

41.4.2 Be open & honest with the person from the outset about how information 
may be shared 

41.4.3 Seek advice, do not fail to share information because you are unsure what to 
do 

41.4.4 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 

41.4.5 Consider safety and well-being of the child and base information sharing 
decisions on this 

41.4.6 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 

41.4.7 Keep a record of your decision and reasons for it. Record what you have 
shared, with whom and the purpose. 

42.0 Supervisory arrangements for the management of children in Alternative Provision and in out 
of school hours’ activities. 

42.1 We will aim to protect children from abuse and team members from false allegations by 
adopting the following guidelines: 

42.2 All alternative provision, clubs and child minders must have appropriate Ofsted registration 
or London Borough of Havering AP quality Assurance. 

42.3 All alternative provision and clubs independent of the school must have their own 
child protection policy & procedure in line with the school's 

42.4 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. 
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42.5 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. 

42.6 Registers will include arrival and departure times. 

42.7 All alternative provision and clubs will keep a record of all sessions including 
monitoring and evaluation records. 

42.8 The team members will record any unusual events on an accident/incident form. 
All safeguarding concerns will be communicated immediately to the school DSL. 

42.9 Written consent from a parent or guardian will be obtained for every child attending the 
alternative provision / activities. 

42.10 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. 

42.11 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. 

42.12 All team members should treat all children with dignity and respect in both attitude, 
language and actions. 

43.0 Key contacts 

43.1 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  

43.2 LADO 

Lisa Kennedy  
lado@havering.gov.uk  
01708 431653 

43.3 HES Safeguarding team 

Carol Rockey carol.rockey@havering.gov.uk 01708 431651  
Michelle Wain michelle.wain@havering.gov.uk 01708 431650 

43.4 Online Safety 

Amanda Jackson – Amanda.jackson@havering.gov.uk 

43.5 Havering CAD team 

Social Care: CAD Duty - CADDuty@havering.gov.uk 
Education: SEN - Sen@havering.gov.uk 

43.6 Havering Virtual School 

vsht@havering.gov.uk 

mailto:tmash@havering.gov.uk
https://my.havering.gov.uk/Pages/OnlineForms/Multi-Agency-Referral-form.aspx#Information
https://my.havering.gov.uk/Pages/OnlineForms/Multi-Agency-Referral-form.aspx#Information
mailto:lado@havering.gov.uk
mailto:carol.rockey@havering.gov.uk
mailto:michelle.wain@havering.gov.uk
mailto:Amanda.jackson@havering.gov.uk
mailto:CADDuty@havering.gov.uk
mailto:Sen@havering.gov.uk
mailto:vsht@havering.gov.uk
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43.7 NSPCC whistleblowing helpline  

0800 028 0285 and help@nspcc.org.uk 
www.nspcc.org.uk/Helpline 

43.8 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  

43.9 LBH Prevent and Hate Crime Coordinator 

Emily Knight  
01708 433082  
emily.knight@havering.gov.uk  & prevent@havering.gov.uk   

43.10 LBH Child Exploitation & Missing lead 

Danielle Hemming  
danielle.hemming@havering.gov.uk    

CME Children Missing Education 
cme@havering.gov.uk 01708 431777 

43.11 UK Safer Internet Centre 

POSH Professionals Online Safety Helpline for schools  
0344 381 4772 
https://www.saferinternet.org.uk/professionals-online-safety-helpline  

43.12 NSPCC  

Online Safety Helpline for Professionals and Parents 
0808 8005002 
https://www.nspcc.org.uk/services-and-resources/nspcc-helpline/  

43.13 LBH & East London Gangs & Serious Youth Violence 

Louise Giles, Detective Sergeant 
East Area Gangs Unit  
0203 276 0523  
GangsUnit@met.pnn.police.uk  

43.14 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/ 

43.15 LBH Alternative Provision 

mailto:help@nspcc.org.uk
http://www.nspcc.org.uk/Helpline
mailto:Gavin.F.moore@met.pnn.police.uk
mailto:Jag.s.shina@met.pnn.police.uk
mailto:emily.knight@havering.gov.uk
mailto:prevent@havering.gov.uk
mailto:danielle.hemming@havering.gov.uk
mailto:cme@havering.gov.uk
https://www.saferinternet.org.uk/professionals-online-safety-helpline
https://www.nspcc.org.uk/services-and-resources/nspcc-helpline/
mailto:GangsUnit@met.pnn.police.uk
mailto:Bekir.Bekir@met.pnn.police.uk
https://www.operationencompass.org/
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Darren Purdie 
darren.purdie@havering.gov.uk  

43.16 Safeguarding governor- Abiola Fakayode 

43.17 DSL – Alice Larkman  

Deputy Safeguarding Lead: Kate Garratty 

Safeguarding Team Members: Jan Fisher, Hannah Thorpe 

44.0 Where to go for further information: 

44.1 DfE: Statutory guidance: Keeping children safe in education 2022 
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2  

44.2 DfE: Statutory guidance: Working together to safeguard children 2018 (with July 2022 
updates) 
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2   

44.3 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 

44.4 Havering Local Safeguarding Partnership 
https://safeguardinghavering.org.uk/childrenpartnership/  

44.5 Havering: MARF  
https://www.havering.gov.uk/downloads/download/306/multi-agency_referral_form_marf 

44.6 London Safeguarding Children Procedures: Missing protocol 
https://www.londonsafeguardingchildrenprocedures.co.uk/ch_miss_care_home_sch.html 

44.7 Havering: CSE toolkit – Contact Danielle Hemming,  LBH Child Exploitation & Missing Lead, 
for details: 
danielle.hemming@havering.gov.uk  

44.8 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  

44.9 DfE: Behaviour and discipline in schools, July 2022 
https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools  

44.10 DfE: Children Missing Education, September 2016 
https://www.gov.uk/government/publications/children-missing-education 

44.11 DfE: Cyberbullying: Advice for headteachers and school staff, November 2014 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_
data/file/374850/Cyberbullying_Advice_for_Headteachers_and_School_Staff_121114.pdf 

44.12 DfE Harmful online challenges and online hoaxes, February 2021  
https://www.gov.uk/government/publications/harmful-online-challenges-and-online-
hoaxes/harmful-online-challenges-and-online-hoaxes  

44.13 DfE: Mental health and behaviour in schools, November 2018 
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2  

44.14 DfE: Preventing and Tackling Bullying, July 2017  
https://www.gov.uk/government/publications/preventing-and-tackling-bullying  

mailto:darren.purdie@havering.gov.uk
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/uploads/system/uploads/attachment_data/file/719902/Sexual_violence_and_sexual_harassment_between_children_in_schools_and_colleges.pdf
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://safeguardinghavering.org.uk/childrenpartnership/
https://www.havering.gov.uk/downloads/download/306/multi-agency_referral_form_marf
mailto:danielle.hemming@havering.gov.uk
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/behaviour-and-discipline-in-schools
https://www.gov.uk/government/publications/children-missing-education
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/374850/Cyberbullying_Advice_for_Headteachers_and_School_Staff_121114.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/374850/Cyberbullying_Advice_for_Headteachers_and_School_Staff_121114.pdf
https://www.gov.uk/government/publications/harmful-online-challenges-and-online-hoaxes/harmful-online-challenges-and-online-hoaxes
https://www.gov.uk/government/publications/harmful-online-challenges-and-online-hoaxes/harmful-online-challenges-and-online-hoaxes
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/government/publications/preventing-and-tackling-bullying
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44.15 DfE: Protecting children from radicalisation: the prevent duty, August 2015 
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-
prevent-duty 

44.16 DfE: Relationship Education and Relationship and Sex Education, September 2021 
https://www.gov.uk/government/publications/relationships-education-relationships-and-
sex-education-rse-and-health-education 

44.17 DfE: Safeguarding and remote education, March 2021 
https://www.gov.uk/guidance/safeguarding-and-remote-education-during-coronavirus-
covid-19  

44.18 DfE: Safeguarding practitioners: information sharing advice, July 2018 
https://www.gov.uk/government/publications/safeguarding-practitioners-information-
sharing-advice 

44.19 DfE: Searching, screening and confiscation at school, July 2022 
https://www.gov.uk/government/publications/searching-screening-and-confiscation  

44.20 DfE: Statutory guidance School exclusion, April 2022 
https://www.gov.uk/government/publications/school-exclusion  

44.21 DfE: Teaching Online Safety in schools, June 2019 
https://www.gov.uk/government/publications/teaching-online-safety-in-schools  

44.22 DfE summary - Gov.UK: Safeguarding children, latest documents 
https://www.gov.uk/topic/schools-colleges-childrens-services/safeguarding-children/latest  

44.23 Home Office: Criminal exploitation of children and vulnerable adults: county lines, February 
2020 
https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-
vulnerable-adults-county-lines 

44.24 Home Office: Preventing youth violence and gang involvement 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_
data/file/418131/Preventing_youth_violence_and_gang_involvement_v3_March2015.pdf  

44.25 Ofsted: Inspecting safeguarding in early years, education and skills settings, August 2021 
https://www.gov.uk/government/publications/inspecting-safeguarding-in-early-years-
education-and-skills/inspecting-safeguarding-in-early-years-education-and-skills  

44.26 Ofsted: Positive environments where children can flourish, October 2021 
https://www.gov.uk/government/publications/positive-environments-where-children-can-
flourish  

44.27 Ofsted: Safeguarding concerns, a guide for inspectors, September 2021 
https://www.gov.uk/government/publications/ofsted-safeguarding-policy/safeguarding-
concerns-guidance-for-inspectors  

44.28 UKCIS: Education for a connected world 2020 
https://www.gov.uk/government/publications/education-for-a-connected-world 

44.29 UKCIS external visitors guidance, July 2018 
https://www.gov.uk/government/publications/using-external-visitors-to-support-online-
safety-education-guidance-for-educational-settings  

https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
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/safeguarding-and-remote-education-during-coronavirus-covid-19
https://www.gov.uk/guidance/safeguarding-and-remote-education-during-coronavirus-covid-19
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/searching-screening-and-confiscation
https://www.gov.uk/government/publications/school-exclusion
https://www.gov.uk/government/publications/teaching-online-safety-in-schools
https://www.gov.uk/topic/schools-colleges-childrens-services/safeguarding-children/latest
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
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/418131/Preventing_youth_violence_and_gang_involvement_v3_March2015.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/418131/Preventing_youth_violence_and_gang_involvement_v3_March2015.pdf
https://www.gov.uk/government/publications/inspecting-safeguarding-in-early-years-education-and-skills/inspecting-safeguarding-in-early-years-education-and-skills
https://www.gov.uk/government/publications/inspecting-safeguarding-in-early-years-education-and-skills/inspecting-safeguarding-in-early-years-education-and-skills
https://www.gov.uk/government/publications/positive-environments-where-children-can-flourish
https://www.gov.uk/government/publications/positive-environments-where-children-can-flourish
https://www.gov.uk/government/publications/ofsted-safeguarding-policy/safeguarding-concerns-guidance-for-inspectors
https://www.gov.uk/government/publications/ofsted-safeguarding-policy/safeguarding-concerns-guidance-for-inspectors
https://www.gov.uk/government/publications/education-for-a-connected-world
https://www.gov.uk/government/publications/using-external-visitors-to-support-online-safety-education-guidance-for-educational-settings
https://www.gov.uk/government/publications/using-external-visitors-to-support-online-safety-education-guidance-for-educational-settings
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44.30 UKCIS: Online safety in schools and colleges: Questions from the Governing Board, June 
2020 
https://www.gov.uk/government/publications/online-safety-in-schools-and-colleges-
questions-from-the-governing-board 

44.31 UKCIS: Safeguarding children and protecting professionals in early years settings: online 
safety considerations, February 2019 
https://www.gov.uk/government/publications/safeguarding-children-and-protecting-
professionals-in-early-years-settings-online-safety-considerations  

44.32 UKCIS: Sharing nudes and semi nudes, December 2020 
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-
education-settings-working-with-children-and-young-people  

44.33 UKCIS: Tackling race and faith targeted bullying face to face and online, May 2017 
https://www.gov.uk/government/publications/tackling-race-and-faith-targeted-bullying-
face-to-face-and-online-a-guide-for-schools  

44.34 LGfL: online safety policies 
http://os.lgfl.net   

44.35 London Child Protection Procedures, edition 7, 2022 
http://www.londoncp.co.uk/   

44.36 NPCC: When to call the police 
https://www.npcc.police.uk/documents/Children%20and%20Young%20people/When%20to
%20call%20police%20guidance%20for%20schools%20and%20colleges.pdf 

44.37 NSPCC: Undertaking remote teaching and learning safely 
https://learning.nspcc.org.uk/news/2020/march/undertaking-remote-teaching-safely/ 

44.38 Brook: Sexual Behaviours Traffic Light Tool 
https://www.brook.org.uk/training/wider-professional-training/sexual-behaviours-traffic-
light-tool/ 

 

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/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
https://www.gov.uk/government/publications/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
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/tackling-race-and-faith-targeted-bullying-face-to-face-and-online-a-guide-for-schools
https://www.gov.uk/government/publications/tackling-race-and-faith-targeted-bullying-face-to-face-and-online-a-guide-for-schools
http://os.lgfl.net/
http://www.londoncp.co.uk/
https://www.npcc.police.uk/documents/Children%20and%20Young%20people/When%20to%20call%20police%20guidance%20for%20schools%20and%20colleges.pdf
https://www.npcc.police.uk/documents/Children%20and%20Young%20people/When%20to%20call%20police%20guidance%20for%20schools%20and%20colleges.pdf
https://learning.nspcc.org.uk/news/2020/march/undertaking-remote-teaching-safely/
https://www.brook.org.uk/training/wider-professional-training/sexual-behaviours-traffic-light-tool/
https://www.brook.org.uk/training/wider-professional-training/sexual-behaviours-traffic-light-tool/
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Policy Appraisal Policy 

Staff consulted on Pay Policy 6.7.22 

Policy adopted by Trust Board 30.6.22 

Reported to LGBs for implementation 20.7.22 

Implementation Date 20.7.22 

Review Date July 2023 

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: 

 
 

3 
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• 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 Governance Committees 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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 Capability (excluding ill-health) Procedure  

Policy  Capability (excluding ill-health) Procedure   

Policy adopted by Trust Board  30.6.22 

Reported to LGBs for implementation  20.7.22 

Implementation Date  20.7.22 

Review Date  July 2023 

Policy Source  Essex HR 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  
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.    
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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 LGC 

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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 Appendix A – Summary Capability Procedure   
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Policy Safeguarding & Child Protection 

Policy adopted by Trust Board 6.9.22 

Reported to LGBs for implementation 7.9.22 

Implementation Date 7.9.22 

Review Date Sept 2023 

Policy Source Own source 



LIFE Education Trust is committed to safeguarding and promoting the welfare of all students 

within our schools and the Trust expects all staff and volunteers to share our commitment. 

Our aim is to ensure all of our students feel safe and secure in the knowledge all LIFE 

Education Trust staff have their best interest at the heart of everything we do, so our 

students are able to thrive and reach their full potential. 

LIFE Education Trust recognises the crucial contribution that Trustees, Governors, staff, 

parents and students can make to safeguarding children and that every staff member 

recognises the importance of providing an environment where children know they are 

supported to enable children to feel safe, valued and respected so they will feel confident 

and reassured to be able to openly share their concerns with staff. 

Each school within LIFE Education Trust supports the Trust aims through safeguarding and 

child protection training. All staff within our schools know the process and procedures that 

they must follow in the event they have concerns about a student. All staff are aware of their 

Safeguarding Team, where to go should they require information, help and guidance as well 

as how to record (using the school’s reporting systems) in the event a child makes a 

disclosure or staff have any concerns. 

Schools within the Trust will always follow the locally agreed procedures for the 

management of safeguarding concerns. In most cases these external agencies will be within 

either the London Borough of Havering and Essex County Council. However, in some 

instances, these outside agencies could be an alternative Local Authority. This is because 

referrals are made to the authority of the child’s registered home address. 

LIFE Education Trust and the Board of Trustees ensure that the policies are effective and 

comply with the law at all times and supports each school by: 

 Ensuring all LIFE Education Trust Schools work in accordance with current 

legislation and guidance. 

 Adopting the Keeping Children Safe in Education Guidance September 2022 

 Undertaking a whole school register as a record staff have read the appropriate 

section of the new guidance 

 Ensuring each school will adhere to the Trust Safeguarding Policy and Procedures 

 Supporting the  DSL of Each school to complete  the LIFE Education Safeguarding 

Audit at last termly, which is validated by the school’s Safeguarding Governor 

 A dedicated LIFE Education Trust Board Trustee with the special responsibility for 

safeguarding who liaises with the Safeguarding Lead for LIFE Education Trust 

 Ensuring school staff  receive regular safeguarding training 

 Designated Safeguarding Leads and their team are fully trained to advanced/level 

three Safeguarding every 2 years 

 Ensuring there is a designated Prevent Lead and On Line Lead for each school, who 

receive regular training and updates in accordance with the 2022 guidance 

 All Designated Safeguarding Leads and their teams make a valuable contribution to 

inter-agency working, in line with current guidance. 

 Certifying that processes are in place to share and store information in accordance 

with statutory requirements 

 Facilitating Safeguarding Training for Local Governing Committee members 

 



The Trust Safeguarding Policy can be found via the LIFE Education Trust website, together 

with Safeguarding contact details for each school within the Trust. 
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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 curriculum is 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 

 
Four guiding principles shape practice in LIFE Education Trust early years settings.  
These are:  
• every child is a unique child, who is constantly learning and can be resilient, capable, 
confident and self-assured  
• children learn to be strong and independent through positive relationships  
• children learn and develop well in enabling environments with teaching and support from 
adults, who respond to their individual interests and needs and help them to build their 
learning over time. Children benefit from a strong partnership between practitioners and 
parents and/or carers.  
• importance of learning and development. Children develop and learn at different rates. 

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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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 
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 
focusing 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. Children are also involved in 
the decision making about their learning.   

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 a 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 

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.  
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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 shared 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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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. 
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2. Raising concerns/making a disclosure 

 
2.1. Initial concern 

 
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, Mr Julian Dutnall CEO, headteacher, the 

Chair of the Local Governance Committee or Mr Tony Morgan appointed Trustee. 

 
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- 
1077blowing-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- 
fundingagency 

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. 

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/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/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/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/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/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/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/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/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/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/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/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/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/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
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/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
mailto:help@nspcc.org.uk
https://ico.org.uk/
http://www.hse.gov.uk/
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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. 

 
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). 
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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 

 
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 

http://www.pcaw.org.uk/


7  

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 

 
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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Local Governance Committee Code of Conduct 
 
 
All Local Governance Committee (LGC) members agree to faithfully abide by this Code of 
Conduct. 
 
We agree to abide by the Seven Nolan Principles of Public Life: 
 
Selflessness 
We will act solely in terms of the public interest. 
 
Integrity 
We will avoid placing ourselves under any obligation to people or organisations that might try 
inappropriately to influence us in our work. We will not act or take decisions in order to gain 
financial or other material benefits for ourselves, our family, or our friends. We will declare and 
resolve any interests and relationships. 
 
Objectivity 
We will act and take decisions impartially, fairly and on merit, using the best evidence and 
without discrimination or bias. 
 
Accountability 
We are accountable to the public for our decisions and actions and will submit ourselves to the 
scrutiny necessary to ensure this. 
 
Openness 
We will act and take decisions in an open and transparent manner. Information will not be 
withheld from the public unless there are clear and lawful reasons for so doing. 
 
Honesty 
We will be truthful. 
 
Leadership 
We will exhibit these principles in our own behaviour. We will actively promote and robustly 
support the principles and be willing to challenge poor behaviour wherever it occurs. 
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Local governors will: 
 

I. Be consulted on key policies and strategy 
II. Continue to monitor the Quality of Education in the school 

III. Continue to monitor and present Healthchecks related to the Ofsted framework 
IV. Represent the view of stakeholders to the Trust through scrutinising the 

stakeholder surveys 
V. Scrutinise information on pupil progress and attainment 
VI. Monitor safeguarding at school level through the Healthcheck system 

VII. Monitor progress towards school development priorities 
VIII. Carry out some panel work (eg complaints and grievances) 

IX. Contribute to the recruitment ad appraisal of school leaders 

As individual governors, we agree to: 
 
Fulfil our role & responsibilities   
1. We accept that our role is strategic and so will focus on our core functions rather than 

involve ourselves in day-to-day management. 
2. We will fulfil our role and responsibilities as set out in our scheme of delegation 
3. We will support the vision, mission and ethos of the Trust  
4. We agree to adhere to school/trust policies and procedures as set out by the relevant 

governing documents and law. 
5. We will work collectively for the benefit of the school/s. 
6. We will be candid but constructive and respectful when holding senior leaders to account. 
7. We will consider how our decisions may affect the school/s and local community. 
8. We will stand by the decisions that we make as a collective. 
9. Where decisions and actions conflict with the Seven Principles of Public Life or may place 

pupils at risk, we will speak up and bring this to the attention of the Trust.  
10. We will only speak or act on behalf of the Local Governance Committee (LGC) if we have 

the authority to do so. 
11. We will act fairly and without prejudice.  
12. We will follow the established procedures with regards to any Complaints received. 
13. We will strive to uphold the school’s / Trust’s reputation in our private communications 

(including on social media). 
14. We will not discriminate against anyone and will work to advance equality of opportunity for 

all. 

Demonstrate our commitment to the role 
1. We will involve ourselves actively in the work of the LGC, and accept our fair share of 

responsibilities.  
2. We will make every effort to attend all meetings and where we cannot attend explain in 

advance why we are unable to. 
3. We will arrive at meetings prepared, having read all papers in advance, ready to make a 

positive contribution and observe protocol. 
4. We will get to know the school/s well and respond to opportunities to involve ourselves in 

school activities. 
5. We will visit the school/s in line with the Governor Visit Policy and observe school protocol.  
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6. When visiting the school in a personal capacity (for example, as a parent or carer), we will 
continue to honour the commitments made in this code. 

7. We will participate in induction training and take responsibility for developing our individual 
and collective skills and knowledge on an ongoing basis. 

Build and maintain relationships  
1. We will develop effective working relationships with school leaders and other relevant 

stakeholders from our local community/communities. 
2. We will express views openly, courteously and respectfully in all our communications with 

LGC members and senior leaders both inside and outside of meetings. 
3. We will work to create an inclusive environment where each LGC member’s contributions 

are valued equally. 
4. We will support the chair in their role of leading the LGC and ensuring appropriate conduct. 

Respect confidentiality  
1. We will observe complete confidentiality both inside and outside of school when matters are 

deemed confidential or where they concern individuals in relation to the school. 
2. We will not reveal the details of any LGC vote. 
3. We will ensure all confidential papers are held and disposed of appropriately.  
4. We will maintain confidentiality even after we leave office 
5. We will not share any information about the Trust personnel, processes, finances or any 

other aspect of the Trust’s work without the express consent of the Trust Board 

Declare conflicts of interest and be transparent 
1. We will declare any business, personal or other interest that we have in connection with the 

LGCs business, and these will be recorded in the Register of Interests  
2. We will also declare any conflict of loyalty at the start of any meeting should the need arise. 
3. If a conflicted matter arises in a meeting, we will offer to leave the meeting for the duration 

of the discussion and any subsequent vote.  
4. We accept that the Register of Interests will be published on the school/Trust’s website. 
5. We will act in the best interests of the school/Trust as a whole and not as a representative 

of any group. 
6. We accept that in the interests of open governance, our full names, date of appointment, 

terms of office, roles on the governance committee, attendance records, relevant business 
and pecuniary interests and the body responsible for appointing us will be published on the 
school/Trust website.  

7. We accept that information relating to LGC members will be collected and recorded on the 
DfE’s national database (Get Information About Schools), some of which will be publicly 
available.  

We understand that potential or perceived breaches of this code will be taken seriously and that 
a breach could lead to formal sanctions. 
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If a governor or any other individual believes this code has been breached, the issue will be 
raised with the Chair of Governors who will investigate; the Local Governance Committee 
should seek to resolve any difficulties or disputes informally in the first instance;  

Should it be the Chair of Governors that is believed to have breached this code, the Chair of 
Trustees will investigate; 
 
We understand that any allegation of a material breach of this code of practice by any governor 
shall be raised at a meeting of the Local Governance Committee, and, if agreed to be 
substantiated by a majority of governors, shall be minuted and can lead to consideration of 
suspension or in some circumstances removal from the Local Governance Committee.  
 
In taking the decision to suspend we will follow a process as set out in Annex A.  
 
Annex A 
 
Process for governor suspension 
 
Subject to the following paragraphs the Board of Trustees of LIFE Education Trust may suspend 
a governor for all or any meetings of the Local Governance Committee, for a fixed period of up to 
6 months on one or more of the following grounds—  

 
(a) that the governor has failed to attend more than three meetings without forwarding an 

apology or reason to the Clerk or Chair of the LGC;  
(b)  that the governor, being a person paid to work at the school, is the subject of disciplinary 

proceedings in relation to his/her employment; 
(c)   that the governor is the subject of proceedings in any court or tribunal, the outcome of 

which may be that he is disqualified from continuing to hold office as a governor ; 
(d)  that the governor is in breach of any of the provisions of this code of practice which the 

Local Governance Committee believes has, or could, bring the office of school governor 
into disrepute; 

(e)  that the governor has acted in a way that is inconsistent with the ethos or with the 
religious character of the school and has brought or is likely to bring the school or the 
Local Governance Committee or his office into disrepute; or 

(f)  that the governor is in breach of his duty of confidentiality to the school or to any 
member of staff or to any student at the school. 

 
A resolution to suspend a governor from office shall not have effect unless the matter is specified 
as an item of business on a Board of Trustee’s agenda for the meeting of which notice has been 
given in accordance with the articles of association. 
 
Before a vote is taken on a resolution to suspend a governor, the Trustee proposing the resolution 
shall at the meeting state their reasons for doing so. The governor who is the subject of the 
resolution shall then be given the opportunity to make a statement in response before withdrawing 
from the meeting.  
 



5 

Adapted from National Governance Association 2021 

Nothing in this regulation shall be read as affecting the right of a governor who has been 
suspended to receive notices of, and agendas and reports or other papers, for meetings of the 
Local Governance Committee during the period of their suspension.  
 
 
 
Accepted by: [Name of governor] on [date] 
 
 
Signed:  ………………………………………………      
The LGC note that this code of conduct will be reviewed annually, upon significant changes to 
the law and policy or as needed and it will be endorsed by the LGC    
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