
 

 

Safeguarding & Child Protection Policy 

Safeguarding Children and Safer Recruitment in Education 

 

Introduction 

This policy applies to all adults, including volunteers, working in or on behalf of The King’s House School, 

Windsor. 

 

As a School we strive to provide a safe and caring environment for children and young people under 18 years 

of age (CYP). We recognise that children and young people can be the victims of physical, sexual and 

emotional abuse, and neglect.  

 

We are committed to maintaining the highest Biblical standards of how to treat people and accept the UN 

Universal Declaration of Human Rights and the International Covenant of Human Rights, which states that 

everyone is entitled to ‘all the rights and freedoms set forth therein, without distinction of any kind, such 

as race, colour, sex, language, religion, political or other opinion, national or social origin, property, birth 

or other status’. 

 

We also concur with the Convention on the Rights of the Child, which states that children should be able to 

develop their full potential, free from hunger and want, neglect and abuse. They have a right to be 

protected from ‘all forms of physical or mental violence, injury or abuse, neglect or negligent treatment or 

exploitation, including sexual abuse, while in the care of parent(s), legal guardian(s), or any other person 

who has care of the child’.  

 

As a School we have, therefore, adopted the procedures set out in this Safeguarding Policy (‘the Policy’) in 

accordance with the statutory guidance, Keeping Children Safe in Education (September 2016) and the 

legislation referred to therein, the Prevent Duty (June 2015), the Working Together to Safeguard Children 

(March 2015) guidance, and the non-statutory guidance Children Missing Education (September 2016). This 

Policy should be read in conjunction with the School’s Safer Internet Policy. The policy sets out appropriate 

procedures and the monitoring of good practice in the following key areas: 

Part 1 

 Definitions, signs, symptoms and indicators of child abuse 

 Procedures for raising concerns 

 Responding to allegations of abuse or neglect, including those made against staff or 

volunteers at the school. 

Part 2 

 Recruitment of staff and volunteers 

 Confidentiality and record keeping 
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Aims and Objectives 

We recognise that for children, high self-esteem, confidence, supportive friends and clear lines of 

communication with a trusted adult helps prevent the chances of their being abused.  Our School is 

therefore committed to: 

 establishing and maintaining an ethos where pupils feel secure, are encouraged to talk and 

are listened to;  

 ensuring that pupils know that there are adults in the School who they can approach if they 

are worried or are in difficulty;  

 supporting children and young people to stay safe and achieve the best outcomes; 

 relating effectively and valuing children and young people whilst ensuring their protection 

within all school activities; 

 encouraging pupils to develop positive character traits, such as confidence and 

determination, and including in the curriculum activities and opportunities for PSHE 

(Personal, Social and Health Education), which equip pupils with the skills they need to stay 

safe from abuse and radicalisation, including online; 

 including in the curriculum, particularly in Citizenship, materials that will enable pupils to 

become confident individuals prepared to face the challenges and responsibilities of life and 

to become responsible and active citizens (as appropriate for the age of the pupil as he/she 

moves through school). 

 

We recognise that schools and their staff form part of the wider safeguarding system and have an important 

role to play in helping keep children and young people safe, as they are in a position to identify concerns 

early and provide help for children. Our School is therefore committed to: 

 encouraging and supporting parents/carers and ensuring that wherever possible every effort will be 

made to establish effective working relationships with parents; 

 maintaining an attitude of ‘it could happen here’ where safeguarding is concerned; 

 ensuring that the School remains a safe and secure environment and that any visitors are 

appropriately supervised/escorted and their identity is verified;  

 monitoring any pupils identified as needing extra help or being ‘at risk’ from abuse or radicalisation 

and acting in the best interests of the child, including through the early help process; 

 having a system of procedures in place for dealing with concerns about possible abuse; 

 ensuring that all staff and volunteers are given support and training to develop an awareness of 

safeguarding and of their responsibilities for identifying and reporting abuse and preventing 

radicalisation, as well as regular updates and refresher training;  

 ensuring that outside agencies are involved, through the Designated Safeguarding Lead, where 

appropriate.  
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Basic safeguarding training is delivered to all staff and volunteers as part of the induction process, with 

refresher training at regular intervals. In addition to this, all staff receive safeguarding updates about 

changes to Statutory Guidance, the School’s policy or emerging issues via email or staff meetings at least 

annually.  

 

In addition to basic safeguarding training, the Designated Safeguarding Lead and Deputy undertake formal 

training in inter–agency working that is provided by, or to standards set by the Local Safeguarding Children 

Board (LSCB), and full refresher training at two yearly intervals. In addition, they update their knowledge 

and skills (e.g. via e-bulletins or meetings with other designated safeguarding leads) regularly and at least 

annually. The Designated Safeguarding Lead is also trained to facilitate WRAP training (Workshop to Raise 

Awareness of Prevent).  

 

Temporary staff and volunteers who work with children are made aware of the school’s arrangements for 

safeguarding and their responsibilities. 

 

KCI’s Safeguarding Coordinator carries out safeguarding observations in the School at least twice a year. A 

termly report is given by the Designated Safeguarding Lead to the School Management Board. KCI Board’s 

Head of Child Protection also undertakes an annual review of the School’s policies and procedures relating 

to safeguarding and child protection, ensuring all statutory responsibilities have been discharged, and 

reports to the KCI Board. These procedures have been put in place to monitor that safeguarding 

arrangements are effective and that any weaknesses are rectified without delay. 
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PART 1: Safeguarding Children 

 

1. Definitions of abuse 

Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or neglect a child by 

inflicting harm, or by failing to act to prevent harm. Defining child abuse is a difficult and complex 

issue. Children may be abused in a family or in an institutional or community setting, by those known to 

them or, more rarely, by others (e.g. via the internet). They may be abused by an adult or adults or 

another child or children. 

 

The four definitions of abuse below operate in England based on the government guidance ‘Keeping 

Children Safe in Education (2016)’. It should be noted that often abuse, neglect and safeguarding issues 

are complex and can overlap with one another.  

 

1.1. Physical abuse 

Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, 

suffocating, or otherwise causing physical harm to a child. Physical harm may also be caused when a 

parent or carer fabricates the symptoms of, or deliberately induces, illness in a child. 

 

1.2. Emotional abuse 

Emotional abuse is 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 children 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 the child’s developmental capability, as well as overprotection and 

limitation of exploration and learning, or preventing the child participating in normal social 

interaction. It may involve seeing or hearing the ill treatment of another. It may involve serious 

bullying (including cyber bullying), causing children frequently to feel frightened or in danger, or 

the exploitation or corruption of children. Some level of emotional abuse is involved in all types of 

maltreatment of a child, although it may occur alone. 

 
1.3. Sexual abuse 

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, 
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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. 

 

1.4. Neglect 

Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs, likely to 

result in the serious impairment of the child’s health or development. Neglect may occur during 

pregnancy as a result of maternal substance abuse. Once a child is born, neglect may involve a 

parent or carer failing to: 

 Provide adequate food, clothing and shelter (including exclusion from home or 

abandonment); 

 Protect a child from physical and emotional harm or danger; 

 Ensure adequate supervision (including the use of inadequate care-givers); 

 Ensure access to appropriate medical care or treatment; 

 It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs. 

 

In addition, staff should be aware of the potential for peer on peer abuse, which may manifest itself 

through bullying (including cyber bullying), gender based violence and sexting. Peer on peer abuse 

should never be tolerated or passed off as ‘banter’. The School will minimise the potential of this type 

of abuse by educating pupils on this issue through its PSHE curriculum and fully implementing its 

Promoting Good Behaviour Policy, Safe to Learn Policy and Safer Internet Policy.  

 

2. Signs and symptoms of abuse 

The following signs could be indicators that abuse has taken place but should be considered in context 

of the child’s whole life:  

 

2.1. Physical 

 Injuries not consistent with the explanation given for them 

 Injuries that occur in places not normally exposed to falls, rough games, etc. 

 Injuries that have not received medical attention 

 Reluctance to change for, or participate in, games or swimming 

 Repeated urinary infections or unexplained tummy pains 

 Bruises on babies or immobile infants 

 Bites, burns, fractures etc., which do not have an accidental explanation 

 Cuts/scratches/substance abuse 

 

2.2. Sexual 

 Sny allegations made concerning sexual abuse 
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 Excessive preoccupation with sexual matters and detailed knowledge of adult sexual behaviour 

 Age-inappropriate sexual activity through words, play or drawing 

 Child who is sexually provocative or seductive with adults 

 Inappropriate bed-sharing arrangements at home 

 Severe sleep disturbances with fears, phobias, vivid dreams or nightmares, sometimes with overt 

or veiled sexual connotations 

 Eating disorders – anorexia, bulimia 

 

2.3. Emotional 

 Changes/regression in mood or behaviour, particularly where a child withdraws or becomes 

clingy 

 Depression, aggression, extreme anxiety 

 Nervousness, frozen watchfulness 

 Obsessions or phobias 

 Sudden under achievement or lack of concentration 

 Inappropriate relationships with peers and/or adults 

 Attention seeking behaviour 

 Persistent tiredness 

 Running away/stealing/lying 

 

2.4. Neglect 

 Under nourishment, failure to grow, constant hunger, stealing or gorging food 

 Untreated illnesses, inadequate care, etc. 

 

It should be noted that behaviours linked to drug taking, alcohol abuse, truanting and sexting put 

children in danger.  

 

For more detailed signs and symptoms of abuse, including information about specific safeguarding issues 

such as female genital mutilation (FGM), child sexual exploitation (CSE), faith abuse, forced marriage 

and other honour-based violence, and radicalisation, please refer to the NSPCC website and other 

statutory guidance from the Department for Education.  

 

Children with Special Educational Needs and Disabilities (SEND) are at greater risk of abuse and 

significant barriers can exist to their safeguarding and wellbeing. It is important that assumptions are 

not made relating indicators of possible abuse, such as injury or change in mood, to the child’s disability 

without further exploration and that children are given opportunities to communicate their needs and 

concerns where communication barriers exist. Staff should also be aware that children with SEND may 

be disproportionately impacted by things like bullying without showing any outward signs.  
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3. Procedures for raising concerns 

Procedures need to be applied with common sense and judgement. A concern is when you are troubled 

about a child’s welfare and you have reasonable cause to suspect a child is suffering, or likely to suffer, 

significant harm. It involves the child’s safety and wellbeing. Anyone who has concerns about a child 

should raise these with the Designated Safeguarding Lead. 

 

Some concerns will be so serious as to require immediate referral. If a child is in immediate danger or is 

at risk of harm a referral should be made to Children’s Social Care (CSC) and/or the Police without 

delay. Some other circumstances may be much less serious and, at first sight, might not seem to warrant 

consideration of a police investigation, or enquiries by CSC. In certain cases, the child and family may 

benefit from coordinated support from more than one agency (e.g. education, health, housing, police) 

to prevent the situation from escalating. In these instances, an early help assessment should be 

undertaken by a lead professional who could be a teacher, special educational needs coordinator, 

General Practitioner, family support worker or health visitor. The School will cooperate with the lead 

professional to contribute to such assessments.  

 

If concerns relate to the Designated Safeguarding Lead, you should speak to KCI’s Safeguarding 

Coordinator or the KCI Board’s Head of Child Protection. Where concerns involve a staff member advice 

should be sought from the Local Authority Designated Officer (LADO) by the person who has the concerns 

raised to them. Although it is recommended in most situations to raise concerns as outlined above, it is 

important to note that any staff member or volunteer may make a referral.  

 

If the child’s situation does not appear to be improving the staff member with concerns should press for 

reconsideration; concerns should always lead to help for the child at some point.    

 

Further detailed procedures regarding how to recognise and respond to allegations or suspicions of abuse 

are outlined in Part 1, point 3 below. 

 

Contact Details 

The King’s House School, Windsor  

Designated Safeguarding Lead, Lyndsey Harding, Head of the School     07977 520304 

Deputy Designated Safeguarding Lead, Kowie Van Der Merwe     07747 112962 

Nominated Member of School Management Board for Safeguarding, Natasha Airey  07583 074039 

Chairman of the School Management Board, Pastor Wesley Richards     07810 872311 

 

If deemed necessary, referrals may be made to the Children’s Social Care Referral and Assessment Team 

on: 01628 683150 (day-time) or 01344 786543 (out of hours in the case of an emergency). Usually the 
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Access Officer will ask for basic information before passing the person onto the Duty Social Worker, who 

will advise on the appropriate course of action.  

 

The Local Authority Designated Officer (LADO) may be contacted in relation to complaints against staff 

or anyone in a position of trust on: 01628 683194. 

 

With concerns relating to radicalisation, the Designated Safeguarding Lead may also engage with the 

Prevent Referral Team at Thames Valley Police. 

 

4. Responding to concerns or allegations of abuse  

Under no circumstances should a staff member carry out their own investigation into an allegation or 

suspicion of abuse. Procedures should be followed as outlined below. (For advice on how to respond 

verbally to a child wishing to disclose abuse – see Appendix 1). 

 

The person in receipt of allegations or with suspicions of abuse should report concerns, as soon as 

possible, to the Designated Safeguarding Lead. In her absence, any Deputy Designated Safeguarding 

Leads have the status and authority to take responsibility for safeguarding matters. These officers have 

been nominated by the School Management Board to act on their behalf in dealing with any allegations 

or suspicions of neglect or abuse, including referring matters on to the statutory authorities.  

 

Where necessary, the Designated Safeguarding Lead will inform KCI Board’s Head of Child Protection and 

the Chairman of the School Management Board.  

 

The Designated Safeguarding Lead will arrange adequate and appropriate cover arrangements when 

absent. In the absence of the Designated Safeguarding Lead or Deputy or, if the suspicions in any way 

involve the Designated Safeguarding Lead or Deputy, then the concern should be reported to KCI’s 

Safeguarding Coordinator or the KCI Board’s Head of Child Protection.  

 

It is, of course, the right of any individual to make a direct referral to the safeguarding agencies or seek 

advice from the LADO, although it is recommended in most situations to raise concerns as outlined 

above. 

 

It should be noted that there are distinct mandatory reporting requirements relating to Female Genital 

Mutilation (FGM), which states that teachers discovering that such an act appears to have been carried 

out must personally report this to the Police. They should normally still discuss the case with the 

Designated Safeguarding Lead and involve CSC as appropriate.  
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If, however, the individual with the concern feels that the Designated Safeguarding Lead, Deputy, 

Safeguarding Coordinator or Head of Child Protection has not responded appropriately, or where they 

have a disagreement with them as to the appropriateness of a referral they are free to contact the 

outside agencies directly. 

 

The role of the Designated Safeguarding Lead is to collate and clarify the precise details of the 

allegation or suspicion, record them, and pass the information on to statutory agencies that have a legal 

duty to investigate. Where required the Designated Safeguarding Lead should inform KCI’s insurance 

company of allegations, as required by the Charity Commission. 

 

4.1. Allegations of Physical Injury, Neglect or Emotional Abuse 

If a child has a physical injury, a symptom of neglect or where there are concerns about emotional 

abuse, the Designated Safeguarding Lead will: 

 in cases of deliberate injury or concern about a child's safety, or if a child is afraid to return 

home, contact CSC for advice. Parents or carers should not be contacted unless advised to do 

so. Seek medical help if needed urgently, informing the doctor of any suspicions; 

 for lesser concerns, (e.g. poor parenting), encourage parent/carer to seek help or undertake 

an early help assessment in accordance with the guidance ‘Working Together to Safeguard 

Children (2015), but not if this places the child at risk of significant harm; 

 where parents/carers are unwilling to seek help, offer to accompany them. In cases of real 

concern, if they still fail to act, contact the CSC Referral & Assessment Team for advice; 

 

4.2. Allegations of Sexual Abuse 

In the event of allegations or suspicions of sexual abuse, the Designated Safeguarding Lead will: 

 Contact the CSC Referral & Assessment Team or the Police Child Protection Team direct as 

appropriate. They will NOT speak to the parents/carers or anyone else. 

 

4.3. Allegations made against a member of staff or volunteer 

The Designated Safeguarding Lead must be notified immediately if an allegation is made against a 

member of staff which indicates that the member of staff may have behaved in a way that has 

harmed a child, or may have harmed a child; where they may have possibly committed a criminal 

offence against or related to a child; or would pose a risk of harm if they work regularly or closely 

with children. This should happen regardless of whether or not the School is where the abuse is 

alleged to have taken place.  

 

An investigation against a member of staff may have three related strands: 

 child protection enquiries, relating to the safety and welfare of any children who are or who 

may have been involved; 
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 a police investigation into a possible offence against a child; 

 disciplinary procedures where it appears that the allegations may amount to misconduct or 

gross misconduct on the part of the member of staff including suspension as a neutral act. 

 

The Designated Safeguarding Lead will contact the LADO.  If the allegation is of a serious nature 

where the child has suffered, or is likely to suffer, significant harm the Lead or the LADO will also 

make a referral straight to the CSC Referral & Assessment Team and the Police. If the allegation is 

not of serious concern, the LADO will advise on the most appropriate course of action, considering 

the nature, content and context of the allegation. Allegations made against teachers no longer 

teaching should be referred to the Police.  

 

If it is decided by the LADO and the case manager (usually the Headteacher or member of the School 

Management Board) that no further action is necessary, this decision and the justification for the 

decision should be recorded by both people and an agreement reached about what information to be 

put into writing to the individuals involved and by whom.  

 

Even if no legal action is taken, an investigation may still be needed in relation to safeguarding 

children or staff discipline. The decision to suspend a worker will rest with the School Management 

Board and be based on the kind of allegation made. All options to avoid suspension should be 

considered prior to taking that step. An internal investigation should not normally take place while 

the police are investigating allegations. However, where the school wishes to do this for the 

purposes of possible disciplinary action, agreement from the police must be sought beforehand. To 

avoid delay in the sharing of information, the School should ask the police to obtain consent from 

the individuals involved to share their statements and evidence for use in the employer disciplinary 

process.  

 

If the allegation is substantiated and where the School dismisses the person or ceases to use their 

services, or the person resigns or otherwise ceases to provide their services, the case manager 

should consult with the Local Authority Designated Officer (LADO) and refer the matter to the 

Disclosure and Barring Service (DBS) to consider inclusion on the barred lists; and in the case of a 

member of teaching staff whether to refer the matter to the National College for Teaching and 

Leadership (NCTL) and/or the Secretary of State to consider prohibiting the individual from teaching.  

 

If the allegation is determined to be unsubstantiated or malicious, the LADO will refer the matter to 

CSC to determine whether the child is in need of additional support or may have suffered abuse by 

someone else. If the allegation is shown to be deliberately invented or malicious, the case manager 

will consider whether any disciplinary action is appropriate against the pupil who made it; or 
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whether the police should be asked to consider if action might be appropriate against the person 

responsible.  

 

The following principles underpin managing allegations against staff: 

 the welfare of the child is the paramount consideration;  

 the Designated Safeguarding Lead or case manager should ensure that the child has the 

appropriate support;  

 the Designated Safeguarding Lead will determine with the LADO whether it is necessary to 

seek advice from the authorities e.g. Police or CSC Referral & Assessment Team and 

therefore whether it is necessary that the member of staff and parents/carers should not be 

informed. The Churches Child Protection Advisory Service (CCPAS) is also available to contact 

for advice; 

 the allegation should be dealt with quickly, in accordance with the timescales laid out in the 

statutory guidance, and in a fair and consistent way. Concerns should be taken seriously. It is 

not up to the recipient of the allegation to determine its validity or veracity; 

 for allegations relating to physical contact, consideration will be given to the use of 

reasonable force by staff to control or restrain children in certain circumstances, including 

dealing with disruptive behaviour; 

 historic and current allegations should be given equal weight; 

 the School has a duty of care to its staff and will endeavour to provide effective support to 

anyone facing an allegation;  

 staff should be informed of the allegation against them as soon as possible by the Designated 

Safeguarding Lead after consulting with the LADO and with due regard to protecting evidence 

and disclosure of information; 

 parents/carers of the child or children involved should be informed of the allegation as soon 

as possible after the relevant agencies have been consulted and have agreed what 

information can be disclosed. Parents/carers should then be kept informed of the progress 

and outcome of the case in confidence. 

 

5. Confidentiality and Record Keeping (more information on record keeping in Appendix 5) 

Suspicions or allegations of abuse must not be discussed with anyone other than those nominated above. 

A written record of the concerns should be made in accordance with these procedures and kept in a 

secure place (see Appendix 2 - 3). Any concern over physical abuse should include the completion of 

child protection alert/ cause for concern form (Appendix 2) to include details of the nature of physical 

abuse and identify site of any injury. 

 

If there is a concern that a child or young person may have been abused or a direct allegation of abuse 

has been made, it is important the person receiving this information: 
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 makes notes as soon as possible (preferably within one hour of the person talking) including a 

description of any injury, its size, and a drawing of its location and shape on the child's body;  

 writes down exactly what has been said, when s/he said it, what was said in reply and what was 

happening immediately beforehand (e.g. a description of an activity); 

 writes down dates and times of these events and when the record was made;  

 writes down any action taken and keep all hand written notes even if subsequently typed up (on 

Appendix 3). 

 

A chronology of events (Appendix 4) is a useful format for recording multiple concerns and enables the 

Designated Safeguarding Lead to see a clearer picture.  This would also be useful when sharing concerns 

with parents/carers or to attach it to any referral to Children’s Social Care. 

 

These notes should be passed on to the Designated Safeguarding Lead to assist them should the matter 

need to be referred to CSC or the police. Any referral should be followed up in writing within 48 hours. 

The referrer should expect an acknowledgement of their written referral within one working day of 

receiving it. All documents should be signed, dated and kept in a secure place. 

 

Every effort should be made to maintain confidentiality and to guard against unwanted publicity. The 

case manager may seek advice from the LADO about how to manage press interest. In accordance with 

section 141F of the Education Act 2002, parents and carers are not allowed to report or publish 

allegations about teachers. Any parent/carer wishing to apply to the court to have reporting restrictions 

removed should seek legal advice. 

 

For allegations made against staff, a clear and comprehensive summary of the allegation, details of how 

the allegation was followed up and resolved, and a note of any action taken, the decisions reached and 

reasons, will be kept on the confidential personnel file of the accused, and a copy provided to the 

person concerned. The record will be retained at least until the accused has reached normal retirement 

age or for a period of 10 years from the date of the allegation if that is longer, in order to be able to 

provide accurate information in response to any future request for a reference, where appropriate. In 

the case of allegations found to be malicious, the record will be removed from personnel records.  

 

6. Partnership with Parents 

The school shares a purpose with parents to keep children safe from harm and to have their welfare 

promoted. We are committed to working with parents positively, openly and honestly. We ensure that 

all parents are treated with respect, dignity and courtesy. We respect parents’ rights to privacy and 

confidentiality and will not share sensitive information unless we have permission or it is necessary to do 

so in order to protect a child.  
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We will share with parents any concerns we may have about their child unless to do so may place a child 

at risk of harm. We encourage parents to discuss any concerns they may have with their child’s teacher. 

Teachers are then able to pass the concerns on to the Designated Safeguarding Lead if necessary. We 

make parents aware of our policy via the school website and parents are made aware that they can 

obtain a paper copy of this policy on request. 

 

PART 2: Safer Recruitment  

 

1. Recruitment and selection policy statement 

The King’s House School, Windsor is committed to maintaining a culture of safe recruitment. We have 

adopted the follow recruitment procedures in order to help deter, identify or reject people who might 

abuse children. This policy should be read in conjunction with the School’s Recruitment and Selection 

Policy. 

 

All staff, including teachers and those who assist in teaching or supervising students, administrative staff 

and any other person employed by or volunteering for The King’s House School, Windsor, will adhere to 

all school policies, including those relating to the safeguarding and welfare of staff and children. 

 

The Headteacher, members of the School Management Board and any staff to whom responsibility for 

recruitment has been delegated, will pay full regard to the statutory guidance, Keeping Children Safe in 

Education (September 2016). They will ensure that all appropriate measures are applied in relation to 

everyone who works in the School, including the members of the School Management Board and 

trustees, and staff employed by contractors to ensure every individual’s suitability to work with children 

in any capacity.  

 

In the case of supply teachers or other contractors not directly employed by the School, the School will 

ensure that the relevant checks have been carried out by the agency or employer and written 

confirmation obtained in this regard before the person begins work at the School, including where 

appropriate a copy of the DBS certificate.  

 

2. Advertisements 

The Headteacher and School Management Board will avoid unlawful discrimination in their use of 

advertisements. All advertisements will include a statement reflecting the School’s policy on Equal 

Opportunities. They will also make clear the responsibility of the role-holder for safeguarding children 

and the requirement to undergo the appropriate level of DBS check, as necessary. Where there is an 

occupational requirement for a teaching role to be fulfilled by a Christian, this will be made explicit and 

the criteria outlined in the job description and person specification. Job descriptions, person 

specifications, salary details and the School’s policies will also be available to candidates on request.  
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3. Applications 

All candidates will be requested to complete an Application Form. On receipt of applications, all 

candidates will be considered with reference to the guidelines detailed in the Keeping Children Safe in 

Education (April 2014) guidance. The candidate’s employment history will be scrutinised to identify any 

gaps or discrepancies. Where a candidate has applied for a teaching post but is not currently employed 

as a teacher, contact will normally be made with their previous school to confirm the details of their 

employment and their reasons for leaving. All candidates will be assessed equally against the criteria 

contained in the Job Description/Person Specification during the shortlisting process without exception 

or variation and without unlawful discrimination. All references will be sought and examined thoroughly, 

where possible, prior to an interview. A reference proforma will be used to obtain references directly 

from the referee and will include questions about the individual’s suitability to work with children. In 

the case of vagueness or unsatisfactory responses, further clarification will be sought from the referee.  

 

4. Interviews 
There will be a panel of two or more people: the Headteacher and at least one School Management 

Board member. The panel will include at least one person who has completed Safer Recruitment 

Training.  

 

A range of questions will be asked to ascertain the candidate’s suitability: 

 for the job 

 to work with children 

 to meet any occupational requirements 

 to follow the School’s policies and work within its ethos. 

 

If, for whatever reason, references are not obtained before the interview, the candidate will be asked if 

there is anything they wish to declare or discuss in light of the questions that have been (or will be) put 

to their referees. References will always be obtained and scrutinised before a person’s appointment is 

confirmed and before they start work.  

 

A successful candidate’s position will be conditional upon: 

 a successful enhanced DBS disclosure with barred list information (if in regulated activity), which 

must be seen before the candidate takes up the post or as soon as practicable afterwards; 

 two satisfactory references; 

 verification of the candidate’s identity; 

 their right to work in the UK; 

 verification of the candidate’s mental and physical fitness to carry out their work 

responsibilities; 
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 verification of professional qualifications (verified after the interview if necessary); 

 verification of professional status where required; 

 verification that the candidate is not prohibited under section 128 provisions (for management 

roles) or teacher prohibition order (for teachers) via the Teachers’ Services system;  

 further checks if the candidate has lived or worked overseas, as appropriate. 

 

A record that these checks have been made and the name of the person, their position and date on which 

they were carried out will be kept on the Single Central Register. A copy of the documents used to verify 

the successful candidate’s identity, right to work and required qualifications are kept for the personnel file. 

 

5. Induction 

All newly appointed staff will take part in Induction Training; which should take place before the start 

of a new term wherever possible, to include: 

 job description requirements 

 Staff Handbook 

 familiarisation with all School Policies 

 Safeguarding Training. 

 
7. Monitoring  

The Headteacher and the School Management Board will carefully monitor all staffing matters, 

recognising that safeguarding children is essential. New members of staff will be mentored by another 

teacher.  

 

Review Leader:   Headteacher  

Policy Last Updated:  September 2017 

Next Review Date:  August 2018 
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Appendix 1 

How to respond verbally to a child wishing to disclose abuse  

Ensure the physical environment is welcoming, giving opportunity for the child to talk in private whilst 

maintaining accountability by keeping any doors ajar and making sure, in a pre-planned meeting that the 

session leader or another worker knows the conversation is taking place. It is especially important to allow 

time and space for the child to talk. 

 

Above everything else listen without interrupting. Be attentive and look at them whilst they are speaking. 

Show acceptance of what they say (however unlikely the story may sound) by reflecting back words or short 

phrases they have used. Try to remain calm on the outside, even if on the inside you are feeling something 

different. Be honest and don’t make promises you can’t keep regarding confidentiality. If they decide not to 

tell you after all, accept their decision but let them know that you are always ready to listen. Use language 

that is age appropriate. 

 

HELPFUL RESPONSES 

You have done the right thing in telling me 

I am glad you have told me 

I will try to help you 

 

DON'T SAY 

Why didn't you tell anyone before? 

I can't believe it! 

Are you sure this is true? 

Why? How? When? Who? Where? 

I am shocked, don't tell anyone else 

 

In addition to this, it is important: 

 to emphasise they have done the right thing in telling you; 

 to tell them you are treating what they have said to you seriously; 

 to reassure them that what has happened was not their fault; 

 not to push for information because they may have been threatened or bribed not to speak; 

 not to promise to keep the information a secret. Explain clearly (and gently!) that you may 

have to share what they tell you with others, including the person responsible for 

safeguarding, but this will only be done on a need to know basis and kept confidential; 

 to ensure the immediate safety of the person, contact the Designated Safeguarding Lead or 

the Deputy immediately and in any case within 24 hours. Alternatively go directly to 

Children’s Social Care/Police; 

 as soon as possible, to write down what has been shared (see Appendix 2). 
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Appendix 2 
CONFIDENTIAL - CHILD PROTECTION ALERT 

OR CAUSE FOR CONCERN 
 

 
Name of 
Pupil 
 

  
Class  

 

 
Reason for concern.  Please record exactly what you heard/witnessed/observed and when, which has 
given you cause for concern. If there is an injury please indicate where on the body using the diagram 
below: 
 
 
 
………………………………………………………. 
 
…………………………………………………... 
 
…………………………………………………… 
 
…………………………………………………... 
 
…………………………………………………… 
 
…………………………………………………… 
 
…………………………………………………... 
 
…………………………………………………… 
 
…………………………………………………… 
 
…………………………………………………... 
 
……………………………………………………                       Front                                Back 
 
 

 
Support Staff: Have you shared the concern with the class teacher?   Y/N 
 

 
Name: 
 
 

 
Position 

  
Date 
 

 

 
PLEASE PASS ON TO THE DESIGNATED SAFEGUARDING LEAD (who will then take responsibility) 

 
Next course of action – to be completed by the Designated Safeguarding Lead 
 
 
 
 
 
Name:      Signed:    Dated:   
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Record of any direct allegation or concern regarding abuse of a child. 
 
Name of child:  
 
Nature of concern/ allegation (Include dates/ times of incident(s) and any action taken):   
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………………………… 
 
 
Name:……………………………………..    Signed………………………….   Date…………………………. 
 
 

Appendix 3 – Disclosure/ Concern of abuse record - CONFIDENTIAL  

PLEASE PASS ON TO THE DESIGNATED SAFEGUARDING (who will then take responsibility) 
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Appendix 4   
 
 
CONFIDENTIAL 
  
 
NAME OF PUPIL:       DOB:     
  
 
CHRONOLOGY OF EVENTS          
 

Event Date/ 
Time 

Agency/
person 

Form of 
contact 

Significant Event Comment 

1.       

2.       

3.       

4.       

5.       

6.       

7.       

8.       

9.       

10.       

11.       

12.       

13.       

14.       

15.       

16.       

17.       

18.       

19.       

20.       

21.       

22.       
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Appendix 5 
 
SAFEGUARDING AND CASE RECORDING 

Introduction 

 

Good recording keeping is an essential part of the work at The King’s House School, Windsor and essential to 

ensure that the needs of individual students are met. 

 

Under the Data Protection Act, pupils have a right to see the personal information held on them and parents 

are entitled to see their child’s file, subject to certain legal exemptions. To facilitate and serve these purposes 

records should use clear straightforward language, be concise, and be accurate not only in fact, but also in 

differentiating between opinion, judgement and hypothesis. 

 

Good record keeping is an integral part of good practice and an important part of the accountability of 

professionals to service users.   

 

It is therefore vital that school staff and other professionals keep accurate and detailed records, especially 

when there is any concern relating to safeguarding and child protection matters. 

 

General Recording 

 

There are already a number of procedures and guidance documents in place in respect of a variety of areas 

connected with safeguarding children and young people, for example the Local Safeguarding Children Board 

Child Protection Procedure, and our School’s safeguarding policy. 

 

An individual member of staff/volunteer in school may have a concern about a particular child, but not feel that 

it is important enough to act upon.  That concern may stay in the back of the person’s mind and increase 

anxiety.  The child may then be left vulnerable or at risk without anyone else being aware.  The concern needs 

to be recorded in a factual manner relating exactly what has been said, witnessed or overheard to cause 

concern.  The information and responsibility for action should be handed on to the Designated Safeguarding 

Lead.  The staff member is then freed from this anxiety, but would be required to discuss any further concerns 

should they arise. 

 

If these small concerns are not recorded and passed to a central source, i.e. the Designated Safeguarding 

Lead, it is possible that an incomplete picture of a particular child may be held by a number of staff/volunteers.  

If the information is recorded and collated the Designated Safeguarding Lead may find that a more worrying 

picture was emerging.  They should be in a position to build up the ‘jigsaw’ and can only do so if all the pieces 

are shared – if all members of staff/volunteers record and share their concerns.  
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It is therefore essential that these procedures are followed for recording any concerns that a member of 

staff/volunteer has about a child in respect of child protection/safeguarding. 

 

Each person is expected to know: 

 

 The name of the person with whom the concern should be shared; 

 How the concern should be recorded ; 

 Where the record of any concern is stored; 

 The name of the person who is responsible for checking/monitoring these to ensure that appropriate 

action is taken. 

 

A chronology is a useful format for recording multiple concerns and enables the Designated Safeguarding 

Lead to see a clearer picture.  This would also be useful when sharing concerns with parents/carers or to 

attach it to any referral to Children’s Social Care. 

 

Pupil Record File 

 

For the majority of children and young people the contents of their pupil record will never be needed for 

anything other than assessment and report writing.  However, when needed to take appropriate action 

following any concerns it is vitally important that the contents can be relied upon. 

 

Experience has shown that information in pupil’s record file is seldom secured in a chronological order.  

Therefore, if information falls out of a file or if the file is dropped the contents can become very muddled.  

Good practice would be to secure the contents with a securing device.   

 

A message from a parent/carer to school may not immediately be put into a pupil’s record file but is 

nevertheless part of that pupil’s record.  Messages from parents/carers should always be clearly recorded, see 

the form below, stating: 

 

 Who the message is from; 

 If the message was delivered in person or by telephone; 

 Date and time of message; 

 Reason for and content of the message; 

 It should be signed by the person taking the message or making the contact. 

 

Letters, notes or emails should be shared with the Designated Safeguarding Lead directly if necessary and 

filed appropriately. 
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If the pupil is said to be ill, enquiries should be made about the nature of the illness.  If the pupil is said to have 

been taken to the doctor or the hospital, enquiries should be made about when and which hospital and an 

appointment card requested where appropriate. 

 

In the same way, if a pupil is ill in school and it is necessary to send the pupil home the Illness Record should 

be completed stating: 

 The nature of illness and symptoms i.e. ‘John says he has a headache’ or ‘Mary complained of a 

tummy ache’ rather than ‘unwell’; 

 The name of parent/carer who was contacted and the time; 

 Where possible, the name of the person who collected the pupil from school; 

 The name of the person making the contact and the date. 

 

In addition to the above, in each class there is a book labelled where small incidents/issues are recorded and 

these are monitored by the class teacher and where necessary brought to the attention of the Designated 

Safeguarding Lead.  These could include things like: 

 Mary looked tired today 

 John did not want to go out to play today etc. 

 

If it is necessary to put a piece of academic work into the record file it is important that it is dated.  There 

should be some explanation given of the task set and any comments/behaviour by the pupil as they did the 

work.  

 

Letters to Other Agencies/Services 

 

From time to time requests are made for information supporting a particular referral, for example for medical 

treatment.  On such occasion the letter should be addressed to a named individual or department but never 

‘To whom it may concern’.  If this is needed as evidence at a later date it cannot be sure who the recipient was 

if it has not been addressed correctly. 

 

Conclusion 

 

It is evident that ‘keeping children and young people safe is everybody’s business’ and therefore can 

only be achieved if we are all aware and vigilant.  It is therefore essential for all members of staff and 

volunteers that have contact with children and young people to have appropriate safeguarding training and to 

be aware of the procedures that are in place. 
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No concern is too small to be reported and recorded.  It is important not to think ‘what if I am wrong’ but to 

think instead ‘what if I am right and I keep the information/concern to myself’.  It is also important to 

ensure that in your absence your notes reflect your concerns in such a way that they can be acted upon. 

 

In the past tragedies have occurred nationally where concerns have not been acted upon appropriately or 

recorded properly.  The procedures in this document are meticulous and are designed to eliminate mistakes 

and oversights, to protect children and young people from harm; also to protect staff and prevent them being 

the subject of an investigation in respect of a safeguarding matter.  Once embedded in our practice they will 

become second nature and not an onerous task. 
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FILE NOTE OF CONTACT 

 

telephone call to/from 
visit to school/office 

(please delete as appropriate) 
 

 
 

 
Name of Pupil:  
 
Date and time of contact: 
 
Contact with: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Name:                                                       Signed                                                
 

 
 
 
 
 
 
 
 
 
 
 


