
 
 
 

Safeguarding Children at 
Thames Valley School 

 
Local Policy, Procedures and 

Guidance 
 
The Designated Safeguarding Lead Child Protection Officer for Thames Valley School 
is Carl Brooks 

The Deputy Designated Child Protection officer is Amanda Makoka, Matt 
Sharpe & Gemma Buley 

The Designated Teacher for Children Looked After are Gemma Buley & 
Amanda Makoka 

The Governor with responsibility for Child Protection Jo Southby  

The Looked after Child Governor is Jo Southby 

The teacher with responsibility for On-line safety is Cristianne Thoseby   
 
If a there is immediate risk of harm to a child – call the police 999 

In an emergency contact RBC Multi-Agency single point of access on 

0118 937 3641 

All other Local Authority contacts and thresholds can be found at 
http://proceduresonline.com/berks/ 

 
 
Policy Written: May 2013 (Updated October 2016 & November 2017 & June 2018 & Sept 
2020 & August 2021, reviewed 08/10/2021 due to change in safeguarding governor) 

Policy Agreed by Governing Body: To be ratified October 2021 at the LGB meeting  

Policy Review: August 2022 
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All schools should protect children and promote their welfare by: 
• Providing a safe environment for children to learn in; 
• Creating a culture which recognises and understands the importance of safeguarding 

- including listening to and discussing with children; 
• Identifying children who are suffering or likely to suffer significant harm, both at 

school and at home, and referring immediately any concerns to the local authority 
children’s social care services; 

• Understanding that a mental health concern is a safeguarding concern and 
immediate action should be taken by reporting this to the DSL/DDSL 

• Preventing unsuitable people from working with children; 
• Having systems and processes that ensure children are kept safe and allow for poor 

and unsafe practice to be challenged; 
• Identifying instances in which there are grounds for concern about a child’s welfare, 

and initiating or taking appropriate action to keep them safe; and 
• Contributing to effective partnership working between all those involved with 

providing safeguarding services for children. 
 
 
Keeping Children Safe in Education – DfE September 2021 Keeping children safe 

in education - GOV.UK (www.gov.uk) 

 

PRINCIPLES 
Thames Valley School fully recognises its responsibilities for Safeguarding and child 
protection. 

This school recognises its legal and moral duty to promote the well-being of children, and 
protect them from harm, and respond to child abuse. We recognise that abuse and neglect 
are likely to have a significant, detrimental impact upon a child’s learning, social and 
emotional wellbeing, behaviour and attendance. 

We believe that every child, regardless of age or ability, has at all times and in all situations 
a right to feel safe and protected from any situation or practice that results in a child being 
physically or psychologically damaged as enshrined in the UN Convention of the Rights of 
the Child. 

Children with autism are potentially more vulnerable to abuse, because of their 
communication and interaction difficulties and it is the duty of each staff member and 
volunteer to ensure that the children they come into contact with are safe at all times and 
that their welfare is promoted. 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2


Safeguarding is recognised as: 

Protecting children from maltreatment: Protecting children from harm, abuse and 
neglect. Preventing impairment of children’s health or development: Ensuring children 
have access to the care and support they need. safe and effective care: Enabling safe 
and effective parenting. 

Working Together To Safeguard Children, 2018 

Child protection procedures are one part of the school’s safeguarding measures. Everyone 
at our school has a responsibility to ensure that our children are safe, this includes staff, 
governors, parents, students, and volunteers. In most cases this will mean the referral of 
concerns to the designated safeguarding lead (DSL) or deputy safeguarding lead (DDSL). 
The needs and safety of the child must be at the centre of any decision they we may need 
to take regarding protecting and ensuring a child’s welfare is paramount. 

Aims 

• Provide an environment where children feel secure, are encouraged to talk, and are 
listened to. 

• To ensure that we practise safe recruitment and check the suitability of staff and 
volunteers to work with children. 

• To ensure that all staff understand their individual responsibilities in identifying and 
reporting possible abuse. 

• To provide a systematic means of monitoring, recording and reporting concerns and 
cases in line with the Berkshire Safeguarding Children’s Partnership (formally 
LSCB). 

• To provide guidance on recognising and reporting suspected child abuse. 
• Support children who have been abused in accordance with his/her agreed child 

protection plan. 
• Maintain a safe environment where children can learn and develop. 
• Appropriate action is taken in a timely manner to safeguard and promote children’s 

welfare 
• All staff are aware of their statutory responsibilities with respect to safeguarding. 
• Staff are properly trained in recognising and reporting safeguarding issues. 

Definitions 

Safeguarding and promoting the welfare of children means: 

• Protecting children from maltreatment 
• Preventing impairment of children’s 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 

Child Protection is part of this definition and refers to activities undertaken to prevent 
children suffering, or being likely to suffer, significant harm. 

Abuse is a form of maltreatment of a child, and may involve inflicting harm or failing to act to 
prevent harm. Appendix 1 explains the different types of abuse. 

Neglect is a form of abuse and 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. Appendix 1 defines neglect in more detail. 



 

RESPONSIBILITIES 

The Designated Safeguarding Lead (DSL) is Carl Brooks  

The Deputy Designated Safeguarding Leads are: Amanda Makoka, Matt Sharpe, 
Gemma Buley. 

The DSL “team” will publish a rota so one DSL is identified as the main contact for any 
member of staff to report concerns to. This will also indicate who to go to if that DSL is not 
available for any reason. The DSL “team” will meet once a week to share information. 

The designated leads people will: 

• Ensure that proper procedures and policies are in place and are followed with regard 
to child safeguarding issues. 

• Be the first person to whom members of staff report concerns. 
• Refer cases of suspected abuse or allegations to the relevant investigating agencies 

according to the procedures established by the Berkshire Local Safeguarding 
Children Boards 

• Act as a source of advice, support and expertise within the school 
• Where they have concerns that a referral has not been dealt with in accordance with 

the child protection procedures, ask the Local Authority Head of Safeguarding to 
investigate further. 

• Ensure each member of staff and volunteers at the school, and regular visitors are 
aware of and can access readily, this policy and know who the designated people are 
and what their role is. 

• Liaise with the Principal (if not DSL) to inform them of any issues and ongoing 
investigations. 

• Develop effective, co-operative links with other agencies and attend case 
conferences. 

• Ensure that this policy is updated and reviewed annually and work with the 
designated governor (Jo Southby) for child protection regarding this. 

• Keep detailed accurate written records of referrals and concerns which are not 
referred, and ensure that these are held in a secure place. 

• Audit records relating to child protection to ensure that: procedures are being 
followed; actions carried out and records are sufficiently detailed and fit for purpose 

• Ensure parents are aware of this policy in order to alert them to the fact that the 
school may need to make referrals. 

• Where children leave the school, ensure any child protection file is transferred to their 
new placement as soon as possible, separately from the main file, and addressed to 
the designated person for child protection. 

• Notify a child’s social worker if there is an unexplained absence, behavioural 
problems or other concerns about a child who has a Child Protection Plan 

• Where a child leaves and a new placement is not known, ensure that the local 
authority is alerted so that the child’s name can be included on the database for 
missing pupils. 



• Ensure safe recruitment practices are always followed. 
• Follow procedures where an allegation is made against a member of staff. 
• Ensure all staff and volunteers receive Universal Safeguarding training within three 

months of joining the school and receive other appropriate training as required. 
• Attend Designated Officer training every two years and other appropriate specialist 

and targeted training every three years. 
 
 
2. Designated Governor 

The Designated Governor for Safeguarding is Jo Southby. 

The Governing body will ensure that sufficient resources are made available to enable the 
necessary tasks to be carried out properly under inter-agency procedures. 

The Governors will ensure that the designated members of staff for Safeguarding are given 
sufficient time to carry out their duties, including accessing training. 

The Governors will audit and review safeguarding practices in the school on a regular basis, 
and no less than annually, to ensure that: 

• The school is carrying out its duties to safeguard the welfare of children at the school. 
• Members of staff and volunteers are aware of current practices in this matter, that 

staff receive training where appropriate and that all staff are confident to carry out the 
school’s procedures. 

• Child protection is integrated within the induction procedures for all new members of 
staff and volunteers. 

• The school follows the procedures agreed by Berkshire Local Safeguarding Children 
Board and any supplementary guidance issued by the Local Authority. 

• Only persons suitable to work with children shall be employed in the school or work 
there in a voluntary capacity. 

• Where safeguarding concerns about a member of staff are substantiated, appropriate 
disciplinary action is taken. 

The Designated Governor for Safeguarding will attend appropriate training. 
 
3. Staff 

All staff are responsible for reporting any concerns about a child’s well-being or safety to the 
DSL or a Deputy DSL. They are also responsible for reporting any concerns they may 
become aware of about the well-being or safety of members of the child’s immediate family, 
e.g. because a child tells them something or because of something they observe. Should 
anyone else disclose information about a child or his/her family to a member of staff that 
person should be made aware of the procedures for reporting concerns to the Access and 
Assessment Team at Children’s Services or to the police. 

Members of staff are not responsible for investigating concerns or suspicions 

All concerns about a child should be reported following the procedures contained in 
Appendix 1 of this document, using the form shown in Appendix 2. Injuries should be 
recorded on the body map form shown in Appendix 3. Guidance on recognising abuse can 
be found in Appendix 4 of this policy. 



 

4. Volunteers and Students on Placement 

Volunteers and students have the same responsibilities as members of staff. They will be 
made aware of this by the person who conducts their induction. 

 

SAFEGUARDING – THE BROADER CONTEXT 
Safeguarding is everything we do to keep children safe from harm whilst they are in our 
care. This policy must therefore be seen in the context of the other relevant policies the 
school has: 

- Behaviour 

- Special Educational Needs 

- Safer Recruitment 

- Code of Conduct for Staff 

- Whistleblowing 

- Prevent 

- Confidentiality 

- Health and Safety 

- Security 

- Bullying/peer-on-peer abuse including sexual abuse 

- Use of Mobile Phones 
 
 
It should also be seen in the context of relevant documents and legislation: 

- Working Together 2018 
- Keeping Children Safe in Education September 2016 and 2018 2021 
- The Prevent Duty June 2015 

 
 
RECRUITMENT 
In order to ensure that children are protected whilst at this school we will ensure that our 
staff and volunteers are carefully selected, screened, trained and supervised. We will ensure 
that at least one member of every interview panel has successfully completed Safer 
Recruitment training. 

We accept that it is our responsibility to follow the guidance set out in “Keeping children safe 
in Education (September 2021)”, in particular: 



• Before any appointment is made someone, each reference will be followed up with 
a telephone call or personal contact during which we will discuss the applicant’s 
suitability to work with vulnerable children. 

• Ensure that all adults with access to children have an enhanced Disclosure and 
Barring Service (DBS) check prior to final confirmation of appointment. 

 
 
In addition, we will ensure that the following checks are satisfactorily completed before a 
person takes up a position in the school: 

• Identity checks to establish that applicants are who they claim to be1 

• Academic qualifications, to ensure that qualifications are genuine 
• Professional and character references prior to offering employment 
• Satisfy conditions as to health and physical capacity 
• Previous employment history will be examined and any gaps accounted for. 

 
 
VOLUNTEERS 

We understand that some people otherwise unsuitable for working with children may use 
volunteering to gain access to children: for this reason any volunteers in the school, in 
whatever capacity, will be given the same checks as paid staff. 

Where a parent or other volunteer helps on a one-off or infrequent basis he/she will only 
work under the direct supervision of a member of staff, and at no time have unsupervised 
one to one contact with children. However, if a parent or other volunteer is to be in school 
regularly or over a longer period then they will be asked to complete a DBS application 
form and be fully checked (as a new member of staff would be) to ensure their suitability to 
work with children. 

 
 
STUDENTS ON PLACEMENT 

Whilst students placed with us come from organisations who will have checked their 
suitability for working with children we will ensure that we check their identity and that they 
have a current enhanced DBS. Students coming from schools on work experience 
placements will at no time be left alone with children. 

We understand and accept our responsibility to ensuring that school age students on 
placement are safeguarded in line with this policy. 

 
 

1 e.g., through birth certificate, passport, new style driving licence, etc. 
 
 
INDUCTION & TRAINING 

All new members of staff, students and volunteers will receive induction training, which will 
give an overview of the organisation and ensure they know its purpose, values, services and 
structure, as well as how to identify and report abuse, and confidentiality issues. 



All staff will be expected to attend Universal Safeguarding training in order to enable them to 
understand and fulfil their responsibilities in respect of safeguarding and child protection 
effectively. If Universal Safeguarding training is not immediately available they must 
complete Reading Borough Council’s online training within 3 months of appointment. 

NB Completion of on-line training does not replace the requirement to attend Universal 
Safeguarding training. 

Staff will attend refresher training every three years, and the Designated Safeguarding 
Leads Officers every two years. Staff will complete online safeguarding training 
annually, including online safety. 

Designated Safeguarding Leads/Deputies are expected to update their knowledge and skills 
at regular intervals, at least annually. 

Staff will know and understand part 1 (minimum) of the Keeping Children Safe in Education 
2016 (Updated September 2021) 

Staff will have training on the government’s anti-radicalisation strategy, Prevent, to enable 
them to identify children at risk of being drawn into terrorism and to challenge extremist 
ideas. 

Staff will also receive regular safeguarding and child protection updates (for example, 
through emails, e-bulletins and staff meetings) as required, but at least annually. 

 
CONDUCT OF STAFF 

The school has a duty to ensure professional behaviour applies to relationships between 
staff and children, and that all members of staff are clear about what constitutes appropriate 
behaviour and professional boundaries. 

At all times, members of staff are required to work in a professional way with children. All 
staff should be aware of the potential dangers inherent in: 

• Working alone with a child. 
• Physical interventions. 
• Cultural and gender stereotyping. 
• Dealing with sensitive information. 
• Giving to and receiving gifts from children and parents. 
• Contacting children or families through private telephones (including texting), e-

mail, MSN, or social networking websites. 
• Disclosing personal details inappropriately. 
• Meeting children and their families outside school hours or school duties. 
• Mobile Phone Policy. 

 
 
If any member of staff has reasonable suspicion that a child is suffering harm, and 
fails to act in accordance with this policy and Berkshire Local Safeguarding Children 
Boards procedures, we will view this as misconduct, and take appropriate action 

Where any member of staff believes that the Principal is failing to act in accordance 
with this policy, they must bring it to the attention of the Chair of Governors Jo 
Southby. 



Where any member of staff believes that the DSL or Deputy DSL is failing to act in 
accordance with this policy, they must bring it to the attention of the Principal, 
Amanda Makoka, the Chair of Governors, Jo Southby or the LADO 

 
 
ALLEGATIONS AGAINST MEMBERS OF STAFF 

If anyone, including a child, alleges that any member of staff, volunteer or Governor 
may have: 

• 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 he or she may pose a risk of 
harm to children 

• behaved or may have behaved in a way that indicates they may not be suitable to work with 
children 

The designated safeguard lead or Principal will respond to such allegations, unless the 
allegation is against the Principal, when the Chair of Governors will coordinate the school’s 
response. If an allegation is made against the DDSL the Principal will deal with the 
allegation. The Principal, or Chair of Governors if appropriate, will report immediately to the 
Local Authority Designated Officer (LADO). Refer to Appendix 8 – Allegations Management. 

ALLEGATIONS OF ABUSE MADE AGAINST OTHER PUPILS 

We recognise that children are capable of abusing their peers. Abuse will never be tolerated 
or passed off as ‘banter’ or ‘part of growing up’. 

Peer-on-peer sexual abuse includes up skirting and other forms of sexual abuse that 
happens between children of a similar age or stage of development. It can happen between 
any number of children and can affect any age group (Department for Education (DfE), 
2021). 

Most cases of pupils hurting other pupils will be dealt with under our school’s behaviour 
policy, but this safeguarding policy will apply to any allegations of peer-on-peer abuse. 
This might include where the alleged behaviour: 

• Is serious, and potentially a criminal offence 
• Could put pupils in the school at risk 
• Is violent 
• Involves pupils being forced to use drugs or alcohol 
• Involves sexual exploitation or sexual abuse, such as indecent exposure, sexual 

assault, or sexually inappropriate pictures or videos (including sexting) 
• pressurising, forcing or coercing others to perform or take part in sexual acts 

• pressuring, forcing or coercing someone to share nude images (sexting) 

• sharing sexual images of a person without their consent 

• taking a picture under a person’s clothing, without their consent (‘upskirting’) 

 
 
 
 
 

https://learning.nspcc.org.uk/research-resources/briefings/sexting-advice-professionals/


If a pupil makes an allegation of peer-on-peer abuse: 

 
• Staff will inform the DSL as soon as possible and record the allegation on 

CPOMS within 24 hours but will not investigate it. 
• The DSL will contact the local authority children’s social care team and follow its 

advice, as well as the police if the allegation involves a potential criminal offence. 
• DSL will inform parents/carers of both students, or students connected to the 

incident. 
• The DSL will put a risk assessment and support plan into place for all children 

involved – both the victim(s) and the child against whom the allegation has been 
made – with a named person they can talk to if needed. 

• The DSL will contact the children and adolescent mental health services (CAMHS), if 
appropriate. 

• The DSL can contact the NAS Nominated Safeguarding Individual or the NSPCC 
Helpline on 0808 800 5000 or by emailing help@nspcc.org.uk for additional advice. 

• Each incident of or concern about peer-on-peer abuse will be different: the 
DSL/DDSL should gather all the facts, assess any risks and make decisions on a 
case-by-case basis.  

• All staff should be able to reassure the child or children/ potential victims that they 
are being taken seriously and that they will be supported and kept safe. A victim 
should never be given the impression that they are creating a problem by reporting 
abuse, sexual violence or sexual harassment. Nor should a victim ever be made to 
feel ashamed for making a report. 

• 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, and feedback 
will be sought throughout by the DSL/DDSL. 

Staff at Thames Valley School will minimise the risk of peer-on-peer abuse by: 

• Challenging any form of derogatory or sexualised language or behaviour help prevent 
problematic, abusive and/or violent behaviour in the future 

• Being vigilant to issues that particularly affect different genders – for example, 
sexualised or aggressive touching or grabbing towards female pupils, and initiation 
and hazing type violence with respect to boys. 

• Ensuring our safeguarding RSE curriculum helps to educate pupils about 
appropriate behaviour and consent. 

• Ensuring pupils know they can talk to staff confidentially through our key worker 
scheme, and safeguarding posters. 

• Ensure staff are trained to understand that a pupil harming a peer could be a sign 
that the child is being abused themselves, and that this would fall under the scope of 
this policy. 
 

 
Serious Youth Violence 
Serious Youth Violence is defined as ‘any offence of most serious violence or weapon enabled 
crime, where the victim is aged 1-19’ i.e. murder, manslaughter, rape, wounding with intent and 
causing grievous bodily harm. ‘Youth violence’ is defined in the same way, but also includes 
assault with injury offences. 
 
Indicators may include 

• increased absence from school 
• a change in friendships or relationships with older individuals or groups 
• a significant decline in performance 
• signs of self-harm or a significant change in wellbeing 
• signs of assault or unexplained injuries 

tel:08088005000
mailto:help@nspcc.org.uk


• unexplained gifts or new possessions could also indicate that children have been 
approached by, or are involved with, individuals associated with criminal networks or 
gangs and may be at risk of criminal exploitation 

 
If staff have any concerns or disclosures of Serious Youth Violence they are to report these to 
the DSL, who will investigate and refer to the police and social care as necessary. 
 
 
Online safety 
 
All staff should be aware that technology is a significant component in many safeguarding and 
wellbeing issues. Children are at risk of abuse online as well as face to face. In many cases 
abuse will take place concurrently via online channels and in daily life. Children can also abuse 
their peers online, this can take the form of abusive, harassing, and misogynistic messages, 
the non-consensual sharing of indecent images, especially around chat groups, and the 
sharing of abusive images and pornography, to those who do not want to receive such content. 
 
If staff are informed about any abusive or pornographic images, they should not ask to see 
these but inform the police and social care as necessary. 
 
NB Consensual image sharing, especially between older children of the same age, may 
require a different response. It might not be abusive - but children still need to know it is 
illegal - whilst non-consensual is illegal and abusive. 
 
The teacher with responsibility for On-line safety is Cristianne Thoseby   
 
COMPLAINTS AND CONCERNS ABOUT SCHOOL SAFEGUARDING PRACTICES 

Complaints against staff 

Complaints against staff that are likely to require a safeguarding investigation will be handled 
in accordance with our procedures for dealing with allegations of abuse made against staff. 

Whistle Blowing 

As a school, we encourage staff with any concerns about any aspect of our work to come 
forward and voice those concerns. Staff have a responsibility to bring matters of concern to 
the attention of senior leadership and/or relevant agencies. Whistleblowing is where a 
member of staff reports suspected concerns or wrong doing at school. Whistleblowing 
should be to a line manager, SLT or the Principal. If the incident is a safeguarding concern, 
the Designated Safeguarding Office (Amanda Makoka) should be informed. If the incident 
is regarding the Principal, the staff member must bring the matter to the attention of the 
Chair of Governors Jo Southby. 

 
 
NOTIFYING PARENTS 

Where appropriate, we will discuss any concerns about a child with the child’s parents. The 
DSL will normally do this in the event of a suspicion or disclosure. 

Other staff will only talk to parents about such concerns following consultation with the DSL. 

If we believe that notifying parents would increase the risk to the child, we will discuss this 
with the local authority children’s social care team before doing so. 

In the case of allegations of abuse made against other children, we will normally notify the 
parents of all the children involved. 

 
 



INDEPENDENT GROUPS THAT RUN WITHIN THE SCHOOL: 

Will be provided with a copy of this policy and induction on its content. These groups will be 
required to follow the School’s Safeguarding Policy and Procedures at all times. This 
includes outside professionals who are employed by us to facilitate a group or 
course. 
 
The only exceptions are professionals who adhere to their own Safeguarding Policies 
and Procedures such as NHS staff who are using the School as a facility to run an 
independent group with attendees from outside the School. 

 
 
RESTRICTIVE PHYSICAL INTERVENTION 

A restrictive intervention is defined as the use of physical force to control a child’s behaviour. 
Restrictive physical interventions with a child should only be engaged in if the child is at 
serious risk of hurting him/herself or someone else. Restrictive physical interventions should 
involve the minimum amount of force for the minimum amount of time. All incidents of 
restrictive physical intervention are recorded on CPOMS and monitored by the DSL and or 
Safeguarding Team. 

At Thames Valley School we believe that it is quite acceptable to appropriately make 
physical contact with young children, for example to give reassurance to a child who is hurt 
or distressed. Staff should however be aware that children respond differently to touch and a 
child’s personal boundaries should always be respected. 

 
PHOTOGRAPHING CHILDREN 

We will not allow others to photograph or film pupils during a school activity without parental 
permission.  

We will not allow images of pupils to be used on school websites, publicity, or press 
releases, without express permission from the parent, and if we do obtain such permission, 
we will not identify individual children by name. 

We understand that parents like to take photos of or video record their children during events 
at the school. This is a normal part of family life and we will not discourage parents from 
celebrating their child’s successes. At school events we remind parents that photographs 
and video footage taken at the school may not be posted on the internet or sent 
electronically. However, the school cannot be held accountable for photographs or video 
footage taken by parents or families at school functions. 

Mobile phones and cameras 

Staff are allowed to bring their personal phones to school for their own use, but will limit such 
use to non-contact time when the pupils are not present. Staff members’ personal phones 
will remain in their bags or cupboards during contact time with pupils unless prior permission 
is given by the Principal. 

Staff must not take pictures or recordings on their personal phoned or cameras. 

We will follow the Data Protection Act 1998 when taking and storing photos and recordings 
for use in the school and follow guidance from GDPR regulations 2018 to ensure personal 
data is protected. 



CONFIDENTIALITY 

The school and all members of staff, will ensure that all data about pupils is handled in 
accordance with the requirements of the law, and any national and local guidance. This 
includes GDPR guidance to ensure data is kept safe and used appropriately. 

Any member of staff who has access to sensitive information about a child, or the child’s 
family, must take all reasonable steps to ensure that such information is only disclosed to 
those people who need to know. 

Regardless of the duty of confidentiality, if any member of staff has reason to believe that a 
child, or person closely connected to the child, may be suffering harm, or be at risk of harm, 
their duty is to forward this information without delay to the Designated Safeguarding Lead or 
Deputy DSL 

No member of staff, student or volunteer should assure a child or family member that they 
will be able to give confidentiality to anything they are told by them. 

 
 
Monitoring and Evaluation 

Implementation and day to day working of this policy will be monitored by the Designated 
Safeguarding Lead, who will liaise with the Deputy DSL, the Principal and the Governors, 
and bring to their attention any concerns that the policy or procedures are not being adhered 
to. The DSL will be responsible for ensuring that the policy is updated in line with changes to 
statutory guidance of Berkshire Safeguarding Children Boards Procedures. 

The DSL will report to the Governing Body termly: 

• Numbers of child protection concerns brought to their attention by staff in the school. 
• Number of concerns that were reported to the Multi-Agency Safeguarding Hub 

(MASH). 
• Number of requests for information by Children’s Social Care. 
• Attendance at Child Protection Conferences, Core Group Meetings and Team around 

the Child Meetings. 
• Number of staff and volunteers who have received safeguarding training within the 

last year and the number due to receive training within the coming year. 
• Numbers of allegations against members of staff 
• Number of concerns reported to the Local Authority Designated Officer 
• Racist Incidents 
• Any other concerns raised that are relevant to the safeguarding of children in the 

school. 
 
Safeguarding monitoring data collection form – Appendix 5 

 
 
Creating a culture that recognises and understands the importance of 
safeguarding 

Safeguarding will be a top priority at all times. Posters throughout the building will remind 
everyone of their safeguarding responsibilities and of who the designated officers are. Pupils 



will be taught to understand their rights and to know how to communicate any concerns they 
have. 

 
Dissemination 

A copy of this policy will be given to all new members of staff, students and volunteers 
working in the school for a sustained or regular period. It will also be available on the 
school’s website. 

Staff will be asked to re-read the policy at least annually and to sign to confirm that this has 
been done. 

 
Success Criteria: 

1. Staff say that they feel confident that they know what to do, or who to contact, when 
they have concerns about children or their families. 

2. Information on Incident Reporting Forms show that they are being completed 
appropriately and that incidents are being appropriately followed up. 

3. Staff say that they believe that safeguarding procedures set out in the policy are 
being consistently followed throughout the school. 

4. Content of the policy remains up to date with reference to Berkshire Local 
Safeguarding Children Boards Procedures and all other legislation. 

 
 
Recognising abuse and taking action 

Staff, volunteers and governors must follow the procedures set out below in the event of a 
safeguarding issue. 

If a child is in immediate danger: 

Tell the DSL immediately to make a referral. 

Make a referral to children’s social care and/or police immediately if a child is in immediate 
danger or at risk of harm. Anyone can make a referral. Tell the DSL immediately to make a 
referral if you have made a referral directly 

If a child makes a disclosure to you: 

If a child discloses a safeguarding issue to you, you should: 

• Listen to and believe them. Allow them time to talk freely and do not ask leading 
questions 

• Stay calm and do not show that you are shocked or upset. 
• Tell the child they have done the right thing in telling you. Do not tell them they 

should have told you sooner 
• Explain what will happen next and that you will have to pass the information on. Do 

not promise to keep it a secret 
• Write up your conversation as soon as possible in the child’s own words. Stick to the 

facts, and do not pass your own judgement on it. 



• Sign and date the write up and pass it on to the DSL. Alternatively, if appropriate, 
make a referral to children’s social care and/or police directly and tell the DSL as 
soon as possible that you have done so. 

If you discover that FGM has taken place or a pupil is at risk of FGM 

The Department for Education’s Keeping Children Safe in Education explains that FGM 
comprises ‘all procedures involving partial or total removal of the external female genitalia, or 
other injury to the female genital organs’ 

FGM is illegal in the UK and a form of child abuse with long-lasting, harmful consequences. 
It is also known as ‘female genital cutting’ or ’initiation’. 

Possible indicators that a pupil has already been subjected to FGM, and factors that suggest 
a pupil may be at risk, are set out in Appendix 4. 

Any teacher who discovers that an act of FGM appears to have been carried out on a pupil 
under 18 must immediately report this to the police, personally.  

This is a statutory duty, and teachers will face disciplinary sanctions for failing to meet it. 
This does not apply in cases where a pupil is at risk of FGM or FGM is suspected but is not 
known to have been carried out. Staff should not examine pupils. 

Any other member of staff who discovers that an act of FGM appears to have been carried 
out on a pupil under 18 must speak to the DSL and follow the local safeguarding 
procedures. 

Any member of staff who suspects a pupil is at risk of FGM must speak to the DSL and 
follow the local safeguarding procedures. 

 
 

If you have concerns about a child (as opposed to a child being in immediate 
danger) 

Where possible speak to the DSL first to agree a course of action. Alternatively, make a 
referral to local authority children’s social care team directly (see ‘Referral’ below) 

You can also contact the charity NSPCC on 0808 800 5000 if you need advice on the 
appropriate action. 

 
 

Early help 

If early help is appropriate, the DSL will complete the relevant referral, liaising with 
other agencies and setting up an inter-agency assessment as appropriate. 

The DSL will keep the case under constant review and the school will consider a referral 
to the local authority children’s social care if the situation does not seem to be improving. 
Timelines of interventions will be monitored and reviewed. 

 
 
 
 
 
 
 
 
 



Referral 
If it is appropriate to refer the case to local authority children’s social care or the police, 
the DSL will make the referral. 

If you make a referral directly, you must tell the DSL as soon as possible. 

The local authority will make a decision within 1 working day of a referral about what 
course of action to take and will let the person who made the referral know the outcome. 
The DSL or person who made the referral must follow up with the local authority if this 
information is not made available, and ensure outcomes are properly recorded. 

If the child’s situation does not seem to be improving after the referral, the DSL or person 
making the referral must contact the local authority and make sure the case is 
reconsidered to ensure the concerns have been addressed and the child’s situation 
improves. 

Social care have 45 working days to complete an assessment. 
 
 

If you have concerns about extremism 

If a child is not at immediate risk of harm, where possible, speak to the DSL first to agree 
a course of action. Alternatively, make a referral to local authority children’s social care 
directly if appropriate (see Referral above). 

Where there is a concern, the DSL will consider the level of risk and decide which 
agency to make a referral to. This could include Channel, the government’s programme 
for identifying and supporting individuals at risk of being drawn into terrorism, or the local 
authority children’s social care team. 

The Department for Education also has a dedicated telephone helpline, 020 7340 7264 
that school staff and governors can call to raise concerns about extremism with respect 
to a pupil. You can also email counter.extremism@education.gov.uk. Note that this is not 
for use in emergency situations. 

 
 

In an emergency, call 999 or the confidential anti-terrorist hotline on 0800 789 321 if you: 

• Think someone is in immediate danger 
• Think someone may be planning to travel to join an extremist group 
• See or hear something that may be terrorist related. 

 
 
This policy is based on the Department for Education’s statutory guidance. Keeping 
Children Safe in Education 2021 and Working Together to Safeguard Children 
(amended 2018) and the Governance Handbook. We comply with this guidance 
and the procedures set out by our local safeguarding children board 

This policy is also based on the following legislation: 

• Part 3 of the schedule to the Education (Independent School Standards) 
Regulations 2014, which places a duty on academies and independent schools to 
safeguard and promote the welfare of pupils at the school. 

• The Children Act 1989 (and 2004 amendment) which provides a framework for the 
care and protection of children. 

mailto:counter.extremism@education.gov.uk


• Section 5B (11) of the Female Genital Mutilation Act 2003, as inserted by section 74 
of the Serious Crime Act 2015, which places a statutory duty on teacher’s to report 
to the police where they discover that female genital mutilation (FGM) appears to 
have been carried out on a girl under 18. 

• Statutory Guidance on FGM, which sets out responsibilities with regards to 
safeguarding and supporting girls affected by FGM. 

• The Rehabilitation of Offenders Act 1974, which outlines when people with 
criminal convictions can work with children 

• Schedule 4 of the Safeguarding Vulnerable Groups Act 2006, which defines what 
‘regulated activity’ is in relation to the children. 

• Statutory guidance on the Prevent duty, which explains schools duties under the 
Counter terrorism and Security Act 2015 with respect to protecting people from 
the risk of radicalisation and extremism. 

 
 
 
ESSENTIAL TELEPHONE / CONTACT NUMBERS 

 
 
Please ensure you contact the local authority where the child lives. 

 
 
Overview of all contact points and threshold guidance can be found at the website 
below for the following Local Authorities – Reading, West Berkshire, Slough, Wokingham, 
Bracknell and Windsor and Maidenhead 

http://berks.proceduresonline.com/ 
 
 
Reading Borough Council 

Single Point of Access Phone: 01189373641 

Out of Hours Emergency Team: 01344786543 

Email: childrenssinglepointofaccess@reading.gcsx.gov.uk 

Web referral form can be found at www.reading.gov.uk/childrensrefferalform 

Reading Local Authority Designated Officer: 01189373555 

 

West Berkshire Council 

West Berkshire Children’s Services – Contact Advice Assessment Service (CAAS) 

Phone: 01635 503090 

http://berks.proceduresonline.com/west_berk/p_report_concerns.html 

http://berks.proceduresonline.com/
mailto:childrenssinglepointofaccess@reading.gcsx.gov.uk
http://www.reading.gov.uk/childrensrefferalform
http://berks.proceduresonline.com/west_berk/p_report_concerns.html


Other Local Authorities 

Wokingham Referral and Assessment Team 0118 908 8002 

Windsor and Maidenhead Referral & Assessment Team 01628 683150 

Bracknell MASH team: 01344 352005 

Buckinghamshire First Response Team: 01296 383962 

Buckinghamshire out of hours: 0800 9997677 

Hillingdon MASH: 01895 556633 

Oxfordshire MASH: 0345 0507666 
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