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Part one: Key contacts 
Key contact list for safeguarding in Lime Academy Watergall      

    
 
 Name and position Contact details 

Designated 
Safeguarding Lead 

Ms Sarah Cooper 
Interim SENCO 

01733 264238 
sarah.cooper@limeacademywatergall.london 
 

Designated 
Safeguarding Lead 
and trained 
Domestic Abuse 
Officer 

Mrs Sharon Pearson 
Family Support 
Worker 

01733 264238 
sharon.pearson@limeacademywatergall.london 
 

Other CP trained 
designates  

Mr Kevin Reynolds 
Ms Ellie Metcalf 
Mrs Kellie Mayers 
Mrs Jenny Preston 

Consultant Headteacher 
Interim Deputy Headteacher 
TA and Breakfast Club  
Office Administrator 

Single Point of 
Contact (Prevent)  

Mr Kevin Reynolds 
Consultant 
Headteacher 

01733 264238 
kevin.reynolds@limeacademywatergall.london 
 

mailto:sarah.cooper@limeacademywatergall.london
mailto:sharon.pearson@limeacademywatergall.london
mailto:kevin.reynolds@limeacademywatergall.london


 

 
Key local contacts: 
http://peterborough.proceduresonline.com/index.htm 
 

Name and position Contact details 

Contact Centre 
 

01733 864170/864180 

Out of hours 
 

01733 234724 

Police Child Abuse Investigation 
Unit 

01480 847743 
Or 101/999 in an emergency 
Mash.cp@cambs.pnn.police.uk 
 

Early Help Assessment Team 01733 863649 
helpwithcaf@peterborough.gov.uk 
 

LA Designated Officer (LADO) 01733 864038 
Alison.curtis@peterborough.gov.uk 
 

 
 
 
Part two: Executive Summary 
 

What Lime Trust staff should know and do 
Safeguarding and promoting the welfare of children is defined for the purposes of this guidance as: 
protecting children from maltreatment; preventing impairment of children’s health or development; 
ensuring that children grow up in circumstances consistent with the provision of safe and effective 
care; and taking action to enable all children to have the best outcomes. 

• Children includes everyone under the age of 18.  

• Where a child is suffering significant harm, or is likely to do so, action should be taken to 
protect that child. Such action might be taken under section 47 and section 44 of the 
Children Act 1989

 
Action should also be taken to promote the welfare of a child in need of 

additional support, even if they are not suffering harm or are at immediate risk. Such action 
might be taken under section 17 of the Children Act 1989. 

 

The role of the school within the Lime Trust 
Everyone who comes into contact with children and their families has a role to play in safeguarding 
children. School and staff are particularly important as they are in a position to identify concerns 
early and provide help for children, to prevent concerns from escalating. Schools, colleges and their 
staff form part of the wider safeguarding system for children. This system is described in statutory 
guidance ‘Keeping Children Safe in Education 2016’. Schools should work with social care, the 
police, health services and other services to promote the welfare of children and protect them from 
harm.  
 
Each school has a named Designated Safeguarding Lead [DSL] who will provide support to staff 
members to carry out their safeguarding duties and who will liaise closely with other services such as 
children’s social care. 
 

The role of school staff across the Lime Trust 
The Teachers’ Standards 2012 state that teachers, including headteachers, should safeguard 
children’s wellbeing and maintain public trust in the teaching profession as part of their professional 
duties. 
 
All school staff across the Lime Trust have a responsibility to provide a safe environment in which 

http://peterborough.proceduresonline.com/index.htm
mailto:Mash.cp@cambs.pnn.police.uk
mailto:helpwithcaf@peterborough.gov.uk
mailto:Alison.curtis@peterborough.gov.uk


 

children can learn.  All school staff have a responsibility to identify children who may be in need of 
extra help or who are suffering, or are likely to suffer, significant harm. All staff then have a 
responsibility to take appropriate action, working with other services as needed. 
 
In addition to working with the DSL, staff members should be aware that they may be asked to 
support social workers to take decisions about individual children. 
 
 
 

What school staff across the Lime Trust need to know 
All staff members should be aware of systems within their school which support safeguarding and 
these should be explained to them as part of staff induction. This includes the school’s Child 
Protection Policy, the school’s staff Code of Conduct and the role of the Designated Safeguarding 
Lead [DSL]. 
 
All staff members should also receive appropriate child protection training which is regularly 
updated. 
 
 

What school and Lime Trust staff should look out for 
All school and Lime Trust staff should be aware of the signs of abuse and neglect so that they are 
able to identify cases of children who may be in need of help or protection. 
 
All staff members are advised to maintain an attitude of ‘it could happen here’ where safeguarding 
is concerned. When concerned about the welfare of a child, staff members should always act in the 
interests of the child.  
 
There are various expert sources of advice on the signs of abuse and neglect. Each area’s Local 
Safeguarding Children Board (LSCB) should be able to advise on useful material, including training 
options. One good source of advice is provided on the NSPCC website. Types of abuse and neglect, 
and examples of specific safeguarding issues, are described in paragraphs 24-29 of this policy. 
 
Knowing what to look for is vital to the early identification of abuse and neglect. If staff members 
are unsure they should always speak to the Designated Safeguarding Lead. In exceptional 
circumstances, such as in emergency or a genuine concern that appropriate action has not been 
taken, staff members can speak directly to children’s social care. 
 
A child going missing from education is a potential indicator of abuse or neglect. School staff 
members should follow the school’s procedures for dealing with children who go missing from 
education, particularly on repeat occasions, to help identify the risk of abuse and neglect including 
sexual abuse or exploitation and to help prevent the risks of their going missing in future. More 
information can be found in departmental advice about school attendance and statutory guidance 
about children who run away or go missing from home or care. 
 

What school/Lime Trust staff should do if they have concerns about a child 
When staff members have concerns about a child they should raise these with the school’s DSL. The 
safeguarding lead will usually decide whether to make a referral to children’s social care, but it is 
important to note that any staff member can refer their concerns to children’s social care directly.  
 
 
Where a child and family would benefit from coordinated support from more than one agency (for 
example education, health, housing, police) there should be an inter-agency assessment. These 
assessments should identify what help the child and family require to prevent needs escalating to a 
point where intervention would be needed via a statutory assessment under the Children Act 1989. 
The Early Help Assessment (EHA) should be undertaken by a lead professional who could be a 
teacher, Special Educational Needs Coordinator (SENCO), General Practitioner (GP), family support 
worker and/or health visitor. 



 

 
If, at any point, there is a risk of immediate serious harm to a child a referral should be made to 
children’s social care immediately. Anybody can make a referral. If the child’s situation does not 
appear to be improving the staff member with concerns should press for re-consideration. Concerns 
should always lead to help for the child at some point. 
 
It is important for children to receive the right help at the right time to address risks and prevent 
issues escalating. Research and Serious Case Reviews have repeatedly shown the dangers of failing 
to take effective action. Poor practice includes: failing to act on and refer the early signs of abuse 
and neglect, poor record keeping, failing to listen to the views of the child, failing to re-assess 
concerns when situations do not improve, sharing information too slowly and a lack of challenge to 
those who appear not to be taking action. 
The Department for Education has produced advice ‘What to do if you are worried a child is being 
abused 2015- Advice for practitioners’ to help practitioners identify child abuse and neglect and 
take appropriate action in response. See also the latest DfE guidance ‘Keeping Children Safe in 
Education September 2016’ for sign and symptoms of abuse and neglect.  
 

What school/Lime Trust staff should do if they have concerns about another 
staff member 
If any member of staff has concerns about another staff member then this should be referred to the 
headteacher or principal. Where there are concerns about the headteacher or principal this should 
be referred to the chair of the Academy Council. Full details can be found in Part Five of this 
guidance. 
 

What school or Lime Trust staff should do if they have concerns about 
safeguarding practices within the school 
Staff and volunteers should feel able to raise concerns about poor or unsafe practice and potential 
failures in the school’s safeguarding regime. Appropriate whistleblowing procedures, which are 
suitably reflected in staff training and the Staff Code of Conduct, should be in place for such 
concerns to be raised with the school leadership team. 
 
Where a staff member feels unable to raise the issue with their employer or feels that their genuine 
concerns are not being addressed, other whistleblowing channels are open to them. 
 

Confidentiality and information sharing 
In general, all staff will ensure that confidentiality protocols are adhered to and information about 
any aspect of safeguarding or child protection is adhered to. Information about a pupil or member 
of staff will only be shared by the DSL or Headteacher on a need to know basis only.  Sharing 
without consent could take place is the safety of a child is at risk; in such cases, the decision to share 
information must be recorded.  
 

Communication with parents 
Lime Academy Watergall will undertake appropriate discussion with parents prior to involvement of 
another agency unless specific circumstances preclude this. Parents/carers will generally by consulted 
before a referral is made about them to another agency but there are certain circumstances when 
this is not the case.  Staff are advised to seek guidance if they are unclear as to whether they should 
discuss a concern with parents or not.  
 
Parents/carers are made clear of the school’s responsibility for safeguarding and child protection by 
setting out our obligations on the school website.  
 

Action when a child has suffered or is likely to suffer harm 
The following diagram is taken from Keeping Children Safe in Education, September 2016, and 
illustrates what action should be taken and who should take it where there are concerns about a 
child. If, at any point, there is a risk of immediate serious harm to a child a referral should be made 
to Children’s Social Care immediately. Anybody can make a referral. 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. In cases which also involve an allegation against a staff member, see Part four of this 
guidance. 

2. Early help means providing support as soon as a problem emerges at any point in a child’s 
life.  Where a child would benefit from co-ordinated early help, an early help inter-agency 



 

assessment should be arranged. Chapter one of Working Together to Safeguard Children 
provides detailed guidance on the early help process. 

3. Under the Children Act 1989, local authorities are required to provide services for children 
in need for the purposes of safeguarding and promoting their welfare.  This can include S17 
assessments of children in need and S47 assessments of children at risk of significant harm.  
Full details are in Chapter one of Working together to safeguard children. 

4. This could include applying for an Emergency Protection Order (EPO).  

 

Types of abuse and neglect 
Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm, 
or by failing to act to prevent harm. They may be abused by an adult or adults or another child or 
children. 
 
Physical abuse: a form of abuse which may involve hitting, shaking, throwing, poisoning, burning or 
scalding, drowning, suffocating or otherwise causing physical harm to a child. Physical harm may also 
be caused when a parent or carer fabricates the symptoms of, or deliberately induces, illness in a 
child. 
 
Emotional abuse: the persistent emotional maltreatment of a child such as to cause severe and 
adverse effects on the child’s emotional development. It may involve conveying to a child that they 
are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another 
person. It may include not giving the child opportunities to express their views, deliberately silencing 
them or ‘making fun’ of what they say or how they communicate. It may feature age or 
developmentally inappropriate expectations being imposed on children. These may include 
interactions that are beyond a child’s developmental capability as well as overprotection and 
limitation of exploration and learning, or preventing the child participating in normal social 
interaction. It may involve seeing or hearing the ill-treatment of another. It may involve serious 
bullying (including cyberbullying), causing children frequently to feel frightened or in danger, or the 
exploitation or corruption of children. Some level of emotional abuse is involved in all types of 
maltreatment of a child, although it may occur alone. 
 
Sexual abuse: involves forcing or enticing a child or young person to take part in sexual activities, not 
necessarily involving a high level of violence, whether or not the child is aware of what is happening. 
The activities may involve physical contact, including assault by penetration (for example rape or 
oral sex) or non-penetrative acts such as masturbation, kissing, rubbing and touching outside of 
clothing. They may also include non-contact activities, such as involving children in looking at, or in the 
production of, sexual images, watching sexual activities, encouraging children to behave in sexually 
inappropriate ways, or grooming a child in preparation for abuse (including via the internet). Sexual 
abuse is not solely perpetrated by adult males. Women can also commit acts of sexual abuse, as can 
other children. 
 
Neglect: the persistent failure to meet a child’s basic physical and/or psychological needs, likely to 
result in the serious impairment of the child’s health or development. Neglect may occur during 
pregnancy as a result of maternal substance abuse. Once a child is born, neglect may involve a 
parent or carer failing to: provide adequate food, clothing and shelter (including exclusion from 
home or abandonment); protect a child from physical and emotional harm or danger; ensure 
adequate supervision (including the use of inadequate care-givers); or ensure access to appropriate 
medical care or treatment. It may also include neglect of, or unresponsiveness to, a child’s basic 
emotional needs. 
 

Specific safeguarding issues 
Expert and professional organisations are best placed to provide up-to-date guidance and practical 
support on specific safeguarding issues. For example information for schools can be found on the TES 
website and NSPCC website. Schools can also access broad government guidance on the issues listed 
below via the GOV.UK website: 

1. child sexual exploitation (CSE) – and see below  
2. bullying including cyberbullying  



 

3. domestic violence  
4. drugs  
5. fabricated or induced illness  
6. faith abuse  
7. female genital mutilation (FGM) – and see below  
8. forced marriage  
9. gangs and youth violence  
10. gender-based violence/violence against women and girls (VAWG)  
11. mental health  
12. private fostering  
13. preventing radicalisation - and see below  
14. sexting  
15. teenage relationship abuse  
16. trafficking  

 

Further information on Child Sexual Exploitation 
Child sexual exploitation (CSE) involves exploitative situations, contexts and relationships where 
young people receive something (for example food, accommodation, drugs, alcohol, gifts, money or 
in some cases simply affection) as a result of engaging in sexual activities. Sexual exploitation can 
take many forms ranging from the seemingly ‘consensual’ relationship where sex is exchanged for 
affection or gifts, to serious organised crime by gangs and groups. What marks out exploitation is 
an imbalance of power in the relationship. The perpetrator always holds some kind of power over 
the victim which increases as the exploitative relationship develops. Sexual exploitation involves 
varying degrees of coercion, intimidation or enticement, including unwanted pressure from peers to 
have sex, sexual bullying including cyberbullying and grooming. However, it also important to 
recognise that some young people who are being sexually exploited do not exhibit any external 
signs of this abuse. 
 

Further information on Female Genital Mutilation 
Professionals in all agencies, and individuals and groups in relevant communities, need to be alert to 
the possibility of a girl being at risk of Female Genital Mutilation (FGM), or already having suffered 
FGM. There is a range of potential indicators that a child or young person may be at risk of FGM, 
which individually may not indicate risk but if there are two or more indicators present this could 
signal a risk to the child or young person. Victims of FGM are likely to come from a community that is 
known to practise FGM. Professionals should note that girls at risk of FGM may not yet be aware of 
the practice or that it may be conducted on them, so sensitivity should always be shown when 
approaching the subject. Warning signs that FGM may be about to take place, or may have 
already taken place, can be found on pages 16-17 of the Multi-Agency Statutory Guidance on 
Female Genital Mutilation (April 2016).  Staff should activate local safeguarding procedures, using 
existing national and local protocols for multi-agency liaison with police and children’s social care. 
 

Further information on Preventing Radicalisation 
The Counter-Terrorism and Security Act 2015, places a duty on specified authorities, including local 
authorities and childcare, education and other children’s services providers, in the exercise of their 
functions, to have due regard to the need to prevent people from being drawn into terrorism (“the 
Prevent duty”).  The Counter-Terrorism and Security Act 2015 also places a duty on local authorities 
to ensure Channel panels are in place. The panel must include the local authority and chief officer of 
the local police. Panels will assess the extent to which identified individuals are vulnerable to being 
drawn into terrorism, following a referral from the police and where considered appropriate and 
necessary consent is obtained, arrange for support to be provided to those individuals. The Act also 
requires partners – which includes schools - of Channel panels to co-operate with the panel in the 
carrying out of its functions and with the police in undertaking the initial assessment as to whether a 
referral is appropriate.  
 

Supporting pupils at risk 
The Lime Trust recognises that children who are abused or witness violence may find it difficult to 
develop a sense of self-worth and to view the world as benevolent and meaningful. School may be 



 

the only stable, secure and predictable environment in the lives of many children at risk. 
Nevertheless, at school their behaviour may be challenging and defiant or they may be withdrawn. 
The school’s behaviour policy and pastoral support system is aimed at supporting vulnerable pupils 
as well as maintaining a consistent and positive approach across the school. Referrals to external 
agencies may be appropriate for the most vulnerable children especially if there are the additional 
barriers of special educational needs or looked after children status. 
 
For more information on CSE, FGM and/or preventing radicalisation see Annex A of Keeping 
Children Safe in Education September 2016.  
 
 
 

 
  



 

Part three:  Safeguarding Policy 
A large part of this section is taken directly from legislative information and particularly from 
Keeping Children Safe in Education, September 2016.  As such it is generic to all Lime Trust schools 
as well as being specific to the Peterborough Safeguarding Children Board child protection 
procedures.  
 

The responsibility of Academy Councils and proprietors 
Academy Councils and proprietors must ensure that they comply with their duties under Keeping 
Children Safe in Education, September 2016.  They must also have regard to this guidance to ensure 
that the policies, procedures and training in their schools or colleges are effective and comply with 
the law at all times. This applies to all academies, independent schools and free schools. One 
condition of approval is that arrangements for safeguarding and promoting the health, safety and 
welfare of pupils must have regard to any guidance published on such issues and be approved by 
the Secretary of State and continue to be so in accordance with such approval.  
 

Inter-agency working 
Academy Councils and proprietors should ensure that the school contributes to inter-agency working 
in line with statutory guidance. This includes providing a co-ordinated offer of early help when 
additional needs of children are identified and contributing to inter-agency plans to provide 
additional support to children subject to child protection plans. All schools should allow access for 
children’s social care from the host local authority and, where appropriate, from a placing local 
authority, for that authority to conduct, or to consider whether to conduct, a section 17 or a section 
47 assessment. 
 
Academy Councils and proprietors of all schools should ensure that their safeguarding arrangements 
take into account the procedures and practice of the local authority as part of the inter-agency 
safeguarding procedures set up by the Local Safeguarding Children Board (LSCB). Section 10 of the 
Children Act 2004 requires a local authority to make arrangements to promote co-operation 
between itself and its relevant partners and other organisations who are engaged in activities 
relating to children.

 
The relevant partners include maintained schools, non-maintained special schools, 

academies and free schools and colleges, which are under a duty to co-operate with the local 
authority in the making of such arrangements. The arrangements made by local authorities under 
section 10 may extend to other types of independent and non-maintained schools (i.e. other than 
academies and free schools) as such schools engage in activities relating to children. Under section 
14B of the Children Act 2004 the LSCB can require a school or college to supply information in 
order to perform its functions; this must be complied with. 
 
Academy Councils and proprietors should ensure a member of the Academy Council, usually the 
chair, is nominated to liaise with the designated officer(s) from the relevant local authority and 
partner agencies in the event of allegations of abuse made against the headteacher, or proprietor 
or member of governing body of an independent school. In the event of allegations of abuse being 
made against the head teacher, allegations should be reported directly to the designated officer(s). 
 

Safeguarding policies 
Academy Councils and proprietors should ensure there is an effective Child Protection Policy in place 
together with a Staff Behaviour Policy (sometimes called the Code of Conduct) which should amongst 
other things include staff/pupil relationships and communications including the use of social media. 
When drafting such a policy schools should bear in mind the offence under section 16 of The Sexual 
Offences Act 2003, which provides that it is an offence for a person aged 18 or over (e.g. teacher, 
youth worker) to have a sexual relationship with a child under 18 where that person is in a position 
of trust in respect of that child, even if the relationship is consensual. A situation where a person is in 
a position of trust could arise where the child is in full-time education and the person looks after 
children under 18 in the same establishment as the child, even if s/he does not teach the child. 
 
Both should be provided to all staff – including temporary staff and volunteers – on induction. The 
child protection policy should describe procedures which are in accordance with government 
guidance and refer to locally agreed inter-agency procedures put in place by the LSCB, be 



 

updated annually, and be available publicly either via the school website or by other means.  
Headteachers should ensure that the policies and procedures adopted by Academy Councils and 
proprietors, particularly concerning referrals of cases of suspected abuse and neglect, are followed 
by all staff. 
 

The designated safeguarding lead role 
Academy Councils and proprietors should appoint a member of staff of the school’s leadership team 
to the role of Designated Safeguarding Lead (DSL) and take responsibility for child protection. This 
person should have the appropriate authority and be given the time, funding, training, resources and 
support to provide advice and support to other staff on child welfare and child protection matters, to 
take part in strategy discussions and inter-agency meetings – and/or to support other staff to do so 
– and to contribute to the assessment of children.   
 
The broad areas of responsibility for the DSL role are: 
Managing referrals 

• Refer all cases of suspected abuse to the local authority children’s social care and the 
designated officer(s) for child protection concerns (all cases which concern a staff member)  

• Disclosure and Barring Service (cases where a person is dismissed or left due to risk/harm to a 
child) 

• Police (cases where a crime may have been committed) 
• Liaise with the head teacher or principal to inform him or her of issues especially ongoing 

enquiries under section 47 of the Children Act 1989 and police investigations 
• Act as a source of support, advice and expertise to staff on matters of safety and 

safeguarding and when deciding whether to make a referral by liaising with relevant 
agencies.    

 
Training  
The Designated Safeguarding Lead should receive appropriate training carried out every two years 
in order to: 

• Understand the assessment process for providing early help and intervention, for example 
through locally agreed common and shared assessment processes such as early help 
assessments  

• Have a working knowledge of how local authorities conduct a child protection case conference 
and a child protection review conference and be able to attend and contribute to these 
effectively when required to do so  

• Ensure each member of staff has access to and understands the school’s child protection policy 
and procedures, especially new and part time staff 

• Ensure all staff are kept up to date with current child protection procedures, either through 
regular refresher and information updates, annual training or induction for new staff. All staff, 
governors and volunteers are expected to read Part 1 of Keeping Children Safe in Education 
2016 so they are familiar with the signs and symptoms of abuse. A record will be kept by the 
DSL to demonstrate compliance.  

• Be alert to the specific needs of children in need, those with special educational needs and 
young carers 

• Be able to keep detailed, accurate, secure written records of concerns and referrals 
• Obtain access to resources and attend any relevant or refresher training courses 
• Encourage a culture of listening to children and taking account of their wishes and feelings, 

among all staff, in any measures the school or college may put in place to protect them 
• Ensure that all staff receive regular updated child protection training in line with LSCB 

arrangements 
 
Raising Awareness  
The Designated Safeguarding Lead should ensure the school or college’s policies are known and 
used appropriately:  

• Ensure the school’s Child Protection Policy is reviewed annually and the procedures and 
implementation are updated and reviewed regularly, and work with governing bodies or 
proprietors regarding this  

• Ensure the Child Protection Policy is available publicly and parents are aware of the fact that 



 

referrals about suspected abuse or neglect may be made and the role of the school or college 
in this 

• Link with the local LSCB to make sure staff are aware of training opportunities and the latest 
local policies on safeguarding 

• Where children leave the school or college ensure their child protection file is transferred to 
the new school or college as soon as possible. This should be transferred separately from the 
main pupil file, ensuring secure transit and confirmation of receipt should be obtained.  

 
There should always be cover, or staff who can deputise, for the DSL role in school so it is advisable 
that a number of staff are trained at this level.  A team approach also supports decision-making 
when appropriate and ensures greater compliance across the whole school.  
 

Opportunities to teach safeguarding 
Academy Councils and proprietors should consider how children may be taught about safeguarding, 
including online safety, through teaching and learning opportunities, as part of providing a broad 
and balanced curriculum. This may include covering relevant issues through personal, social health 
and economic education (PSHE), and/or – for maintained schools and colleges – through sex and 
relationship education (SRE). Teaching children how to keep themselves safe, alongside the pastoral 
support offered to pupils, is part of a whole school ethos that helps protect children and prevent 
abuse and exploitation.  
 
School endeavours to establish and maintain an ethos where children feel secure and are 
encouraged to talk and are listened to. We ensure that children know that there are adults in school 
whom they can approach if they are worried or in difficulty. E-safety is a regular part of the 
curriculum and workshops also offered to parents.  
 
Staff should be aware that behaviours linked to the likes of drug taking, alcohol abuse, truanting 
and sexting put children in danger.  All staff should also be aware that safeguarding issues can 
manifest themselves via peer on peer abuse.  This is most likely to include, but not be limited to: 
bullying (including cyber bullying), gender based violence/sexual assaults and sexting.  Staff should 
be clear as to the school’s policy and procedures with regard to peer on peer abuse.  
 
Children are routinely taught in school that staff members do not agree confidentiality and that they 
always act in the child’s best interests which may mean passing on information which a child has 
shared.  Staff are reminded of this through the Child Protection Policy and induction process.  
Academy Councils, proprietors and school leaders should ensure the child’s wishes and feelings are 
taken into account when determining what action to take and what services to provide to protect 
individual children through ensuring there are systems in place for children to express their views and 
give feedback.  
 

Inspection 
The assessment of the quality of leadership and management made during an Ofsted inspection 
includes an assessment of the effectiveness of the safeguarding arrangements in place in the school 
to ensure that there is safe recruitment and that all children are safe. The latest Ofsted Handbook 
(2016) provides further information on what inspectors must do and what schools can expect, and 
provides guidance for inspectors on making their judgements. There is also best practice material 
available.

 
 

 

Looked after children 
Academy Councils must appoint a designated teacher to promote the educational achievement of 
looked after children (LAC) and to ensure that this person has appropriate training.  The most 
common reason for children becoming looked after is as a result of abuse and/or neglect. Academy 
Councils and proprietors of academies should ensure that staff have the skills, knowledge and 
understanding necessary to keeping looked after children safe. In particular, they should ensure that 
appropriate staff have the information they need in relation to a child’s looked after legal status 
(whether they are looked after under voluntary arrangements with consent of parents or on an 
interim or full care order) and contact arrangements with birth parents or those with parental 



 

responsibility. They should also have information about the child’s care arrangements and the levels 
of authority delegated to the carer by the authority looking after him/her.  
 
Schools have a responsibility to appoint a designated teacher for looked after children who will 
liaise with the DSL (sometimes they are the same person) and share details of the child’s social 
worker and the name of the virtual school head in the local authority that looks after the child. 
 

Missing children 
A child going missing from education is a potential indicator of abuse and neglect. Academy Councils 
and proprietors should put in place appropriate safeguarding responses to children who go missing 
from education, particularly on repeat occasions, to help identify the risk of abuse and neglect 
including sexual abuse or exploitation and to help prevent the risks of their going missing in future 
(see paragraph 16 for advice and guidance).  The school’s Attendance Officer has a responsibility 
to pass on concerns about a child’s patterns of attendance, or absence after three consecutive days, 
to the designated safeguarding lead.  For more information, see the school’s Attendance Policy 
and/or Annex A of Keeping Children Safe in Education September 2016.  

 
Part four: Safer recruitment 
 

Recruitment, selection and pre-employment vetting   
It is vital that schools create a culture of safe recruitment and, as part of that, adopt recruitment 
procedures that help deter, reject or identify people who might abuse children.  This part of the 
guidance describes in detail those checks that are, or may be, required for any individual working in 
any capacity at, or visiting, Watergall School. Academy Councils and proprietors must act 
reasonably in making decisions about the suitability of the prospective employee based on checks 
and evidence including: criminal record checks (DBS checks), barred list checks and prohibition checks 
together with references and interview information.  
 
For most appointments, an enhanced DBS certificate, which includes barred list information, will be 
required as the majority of staff will be engaging in regulated activity. This is defined as: 

• Teaching, training instructing, caring for or supervising children on a regular basis  

• Carrying out paid, or unsupervised unpaid, work regularly in a school where that work 
provides an opportunity for contact with children 

• Engaging in intimate or personal care or overnight activity, even if this happens only once 
 
‘Regulated activity’ is work done (more than 3 in any 30 days) by the same person, regardless of 
whether supervised or not. This includes relevant personal care e.g. helping a child, for reasons of 
age, illness or disability, with eating or drinking or in connection with toileting, washing, bathing and 
dressing.  It is not intended that personal care includes activities such as parent volunteers helping 
with costumes for school plays or helping a child lace up football boots.  
 
For all other staff who have an opportunity for regular contact with children who are not engaging in 
regulated activity, an enhanced DBS certificate, which does not include a barred list check, will be 
appropriate. This would include contractors that would have the opportunity for contact with children 
and who work under a temporary or occasional contract. Temporary or occasional is not further 
defined by legislation. Employers should apply the ordinary meaning of these terms, i.e. occasional - 
‘a particular occasion or on an irregular basis’; temporary services - ‘lasting only for a limited 
period, not permanent’. 
 
In a school, a supervised volunteer who regularly teaches or looks after children is not in regulated 
activity. [‘Supervised’ and ‘unsupervised’ have a particular meaning in relation to regulated activity].

 

The Department for Education (DfE) has published separate statutory guidance on supervision and 
regulated activity which schools and colleges should have regard to when considering which checks 
should be undertaken on volunteers. This is set out in Annex D. 
 
In addition to obtaining the DBS certificate described, anyone who is appointed to carry out 



 

teaching work will require an additional check to ensure they are not prohibited from teaching. The 
Teachers’ Disciplinary (England) Regulations 2012 apply to schools and sixth form colleges and any 
person that is subject to a prohibition order is prohibited from carrying out teaching work in those 
establishments. The School Staffing (England) Regulations 2009 and the Education (Independent 
School Standards) Regulations 2014 require governing bodies or proprietors to check that a person 
to be appointed is not subject to an interim prohibition order or a prohibition order.  
 
Academy Councils and proprietors should prevent people who pose a risk of harm from working with 
children by adhering to statutory responsibilities to check staff who work with children, taking 
proportionate decisions on whether to ask for any checks beyond what is required; and ensuring 
volunteers are appropriately supervised. The school or college should have written recruitment and 
selection policies and procedures in place. The School Staffing regulations require governing bodies 
of maintained schools to ensure that at least one person on any appointment panel has undertaken 
safer recruitment training [School Staffing Regulations (England) 2009].

 
Schools may choose 

appropriate training and may take advice from their LSCB in doing so. The training should cover, as 
a minimum, the content of this guidance. 
 
 
 
 

Types of check 
The Disclosure and Barring Service (DBS) is responsible for administering three types of checks: 

• Standard: a check of the Police National Computer (PNC) records of convictions, cautions, 
reprimands and warnings;  

• Enhanced: a check of the PNC records as above, plus other information held by the police 
that is considered relevant by the police; and  

• Enhanced, which will automatically include barred list information: for people working in 
regulated activity with children. This adds checks of the DBS Children’s Barred List to the 
enhanced check. The DBS maintains ‘barred lists’ of individuals who are unsuitable to work 
with children and vulnerable adults. More information is available on the DBS website.  

 
When the DBS has completed its check of an applicant’s PNC record and, if appropriate, whether or 
not they are on the barred list, the relevant information will be recorded on a certificate (the DBS 
certificate) that is sent to the applicant. The applicant must show the original DBS certificate to their 
potential employer before they take up post or as soon as practicable afterwards. 
 
Where a school allows an individual to start work in regulated activity before the DBS certificate is 
available, then they should ensure that the individual is appropriately supervised and that all other 
checks, including a separate barred list check, have been completed. 
 
If a school or college knows or has reason to believe that an individual is barred, it commits an 
offence if it allows the individual to carry out any form of regulated activity.  
 
Secretary of State Prohibition Orders prevent a person from carrying out teaching work in schools 
and related institutions.  Those made by the General Teaching Council for England (GTCE) prior to 
April 2012 have the same effect. A person who is prohibited from teaching must not be appointed to 
work as a teacher in such a setting. A check of any prohibition can be carried out using the ‘Employer 
Access Online’, which is now accessed via the Department’s Secure Access portal

 
Prohibition orders 

are described in the National College for Teaching and Leadership’s (NCTL) publication ‘Teacher 
misconduct: the prohibition of teachers’. 

 
 
 
Pre-appointment checks, DBS and identity checks 
Any offer of appointment made to a successful candidate, including one who has lived or worked 
abroad, must be conditional on satisfactory completion of the necessary pre-employment checks. This 



 

is the case for all new appointments in schools.  
 
 
 
When appointing new staff, schools must: 

• verify a candidate’s identity using identification checking guidelines which can be found on 
  the DBS website 

• obtain a certificate for an enhanced DBS check which will include barred list information, for 
those who will be engaging in regulated activity. Where the individual will be or is 
engaging in regulated activity, schools will need to ensure that they confirm on the DBS 
application that they have the right to barred list information. Part 4 of the Schedule to The 
Education (Independent School Standards) (England) Regulations 2014 applies to 
independent schools, including free schools and academies. This must be obtained from the 
candidate before, or as soon as practicable after, the person’s appointment.   

• obtain a separate barred list check if an individual will start work in regulated activity 
before the DBS certificate is available;  

• verify the candidate’s mental and physical fitness to carry out their work responsibilities. A 
job applicant can be asked relevant questions about disability and health in order to 
establish whether they have the physical and mental capacity for the specific role 

• verify the person’s right to work in the UK. If there is uncertainty about whether an individual 
needs permission to work in the UK, then prospective employers, or volunteer managers, 
should follow advice on the GOV.UK website;  

• if the person has lived or worked outside the UK, make any further checks the school or 
college consider appropriate; and  

• verify professional qualifications, as appropriate.    

• ensure that a candidate to be employed as a teacher is not subject to a prohibition order 
issued by the Secretary of State, using the ‘Employer Access Online’ service.   

 
There is no requirement to obtain an enhanced DBS certificate or carry out checks for events that 
may have occurred outside the UK if, in the three months prior to their appointment, the applicant 
has worked: 

• in a school in England in a post which brought them into regular contact with children or 
young persons in any post in a school since 12 May 2006; or  

• in an institution within the further education sector in England or in a 16-19 Academy, in a 
post which involved the provision of education which brought the person regularly into 
contact with children or young persons.  

 
The DBS cannot provide barred list information on any individual, including volunteers, who are not 
engaging in regulated activity. 
 
DBS Update Service - Individuals can join the DBS Update Service at the point an application for a 
new DBS check is made, enabling future status checks to be carried out to confirm that no new 
information has been added to the certificate since its issue. There is an annual fee for applicants 
using the update service.

 
This allows for portability of a certificate across employers. 

 
 
Before using the DBS Update Service schools must: 

• obtain consent from the applicant to do so;  confirm the certificate matches the individual’s 
identity; and 

• examine the original certificate to ensure that it is for the appropriate workforce and level 
of check e.g. enhanced certificate/enhanced including barred list information. 

• The school can then subsequently carry out a free online check. This would identify whether 
there has been any change to the information recorded, since the initial certificate was 
issued and advise whether the individual should apply for a new certificate. Individuals will 
be able to see a full list of those organisations that have carried out a status check on their 
account. Further information about the update service can be found at GOV.UK. 



 

 
  



 

Flowchart of Disclosure and Barring Service criminal record checks and barred list checks 

 
 
  



 

Employment history and references 
Employers should always ask for written information about previous employment history and check 
that information is not contradictory or incomplete. References should be sought on all short-listed 
candidates, including internal ones, before interview, so that any issues of concern they raise can be 
explored further with the referee, and taken up with the candidate at interview. 
 
The purpose of seeking references is to obtain objective and factual information to support 
appointment decisions. References should always be obtained, scrutinised and any concerns resolved 
satisfactorily, before the appointment is confirmed. They should always be requested directly from 
the referee and employers should not rely on open references, for example in the form of ‘to whom 
it may concern’ testimonials. If a candidate for a teaching post is not currently employed as a 
teacher, it is also advisable to check with the school, college or local authority at which they were 
most recently employed, to confirm details of their employment and their reasons for leaving. 
 
On receipt, references should be checked to ensure that all specific questions have been answered 
satisfactorily. The referee should be contacted to provide further clarification as appropriate, for 
example if the answers are vague. They should also be compared for consistency with the 
information provided by the candidate on their application form. Any discrepancies should be taken 
up with the candidate. 
 
Any information about past disciplinary action or allegations should be considered carefully when 
assessing the applicant’s suitability for the post (including information obtained from the Employer 
Access Online checks referred to previously). 
 

Single central record 
Schools must keep a single central record, referred to in the regulations (described in the following 
paragraph) as the register. The single central record must cover the following people: 

• all staff (including supply staff, teacher trainees on salaried routes) who work at the school; 
and  

• for independent schools, including academies and free schools, all members of the governing 
body.    

 
The information that must be recorded is whether the following checks have been carried out or 
certificates obtained, and the date on which each check was completed/certificate obtained:  

• an identity check  
• a barred list check 
• an enhanced DBS check/certificate 
• a prohibition from teaching check 
• further checks on people living or working outside the UK 
• a check of professional qualifications 
• a check to establish the person’s right to work in the United Kingdom.    

For supply staff, schools should also include whether written confirmation that the employment 
business supplying the member of supply staff has carried out the relevant checks and obtained the 
appropriate certificates, whether any enhanced DBS check certificate has been provided in respect 
of the member of supply staff, and the date that confirmation was received. Independent schools 
should also include the date on which any certificate was obtained. 
 
Where checks are carried out on volunteers, schools should record this on the single central record.  
Schools do not have to keep copies of DBS certificates in order to fulfil the duty of maintaining the 
single central record. To help schools comply with the requirements of the Data Protection Act, where 
a school chooses to retain a copy they should not be retained for longer than six months. A copy of 
the other documents used to verify the successful candidate’s identity, right to work and required 
qualifications should be kept for the personnel file. Further information on handling DBS certificate 
information can be found on GOV.UK. 
 

Individuals who have lived or worked outside the UK 
Individuals who have lived or worked outside the UK must undergo the same checks as all other staff 



 

in schools or colleges. In addition, schools and colleges must make any further checks they think 
appropriate so that any relevant events that occurred outside the UK can be considered. The Home 
Office has published guidance on criminal record checks for overseas applicants. The Department for 
Education has also issued guidance on the employment of overseas-trained teachers. This gives 
information on the requirements for overseas- trained teachers from the European Economic Area to 
teach in England, and the award of qualified teacher status for teachers qualified in Australia, 
Canada, New Zealand and the United States of America. 
 

Agency and third party staff 
Schools must obtain written notification from any agency, or third-party organisation they use that 
the organisation has carried out the checks (in respect of the enhanced DBS certificate that written 
notification has been received that confirms the certificate has been obtained by either the 
employment business or another such business), on an individual who will be working at the school 
that the school would otherwise perform.  
 
Where the position requires a barred list check, this must be obtained by the agency or third-party 
prior to appointing that individual. The school must also check that the person presenting themselves 
for work is the same person on whom the checks have been made. 
 
Where trainee teachers are fee-funded it is the responsibility of the initial teacher training provider 
to carry out the necessary checks. Schools should obtain written confirmation from the training 
provider that these checks have been carried out and that the trainee has been judged by the 
provider to be suitable to work with children.

 
There is no requirement for the school to record details 

of fee-funded trainees on the single central record. 

Change of circumstance for existing staff 
If a school or college has concerns about an existing staff member’s suitability to work with children, 
the school or college should carry out all relevant checks as if the person were a new member of 
staff. Similarly, if a person working at the school or college moves from a post that was not 
regulated activity, into work which is regulated activity, the relevant checks for the regulated activity 
must be carried out.

 
Apart from these circumstances, the school or college is not required to request a 

DBS check or barred list check. 
 
Schools and colleges have a legal duty to refer to the DBS anyone who: 

• has harmed, or poses a risk of harm, to a child or vulnerable adult 

• where the individual has received a caution or conviction for a relevant offence 

• if there is reason to believe an individual has committed a listed relevant offence and that 
individual has been removed from working (paid or unpaid) in regulated activity, or would 
have been removed had they not left.  

The list of offences is set out in the Safeguarding Vulnerable Groups Act 2006.  The DBS will 
consider whether to bar the person. Referrals should be made as soon as possible after the 
resignation or removal of the individual. Guidance on referrals can be found on GOV.UK.  
Where a teacher’s employer, including an agency, dismisses or ceases to use the services of a 
teacher because of serious misconduct, or might have dismissed them or ceased to use their services 
had they not left first, they must consider whether to refer the case to the Secretary of State, as 
required by sections 141D and 141E of the Education Act 2002. The Secretary of State may 
investigate the case, and if s/he finds there is a case to answer, must then decide whether to make a 
prohibition order in respect of the person. 
 
 

Volunteers  
Under no circumstances should a volunteer in respect of whom no checks have been obtained be left 
unsupervised or allowed to work in regulated activity. 
 
Volunteers who on an unsupervised basis teach or look after children regularly, or provide personal 
care on a one-off basis in schools will be in regulated activity. The school should obtain an enhanced 
DBS certificate (which should include barred list information) for all volunteers who are new to 
working in regulated activity. Existing volunteers in regulated activity do not have to be re-checked 



 

if they have already had a DBS check. However, schools may conduct a repeat DBS check (which 
should include barred list information) on any such volunteer should they have concerns. 
 
Schools may obtain an enhanced DBS certificate (not including barred list information), for volunteers 
who are not engaging in regulated activity, but have the opportunity to come into contact with 
children on a regular basis, e.g. supervised volunteers.  Employers are not legally permitted to 
request barred list information on a volunteer who, because they are supervised, is not in regulated 
activity. 
 
The school should undertake a risk assessment and use their professional judgement and experience 
when deciding whether to seek an enhanced DBS check for any volunteer not engaging in regulated 
activity. In doing so they should consider: 

• the nature of the work with children; 
• what the establishment knows about the volunteer, including formal or informal information 

offered by staff, parents and other volunteers; 
• whether the volunteer has other employment or undertakes voluntary activities where 

referees can advise on suitability; and 
• whether the role is eligible for an enhanced DBS check. 

The DBS cannot provide barred list information on any information, including volunteers, who are not 
in regulated activity. 
 
 

Academy Councils and academy proprietors  
Academy Council members who are volunteers should be treated on the same basis as other 
volunteers, that is, an enhanced DBS check (which will include a barred list check) should only be 
requested if the Academy Council member will be engaging in regulated activity. Academy Councils 
can request an enhanced DBS check without a barred list check on an individual as part of the 
appointment process for Academy Council members.  
 
The requirement for an enhanced DBS check and certificate is disapplied for the chair of an 
academy trust if the academy is converting from a maintained school and the person has already 
been subject to a check carried out by the local authority. 
 
Where the proprietor is a body of people, the chair must ensure that enhanced DBS checks are 
undertaken, where relevant, for the other members of the body and that where such a check has 
been undertaken, an enhanced DBS certificate is obtained), and that identity checks are completed 
before, or as soon as practicable after, any individual takes up their position. Further checks as the 
chair considers appropriate should be undertaken where, by reason of the individual’s living or 
having lived overseas, obtaining an enhanced DBS certificate is not sufficient to establish his or her 
suitability to work in a school. 
 
In the case of an academy trust newly established to operate a free school, the DfE will ask the DBS 
to conduct checks on all members and directors of the new trust. Academy trusts, including those 
established to run a free school, have the same responsibilities as all independent schools in relation 
to requesting enhanced DBS certificates for permanent and supply staff. 
 
 
 
 
 
 

Contractors and visitors 
Schools should ensure that any contractor, or any employee of the contractor, who is to work at the 
school has been subject to the appropriate level of DBS check. Contractors engaging in regulated 
activity will require an enhanced DBS certificate (including barred list information). For all other 
contractors who are not engaging in regulated activity, but whose work provides them with an 
opportunity for regular contact with children, an enhanced DBS check (not including barred list 



 

information) will be required. In considering whether the contact is regular, it is irrelevant whether the 
contractor works on a single site or across a number of sites. 
Under no circumstances should a contractor in respect of whom no checks have been obtained be 
allowed to work unsupervised, or engage in regulated activity. Schools are responsible for 
determining the appropriate level of supervision depending on the circumstances.  If a contractor 
working at a school is self-employed, the school should consider obtaining the DBS check, as self-
employed people are not able to make an application directly to the DBS on their own account. 
Schools should always check the identity of contractors and their staff on arrival at the school. 
 
Schools do not have the power to request DBS checks and barred list checks, or ask to see DBS 
certificates, for visitors (for example children’s’ relatives or other visitors attending a sports day). 
Head teachers and principals should use their professional judgment about the need to escort or 
supervise visitors. 
 
 

  



 

Part five:   Allegations of abuse made against teachers and other staff 
 

Duties as an employer and an employee 
This part of the guidance is about managing cases of allegations that might indicate a person would 
pose a risk of harm if they continue to work in regular or close contact with children in their present 
position, or in any capacity. It should be used in respect of all cases in which it is alleged that a 
teacher or member of staff (including volunteers) in a school or college that provides education for 
children under 18 years of age has: 

• behaved in a way that has harmed a child, or may have harmed a child;  
• possibly committed a criminal offence against or related to a child; or  
• behaved towards a child or children in a way that indicates he or she would pose a risk of 

harm to children.  
 
This is regardless of whether the school or college is where the alleged abuse took place. Allegations 
against a teacher who is no longer teaching should be referred to the police as should cases of 
historical allegations of abuse. 
 
Employers have a duty of care to their employees. They should ensure they provide effective 
support for anyone facing an allegation and provide the employee with a named contact if they are 
suspended. It is essential that any allegation of abuse made against a teacher or other member of 
staff or volunteer in a school or college is dealt with very quickly, in a fair and consistent way that 
provides effective protection for the child and at the same time supports the person who is the 
subject of the allegation. 
 

Initial considerations 
The procedures for dealing with allegations need to be applied with common sense and judgement. 
Many cases may well either not meet the criteria set out above, or may do so without warranting 
consideration of either a police investigation or enquiries by local authority children’s social care 
services. In these cases, local arrangements should be followed to resolve cases without delay. 
 
Some rare allegations will be so serious they require immediate intervention by children’s social care 
services and/or police. The designated officer(s) should be informed of all allegations that come to a 
school’s attention and appear to meet the criteria so they can consult police and children’s social care 
services as appropriate. 
 
The following definitions should be used when determining the outcome of allegation investigations: 

• Substantiated: there is sufficient evidence to prove the allegation;  
• Malicious: there is sufficient evidence to disprove the allegation and there has been a 

deliberate act to deceive;  
• False: there is sufficient evidence to disprove the allegation;  
• Unsubstantiated: there is insufficient evidence to either prove or disprove the allegation. 

The term, therefore, does not imply guilt or innocence.  
 
Schools may wish to use the additional definition of ‘unfounded’ to reflect cases where there is no 
evidence or proper basis which supports the allegation being made. It might also indicate that the 
person making the allegation misinterpreted the incident or was mistaken about what they saw. 
Alternatively they may not have been aware of all the circumstances. 
 
In the first instance, the Headteacher - or where the Headteacher is the subject of an allegation, the 
chair of the Academy Council - chair of the management committee or proprietor of an independent 
school (the ‘case manager’) should immediately discuss the allegation with the designated officer(s).  
 
The purpose of an initial discussion is for the designated officer(s) and the case manager to consider 
the nature, content and context of the allegation and agree a course of action. The designated 
officer(s) may ask the case manager to provide or obtain relevant additional information, such as 
previous history, whether the child or their family have made similar allegations previously and the 
individual’s current contact with children. There may be situations when the case manager will want to 



 

involve the police immediately, for example if the person is deemed to be an immediate risk to 
children or there is evidence of a possible criminal offence. Where there is no such evidence, the 
case manager should discuss the allegations with the designated officer(s) in order to help determine 
whether police involvement is necessary. 
 
The initial sharing of information and evaluation may lead to a decision that no further action is to 
be taken in regard to the individual facing the allegation or concern; in which case this decision and 
a justification for it should be recorded by both the case manager and the designated officer(s), and 
agreement reached on what information should be put in writing to the individual concerned and by 
whom. The case manager should then consider what action should follow both in respect of the 
individual and those who made the initial allegation. 
 
The case manager should inform the accused person about the allegation as soon as possible after 
consulting the designated officer(s). It is extremely important that the case manager provides them 
with as much information as possible at that time. However, where a strategy discussion is needed, or 
police or children’s social care services need to be involved, the case manager should not do that 
until those agencies have been consulted, and have agreed what information can be disclosed to the 
accused. Employers must consider carefully whether the circumstances of a case warrant a person 
being suspended from contact with children at the school or whether alternative arrangements can 
be put in place until the allegation or concern is resolved. All options to avoid suspension should be 
considered prior to taking that step (see further information on suspension which follows). 
 
If there is cause to suspect a child is suffering or is likely to suffer significant harm, a strategy 
discussion should be convened in accordance with the statutory guidance ‘Working Together to 
Safeguard Children 2016’. If the allegation is about physical contact, the strategy discussion or 
initial evaluation with the police should take into account that teachers and other school and college 
staff are entitled to use reasonable force to control or restrain children in certain circumstances, 
including dealing with disruptive behaviour. 
 
Where it is clear that an investigation by the police or children’s social care services is unnecessary, 
or the strategy discussion or initial evaluation decides that is the case, the designated officer(s) 
should discuss the next steps with the case manager. In those circumstances, the options open to the 
school depend on the nature and circumstances of the allegation and the evidence and information 
available. This will range from taking no further action to dismissal or a decision not to use the 
person’s services in future. Suspension should not be the default position; an individual should be 
suspended only if there is no reasonable alternative. 
 
In some cases, further enquiries will be needed to enable a decision about how to proceed. If so, the 
designated officer(s) should discuss with the case manager how and by whom the investigation will 
be undertaken. In straightforward cases, the investigation should normally be undertaken by a senior 
member of the school’s staff. However, in other circumstances, such as lack of appropriate resource 
within the school, or the nature or complexity of the allegation will require an independent 
investigator. Many local authorities already provide for an independent investigation of allegations, 
often as part of the personnel services that maintained schools can buy in from the authority. It is 
important that local authorities ensure that schools have access to an affordable facility for 
independent investigation where that is appropriate. 
 
 

Supporting those involved 
Employers have a duty of care to their employees. They should act to manage and minimise the 
stress inherent in the allegations process. Support for the individual is vital to fulfilling this duty. 
Individuals should be informed of concerns or allegations as soon as possible and given an 
explanation of the likely course of action, unless there is an objection by the children’s social care 
services or the police. The individual should be advised to contact their trade union representative, if 
they have one, or a colleague for support. They should also be given access to welfare counselling 
or medical advice where this is provided by the employer. 
 
The case manager should appoint a named representative to keep the person who is the subject of 



 

the allegation informed of the progress of the case and consider what other support is appropriate 
for the individual. For staff in maintained schools, that may include support via the local authority 
occupational health or employee welfare arrangements. Particular care needs to be taken when 
employees are suspended to ensure that they are kept informed of both the progress of their case 
and current work-related issues. Social contact with colleagues and friends should not be prevented 
unless there is evidence to suggest that such contact is likely to be prejudicial to the gathering and 
presentation of evidence. 
 
 
Parents or carers of a child or children involved should be told about the allegation as soon as 
possible if they do not already know of it. However, where a strategy discussion is required, or 
police or children’s social care services need to be involved, the case manager should not do so until 
those agencies have been consulted and have agreed what information can be disclosed to the 
parents or carers. Parents or carers should also be kept informed about the progress of the case, 
and told the outcome where there is not a criminal prosecution, including the outcome of any 
disciplinary process. The deliberations of a disciplinary hearing, and the information taken into 
account in reaching a decision, cannot normally be disclosed, but the parents or carers of the child 
should be told the outcome in confidence.

 
In deciding what information to disclose, careful 

consideration should be given to the provisions of the Data Protection Act 1998, the law of 
confidence and, where relevant, the Human Rights Act 1998. 
 
Parents and carers should also be made aware of the requirement to maintain confidentiality about 
any allegations made against teachers whilst investigations are ongoing.  If parents or carers wish to 
apply to the court to have reporting restrictions removed, they should be told to seek legal advice. 
 
In cases where a child may have suffered significant harm, or there may be a criminal prosecution, 
children’s social care services, or the police as appropriate, should consider what support the child or 
children involved may need. 
 

Confidentiality 
It is extremely important that when an allegation is made, the school or college makes every effort 
to maintain confidentiality and guard against unwanted publicity while an allegation is being 
investigated or considered. The Education Act 2002 introduced reporting restrictions preventing the 
publication of any material that may lead to the identification of a teacher who has been accused 
by, or on behalf of, a pupil from the same school (where that identification would identify the 
teacher as the subject of the allegation). The reporting restrictions apply until the point that the 
accused person is charged with an offence.  They cease to apply if the individual to whom the 
restrictions apply effectively waives their right to anonymity by going public themselves or by giving 
their written consent for another to do so or if a judge lifts restrictions in response to a request to do 
so.  
 
‘Publication’ of material that may lead to the identification of the teacher who is the subject of the 
allegation is prohibited. “Publication” includes “any speech, writing, relevant programme or other 
communication in whatever form, which is addressed to the public at large or any section of the 
public”. This means that a parent who, for example, published details of the allegation on a social 
networking site would be in breach of the reporting restrictions (if what was published could lead to 
the identification of the teacher by members of the public). 
 
In accordance with the Association of Chief Police Officers’ (ACPO) guidance the police will not 
normally provide any information to the press or media that might identify an individual who is 
under investigation, unless and until the person is charged with a criminal offence. (In exceptional 
cases where the police would like to depart from that rule, for example an appeal to trace a 
suspect, they must apply to a magistrates’ court to request that reporting restrictions be lifted). 
 
The case manager should take advice from the designated officer(s), police and children’s social 
care services to agree the following: 

• who needs to know and, importantly, exactly what information can be shared;  
• how to manage speculation, leaks and gossip;  



 

• what, if any information can be reasonably given to the wider community to reduce 
speculation; and  

• how to manage press interest if and when it should arise.  
 

Exit arrangements 
If the accused person resigns, or ceases to provide their services, this should not prevent an 
allegation being followed up in accordance with this guidance. A referral to the DBS must be made, 
if the criteria are met.   If this is the case it will not be appropriate to reach a settlement/compromise 
agreement. A settlement/compromise agreement which prevents the school from making a DBS 
referral when the criteria are met would likely result in a criminal offence being committed as the 
school would not be complying with its legal duty to make the referral. 
 
It is important that every effort is made to reach a conclusion in all cases of allegations bearing on 
the safety or welfare of children, including any in which the person concerned refuses to cooperate 
with the process. Wherever possible the accused should be given a full opportunity to answer the 
allegation and make representations about it. But the process of recording the allegation and any 
supporting evidence, and reaching a judgement about whether it can be substantiated on the basis 
of all the information available, should continue even if that cannot be done or the accused does not 
cooperate. It may be difficult to reach a conclusion in those circumstances, and it may not be possible 
to apply any disciplinary sanctions if a person’s period of notice expires before the process is 
complete, but it is important to reach and record a conclusion wherever possible. 
 
‘Settlement agreements’ (sometimes referred to as compromise agreements), by which a person 
agrees to resign if the employer agrees not to pursue disciplinary action, and both parties agree a 
form of words to be used in any future reference, should not be used in cases of refusal to cooperate 
or resignation before the person’s notice period expires. Such an agreement will not prevent a 
thorough police investigation where that is appropriate. 
 

Record keeping and references 
Details of allegations that are found to have been malicious should be removed from personnel 
records. However, for all other allegations, it is important that 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 and decisions reached, is kept on the confidential personnel file of the accused, and a 
copy provided to the person concerned. 
 
The purpose of the record is to enable accurate information to be given in response to any future 
request for a reference, where appropriate. It will provide clarification in cases where future DBS 
checks reveal information from the police about an allegation that did not result in a criminal 
conviction and it will help to prevent unnecessary re-investigation if, as sometimes happens, an 
allegation re-surfaces after a period of time. The record should be retained at least until the 
accused has reached normal pension age or for a period of 10 years from the date of the 
allegation if that is longer. 
 
Cases in which an allegation was proven to be false, unsubstantiated or malicious should not be 
included in employer references. A history of repeated concerns or allegations which have all been 
found to be false, unsubstantiated or malicious should also not be included in any reference. 
 

Timescales 
It is in everyone’s interest to resolve cases as quickly as possible consistent with a fair and thorough 
investigation. All allegations should be investigated as a priority to avoid any delay. Target 
timescales are shown below: the time taken to investigate and resolve individual cases depends on a 
variety of factors including the nature, seriousness and complexity of the allegation, but these targets 
should be achieved in all but truly exceptional cases. It is expected that 80 per cent of cases should 
be resolved within one month, 90 per cent within three months, and all but the most exceptional cases 
should be completed within 12 months. 
 
For those cases where it is clear immediately that the allegation is unsubstantiated or malicious, they 



 

should be resolved within one week. Where the initial consideration decides that the allegation does 
not involve a possible criminal offence it will be for the employer to deal with it, although if there 
are concerns about child protection, the employer should discuss them with the designated officer(s). 
In such cases, if the nature of the allegation does not require formal disciplinary action, the employer 
should institute appropriate action within three working days. If a disciplinary hearing is required 
and can be held without further investigation, the hearing should be held within 15 working days. 
 

Oversight and monitoring 
The designated officer(s) has overall responsibility for oversight of the procedures for dealing with 
allegations, for resolving any inter-agency issues and for liaison with the Local Safeguarding 
Children Board (LSCB) on the subject. The designated officer(s) will provide advice and guidance to 
the case manager, in addition to liaising with the police and other agencies, and monitoring the 
progress of cases to ensure that they are dealt with as quickly as possible consistent with a thorough 
and fair process. Reviews should be conducted at fortnightly or monthly intervals, depending on the 
complexity of the case. 
 
 
 
Police forces should also identify officers who will be responsible for: 

• liaising with the designated officer(s);  
• taking part in the strategy discussion or initial evaluation;  
• subsequently reviewing the progress of those cases in which there is a police investigation; 

and  
• sharing information on completion of the investigation or any prosecution.  
 

If the strategy discussion or initial assessment decides that a police investigation is required, the 
police should also set a target date for reviewing the progress of the investigation and consulting the 
Crown Prosecution Service (CPS) about whether to charge the individual, continue to investigate or 
close the investigation. Wherever possible, that review should take place no later than four weeks 
after the initial evaluation. Dates for subsequent reviews, ideally at fortnightly intervals, should be 
set at the meeting if the investigation continues. 
 

Suspension 
The possible risk of harm to children posed by an accused person should be evaluated and 
managed in respect of the child or children involved in the allegations. In some rare cases that will 
require the case manager to consider suspending the accused until the case is resolved. Suspension 
should not be an automatic response when an allegation is reported; all options to avoid suspension 
should be considered prior to taking that step. If the case manager is concerned about the welfare 
of other children in the community or the teacher’s family, those concerns should be reported to the 
designated officer(s) or police. But suspension is highly unlikely to be justified on the basis of such 
concerns alone. 
 
Suspension should be considered only in a case where there is cause to suspect a child or other 
children at the school is/are at risk of harm or the case is so serious that it might be grounds for 
dismissal. However, a person should not be suspended automatically; the case manager must 
consider carefully whether the circumstances warrant suspension from contact with children at the 
school or until the allegation is resolved, and may wish to seek advice from their personnel adviser 
and the designated officer(s). In cases where the school is made aware that the Secretary of State 
has made an interim prohibition order in respect of an individual at the school it will be necessary to 
immediately suspend that person from teaching pending the findings of the NCTL’s investigation. 
 
The case manager should also consider whether the result that would be achieved by immediate 
suspension could be obtained by alternative arrangements. In many cases an investigation can be 
resolved quickly and without the need for suspension. If the designated officer(s), police and 
children’s social care services have no objections to the member of staff continuing to work during the 
investigation, the case manager should be as inventive as possible to avoid suspension. Based on 
assessment of risk, the following alternatives should be considered by the case manager before 



 

suspending a member of staff: 
 
 

• redeployment within the school so that the individual does not have direct contact with the 
child or children concerned;  

• providing an assistant to be present when the individual has contact with children;  
• redeploying to alternative work in the school so the individual does not have unsupervised 

access to children;  
• moving the child or children to classes where they will not come into contact with the 

member of staff, making it clear that this is not a punishment and parents have been 
consulted; or  

• temporarily redeploying the member of staff to another role in a different location, for 
example to an alternative school or work for the local authority or academy trust.  

 
These alternatives allow time for an informed decision regarding the suspension and possibly reduce 
the initial impact of the allegation. This will, however, depend upon the nature of the allegation. The 
case manager should consider the potential permanent professional reputational damage to 
employees that can result from suspension where an allegation is later found to be unsubstantiated 
or maliciously intended. 
 
If immediate suspension is considered necessary, the rationale and justification for such a course of 
action should be agreed and recorded by both the case manager and the designated officer(s). This 
should also include what alternatives to suspension have been considered and why they were 
rejected. 
 
Where it has been deemed appropriate to suspend the person, written confirmation should be 
dispatched within one working day, giving as much detail as appropriate for the reasons for the 
suspension. It is not acceptable for an employer to leave a person who has been suspended without 
any support. The person should be informed at the point of their suspension who their named contact 
is within the organisation and provided with their contact details. 
 
Children’s social care services or the police cannot require the case manager to suspend a member 
of staff or a volunteer, although they should give appropriate weight to their advice. The power to 
suspend is vested in the proprietor of the school, or governing bodies of the school who are the 
employers of staff at the school. However, where a strategy discussion or initial evaluation concludes 
that there should be enquiries by the children’s social care services and/or an investigation by the 
police, the designated officer(s) should canvass police and children’s social care services for views 
about whether the accused member of staff needs to be suspended from contact with children in 
order to inform the school or college consideration of suspension. Police involvement does not make it 
mandatory to suspend a member of staff; this decision should be taken on a case-by-case basis 
having undertaken a risk assessment. 
 
 
 
 

Confidentiality and information sharing 
In a strategy discussion or the initial evaluation of the case, the agencies involved should share all 
relevant information they have about the person who is the subject of the allegation, and about the 
alleged victim. 
 
Where the police are involved, wherever possible the employer should ask the police to obtain 
consent from the individuals involved to share their statements and evidence for use in the employer 
disciplinary process. This should be done as their investigation proceeds and will enable the police to 
share relevant information without delay at the conclusion of their investigation or any court case. 
 
Children’s social care services should adopt a similar procedure when making enquiries to determine 
whether the child or children named in the allegation are in need of protection or services, so that 
any information obtained in the course of those enquiries which is relevant to a disciplinary case can 



 

be passed to the employer without delay. 
 
In general, all staff will ensure that confidentiality protocols are adhered to and information about 
any aspect of safeguarding or child protection is adhered to. Information about a pupil or member 
of staff will only be shared by the DSL or Headteacher on a need to know basis only.  Sharing 
without consent could take place is the safety of a child is at risk; in such cases, the decision to share 
information must be recorded.  

 
 
Specific actions 
 

Following a criminal investigation or prosecution 
The police should inform the employer and designated officer(s) immediately when a criminal 
investigation and any subsequent trial is complete, or if it is decided to close an investigation without 
charge, or not to continue to prosecute the case after person has been charged. In those 
circumstances the designated officer(s) should discuss with the case manager whether any further 
action, including disciplinary action, is appropriate and, if so, how to proceed. The information 
provided by the police and/or children’s social care services should inform that decision. The options 
will depend on the circumstances of the case and the consideration will need to take into account the 
result of the police investigation or the trial, as well as the different standard of proof required in 
disciplinary and criminal proceedings. 
 
There is a legal requirement for employers to make a referral to the DBS where they think that an 
individual has engaged in conduct that harmed (or is likely to harm) a child; or if a person otherwise 
poses a risk of harm to a child. 
 
Where it is decided on the conclusion of a case that a person who has been suspended can return to 
work, the case manager should consider how best to facilitate that. Most people will benefit from 
some help and support to return to work after a stressful experience. Depending on the individual’s 
circumstances, a phased return and/or the provision of a mentor to provide assistance and support in 
the short term may be appropriate. The case manager should also consider how the person’s contact 
with the child or children who made the allegation can best be managed if they are still a pupil at 
the school. 
 
 

Malicious or unsubstantiated allegations 
If an allegation is determined to be unsubstantiated or malicious, the designated officers(s) should 
refer the matter to the children’s social care services to determine whether the child concerned is in 
need of services, or may have been abused by someone else. If an allegation is shown to be 
deliberately invented or malicious, the head teacher should consider whether any disciplinary action 
is appropriate against the pupil who made it; or whether the police should be asked to consider if 
action might be appropriate against the person responsible, even if he or she was not a pupil. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Annex A: Other related school policies 

• Behaviour Policy 

• Anti-bullying Policy 

• Preventing Extremism Policy 

• SEN/D Policy 

• Looked After Children Policy 

• E-Safety and Acceptable Use Policy 

• PSHE and SRE Policy 

• Intimate Care Policy 

• Visitors Policy 

• Whistleblowing Policy  

• Staff Code of Conduct 

• Disciplinary Policy  

• Physical Intervention Policy 

• Allegations against Staff Policy 
 
 
 
 

Annex B: Related legislation and documents 
This guidance refers to the legislation and documents below: 
 

• Keeping Children Safe in Education (September 2016)  
• What to do if you’re worried a child is being abused: Advice for Practitioners (March 2015) 
• Revised Prevent Duty Guidance for England and Wales (July 2015) 
• Working Together to Safeguard Children: A guide to inter-agency working to safeguard 

and promote the welfare of children (2015) 
• Education Child Protection Record Keeping Guidance 
• Information sharing: Advice for practitioners providing safeguarding services to children, 

young people, parents and carers: DfE (2015) 
• Multi-agency statutory guidance on female genital mutilation (April 2016) 
• Guidance for Safer Working Practices for Adults who work with Children and Young People 

in Education Settings (Oct 2015) 
• ‘Sexting’ in schools: advice and supported around self-generated images – What to do and 

how to handle it’ (CEOP)  
 
 



 

 
 
 
 


