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Our Mission Statement: 

 
“To go further than we thought, 

To run faster than we hoped, 
To reach higher than we dreamed, 

To become the best we are able to be.” 
 

 
The Lancashire Safeguarding Children’s Board 

The Lancashire Safeguarding Children’s Board website provides relevant and up to date 
information to staff in school about current policies and procedures relating to 
the safeguarding and protection of children. The school’s Designated Senior Persons (Mrs C 
Myers & Mrs N Haworth) for Safeguarding within Helmshore School will ensure that all 
members of staff are up to date with developments in safeguarding arrangements as they 
apply to schools, and are aware of their responsibilities to safeguard and protect children. 
The Safeguarding Unit Business Support Team can be contacted on 01772  531196. Its 
primary functions are to 

 Offer advice and support on safeguarding & child protection matters to all schools and 
services maintained by the Directorate 
   

 Provide a training resource on all aspects of ensuring the wellbeing and safety of 
children in Lancashire Schools 
   

 Identify good practice and disseminate this information to schools and services within 
the County 
   

 Liaise with the other agencies in matters relating to the wellbeing and protection of 
children 
   

 Maintain records and data as appropriate 
   

 Contribute to the work of Lancashire Safeguarding Children’s Board (LSCB) 
   



  

The LSCB publishes the Safeguarding Procedures that all school staff must follow when they 
are concerned about the welfare of a child. LSCB also provides multi-agency training that is 
available to all school staff via the web-site. 
LSCB also oversees the Local Authority Designated Officers Procedure that deals with all 
allegations made against professionals working with children. 
The LSCB may also request information and involvement from a school when a serious case 
review or critical incident review is carried out. 

This policy is based on the Lancashire Area safeguarding children board document “Multi 
Agency Policy guidance and Procedures.”  The underlying principle of this policy is that 
Helmshore Primary School seeks to recognise and fulfil its role in safeguarding children and 
supporting pupils in school. 
 
‘There are three main elements to our Safeguarding Policy’. 
 
  Prevention:   

By promoting a positive school atmosphere, teaching and pastoral support to 
pupils. 

 
  Protection: 

By following agreed procedures, ensuring staff are trained and supported to 
respond appropriately and sensitively to Child Protection concerns. 

 
  Support:  

For all pupils and school staff and especially to pupils who may have been 
subject to abuse. 
 
“We recognise that safeguarding and promoting the welfare of children is a 
shared responsibility which requires effective joint working and partnership 
between all agencies, professionals, children and young people, parents and the 
wider community”, (Lancashire Safeguarding procedures) 

 
This policy applies to all staff and volunteers in school 
 
SCHOOL COMMITMENT 
 
         At Helmshore Primary School we recognise that  high self- esteem, confidence, peer 

support and clear lines of communication with trusted adults helps all children, and 
especially those at risk of or suffering abuse. 

 
Our school will therefore: 

 

 Establish and maintain an ethos where children feel secure and are encouraged to 
talk, and are listened to.  

 

 Ensure that children know that there are adults in the school who they can approach 
if they are worried or are in difficulty. 



  

 

 Include in the curriculum activities and opportunities for PSHE which equip children 
with the skills they need to stay safe and / or communicate their fears or concerns 
about abuse. 

 

 Include in the curriculum material which will help children develop realistic attitudes 
to the responsibilities of adult life, particularly with regard to childcare and parenting 
skills. 

 

 Ensure that every effort will be made to establish effective working relationships 
with parents and colleagues from other agencies. And to inform parents of the 
school’s responsibility to maintain the welfare of all children, and recognise that this 
may occasionally require cases to be referred to other investigative agencies as a 
constructive and helpful measure. 

 

 Raise awareness of both teaching and non-teaching staff of the need for child 
protection and their responsibilities in identifying and reporting possible cases of 
abuse. 

 

 Be vigilant in cases of suspected child abuse, recognising and recording the signs and 
symptoms, have clear procedures whereby teachers report such cases to the schools 
senior staff and are aware of local procedures so that information is effectively 
passed on to relevant professionals such as social workers and the police child 
protection team. 

 

 Monitor children who have been identified as being at risk, keeping in a secure 
location, clear records of pupils progress, maintaining sound policies on 
confidentiality, providing information to other professional, submitting reports to 
case conferences and attending case conferences. 

 
Children are given full access to the curriculum irrespective of age, faith, gender, sexual 
orientation, race and disability. 
 
Framework 
 
The school seeks to follow the advice of the Lancashire safeguarding board whose role is to 
develop procedures and monitor practice. The school has two designated professionals. 
They are Mrs Christine Myers (Head teacher) and Mrs N Haworth (Assistant Headteacher) 
 
The duties of the designated professionals are: 
- To be the route through which all safeguarding concerns are channelled 
- To maintain safeguarding records 
- To be the reference point for outside agencies 
- To attend safeguarding conferences 
- To attend training about safeguarding issues 
- To keep school staff informed and updated about safeguarding matters. 
 



  

The school has a designated safeguarding governor. It is Mrs Julie Hayton. 
The role of the designated governor is: 
- To contribute to, and comment upon, the school’s safeguarding policy 
- To report to the governors about any relevant matters. 
 
Procedures 
 
The school follows the procedures set out in the document produced by the Lancashire 
Safeguarding  Board ‘’Policy, Guidance and Procedures”. This document is held by the 
Headteacher and Family Learning Mentor. 
 
“Because of day-to-day contact with children, schools are particularly well placed to 
observe outward signs of abuse, changes in behaviour or failure to develop. Parents 
should be aware, therefore, that where it appears to a member of staff that a child 
may have been abused, or is at risk, the school is required, as part of the local Child 
Protection Procedures, to share their concern with the Social Services Department 
immediately.” 
 
Internal 
 
1. Any child in need concern should initially be discussed with the designated professional. 
2a) The class teacher to keep a dated record of the concern. 
  b) A copy to be given to the designated professional who will open a confidential and 
 central file. 
3. The designated professional decides that it is only a minor cause for concern, the 
parents/guardian will be approached informally by the class teacher and a six week 
monitoring period will follow. 
4a) The designated professionals decides that there is a cause for concern, but the child is 
not at risk from the parent/guardian. The parent /guardian will be invited to a formal 
meeting. A confidential record will be kept of this meeting. 
b) If satisfied with the outcome, a six week monitoring period will follow. 
c) If dissatisfied with the outcome or the parent fails to attend, a CAF section 47 
(common assessment Framework)will be filled out and sent to children’s social care 
with or without consent and if felt needed a request to the police for a welfare check. 
5. The designated professional decides that the child is at serious risk involving the 
parent/guardian a telephone call to a Duty Social Worker and/or PPU (public protection 
unit). There will be no consultation with parent/guardian. 
 
Pupil Record Folders 
 
Information kept about a child will be placed in their individual file. This information is 
password protected. The senior designated professional holds the password. The senior 
designated professional informs class teacher by a meeting. When children move year 
groups the designated professional informs the class teacher. 
 
 
 



  

 
Safeguarding Log Book 
 
This is held by the senior designated professional. It documents the involvement of the 
school in safeguarding matters. 
 
Pupil Transfer 
 
The pupil transfer document, which is used when children move to high school or leave for 
another school, prompts the teacher to check that safeguarding information (if applicable) 
has been included with the documents to be dispatched. 
 
Police Check for Adults in School 
 
All adults with “substantial access” to children who work in school must be subject to DBS 
clearance. Parents who help in school must also be subject to the check if this condition 
applies. “Substantial access” may be defined as working for extended periods away from the 
direct supervision/sight of the school’s staff. 
 
Routine Monitoring 
 
Staff are asked to voice high or low level concerns to the relevant professional so they are 
aware and can help in monitoring. 
 
The school will follow the Lancashire Area Child Protection Committee (LACPC) procedures. 
 
In addition: 
 
All staff will monitor and observe all children in structured and unstructured settings and 
will make observations of children’s behaviour in context, using balanced and open-ended 
activities.  The monitoring will be sensitive. 
 
The school will liaise with other agencies involved in the protection of children placed on the 
child protection register, by submitting reports to Social Services departments and case 
conferences, and by being present at child protection conferences. 
 
The school’s teaching will build an awareness of the danger of abuse and help children to 
protect themselves and develop responsible attitudes to adult life. 
 
All members of staff have access to the child protection handbook and are informed of 
relevant information concerning children in their care if deemed appropriate by the 
Headteacher/designated child protection teachers. 
 
Only the school child protection teachers have access to confidential information, and child 
protection records.  This is in line with child protection procedures and aims to protect the 
child(ren) and family involved. 
 



  

Case conferences will always be attended by a senior member of staff; this will usually be 
one of the school’s designated teachers.  Where appropriate a class teacher may also 
attend. 
 
Following the case conferences school will always be available to discuss any problems 
which have occurred, and will, where necessary, attempt to re-establish good relationships 
with the family involved. 
 
Prevention 
 
We recognise that for children, high self-esteem, confidence, supportive friends and clear 
lines of communication with a trusted adult helps prevention. Therefore we will: 
 
- Establish and maintain an ethos where children feel secure, are encouraged to talk, and 
are listened to. This will be achieved through Assemblies, Circle Time, individual and group 
discussions of relevant issues. 
- Ensure that children know that there are adults in the school whom they can approach if 
they are worried or in difficulty. This will be achieved through Assemblies and class/ group 
discussions focusing on the importance of communication  
- Include in the curriculum activities and opportunities for PSHE which equip children with 
the skills and knowledge they need to stay safe from abuse. This will be achieved through 
the P.S.H.E and Assemblies 
- Include in the curriculum material which will help children to develop realistic attitudes to 
the responsibilities of adult life. This will be achieved through class discussion, Religious 
Education, Sex Education, Health Education, and the “Ourselves” element of the Science 
Scheme of Work. 
 
Training and Support 
 
The school ensures that the designated professionals attend training to allow them to carry 
out their role effectively. In particular attendance at the basic safeguarding course delivered 
by the Lancashire Safeguarding Board will be sought. 
 
The safeguarding professionals within school will receive relevant training for 
• CAF (Common Assessment Framework). 
• Working together to safeguard children. 
 
Basic training for other staff will be available. Staff will be kept informed about safeguarding 
issues through reports at staff meetings, and through INSET. Staff who have queries about 
procedures are asked to direct their questions, in the first instance, to the designated 
professionals. 
 
Confidentiality 
 
Confidentiality is an issue which needs to be fully understood by all those working with 
children, particularly in the context of safeguarding. The only purpose of confidentiality in 
this respect is to benefit the child. The school follows the advice regarding confidentiality 



  

that is given in “Safeguarding Procedures and Information”. 
 
Records and Monitoring 
 
The safeguarding Log Book is the location of formal information regarding safeguarding 
concerns and reports. This is kept separate from other school records. Access is limited to 
the designated professionals and the head teacher. This is password protected. 
Teacher-held notes become part of the formal information if this is judged appropriate by 
the designated professionals. A referral is initiated if the designated professionals and the 
head teacher judge it to be appropriate. Monitoring is undertaken by the designated 
professional and/or class teacher as appropriate. 
 
Supporting Pupils at Risk 
 
The school recognises that children who are at risk of abuse or who witness violence may 
find it difficult to develop a sense of self-worth and to view the world in a positive way. The 
school has a part to play in offering a stable, secure and predictable element in the lives of 
children at risk. 
 
We will endeavour to support the pupil through: 
 

 the curriculum, to encourage self-esteem and self-motivation for the well being of 
the pupil. 

 the school ethos which promotes a positive, supportive and secure environment 
and which gives pupils a sense of being valued; 

 the implementation of the school behaviour management policy; 
 regular liaison with other professionals who support the pupils and their families; 
 the development and support of a responsive and knowledgeable group of staff, 
      trained to respond appropriately in safeguarding situations. 

 
The school’s policy to manage bullying will also play a role in supporting pupils. 
 
Other Matters 
 
Physical contact 
 
Staff are advised that physical contact with children should be kept to the minimum 
necessary to ensure the safety of pupils and good discipline, and should follow the advice of 
professional associations, the DfES, and the Care & Control Policy. 
 
Avoiding allegations 
 
Male members of staff are advised not to interview girls in closed rooms, nor to enter the 
girls’ toilets or changing rooms. Where a girl is presenting difficulty behaviour male 
members of staff are asked to secure the assistance of a female member of staff. 



  

At this school there are two members of staff responsible for safeguarding. If a safeguarding 
issue involves one of the professional responsible for safeguarding the matter will go to the 
Head Teacher. 
If the matter involves the Head Teacher the safeguarding professional will seek advice from 
Lancashire LEA. 
It is acceptable for any member of staff to contact the LEA for safeguarding advice. 
Any allegations against staff will be dealt with according to the LEA Guidelines. 
 
Definitions of child abuse and neglect: 
 
Lancashire Safeguarding Children Procedures (chapter 1 page 11). 
Appendix 1 
 
There are 4 distinct categories of Child Abuse. 
 
1. Neglect – persistent or severe neglect of a child which results in severe impairment of the 
childs health or development including non-organic failure to thrive. 
2. Physical Abuse – physical injury to a child (including deliberate poisoning) where there is 
definite knowledge, or reasonable suspicion, that the injury was inflicted or knowingly not 
prevented. 
3. Sexual Abuse – the involvement of dependent, developmentally immature children and 
adolescents in sexual activities they do not truly comprehend, to which they are unable to 
consent, or that violate the social taboos of family roles. 
4. Emotional Abuse – the severe adverse effect on the behaviour and emotional  
development of a child caused by persistent or severe emotional ill-treatment or rejection. 
 
Recognising the Signs of Abuse 
 
There are certain symptoms that children who are suffering, or have suffered abuse are 
likely to exhibit. Some signs will lead to a powerful suspicion, others will simply suggest the 
possibility that abuse has and/or is taking place. 
 
Behavioural 
 
Teachers see individual children over prolonged periods of time and can notice changes in 
the way they act. They are, therefore, particularly well placed to notice unusual patterns of 
behaviour which may be evidence of abuse. The word may is emphasised, because it is of 
crucial importance that teachers do not read into a child’s behaviour “evidence” that may 
not signify abuse but is merely the result of some other, possibly innocent factor. 
Nonetheless, experienced staff have found that the following behaviour trait scan, in 
conjunction with other indicators, point to the possibility, even likelihood of abuse. 
 
- persistent tiredness/sleepiness 
- sudden switches in mood or behaviour 
- regression to more immature behaviour 
- excessive nervousness 
- deterioration in school work 



  

- reluctance to participate in physical education, particularly those that involve getting 
  changed or physical exposure. 
- running away from lessons/school or reluctance to go home at the end of the day. 
- poor school attendance 
- inappropriate conduct towards, or relationships with, peers and/or adults 
- compulsive stealing.  
 
Physical 
 
- multiple bruising and/or skin markings 
- multiple bruising at different stages of resolution 
- bruising and/or lacerations around the mouth 
- finger or thumb marks on the face or body 
- marks/bruising caused by bites 
- black eyes 
- burns or scalds (particularly caused by cigarettes) Suspicion of physical abuse may be                
intensified if any of the following factors are present: 
- reports of earlier abuse 
- failure to mention previous injuries 
- a history of unexplained or inadequately explained injuries 
- contradictory or implausible explanations for the cause of an injury 
- delay in seeking appropriate medical help 
- refusal of parent/guardian to allow injury or its cause to be investigated 
 
Sexual 
 
There are a number of signs, which may point to the possibility of Sexual Abuse: 
- sudden changes of mood - regressive behavior, the onset of bedwetting, lack of trust in    
adults (particularly fear of men) 
- hints of sexual activity in a child’s conversation, play or drawings, which could include 
  sexual graffiti in exercise books or elsewhere 
- excessive preoccupation with sexual matters 
- precocious knowledge or apparent experience of adult sexual behaviour 
- repeated episodes of sexual play with peers that go beyond curiosity 
- persistent obsessive sexual stimulation 
- sexually provocative behaviour with adults 
 
Obviously no child will demonstrate all these signs or are mutually exclusive. In addition no 
individual or group of signs conclusively suggests abuse.  However it must be remembered 
that such signs are consistent with abuse, particularly if parents/guardians are unwilling to 
discuss the issues or are evasive with answers. 
 
Teacher Guidance 
 
Teaching staff are in daily contact with children and may be the first to notice change in a 
child’s behaviour or appearance which may indicate abuse. 
Children who have been a victim of abuse may choose to confide in their teacher. 



  

It is the duty of the teacher, in accordance with “The Children’s Act” to act in the best 
interests of the child. 
 
If a teacher has a concern, they should: 
 
1. Record the concern in writing using objective, not subjective facts and reasoning. 
2. Date any such records. 
3. Share concerns with the Designated Safeguarding teacher, providing him/her with a 
copy of the written record. 
4. Closely monitor the child under advice from the Designated Teacher. 
 
A teacher should not: 
 
1. Speak with the child 
2. Unless advised by the Designated Teacher, speak with the Parent or Guardian 
 
 Pupil Disclosures 
 
A child may innocently give details of abuse and/or want to confide in their teacher or an 
adult they feel they can trust. 
 
The teacher/adult should: 
 
- always be sympathetic and supportive 
- believe what the child is saying 
- listen quietly and carefully 
- remain calm and reassuring 
- make a written record of the conversation held, where possible using actual words  spoken 
- refer matters immediately to Senior Designated Teacher with a copy of the disclosure 
  details. 
 
The teacher/adult should not: 
 
- press for further details 
- never cross examine statements made by the child 
- promise to keep a secret what has been disclosed 
- share concerns or fears with other staff/adults in school 
- discuss the issues with family members 
 
Support Staff Guidance 
 
Every member of staff is responsible for the wellbeing of children issues. 
There are 3 elements relating to the wellbeing of children. 
 
1. Prevention 
- The school provides a caring environment in which all staff should praise, reward and 
   listen to children. 



  

- Your actions and language should be an example of a good adult role model. 
 
2. Protection 
- ensure that the school security system is always used 
- report any unauthorised adults or children on the school premises 
- avoid one to one situations in a closed environment 
- report any instances of physical aggression between children 
 
3. Support 
- the school ethos provides a safe, secure environment in which all children feel valued 
- under the direction of a teacher, you may be asked to observe and monitor a child’s 
  behaviour 
- you may be required to liaise with any outside agencies who are supporting the child 
  procedures 
- if you have a concern about a child, report your concern to the child’s class teacher at                   
the earliest opportunity. Unless that concern involves the class teacher in these 

  circumstances, report your concern to Mrs C Myers or Mrs N Haworth, the Designated 
  Safe Guarding professional Staff 
- do not discuss your concern with the child, his family or other adults in school 
- ensure that your concern is based on fact not rumour or speculation 
- within school only minimal force is allowed to intervene if children exhibit physical 
  aggression to other children or adults. Please refer to the schools Care and Control  
  Policy 
 
Child Protection – Guidance for School Visitors 
 
Helmshore Primary School has a Child Protection Policy. 
All adults in school, staff and visitors are expected to comply with this policy. 
Copies of this Guidance Sheet and the whole school policy are available from school. 
 
1. All visitors must enter their details in the school visitors book held at reception 
2. Visitors must also sign out when they leave the school 
3. Any visitors who will have contact with pupils will be asked for their DBS number. 
4. Avoid any unauthorised contact with children, physical or verbal 
5. Report any physical or verbal abuse between children 
6. Authorised contact with children should never be in an unsupervised, enclosed 
    environment, particularly on a “one to one” basis 
7. Avoid prolonged child led conversations 
8. “Work” areas should be clearly marked to exclude pupils 
9. Report any breaches of the school security system 
10. If challenged by school staff, please accept that this is simply a procedure to ensure the 
      safety of the children 
 
 
 
 
 



  

Legislation and Guidance 
 
Children Act 1989 and 2004 Education Act 2002 
www.everychildmatters.gov.uk 
 
Working Together To Safeguard Children 2006 
www.worktogether 
 
LSBC Safeguarding Children Procedures 
 
www.lancashire.gov.uk/safeguardingchildrenboard/ 
 
Safeguarding children and safer Recruitment in Education 2007 
www.teachernet.com 
 
 
This policy will be reviewed in September 2017. 
 
 
Signed:     Headteacher 
 
Signed:     Chair of Governors 
 
Date: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.everychildmatters.gov.uk/
http://www.worktogether/
http://www.lancashire.gov.uk/safeguardingchildrenboard/


  

 
Appendix l 

 
The Context for Child Protection in Schools 

 
All schools play an important part in protecting children.  A high percentage of child abuse 
referrals are made by teachers.  Although the number of children on the child protection 
register is in the region of 4 per 1000 nationally, the proportion may be higher than this in 
schools in disadvantaged areas, because physical abuse and neglect are often associated 
with poverty.  All schools need to be vigilant, however, because the incidence of sexual and 
emotional abuse is not related to social and economic circumstances.  In schools where the 
proportion of pupils on the child protection register is particularly high staff will be faced 
with the considerable amount of extra work and emotional stress. 
 

The Children Act 
 
The Children Act (1989) is the most comprehensive and far-reaching reform of childcare law, 
which has come before Parliament in living history.  It brings together most of the law 
concerned with children, and gives children formal rights to express their view on decisions 
about themselves. 
 
It bases all it s provisions on a model of parenthood, which takes account of the extended 
family and increase in the divorce and single parent family. 
 
Parental responsibility is defined in the Act as: 
 

 “…the rights, duties, powers and responsibilities and authority which by law a 
parent of a child has in relation to the child” 

 
The Act’s main principles can be summarised as follows: 
 

 Children are generally best cared for within their own families, and local authorities have 
a duty to support this. 

 

 The court’s duty, in considering any matter before it, is to make the welfare of the child 
its paramount concern. 

 

 The state should not intervene in family life unless there are clear reasons for doing so, 
and court orders should not be granted unless they can be shown to be of positive 
benefit. 

 

 Private and public law are integrated so that the court’s duties apply in all situations. 
 

 Local authorities are to work in partnership with families who retain parental 
responsibility for their children. 

 



  

 Local authorities, when making certain decisions about children, must have regard to 
their racial origin, cultural and linguistic background and religious persuasion. 

 

 The courts have wider powers to use directions and private law orders in proceedings in 
order to make flexible and specific provisions. 

 
Implications for Teachers 
 

 School should be made aware of all adults who have parental responsibility for a child. 
 

 Schools must obtain consent for school visits and medical attention and so on from 
those with parental responsibility. 

 

 Those with parental responsibility have the right to see a child’s school reports. 
 

 If a child is hurt in an accident the school must contact those with parental 
responsibility. 

 
However, section 3(5) of the Act gives the school the right to “do what is reasonable in all 
circumstances of the case for the purpose of safeguarding or promoting the child’s welfare”. 
 



  

 
Appendix ll 

 
Statutory Responsibilities:  DfEE Circular 10/95 

 
In Circular 10/95 the DfEE issued guidance on child protection procedures within the 
education service.  This circular updates and revises previous guidance given in Circular 
4/88.  It reinforces the inter-agency approach advocated by the Children Act 1989. 
 
The guidance given in Circular 10.95 states that: 
 

 All staff should be alert to signs of abuse and know to whom they should report any 
concerns and suspicions. 

 

 All schools should have a designated member of staff responsible for co-ordinating 
action within the institution and liaising with other agencies, including the Area Child 
Protection Committee (ACPC). 

 

 All schools should be aware of the child protection procedures established by the ACPC 
and, where appropriate, by the local education authority. 

 

 All schools should have procedures for handling suspected cases of abuse of pupils, 
including procedures to be followed if a member of staff is accused of abuse. 

 

 Staff with designated responsibility for child protection should receive appropriate 
training. 



  

 
Appendix lll 

 
Confidentiality 

 
What is Confidentiality? 
 
“An obligation assumed by someone who receives information that he will only use for 
some specified purpose and will not disclose it to others.” 
(The Komer Report 1984) 
 
“The observation of the rules of professional secrecy by refraining from disclosing 
voluntarily to any third party information about a patient.” 
(The General Medical Council 1985) 
 
“Information clearly entrusted for one purpose should not be used for another purpose 
without sanction and will be divulged only with the consent of the client or informant.” 
(The British Association of Social Workers 1985) 
 
“Respect for confidential information obtained in the course of professional practice and 
refraining from disclosing such information without the consent of the patient/client.” 
(UK Central Council for Nursing, Midwifery and Health Visiting 1984) 
 
The Cleveland enquiry report (DHSS para 12.61) recommends that: 
 

“…professionals should always listen carefully to what the child has to say and take 
seriously what is said.” 

 
It also draws attention to the fact that promises, which cannot be kept, should not be made 
to a child. 
 
School Policy on Confidentiality 
 

 Every precaution will be taken to ensure that information is only given to the 
appropriate person. 

 

 All personnel working within school will be made aware of the confidential nature of 
personal information about a pupil and the means of maintaining that confidentiality. 

 

 All personal information about a pupil’s family will be regarded as confidential. 
 

 Any disclosure by a pupil must be lead by the pupil at his/her pace, without pressure for 
detail from the teacher or other member of staff involved. 

 

 Other members of the school staff and governors who are not directly involved need 
know only enough to prepare them to act with sensitivity to a distressed pupil.  They do 
not need to know the details. 



  

 

 The teacher to whom any disclosure is made may need to decide on some person from 
whom they might get support for themselves.  This can be done without divulging 
details about the pupil – and even without naming the pupil. 

 

 The pupil depending on their age will always be kept informed of who knows, and what 
they know, at all stages of the procedure. 



  

 
Appendix lV 

 
Dealing with Disclosures 

 
It is vital to offer the child time to talk.  If this is impossible immediately, then agree on 
some specific time later. 
 
Do not promise confidentiality, which you cannot honour because of the school’s child 
protection procedures.  If a child discloses that they have been abused, you will need to talk 
to the school’s designated teacher for child protection and eventually with other agencies 
who may need to be contacted.  False promise of confidentiality will betray the trust placed 
in you.  Explain to the child that in order to safeguard them you may need to talk to 
someone else.  Tell the child who you will talk to. 
 
Dealing with Disclosures 
 
1. Receive 
 

Listen to the child.  If you are shocked by what they tell you try not to show it.   Take 
what they say seriously.  Children rarely lie about abuse and to be disbelieved adds 
to the traumatic nature of disclosing.  Children may retract what they have said if 
they meet with revulsion or disbelief. 

 
Accept what the child says.  Be careful not to burden with guilt by asking why didn’t 
you tell me this before? 

 
2. Reassure 
 

Stay calm and reassure the child that they have done the right thing in talking to you.  
It is essential to be honest with the child so don’t make promises you may not be 
able to keep, like “I’ll stay with you” or “everything will be alright now”. 

 
Do not promise confidentiality:  you have a duty to refer a child who is at risk. 

 
Acknowledge how hard it must have been for a child to tell you what happened. 

 
Empathise with the child – don’t tell them what they should be feeling. 

 
3. React 
 

React to the pupil only as far as is necessary for you to establish whether or not you 
need to refer this matter; but do not interrogate them for full details. 

 
Do not ask leading questions such as:  “what did he do next?” (this assumes that he 
did!) or “did he touch your private parts?” such questions may invalidate your 



  

evidence and the child’s evidence in any later prosecution in court.   Instead ask 
open questions like “have you anything else to tell me?” etc. 

 
Do not criticise the alleged perpetrator. 

Do not ask the pupil to repeat everything for another member of staff.   Explain to 
the pupil what you have to do next and to whom you have to talk. 

 
Inform the designated teacher for child protection. 

 
4. Record 
 

Make some very brief notes at the time on any paper, which comes to hand, and 
write them up as soon as possible. 

Do not destroy your original notes in case they are required by a court. 

Record the date, time, place, any noticeable non-verbal behaviour and the words 
used by the child.  If the child uses their family’s own private sexual words, record 
the actual words used, rather than translating them into “proper” words. 

Draw a diagram to indicate the position of any bruising. 

Be objective in your recording include statements and observable things rather than 
your interpretations and assumptions. 

 
5. Support 

You will need to continue to support the child throughout the process and 
afterwards. 

Get some support for yourself, without disclosing confidential information about the 
child to other colleagues. 

 
What Stops Children Telling? 
 

 Direct threats – children are taught to obey their parents, they are threatened so as not 
to tell. 

 Fear of punishment. 

 Guilt and shame. 

 Lack of appropriate vocabulary to describe what is happening. 

 Children may not recognise the abusive experience as abuse – they may believe sexual 
abuse is part of the affectionate relationship. 



  

 In sexual abuse the abusive experience may be all they receive in response to their need 
for love and physical contact. 

 In sexual abuse children may love the abuser and feel they are special or favoured in 
some way. 

 Lack of opportunity to be heard. 

 Awareness of the possible implications, such as family break-up, medical examination – 
children may think their silence protects others. 

 Children “tell” in a variety of ways – through their behaviour, play and creative work as 
well as through direct disclosure. 

 Many children make some attempt to “tell” but are not “heard”. 



  

Appendix V 
 

Guidelines for Self-Protection 
 
1. In the event of any injury to a child, accidental or otherwise, ensure that it is always 

recorded in the appropriate place (The school accident book and on an accident form 
when appropriate). 

 
2. Keep records of any false allegations a child makes against you or other staff.  This 

should include everything from “you’re always picking on me”, to “you hit me”, or 
comments such as “don’t touch me”. 

 
3. Always get another adult to witness the allegation wherever possible.  If you are in 

school or a residential setting and the incident is serious take the child to the 
Headteacher and explain what happened.  A record of that meeting should also be 
kept. 

 
4. If a child touches you or talks to you in a sexually inappropriate way or place, record 

what happened and ensure that another adult knows.  As it could be a totally innocent 
touch, do not make the child feel like a criminal.  However, remember that ignoring 
this or allowing it to go on may place you in an untenable situation.  Neither is it a 
good idea for the child to go on doing this as the next person might take advantage 
and then say the child instigated it. 

 
5. On a residential visit children should always be accompanied by at least two adults.  

On an overnight visit children’s rooms should always be checked by adults working in 
pairs. 

 
6. Avoid placing yourself in a situation where you are spending excessive amounts of 

time alone with one child away from other people.  If you need to tutor a student on 
their own, ensure that the door is open.  It may be a good idea to tell another member 
of staff if you are going to see a child on your own. 

 
7. In a residential setting never, under any circumstances, take a child or children into 

your bedroom. 



  

 
8. Give firm guidelines on sexually inappropriate behaviour to a child when necessary.  

Explain that the behaviour is not acceptable and could get the child into difficulty, 
which at the same time trying not to make the child feel guilty.  The behaviour may be 
an imitation of abuse that the child has suffered and may not be their fault. 

 
9. If you are in a care situation with children with special needs, try to have another 

person present when changing nappies or clothing or bathing a child. 
 
10. Never do something of a personal nature for children that they can do themselves.  

This includes cleaning bottoms, unbuttoning trouser buttons, or any activity that could 
be misconstrued. 

 
11. Do not go into the toilet alone with children.  Inform another member of staff if it is 

necessary to do so. 
 
12. Be mindful of how and where you touch children.  Never pat a child on the bottom.  If 

you teach young children or children with special needs who sit on your lap, get a lap 
cushion which they can sit on. 

 
13. Be careful of extended hugs and kisses on the mouth from children this might be 

particularly relevant for those working with children with special needs.  Though we 
want to give love and attention to children this guideline is important not only for our 
protection but for the children as well. 

 
14. When taking children on an outing, think of how you appear to the public when 

dealing with the children.  In one instance a special needs teacher was reported for 
abusing a child by a member of the public who misunderstood her actions.  This could 
apply to anyone taking out a group of children.  It may mean that disruptive children 
cannot go on school visits. 

 
15. All members of staff should carry identification when on visits with children. 
 
16. If you must physically restrain a child for any reason be aware that it could be 

misinterpreted as assault. 
 
17. Never keep suspicions of inappropriate behaviour of abuse by a colleague to yourself.  

If there is an attempted cover up you could be implicated by your silence. 
 
 
(Adapted from a training pack by Michele Elliot) 



  

TAKING ACTION ON CHILD WELFARE/PROTECTION CONCERNS IN SCHOOL  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Staff member has concerns about a child’s health, development, safety or welfare 
 

Discusses with Designated Senior Person (DSP) as soon as possible (and certainly within 24 hours) 
Action agreed and recorded by DSP 

Designated Senior Person considers 

 
 Context & history/information available/inaccessible 

 Explanations & contemporaneous life events 

 Uses Framework for Assessment & CAF  

 Evidence and nature of risk/need 

 Balance of Probabilities 

                        A Level of Need Is Identified 
 
 What level of need is identified? 
 What are the parent’s/child’s views? 
 What services might be accessed:  

a) in school; b) via the LA; c) via direct referral to non statutory agencies 
 Can these meet the level of need identified? 

 
Child suffering or likely to suffer 

significant harm 

Inform parents of intention to refer  unless 
this would: 

 Increase risk to child 

 Impede investigation 

 Cause undue delay 

Yes No 

Access 
Input 

Monitor 
Record 

S.17 Child In Need 

CAF Referral 
to CSC with parental 

consent 

       S.47 Child Protection Referral  

Telephone call to The Customer Service 
Centre 0845 0530009 

CAF emailed within 48 hrs 
csc.acscustomerservices@lancashire.gov.

uk 

 
 

Review 

 
Assessment 

Advice 
Services 

 
No Further Action/ 

Ongoing Monitoring and Support 
 



  

 
Volunteer, Parent and Paid Helpers in Schools 

 
Service/Work Details 

 
 
Name of Volunteer/Paid Helper (includes Teaching Coach): 
 
 
Introduced to School by: 
 
 
Agreed area of work: 
 
 

  
 
 

  
 
 
 
Location 
 
 
Relevant Information in School: 
 
 
 
 
 
 
 
School link person: 
 
 
Particular Interests/Qualifications: 
 
 
In receipt of 3rd part Liability Insurance?   (for sports coaches)  Yes/No 
 
 

 

 
 
 


