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Introduction 
 

SAFEGUARDING (INCLUDING CHILD PROTECTION and EYFS) 

POLICY 

 
The Seckford Foundation is committed to safeguarding and promoting the 

welfare of vulnerable adults and children and expects all staff and volunteers to 

share this commitment with safeguarding being the responsibility of everyone 

in the organisation 

 
This policy should be read in conjunction with the Seckford Foundation Recruitment 

Policy, Woodbridge School's Anti-bullying and anti-cyberbullying policies, the Online 

Safety Policy and the Code of Conduct for all staff working at Woodbridge School. This 

policy is applicable to all pupils, including those in the EYFS. 

 

In light of the COVID-19 pandemic, an amendment has been made to this policy with 

the addition of an Appendix at the end of this policy which is to be read in conjunction 

with this document.  

 

  SAFEGUARDING STAFF 

 
The Designated Safeguarding Lead (DSL) and Prevent Lead is Ben Capjon 

(Deputy Head Pastoral). 

 

The Alternate DSLs are Michael Streat (Senior Tutor, Woodbridge School); Nicola 

Mitchell (Head of Prep); Philippa Martin (Deputy Head of Prep); Shona Norman (Head)  

 
The nominated Governor for Safeguarding and Prevent is Sarah Holsgrove. 

 
The Chair of Governors is Mr Clive Schlee. 

 
Any of these people can be contacted if you have a safeguarding or Prevent concern in 
the School. 
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POLICY STATEMENT 
 
Woodbridge School, as a part of the Seckford Foundation, fully recognises its 

responsibilities for safeguarding and child protection. Its policy applies to all staff, 

governors and volunteers working in the School. This policy is provided to parents of 

all pupils, to staff, to governors, to other adults and volunteers working in the School, 

and to older boarding pupils in positions of responsibility. In addition it is available to 

view on the School website. 

 
1.  The main elements to the policy are to: 

 
 a)  establish a safe environment in which children can learn and develop; 

b)  raise awareness of safeguarding issues, including those such as children missing 

education, child sexual exploitation, child on child sexual violence and sexual 
harassment, bullying including cyberbullying, domestic violence, drugs, 

fabricated or induced illness, faith abuse, female genital mutilation, forced 
marriage, radicalisation, honour-based abuse, gender-based violence, violence 

against women and girls, mental health, substance misuse, gang activity, on-line 
safety, private fostering, relationships, sexting, upskirting, serious violent 

crime, water, fire, road and railways and, through the ethos of the School, and 
in particular tutorial care and the PSHCEE programme, equip children with 
the skills needed to keep them safe; 

 c)   ensure the School practices safe recruitment in checking the suitability of 

staff and volunteers to work with children; 

 d)  liaise with parents and, when necessary, appropriate welfare agencies. 

 
2.  The School recognises that because of the day-to-day contact with children, staff 

are well placed to observe the wellbeing of the children under their care. The 

School will: 

 

a)  seek to provide an environment where children feel secure, are encouraged to 

talk, and are listened to when providing early help; 

b) take effective action to prevent and tackle discriminatory and derogatory 
language; 

c)  ensure children know that there are adults in the School whom they can 

approach if they are worried; 

d)  include opportunities in the PSHCEE curriculum for children to develop the 

skills they need to recognise and stay safe from abuse, including online. 

e) covering relevant issues through Relationships Education (for all primary 

pupils) and Relationships and Sex Education (for all secondary pupils) and 

Health Education from September 2020. 

 
3.  The School follows the procedures set out by the Suffolk Safeguarding 

Partnership (SSP), and is in line with Keeping Children Safe in Education, DfE 

             September 2020 (KCSIE) as well as Working Together to Safeguard Children 

(2018): 

 

a. The School undertakes to designate practitioners to take lead responsibility for 

safeguarding children: one on each of the two sites (one site includes the EYFS 

setting); one of which to oversee safeguarding across all two sites; one further as 

the designated deputy; liaising with local statutory children's agencies as 

appropriate. The overseer is the School's Designated Safeguarding Lead (DSL), 

Ben Capjon (Deputy Head Pastoral), who also takes lead responsibility for the 
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EYFS setting, Looked After Children, and oversight of the implementation and 

coordination of the School’s Prevent Duty. 

b. The DSL and four alternates (ADSL), including Early Years Foundation  Stage, 

have received Suffolk Safeguarding Senior Designated Professional training, and 

the DSL inter- agency working training, (updated every two years if not more 

frequently) in support of their role. Additionally, Prevent Awareness training 

has been undertaken by the DSL. In addition to the formal training set out 

above, the DSL’s knowledge and skills are refreshed (via e-bulletins, meeting 

other DSLs) at regular intervals, as required, keeping up with any developments 

relevant to his role. The DSL or ADSL will always be available to discuss 

safeguarding concerns. During term time, the DSL or ADSL will always be 

available during school hours for staff in the school to discuss any safeguarding 

concerns. For out of hours/out of term time activities, the DSL is available.  

c. The DSL is a member of the Senior Management and Leadership Teams and is 

given the time, funding, training, resources and support to fulfil their role in 

accordance with KCSIE. 

d. The nominated governor responsible for safeguarding and Prevent is Sarah 

Holsgrove, contactable via the School (01394 615000); the School governors have 

received appropriate training in safeguarding; the DSL undertakes an annual 

School Safeguarding self-review according to procedures laid out by SSP; and the 

Governing body undertakes an annual review of the School's Safeguarding policy 

and procedures and of the efficiency with which the related duties have been 

discharged. This review is dated and signed off by the Chair of Governors. 

e. Every member of staff (including temporary and supply staff and volunteers) and 

governing body is given initial induction training on the School's Safeguarding 

policy and procedures, has read, and agrees to abide by, the School's 
Safeguarding policy and procedures and KCSIE part 1(information for all School 

and college staff), knows the name of the DSL, and understands the DSL's role. 

Detailed information on the role of the DSL is set out in Annex B of KCSIE 

(September2020). Additionally, in house training regarding Prevent Awareness 

is given to teaching staff by the DSL, and to non- teaching staff where 

appropriate according to our Prevent risk assessment (for example those 

working in School House). Furthermore, all staff are directed to read about 

Prevent through the Safeguarding Policy and KCSIE. 

f. All staff including volunteers are required to work according to the Woodbridge 

School Code of Conduct for staff, which is issued as a part of induction training 

along with the Behaviour Policy. 

g. The Head and all staff including volunteers are trained as soon as possible on 

appointment in Safeguarding at a level appropriate to their role in line with 

advice from SSP. This includes induction training by the DSL or an ADSL on 

arrival and SSP level 1 training delivered by the ADSL responsible as soon as 

is practical thereafter, updated at least every three years for all staff including 

volunteers in regulated activity, in line with SSP advice; volunteers and senior 

boarders in positions of responsibility are made aware of the arrangements 

for staff and are trained by the DSL or Senior Tutor (also ADSL)to 

understand their responsibilities in being alert to the signs of abuse or 

radicalization, and to be alert to any issues of concern in the child’s life at 

home or elsewhere and responsibility for referring any concerns to the DSL. 

In addition, all staff receive regular safeguarding training updates from the 

DSL to provide them with relevant skills and knowledge to safeguard children 

effectively.  Parents have an understanding of the responsibility placed on the 

School and staff for safeguarding via a statement of the School's obligations in 

the Annual Information Booklet. 

h. Effective links are maintained with relevant agencies regarding child 

protection matters. However, the School should challenge any inaction, 
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following up with children’s social care as appropriate. All concerns, 

discussions and decisions made and the reasons for these decisions should be 

recorded in writing. 

i. Appropriate, secure and separate written records of child protection 

concerns are maintained. Where a pupil leaves the School, the DSL will 

ensure that their child protection file is transferred to the new school 

(separately from the main pupil file and SEND notes) as soon as possible. 

The DSL will ensure secure transit and obtain confirmation of receipt.  

j. Procedures are in place (see para 5 below on whistleblowing) and ready to be 

followed in regard to whistle blowing, and/or if an allegation is made against a 

member of staff or volunteer. Immunity from retribution or disciplinary action 

is afforded to those who 'whistle blow' in good faith. If allegations are 

substantiated against a member of staff, the School will work with the Local 

Authority Designated Officer (LADO) to determine whether improvements 

need to be made to the School's procedures or practice. 

k. Woodbridge School follows the Government’s recommendations for the safer 

recruitment and employment of staff who work with children and acts at all times 

in compliance with the Independent School Standards Regulations. In addition to 

carrying out safe recruitment procedures as set out in the DfE's guidance 

'Keeping Children Safe in Education', members of the teaching and non-teaching 

staff at the School including part-time staff, temporary and supply staff, and visiting 

staff, such as musicians and sports coaches are subject to the necessary statutory 

child protection checks before starting work. All governors, volunteers, 

contractors working regularly when children are in School are also subject to the 

relevant statutory checks to ensure their suitability to work with children. 

Confirmation is obtained that appropriate child protection checks and 
procedures apply to any staff employed by another organisation and working with 

the School's pupils at School or on another site.  Our policies are reviewed by 

governors annually. Please refer to the School's Recruitment Policy for further 

details. 

l. Assurances are sought that employees of another agency have had checks if they 

supervise the School's pupils on a site other than the School (e.g. CCF, outward 

bound, sports centres etc). 

m. Missing pupils are immediately searched for according to the School's 

Missing Pupil Policy or Educational Visits Policy, depending on 
circumstances. 

n. Any deficiencies or weaknesses in safeguarding arrangements are remedied 

without delay. 

 
4.  Any member of the School community with any concerns and allegations 

regarding the School should contact the DSL, the Head, or the Chair of 

Governors in the first instance, but is empowered to make direct contact with 

the Independent Schools Inspectorate (ISI) Ground Floor, CAP House, 

9‐12 Long Lane, London EC1A 9HA; telephone 020 7600 0100;    
www.isi.net/helpandresources/ , or Ofsted: tel. 0300 123 1231; or write to the 

Independent and Boarding team, Department for Education, Mowden Hall, 

Staindrop Road, Darlington DL3 9BG. 

 
5.  For whistleblowing, any member of the School community should contact the 

Head or the Chair of Governors in the first instance, in line with the 

Safeguarding Procedures, but is empowered to contact the ISI on 020 7600 

0100, or Ofsted on 0300 123 3155 (Monday to Friday from 8.00am to 

6.00pm), by email at whistleblowing@ofsted.gov.uk. or in writing to WBHL, 

Ofsted, Piccadilly Gate, Store Street, Manchester M1 2WD. 

 

http://www.isi.net/helpandresources/
mailto:whistleblowing@ofsted.gov.uk
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6. Multi-agency working 

 

The School understands it has a pivotal role to play in multi-agency 

safeguarding arrangements. 

 

The School will work with social care, the police, health services and other services 

to promote the welfare of children and protect them from harm. This includes 

providing a coordinated 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. 

 

7. COVID-19 

 

Keeping Children Safe in Education (KCSIE) remains in force throughout the 

response to coronavirus (COVID-19).  

 

Non-statutory interim guidance has been issued on safeguarding in schools, 

colleges and other providers during the coronavirus outbreak. This guidance 

supports governing bodies, proprietors, senior leadership teams and 

designated safeguarding leads to continue to have appropriate regard to KCSIE 

and keep their children safe. It suggests where schools and colleges might 

consider safeguarding policy and process differently when compared to 

business as usual. 

 

https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-

colleges-and-other-providers (March 2020) 
 

https://www.gov.uk/government/publications/actions-for-schools-during-the-

coronavirus-outbreak/guidance-for-full-opening-schools  (August 2020) 

 

An appendix with the School’s COVID-19 Safeguarding Policy can be found at the 

end of this document. 
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 PROCEDURES BY WHICH THIS POLICY IS 

FULFILLED 
 
All staff have a duty of care to keep children safe and protect them from harm. 

 
1.  Introduction 

 
 

a)  Woodbridge School recognises its legal duty under s175/157 Education Act 

2002 and the 1989 Children Act and takes seriously its responsibilities to 

protect and safeguard the interests of all children. The School recognises that 

effective child protection work requires sound procedures, good inter-agency 

co-operation and a workforce that is competent and confident in responding to 

child protection situations. 

b)  Child Protection has to be considered within professionals’ wider “safeguarding” 

responsibilities that include a duty to co-operate under the Children Act 2004. 

This takes account of the need for children “being healthy and staying safe”. 

c)  The Safeguarding policy and procedures are in line with Keeping Children Safe in 

Education, DfE September2020 (KCSIE), and Working Together to Safeguard 

Children, DfE 2018 (WTTSC) and aim to provide a framework which ensures that 

all practice in the area of child protection is consistent with stated values and 

procedures that underpin all work with children and young people. 

d)  This document also seeks to make the professional responsibilities clear to all 

staff to ensure that statutory and other duties are met in accordance with 

Suffolk Safeguarding Partnership requirements and procedures. 

 
Safeguarding incidents could happen anywhere; staff must always be alert to 

possible concerns being raised in the School. When concerned about the 

welfare of a child, staff members should always act in the interests of the 

child. 

 
2.  Underpinning values 

 
 
'During term time children spend half their waking hours in School and for 

some it is the only safe place in their lives. School staff are often the first 

people to identify concerns that children are being abused. They may be the 

first people that children tell about their experiences of abuse.' 

It is of course the case that during term time our boarders spend almost all their 
time in School, or on School activities, and under the supervision of staff. We 

emphasise to members of the boarding staff their enhanced responsibility for the 

children, and to all staff in general the School’s extended responsibility for the boarders 

through the safeguarding training for staff. Where there is a safeguarding issue, 

Woodbridge School will work in accordance with the principles outlined in the Suffolk 

Safeguarding Partnership Inter-agency Child Protection procedures: 

 
a)  A child’s welfare is paramount. Each child has a right to be protected from 

harm and exploitation and to have their welfare safeguarded. 

b)  Each child is unique. Action taken by child welfare organisations should be 

child-centred, taking account of a child’s cultural, ethnic and religious 

background, their gender, their sexual orientation, their individual ability and 

any special needs. Safeguarding incidents and/or behaviours can be associated 

with factors outside the School and/or can occur between children outside of 

the School. All staff, but especially the DSL (or ADSL) should be considering 

the context within which such incidents and/or behavior occur in contextual 
safeguarding. 
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c)  Children, parents and other carers should be made aware of their 

responsibilities and their rights, together with advice about the power of 

professionals to intervene in their family circumstances. 

d)  Each child has a right to be consulted about actions taken by others on 

his/her behalf. The concerns of children and their families should be 

listened to and due consideration given to their understanding, wishes and 

feelings, however confidentiality can never be guaranteed or promised. 

e)  Individual family members must be involved in decisions affecting them. They 

must be treated with courtesy and respect and with due regard given to working 

with them in a spirit of partnership in safeguarding children’s welfare. This is 

particularly important in the context of harmful behaviours, such as sexual 

harassment and sexual violence. The School operates its processes in the best 

interests of the pupil, 

f) Open-mindedness and honesty must guide each stage of assessment and of 

operational practice. The strengths of individual family members, as well as 

their needs, should be given due consideration. 

g)  Personal information should only be shared with the permission of the 

individual concerned, or unless the disclosure of confidential personal 

information is necessary in order to protect a child. In all circumstances, 

information must be confined to those people directly involved in the 

professional network of each individual child and on a strict “need to know” 

basis. 

h)  Professionals should be aware of the effects of outside intervention upon 

children, upon family life and the impact and implications of what they say and 

do. 

i) Explanations by professionals to children, their families and other carers 
should be plainly stated and jargon-free. Unavoidable technical and 

professional terminology should be explained in simple terms. 

j) Sound professional practice is based upon positive inter-agency collaboration, 

evidence-based research and effective supervision and evaluation. 

k)  Early intervention in providing support services under Section 17 of the 

Children Act (1989) is an important principle of practice in inter-agency 

arrangements for safeguarding the welfare of children. 

l) Looked after children; the Designated Safeguarding Lead (DSL) is the 

designated teacher for Looked After Children (LAC). A previously 

Looked After Child potentially remains vulnerable and all staff, but 

especially the DSL and ADSL,  should have the skills, knowledge and 

understanding to keep previously LAC safe 

m) Staff acknowledge the need for a culture of vigilance to be present to 

support safeguarding. This includes an awareness and sensitivity to 

attitudinal changes of pupils which may indicate that they are at risk of 

radicalization.  

n)  All staff should be aware that safeguarding incidents and/or behaviours 

can be associated with factors outside the school or college and/or can 

occur between children outside of these environments. All staff, but 

especially the DSL (and deputies) should consider whether children are 

at risk of abuse or exploitation in situations outside their families. 

Extra-familial harms take a variety of different forms and children can 

be vulnerable to multiple harms including (but not limited to) sexual 

exploitation, criminal exploitation, and serious youth violence. 

 
3.  Guidance on ‘Whether this is a Child Protection Matter’ 

 
Children's responses to trauma will be as individual as they are. Abuse can happen to 
any child in any family in any organisation or setting. Children are more likely to be 
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abused by people they know. All staff are 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 assault; child on 

child sexual violence and sexual harassment; and sexting. Abuse, neglect and 

safeguarding issues are rarely standalone events that can be covered by one definition 

or label. In most cases, multiple issues will overlap with one another. 

 
If staff have significant concerns about any child they should make them 

known to their particular site’s safeguarding lead: 

 
Senior School: DSL (who additionally oversees all safeguarding concerns 

across both sites);  

 

The Senior Tutor (Alternate DSL, Senior School); 

 
                     Woodbridge School Prep: The Head of Woodbridge School Prep  

(Alternate DSL, Prep School); the Deputy Head of Woodbridge School 

Prep (Alternate DSL, Prep School); or in their absence the Senior DSL. 

 
The relevant DSL will seek immediately to consult with at least one of 

Senior DSL or Alternate DSL on receipt of any concern, and make 

contact with SSP within 24 hours. Alternatively any member of staff 

(including an ADSL acting independently of the DSL) can immediately 

refer direct to Customer First (see appendix), particularly if there is an 

immediate risk to a child. (In this case a conversation must take place 
with the DSL as soon as possible thereafter). These concerns may 

include: 

 
a)  Physical abuse: 

 
May involve hitting, shaking, throwing, inappropriate restraint, poisoning (including 

alcohol), 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. 

 
b) Emotional abuse: 

 
Is the persistent emotional maltreatment of a child such as to cause severe and 

persistent adverse effects on the child’s emotional development. It may involve 

conveying to children that they are worthless or unloved, inadequate, or valued only 

insofar as they meet the needs of another person. It may feature age or 

developmentally inappropriate expectations being imposed on children. These may 

include interactions that are beyond the child’s developmental capability, as well as 

over protection and limitation of exploration and learning, or preventing the child from 

participating in normal social interaction. It may involve seeing or hearing the 

ill treatment of another. It may involve serious bullying, causing children frequently to 

feel frightened or in danger, or the exploitation or corruption of children. Some level 

of emotional abuse is involved in all types of maltreatment of a child, though it may 

occur alone. 

 
c)  Neglect: 

 
This is the persistent failure to meet a child’s basic physical and/or psychological needs, 
likely to result in the serious impairment of the child’s health or social or intellectual 

development. Neglect may occur during pregnancy as a result of maternal substance 
abuse. 
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Once a child is born, neglect may involve a parent or carer failing to: 

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

abandonment). 

• Protect a child from physical and emotional harm or danger. 

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

• Ensure access to appropriate medical care or treatment. 

• It may also include neglect of, or unresponsiveness to, a child’s basic 

emotional needs. 

 
d) Sexual abuse: 

 
Involves forcing or enticing a child or young person to take part in sexual activities, 

including prostitution, whether or not the child is aware of what is happening. The 

activities may involve physical contact, including penetrative (e.g. rape, buggery or oral 

sex) or non-penetrative acts. They may include non-contact activities, such as 

involving children in looking at, or in the production of, pornographic material such as 

sexual online images, watching sexual activities, or encouraging children to behave in 
sexually inappropriate ways or grooming a child in preparation for abuse. Sexual 

abuse can take place online, and technology can be used to facilitate offline abuse. 

Sexual abuse is not solely perpetrated by adult males. Women can also commit acts 

of sexual abuse, as can other children.  

 
e) Additional safeguarding/abuse issues: 

 
Staff should also be alert to other safeguarding issues which might lead to concerns, as 

listed in KCSIE part 1. The most likely ones to affect our children are: bullying, 

including cyberbullying (see separate School policies), child missing from education 

(CME), child missing from home or care, child sexual exploitation (CSE), domestic abuse 

(including abuse witnessed by a child and/or suffering it) , drugs, fabricated or induced 

illness, mental health, private fostering, radicalisation (NB The Prevent Duty – see 

below), sexting, and teenage relationship abuse. Other areas which are much less likely 

to affect our children, but to which staff should be alert and have some understanding of 

are:  faith abuse, hate crime, female genital mutilation (FGM, including understanding the 

mandatory reporting duty in force from October 2015), forced marriage, gangs and 

youth violence, gender-based violence/violence against women and girls (VAWG) and 

trafficking. 

 
        The Prevent duty - Radicalisation 

 
        Below is guidance from SSP that will assist you in deciding whether a Vulnerable 

To Radicalisation (VTR) referral is appropriate and to help you make that referral 
if you deem that it is. The quick reference guide gives an overview whilst the 

Vulnerable To Radicalisation Referral and Channel Guidance document provides 
more in depth explanation. The referral form itself provides notes to assist with 
completing it.  Owing to the nature of 24-hour care in School House, boarding 

staff must be particularly vigilant about any signs or indicators for radicalisation: 
for example, pupils who might be accessing inappropriate websites. 

 
• https://www.suffolksp.org.uk/assets/Prevent-National-Referral-Form-Suffolk-

July-2020.docx  

• https://www.suffolksp.org.uk/assets/Safeguarding-Topics/Prevent-

VTR/Appendix-C-Flow-Chart-2020_.pdf  

• https://www.suffolksp.org.uk/assets/Safeguarding-Topics/Prevent-VTR/Quick-
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Guide-9-Vulnerable-to-Radicalisation-or-Influenced-by-Extremism-Jun-2015.pdf  

• https://www.suffolksp.org.uk/assets/2018-02-20-Guidance-on-Safeguarding-

Individuals-Vulnerable-to-Radicalisation-VTR-and-Updated-Referral-Form-new.pdf  

• https://www.gov.uk/government/publications/channel-guidance 

 
4.  Signs of abuse. 

 
Remember: If you see anything suspicious, do not enquire further but consult with the DSL 

rather than worrying alone. Record any injury in pictorial form (the DSL has the relevant 

sheet), and report any anxieties as soon as possible, noting time, date, circumstances etc. 

 
KCSIE notes that children can be particularly vulnerable in residential settings (ie 

School House), and when staying with host families (staff are briefed to be alert for 

cases when children may be in a private fostering arrangement which is essentially one 

that is made privately (that is to say without the involvement of a local authority) for 

the care of a child under the age of 16 (under 18, if disabled) by someone other than a 

parent or close relative with the intention that it should last for 28 days or more. 

Private foster carers may be from the extended family, such as a cousin or great aunt. 

However, a person who is a relative under the Children Act 1989 i.e. a grandparent, 

brother, sister, uncle or aunt (whether of the full or half blood or by marriage) or 

step-parent will not be a private foster carer. A private foster carer may be a friend of 

the family, the parent of a friend of the child, or someone previously unknown to the 

child’s family who is willing to privately foster a child. The period for which the child is 

cared for and accommodated by the private foster carer should be continuous, but 

that continuity is not broken by the occasional short break. 

 
a)  Physical 

 
A child may flinch when approached, be reluctant to change, cry or show instability, 

fear home, have behavioural extremes, show apathy or depression. A child may have 

unexplained injuries; do bear in mind that insect bites and acne can look remarkably 

like cigarette burns, and bruises from School games look like all sorts of suspicious 

things, but it is important to err on the side of caution and discuss any concerns, 

however minor, with the DSL. 

 
That said, this is an unpalatable list: 

 
Fingertip bruising; thumb marks under clavicles; bruising on face or head; bruising on 

limbs, often fingertips; linear bruising, belt or strap; linear burns; scalds and burns, 

dunking/splashing; adult bite marks; cigarette burns of different ages; mouth injuries, 

torn lips, gums, frenulum (the web of skin between top gum and top lip); ear injuries; 

bilateral black eyes (fist punch); intraocular hemorrhage; head injuries (blows or 

shaking); baby with non-moving limb (fracture); abdominal injuries (ruptured liver); 

other injuries diagnosed by x-ray. 

 

Staff need to be aware of Female Genital Mutilation (FGM). FGM comprises all 

procedures involving partial or total removal of the external female genitalia or other 

injury to the female genital organs. It is illegal in the UK and a form of child abuse with 

long lasting harmful consequences. 

 

Teachers have a statutory and legal duty to report to the police where they discover 

(either through disclosure by the victim or visual evidence i.e. signs/symptoms similar 

to sexual abuse) that FGM appears to have been carried out on a girl under 18. An 

increase in awareness is needed following a foreign holiday or a holiday during term 

time. Those failing to report such cases will face disciplinary sanctions. 
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Teachers will report to police cases where they discover that an act of FGM appears to 

have been carried out. Unless the teacher has a good reason not to, they should also 

still consider and discuss any such cases with the DSL and involve children’s social care 

as appropriate. 

 

So-called ‘honour-based’ abuse (HBA) encompasses crimes which have been 

committed to protect or defend the honour of the family and/or the community, 

including FGM, forced marriage, and practices such as breast ironing. All forms of HBA 

are abuse (regardless of the motivation) and should be handled and escalated as such. 

 
b) Sexual 

 
The behavioural signs of sexual abuse might be any of the following (do bear in mind 

that many of these overlap with being a teenager, but once again err on the side of 

caution and consult the DSL):  mood changes, tantrums, aggression; insecurity, fear of 

men (another place or person or activity); sleeping and eating disorders; anxiety, 

depression, despair; withdrawal, secretiveness; poor peer relationships; lies, stealing, 

arson; School failure, truancy; running away from home; suicide attempts, self- 

poisoning or mutilation; unexplained money; sexualised behaviour (drawings with 

sexual content, knowledge of adult sexual behaviour in young child or young person 

with learning difficulties); abuse of drugs, solvents, alcohol; promiscuity at an early age. 

 
c)  Neglect 

 
Manifests itself through being unkempt or smelly; being chaotic with PE kit, and other 

School things; repeated illness; low self-esteem; slow physical development; listlessness; 

hunger; having untreated medical conditions. 

 
d) Emotional abuse 

 
Manifests itself (often alongside other forms of abuse) through a lack of parent 

bonding; lack of parent time for relationship; and a punishment based regime at home 

(and in other environments). The child may be clingy; attention seeking; over ready to 

relate to others; have low self-esteem, be apathetic; fearful or withdrawn; have 

sleeping disorders; have depression; may self-harm, or abuse drugs, drink or solvent. 
 

e) Child Sexual Exploitation and Child Criminal Exploitation (CCE)  

 

 

 

Both CSE and CCE are forms of abuse and both occur where an individual or 

group takes advantage of an imbalance in power to coerce, manipulate or 

deceive a child into sexual or criminal activity. Whilst age may be the most 

obvious, this power imbalance can also be due to a range of other factors 

including gender, sexual identity, cognitive ability, physical strength, status, 

and access to economic or other resources. In some cases, the abuse will be in 

exchange for something the victim needs or wants and/or will be to the 

financial benefit or other advantage (such as increased status) of the 

perpetrator or facilitator. The abuse can be perpetrated by individuals or 

groups, males or females, and children or adults. The abuse can be a one-off 

occurrence or a series of incidents over time, and range from opportunistic to 

complex organised abuse. It can involve force and/or enticement-based 
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methods of compliance and may, or may not, be accompanied by violence or 

threats of violence. Victims can be exploited even when activity appears 

consensual and it should be noted exploitation as well as being physical can be 

facilitated and/or take place online. 

 

 

f) Peer on Peer abuse 

 
The School takes a contextual approach to preventing and responding to peer on peer 
abuse across a spectrum of behavior including concerns/allegations of inappropriate 

behavior through to those of serious sexual assault. 
 

In the case of physical, emotional, financial or sexual abuse of a pupil by one or more 
pupils, when there is reasonable cause to suspect that a child is suffering, or likely to 

suffer, significant harm, the priority is to protect the interests of the abused pupil in the 

first instance, working in accordance with the procedures outlined in the National 

Minimum Standards for Boarding Schools. This includes referral to Customer First. The 
DSL will then consult with other senior staff as appropriate, alongside any professional 

bodies such as Suffolk Safeguarding Partnership or the police, to formulate an 
appropriate disciplinary response regarding the perpetrators of the abuse. All children 

involved, whether perpetrators or victims, should be treated as being 'at risk'. Staff 
recognise the different forms peer on peer abuse can take, understanding that abuse is 

abuse and should never be tolerated or passed off as “banter” or “part of growing up.” 
Gender issues can be prevalent when dealing with peer on peer abuse. This could for 

example include girls being sexually touched/assaulted or boys being subject to 
initiation/hazing type of violence. These types of abuse rarely take place in isolation and 

often indicate wider safeguarding concerns. Staff need to be aware of upskirting which 
typically involves taking a picture under a person’s clothing without them knowing, with 

the intention of viewing their genitals or buttocks, to obtain sexual gratification, or 
cause the victim humiliation, distress or alarm.  

 

 
Children can be particularly vulnerable in residential settings and boarding staff 

should be particularly alert to pupil relationships and the potential for peer abuse. 

Measures put in place include: 

 
• Briefing the School House Prefects and senior pupils given positions of 

responsibility over other pupils: on the appropriate action to take (for example, 
consulting straight away with the DSL in line with the procedures for staff) 

should they receive any allegations of abuse, or have any concerns or suspicions 
about the behaviour of a member of staff or fellow boarder; and on Child 

Protection generally in order to outline the roles and responsibilities of the 
adults they can turn to in and outside School (including the provision and 

advertisement of how to contact the ‘Independent Listener’; a suitably qualified, 
vetted volunteer, who is not employed by the School, that pupils can raise 

concerns with); 

• The School's Missing Pupil Policy, known to staff and used in practice, 

includes procedures for searching for and, if necessary, reporting any boarder 

missing from School (see separate Missing Pupil Policy); 

• The knowledge and means of reporting concerns or allegations to Customer 
First, the ISI, or Ofsted via their Whistleblowers’ Hotline (see policy statement 

paragraph 5, page 3 above); 

• If a boarder is suspected of abuse of a peer, appropriate action would be 

taken to segregate their rooming/accommodation immediately within the 



14 
 

boarding context and normal procedures for referral would be followed; 

 •  The School enlists sexting guidance from the Child Exploitation Online           

Protection Centre (CEOP). 

 

When there has been a report of sexual violence, the DSL will make an immediate 

risk and needs assessment. Where there has been a report of sexual harassment, 

the need for a risk assessment should be considered on a case-by-case basis. The 

risk and needs assessment should consider:  

 The victim; 

 The alleged perpetrator; and 

 The other children and, if appropriate, staff at the School. 

 

 g) Serious violence 

 

All staff should be made aware of indicators, which may signal that children are at 

risk from, or are involved with serious violent crime. These may include increased 

absence from school, a change in friendships or relationships with older individuals 

or groups, a significant decline in performance, signs of self-harm or a significant 

change in wellbeing, or signs of assault or unexplained injuries. Unexplained gifts or 

new possessions could also indicate that children have been approached by, or are 

involved with, individuals associated with criminal networks or gangs.  

 
h)  Missing pupils 

 
That pupils are missing from education, particularly on repeat occasions, may be as a 

result of abuse or the risk of abuse and neglect including sexual abuse or exploitation 

which can take the form of arranged marriage or female genital mutilation. 

 
KCSIE has further information. All absences should be followed up in accordance with 

the Missing Pupils Policy notifying local authority and parents as appropriate, and the 

DSL informed. In particular, in the case of a pupil who fails 

to attend School regularly, or has been absent without the School’s permission for a 
continuous period of 10 School days or more, at such intervals as are agreed between 

the School and the local authority (or in default of such agreement, at intervals 
determined by the Secretary of State) the Local Authority must be informed 

immediately; and in the case of a pupil who is to be removed from the admissions 
register where they: 

 
• have been taken out of School by their parents and are being educated outside the 

school system e.g. home education; 

• have ceased to attend school and no longer live within reasonable distance of the 
School at which they are registered; 
• have been certified by the School medical officer as unlikely to be in a fit state of 

health to attend School before ceasing to be of compulsory School age, and neither 

he/she nor his/her parent has indicated the intention to continue to attend the School 

after ceasing to be of compulsory School age; 

• are in custody for a period of more than four months due to a final court order and 

the proprietor does not reasonably believe they will be returning to the School at the 

end of that period; or, 

• have been permanently excluded. 

 

The Local Authority must be informed as soon as the grounds for deletion are met, but 

no later than deleting the pupil’s name from the register. Early intervention should help 

prevent the risks of pupils going missing in future. 
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i)  Indicators for pupils at risk of radicalisation 

 
Vulnerability 

 
• Identity Crisis - Distance from cultural/ religious heritage and uncomfortable with 

their place in the society around them; 

• Personal Crisis – Family tensions; sense of isolation; adolescence; low self-esteem; 

disassociating from existing friendship group and becoming involved with a new and 

different group of friends; searching for answers to questions about identity, faith and 

belonging; 

• Personal Circumstances – Migration; local community tensions; events affecting 

country or region of origin; alienation from UK values; having a sense of grievance 

that is triggered by personal experience of racism or discrimination or aspects of 

Government policy; 

• Unmet Aspirations – Perceptions of injustice; feeling of failure; rejection of civic life; 

• Criminality – Experiences of imprisonment; poor resettlement/ reintegration, 

previous involvement with criminal groups. 

 
Access to extremism / extremist influences 

 
• Is there reason to believe that the child/young person associates with those known to 

be involved in extremism - either because they associate directly with known individuals 

or because they frequent key locations where these individuals are known to operate? 

(e.g. the child/young person is the partner, spouse, friend or family member of someone 

believed to be linked with extremist activity)? 

• Does the child/young person frequent, or is there evidence to suggest that they are 

accessing the internet for the purpose of extremist activity? (e.g. Use of closed network 

groups, access to or distribution of extremist material, contact associates covertly via 

Skype/email etc)? 

• Is there reason to believe that the child/young person has been or is likely to be 

involved with extremist/ military training camps/ locations? 

• Is the child/young person known to have possessed or is actively seeking to possess 

and/ or distribute extremist literature/ other media material likely to incite racial/ 

religious hatred or acts of violence? 

• Does the child/young person sympathise with, or support illegal/illicit group’s e.g. 

propaganda distribution, fundraising and attendance at meetings? 

• Does the child/young person support groups with links to extremist activity but 

not illegal/illicit e.g. propaganda distribution, fundraising and attendance at meetings? 

 
Experiences, Behaviours and Influences 

 
• Has the child/ young person encountered peer, social, family or faith group 
rejection? 

• Is there evidence of extremist ideological, political or religious influence on the 

child/ young person from within or outside UK? 

• Have international events in areas of conflict and civil unrest had a personal impact on 

the child/ young person resulting in a noticeable change in behaviour? It is important to 

recognise that many people may be emotionally affected by the plight of what is 

happening in areas of conflict (i.e. images of children dying) it is important to 

differentiate them from those that sympathise with or support extremist activity 

• Has there been a significant shift in the child/ young person’s behaviour or outward 

appearance that suggests a new social/political or religious influence? 

• Has the child/ young person come into conflict with family over religious 

beliefs/lifestyle/ dress choices? 

• Does the child/ young person vocally support terrorist attacks; either verbally or in 



16 
 

their written work? 

• Has the child/ young person witnessed or been the perpetrator/ victim of racial or 

religious hate crime or sectarianism? 

 
Travel 

 
• Is there a pattern of regular or extended travel within the UK, with other evidence 

to suggest this is for purposes of extremist training or activity? 

• Has the child/ young person travelled for extended periods of time to international 

locations known to be associated with extremism? 

• Has the child/ young person employed any methods to disguise their true identity? 

Has the child/ young person used documents or cover to support this? 

 
Social Factors 

 
• Does the child/ young person have experience of poverty, disadvantage, 

discrimination or social exclusion? 

• Does the child/ young person experience a lack of meaningful employment 

appropriate to their skills? 

• Does the child/ young person display a lack of affinity or understanding for others, 

or social isolation from peer groups? 

• Does the child/ young person demonstrate identity conflict and confusion normally 

associated with youth development? 

• Does the child/ young person have any learning difficulties/ mental health support 

needs? 

• Does the child/ young person demonstrate a simplistic or flawed understanding of 

religion or politics? 

• Does the child/ young person have a history of crime, including episodes in prison? 

• Is the child/young person a foreign national, refugee or awaiting a decision on their 

immigration/ national status? 

• Does the child/ young person have insecure, conflicted or absent family 

relationships? 

• Has the child/ young person experienced any trauma in their lives, particularly any 

trauma associated with war or sectarian conflict? 

• Is there evidence that a significant adult or other in the child/young person’s life has 

extremist view or sympathies? 

 
More critical risk factors could include:- 

 
• Being in contact with extremist recruiters; 

• Articulating support for extremist causes or leaders; 

• Accessing extremist websites, especially those with a social networking element; 
• Possessing extremist literature; 

• Using extremist narratives and a global ideology to explain personal disadvantage; 

• Justifying the use of violence to solve societal issues; 

• Joining extremist organisations; 

• Significant changes to appearance and/or behaviour. 

 

Special educational needs and/or disabilities 

Pupils with SEND may not outwardly show signs of abuse and/or may have difficulties in 

communicating abuse and neglect. 

 

These can include: 

 Assumptions that indicators of possible abuse such as behaviour, mood and injury 

relate to a child’s disability without further exploration; 
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 The potential of children with SEND being disproportionately impacted by 

behaviours such as bullying, without outwardly showing any signs; and 

 Communication barriers and difficulties in overcoming these barriers.  
 

Staff will support such pupils in expressing any concerns that they may have and will be 

particularly vigilant to any signs or indicators of abuse, discussing this with the DSL as 

appropriate.  

 

Lesbian, gay, bi or trans (LGBT) 

Children who are LGBT can be targeted by their peers. In some cases, a pupil who is 

perceived by their peers to be LGBT (whether they are or not) can be just as vulnerable 

as children who identify as LGBT.  

 

Mental Health  

 

All staff should also be aware that mental health problems can, in some cases, be an 

indicator that a child has suffered or is at risk of suffering abuse, neglect or exploitation.  

 

Only appropriately trained professionals should attempt to make a diagnosis of a mental 

health problem. Staff however, are well placed to observe children day-to-day and identify 

those whose behaviour suggests that they may be experiencing a mental health problem 

or be at risk of developing one.   

 

Where children have suffered abuse and neglect, or other potentially traumatic adverse 

childhood experiences, this can have a lasting impact throughout childhood, adolescence 

and into adulthood. It is key that staff are aware of how these children’s experiences, can 

impact on their mental health, behaviour and education.  

 

If staff have a mental health concern about a child that is also a safeguarding concern, 

immediate action should be taken, following their child protection policy and speaking to 

the DSL or a deputy. 

 
If you have any concerns discuss them with the DSL. 

 
5. If at any time there is a risk of immediate serious harm to a child a 

referral should be made to Customer First immediately. 

 
There are three thresholds for and types of referral that need to be 

considered: 

 
a)  Is this a child with additional needs where their health, development or 

achievement may be adversely affected? SSP and Suffolk Children and Young 

People’s (SCYP) Frameworks say practitioners should complete a Common 

Assessment Framework (CAF) when: 

 
• Age appropriate progress is not being made and the causes are 

unclear, or 
• The support of more than one agency is needed to meet the child or 

young person’s needs. 

 
If this is a child with additional needs the reporting member of staff discusses 

the issues with the DSL who is a CAF trained practitioner, the child and 

parents. The DSL and reporting member of staff coordinate the gaining of 

parental consent for a CAF to be completed, and the completion of the CAF. 

This may lead to a Team Around the Child (TAC) approach coordinated by 
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SCYP. 

 
b)  Is this child in need? Section 17 of the Children Act 1989 says this is a child in 

need issue if: 

 
• they are unlikely to achieve or maintain, or to have opportunity to 

achieve or maintain a reasonable standard of health or development, 

without the provision of services by a local authority. 

• their health or development is likely to be impaired, or further 

impaired without the provision of such services. 

• they are disabled. 

 
c)  Is this a child protection matter? Section 47 of the Children Act 1989 says 

this is a child protection matter if: 

 

• children are at risk or are suffering significant harm; 

•     children are suffering the effects of significant harm; 

•        there are serious health problems. 

 
If this is a child in need, discuss the issues with the DSL and parents. Seek to obtain 

their consent for referral to Customer First (see below) or any other agency (failure to 

obtain permission should not delay referral which must be made within 24 hours). 

 
If this is a child protection matter, this should be discussed with the DSL and will need 

to be referred to Customer First by the School immediately (preferably by the DSL).  

The safety of the child is paramount. Even meeting the 24 hour protocol may be too 

late. Consent from the pupil or parent is not required, and in some cases should not 

be sought (ideally the DSL should make this decision, in turn ideally in consultation with 

SSP), either because it may cause delay, or because such consultation may undermine 

any subsequent investigation by Social Care Services. 

 
It is the ‘significant harm’ threshold that justifies statutory intervention into family life. 

A professional making a child protection referral under S.47 must therefore provide 

information which clearly outlines that a child is suffering or likely to suffer significant 

harm. 

 
It is not possible to rely on one absolute criterion when judging what constitutes 

significant harm. Consideration of the severity of ill-treatment may include the extent 

of the harm suffered, the context within which it occurred and its duration. 

 
Significant harm may also arise from a combination of significant events which are both 

acute and long standing and which may impair the child’s physical, psychological and 

social development. 

 

In order to both understand and establish significant harm, it is necessary to consider 
the family context, together with the child’s development within their wider social and 

cultural environment. It is also necessary to consider any special needs, e.g. medical 
condition, communication difficulties or disability that may affect the child’s 

development and care within the family. The nature of harm, in terms of ill- 

treatment or failure to provide adequate care also needs consideration alongside the 

impact on the child’s health and development and the adequacy of care provided. 

 
6.  Making referrals 

 
Although any adult can make a direct referral to Customer First (0808 800 4005) 
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(for example if the DSL or alternate is not immediately available, or if the referral is 

time critical), ideally consultation should take place beforehand with the DSL who will 

often be the most appropriate person to initiate any referral. A written, signed and 

dated record of concerns should be made, ideally in consultation with the DSL, 

and immediately given to the DSL who will then contact the Safeguarding Manager or 

Customer First Team, such referral being made within 24 hours of the disclosure or 

suspicion of abuse. 

 
For referral to Customer First phone 0808 800 4005 and speak to the operator. 

This will need to be followed up with written confirmation on the Multi-agency 

Referral Form (MAR) or Common Assessment Framework form (CAF). In a case 

of suspected radicalisation, the protocol is to work with the DSL to decide, in 

consultation with SSP, whether the referral should be made to Children's Services 

in the normal way or to make a referral to the Channel programme via a VTR 

Referral. 

 
7.  Confidentiality 

 
Confidentiality is an issue that needs to be understood by all those working with 

children, particularly in the context of child protection. This is a complex area and 

involves consideration of a number of pieces of legislation. 

 
One can never guarantee confidentiality to a child, as some kinds of information may 

need to be shared with others. A suggested form of words that may help when talking 

to children is as follows: 

 
“I cannot guarantee you confidentiality, especially if you tell me something that 

will affect your personal safety or that is illegal, but I will explain to you what 

information I need to pass on and to whom I will pass it.” 

 
Professionals can only work together to safeguard children if there is an exchange of 

relevant information between them. This has been recognised in principle by the 

courts. However, any disclosure of personal information to others, included social 

service departments, must always have regard to both common and statute law. 

 
Normally, personal information should only be disclosed to third parties (including 

other agencies) with the consent of the subject of that information (Data Protection 

Act 1998 European Convention on Human Rights, Article 8). Wherever possible 

consent should be obtained before sharing personal information with third parties. In 

some circumstances, however, consent may not be possible or desirable but the safety 
and welfare of the child dictate that the information should be shared. 

 
The law requires the disclosure of confidential information necessary to safeguard a 
child or children. Under Section 47 of the Children Act 1989 statutory agencies have a 

duty to co-operate. Therefore, if the Police or Social Care/Services are conducting a 
Section 47 investigation under the 1989 Children Act, staff must share requested 

information relevant to the investigation. Legal advice should be sought if in doubt from 
the County Legal Services Department. 

 

Staff must have due regard to the relevant data protection principles, which allow them 

to share (and withhold) personal information, as provided for in the Data Protection 
Act 2018 and the GDPR.  

 
This includes:   

•  being confident of the processing conditions which allow them to store and share 
information for safeguarding purposes, including information which is sensitive and 
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personal, and should be treated as ‘special category personal data’.   

•  understanding that ‘safeguarding of children and individuals at risk’ is a processing 
condition that allows practitioners to share special category personal data. This 

includes allowing practitioners to share information without consent where there is 

good reason to do so, and that the sharing of information will enhance the safeguarding 

of a child in a timely manner but it is not possible to gain consent, it cannot be 
reasonably expected that a practitioner gains consent, or if to gain consent would place 

a child at risk.  
•  for schools, not providing pupils’ personal data where the serious harm test under 

the legislation is met. 
• For example, in a situation where a child is in a refuge or another form of 

emergency accommodation, and the serious harms test is met, they must withhold 
providing the data in compliance with schools’ obligations under the Data Protection 

Act 2018 and the GDPR. 

 
8.  Talking to and listening to children 

 
Children who choose to disclose may have already overcome a variety of obstacles in 

their own mind: fear and threats, guilt and shame, fear of implications, fear of not 

being believed or heard; they may not properly recognise an experience as abuse. 

If a child chooses to disclose, you SHOULD: 

 
• be accessible and receptive; 

• listen carefully and uncritically at the child’s pace; 

• take what is said seriously; 

• reassure the child that they are right to tell; 

• tell the child that you must pass this information on; 

• as soon as possible after the conversation, make a careful record of what was 

said, date (include year) and sign it and pass to the DSL without delay and 

certainly within 24 hours. 

 
You should NEVER: 

 
• tell the child that 'everything will be alright'; 

• take photographs or examine an injury; 

• investigate or probe aiming to prove or disprove possible abuse – never ask 

leading questions; 

• make promises to children about confidentiality or keeping ‘secrets’; 

• assume that someone else will take the necessary action; 

• jump to conclusions or react with shock, anger or horror; 

• speculate or accuse anybody; 

• confront another person (adult or child) allegedly involved; 

• offer opinions about what is being said or about the persons allegedly 

involved; 
• forget to record what you have been told; 

• fail to pass the information on to the correct person; 

• ask a child to sign a written copy of the disclosure. 

 
For children with communication difficulties or who use alternative/augmented 

communication systems, you may need to take extra care to ensure that signs of 

abuse and neglect are identified and interpreted correctly, but concerns should be 

reported in exactly the same manner as for other children. 

 
9.  Record keeping 
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Well-kept records are essential in situations where it is suspected or believed that a 

child may be at risk from harm. 

 
Records should: 

 
• state who was present (including a note of all witnesses), time, date (including 

year) and place; 
• use the child’s words wherever possible; 

• be factual/state exactly what was said and describe any injury seen; 

• differentiate clearly between fact, opinion, interpretation, observation and/or 

allegation; 

• be written in ink and signed by the recorder, noting full name and position; 

• include a note of to whom the information was passed and what action was 

taken. 

 
10.  Attendance at Child Protection Conferences 

 
The DSL or their deputy will be expected to attend the initial Child Protection 

Conference. 

 
If a child is made subject to a Child Protection Plan it may be more relevant for the 

class teacher or head of year to attend the subsequent core group meetings. 

 

 

     11. Protecting yourself against allegations of abuse 
 
 

a)  All staff working in School are required to abide by the Woodbridge School 
Code of Conduct for staff. Anyone who has contact with children is in a 

position of trust. 

 
You should seek to keep your personal contact with children under review 

and seek to minimise the risk of any situation arising in which 

misunderstandings can occur. The following sensible precautions should be 

taken when working alone with children (this is particularly relevant to 

specialist music and sports teachers): 

 
• work in a room where there is a glass panel in the door or leave the 

door open; 

• make sure that other adults visit the room occasionally; 

• avoid working in isolation with children unless thought has been given to 

safeguards; 

• must not give out personal mobile phone numbers or private e-mail 

addresses, unless under exceptional circumstances; 
• must not give pupils lifts home in your cars, unless under exceptional 

circumstances; 

• must not arrange to meet them outside of School hours; 

• must not chat to pupils on the social websites. 

 
b)  Under the Sexual Offences Act 2003 it is a criminal offence for anyone 

working in an education setting to have a sexual relationship with a pupil 

even when the pupil is over the age of consent. 

 
c)  Any use of physical force or restraint against pupils will be carried out and 
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documented in accordance with the relevant physical restraint policy; this 

includes if it is necessary to use physical action to prevent a child from injury to 

themselves or others.  In all cases parents will be informed the same day or as 

soon as is practicable. 

 
d)  Children will not be punished by any form of hitting, slapping, shaking or 

other degrading treatment. 

 
e)  Mobile devices and cameras within the setting. 

Guidance on the use of mobile devices and cameras in each setting will be 

given to staff on appointment and forms part of the Code of Conduct. All 

staff are made aware of the School’s protocol for the use of photography, 

both in/outside School: 

 
• Staff must only use equipment provided or authorised by the School. 

• Staff must be clear about the purpose of the activity. 

• Staff must be able to justify images of the children in their possession. 

• Staff must ensure that children know why images are being taken. 

• Staff must report any concerns about inappropriate images found. 

• Use of photography outside agreed protocols may lead to 
disciplinary/criminal investigations. 

 

 
In particular: EYFS: Cameras: photography and images 

 

The vast majority of people who take or view photographs or videos of 

children do so for entirely innocent, understandable and acceptable 

reasons. However, due to cases of abuse to children through taking or 

using images, we must ensure that we have safeguards in place. 

 

To protect children we will: 

 

• use only the child’s first name with an image. 

• ensure that children are appropriately dressed. 

• ensure the EYFS designated devices only are used in Reception. 

• ensure that images taken on the EYFS device will not be emailed 

externally, and will be emailed internally only when other means of 

download to the School server are not readily available. 

• ensure that personal devices are not used to take photographs, video 

or audio recordings in our EYFS. 

• ensure ‘acceptable use’ rules regarding the use of cameras by children 

are embedded in practice. 

• ensure the use of cameras, webcams and CCTV is closely monitored 

and open to scrutiny. 

 

Photographs may be used on our website/ social media portals / for 

marketing, and/or by the local press with permission from the parents. 

Upon registration at the setting, parents/carers sign consent for 

photographs to be taken for such purpose. 

 

However, it is essential that photographs are taken and stored 
appropriately to safeguard the children in our care. 

 

Only the designated EYFS devices are to be used to take any photos of 

EYFS pupils within the Pre-Prep or on outings. 
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In particular: EYFS: Developmental Profiles 

 

Photographs taken for the purpose of recording a child or group of 

children participating in activities or celebrating their achievements are 

an effective form of recording their progression in the Early Years 

Foundation Stage. Under no circumstances must cameras of any kind be 

taken into the toilets. 

 

In the EYFS setting, pupils are not permitted to bring mobile phones or 

any mobile device with a camera facility onto the premises.  

Only the designated EYFS devices are to be used to take such 

photographs as referred to above. Images taken on these devices must 

be deemed suitable without putting the child/children in any 

compromising positions that could cause embarrassment or distress. 

 

All practitioners are responsible for the location and storage of the 

EYFS devices; these are either locked with a code or placed within a 

locked cupboard when not in use. 

Images taken and stored on the devices must be placed on the School 

system as soon as possible; ideally, once a week.  The computer and 

system is password protected. 

 

Photographs are sometimes distributed to members of staff (key 

workers) to record in children’s profiles. Key workers are not 

permitted to make extra copies of the photographs in any format. 
 

It is recognised that photographs may be taken of children by parents at 

School functions such as concerts, sports days, trips, etc. However, they 

will be advised that these photos may not be shared on social media 

sites. 

 

In particular: EYFS: Website and Marketing  

 

 

Certain events with professional photographers in attendance have 

password protected sites for parents to access and download pictures. 

 

Photographs may only be uploaded to the website or other marketing 

streams by the EYFS Co-ordinator, Marketing Manager or Head of WSP.  

Upon registration at Woodbridge School, parents/carers sign consent 

for photographs to be taken for such purpose. If consent is withheld, 

such photographs are not published of the individual child concerned. 

 

Failure to adhere to the contents of this policy will lead to disciplinary 

procedures being followed. 

 

 

In particular: EYFS: Cameras: photography and images 

 

The vast majority of people who take or view photographs or videos of 

children do so for entirely innocent, understandable and acceptable 

reasons. However, due to cases of abuse to children through taking or 

using images, we must ensure that we have safeguards in place. 

 



24 
 

To protect children we will: 

 

• use only the child’s first name with an image. 

• ensure that children are appropriately dressed. 

• ensure the EYFS designated cameras only is used in Reception. 

• ensure that images taken on the EYFS camera will not be emailed 

externally, and will be emailed internally only when other means of 

download to the School server are not readily available. 

• ensure that personal cameras are not used to take photographs, video 

or audio recordings in our EYFS. 

• ensure ‘acceptable use’ rules regarding the use of cameras by children 

are embedded in practice. 

• ensure the use of cameras, webcams and CCTV is closely monitored 

and open to scrutiny. 

 

Photographs are taken for the purpose of recording a child or group of 

children participating in activities or celebrating their achievements and 

are an effective form of recording their progression in the Early Years 

Foundation Stage. They may also be used on our website/ social media 

portals / for marketing, and/or by the local press with permission from 

the parents. 

 

However, it is essential that photographs are taken and stored 

appropriately to safeguard the children in our care. 

 

Only the designated EYFS cameras are to be used to take any photos of 
EYFS pupils within the Pre-Prep or on outings. 

 

In particular: EYFS: Developmental Profiles 

 

Photographs taken for the purpose of recording a child or group of 

children participating in activities or celebrating their achievements are 

an effective form of recording their progression in the Early Years 

Foundation Stage. However, it is essential that photographs are taken 

and stored appropriately to safeguard the children in our care. Upon 

registration at the setting, parents/carers sign consent for photographs 

to be taken for such purpose. Under no circumstances must cameras of 

any kind be taken into the toilets. 

 

Only the designated EYFS camera is to be used to take such 

photographs as referred to above. Images taken on this camera must be 

deemed suitable without putting the child/children in any compromising 

positions that could cause embarrassment or distress. 

 

All practitioners are responsible for the location and storage of the 

EYFS camera; this should be placed within a locked cupboard when not 

in use. 

The camera must be locked away in the cupboard at the end of every 

day. Images taken and stored on the camera must be downloaded (to 

the class 

computer) as soon as possible; ideally, once a week.  The computer is 

password protected. 

 

Photographs are sometimes distributed to members of staff (key 

workers) to record in children’s profiles. Key workers are not 
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permitted to make extra copies of the photographs in any format. 

 

It is recognised that photographs may be taken of children by parents at 

School functions such as concerts, sports days, trips, etc. However, they 

will be advised that these photos may not be shared on social media 

sites. 

 

In particular: EYFS: Website and Marketing  

 

Photographs may only be downloaded by the EYFS Co-ordinator to the 

Marketing Manager. 

 

Marketing Manager. 

 

Photographs may only be uploaded to the secure website by the EYFS 

Co-ordinator. 

 

The website gallery is only accessed by parents with the use of the 

password protection system. 

 

Upon registration at Woodbridge School, parents/carers sign consent 

for photographs to be taken for such purpose. If consent is withheld, 

such photographs are not published of the individual child concerned. 

 

Failure to adhere to the contents of this policy will lead to disciplinary 

procedures being followed. 
 

 

12. Allegations of abuse against a professional. 

     Unsuitability to work with children. 
 
 

a)  Children can be the victims of abuse by those who work with them in any 
setting. All allegations of abuse of children carried out by any staff member or 

volunteer should therefore be taken seriously. Allegations will be handled in 
line with to the procedures outlined in KCSIE, part 4, and as highlighted below. 

 
b)  Equally, staff should respond appropriately to any inappropriate behaviour 

displayed by other members of staff, or any other person working with the 

children (for example, inappropriate sexual comments; excessive one-to-one 

attention beyond the requirements of their usual role and responsibilities; or 

inappropriate sharing of images). 

 
c)  Staff, and senior boarders in position of responsibility, are required to report 

any concern or allegation about School practices or the behaviour of staff or 

volunteers which are likely to put pupils at risk of abuse or other serious harm; 

the School provides staff and pupils making such a report with immunity from 
retribution or disciplinary action for ‘whistleblowing’ in good faith. 

 
In practice the report should be made where at all possible directly and 

immediately (and no later than within 24 hours) to the  Head, or (if the 

complaint is against the Head) to the Chair of Governors. It is also possible to 

report direct to the Local Authority Designated Officer (LADO) via Customer 

First or the LADO contact details listed in paragraph 19, ISI (020 7600 0100) 

or to Ofsted (general helpline 0300 123 1231; textphone number 0161 618 

8524), 
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d)  Allegations of abuse made against staff or volunteers, whether historical or 

contemporary, should be reported to  the Head or the Chair of Governors in 

immediate consultation with the LADO. 

 

   
The Head / Chair should contact the LADO on the same day if possible, and no 

later than within one working day to discuss the allegation, making a written 

record of all conversations. In all the above cases the allegation must not be 

raised with the identified member of staff, even if this 

is the Head, prior to contact with the LADO. Communication with both the 

individual and the parents of the child/children should be agreed at this point. 

In the case of serious harm, the police should be informed from 

the outset. The quick resolution of that allegation must be a clear priority to 

the benefit of all concerned. The School should make every effort to 

maintain the confidentially of the member of staff against whom allegations 

have been made up to the point where the accused is charged with an 

offence or the DfE/ Teaching Regulation Agency (TRA) at the Dept for 

Education (DfE) publish information. 

 

e)  If an allegation is received by the Head or Chair of Governors the 

following should be considered in consultation with the LADO: has the 

member of staff: 

 
• behaved in a way that has harmed a child, or may have harmed a child; 

• possibly committed a criminal offence against or related to a child; 

• behaved towards a child or children in a way that indicates s/he is 

unsuitable to work with children. 

 
This initial conversation will seek to establish the validity of any allegation. By 

consulting with the LADO (or The Professional Advisor for Safeguarding in 

Education), following an allegation or suspicion of abuse, the head and 

designated child protection officer will therefore not be making their own 

decision over what appear to be borderline cases. This consultation may 

be done tentatively and without giving names in the first instance. The 

DSL/Head/Chair of Governors should make a written record of the initial 

conversation with the LADO including the decision made and the reasons for 

that decision. The School must not undertake its own investigations of 

allegations without prior consultation with the LADO, or in the most serious 

cases the police, so as not to jeopardise statutory investigations. 

 
If a referral is made a strategy meeting will be called that the Head / Chair 

should attend. 

 
f) The decision of the strategy meeting could be: 

 
• investigation by the Suffolk Safeguarding Team; 

• police investigation if there is a criminal element to the allegation; 

• single agency investigation completed by the School which should 

involve the School's Senior HR advisor. 

 
g)  If a member of the boarding staff is suspended pending an investigation of a child 

protection nature, arrangements for alternative accommodation for that staff 

member away from children will be made. 
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h)  The fact that a member of staff offers to resign must not prevent the 

allegation procedure reaching a conclusion. 

 
i) The name of any person (whether employed, contracted, a volunteer or 

student) whose services are no longer used because he or she is considered 

unsuitable to work with children will be reported to the Disclosure and Barring 

Service (DBS), in consultation with the LADO, when the School has gathered 

sufficient information and evidence to support the allegation and decided that 

the criteria for making a referral to the DBS has been met. The report will be 

made whether the departure was a result of dismissal, non- renewal of a fixed-

term contract, no longer engaging (or refusing to engage) a supply teacher 

provided by an employment agency, termination of the placement of a student 

teacher or other trainee, no longer using staff employed by contractors, no 

longer using volunteers, resignation, or voluntary withdrawal from supply 

teaching, contract working, a course of initial teacher training, or volunteering. 

The report submitted is to include as much evidence about the circumstances of 

the case as possible (failure to do any of the above constitutes an offence). The 

School must also consider making a referral to the TRA where a teacher has 

been dismissed (or would have been had s/he not resigned) and a prohibition 

order may be appropriate. Guidance is available on the TRA website 

https://www.gov.uk/government/organisations/teaching-regulation-agency  

j) Allegations relating to adults working in the EYFS setting: the School must 
notify Ofsted within 14 days of any allegations of serious harm or abuse by any 

person living, working or looking after children at the premises (whether the 
allegations relate to harm or abuse committed on the premises or elsewhere). 

 

Supply Teachers 

 

In some circumstances schools and colleges will have to consider an allegation 
against an individual not directly employed by them, where its disciplinary 

procedures do not fully apply, for example, supply teachers provided by an 

employment agency or business (referred to in this section as ‘the agency’).  

 

Whilst schools and colleges are not the employer of supply teachers, they should 
ensure allegations are dealt with properly. In no circumstances should a school 

or college decide to cease to use a supply teacher due to safeguarding 

concerns, without finding out the facts and liaising with the local authority 

designated officer (LADO) to determine a suitable outcome. Governing bodies 

and proprietors should discuss with the agency whether it is appropriate to 
suspend the supply teacher, or redeploy them to another part of the school, 

whilst they carry out their investigation. 

 

Agencies should be fully involved and co-operate in any enquiries from the LADO, 

police and/or children’s social services. The school or college will usually take 
the lead because agencies do not have direct access to children or other school 

staff, so they will not be able to collect the facts when an allegation is made, 

nor do they have all the relevant information required by the LADO as part of 

the referral process. Supply teachers, whilst not employed by the school or 

college, are under the supervision, direction and control of the governing body 

or proprietor when working in the school or college. They should be advised 

to contact their trade union representative if they have one, or a colleague for 

support. The allegations management meeting which is often arranged by the 

LADO should address issues such as information sharing, to ensure that any 

previous concerns or allegations known to the agency are taken into account 

by the school during the investigation.   
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When using an agency, schools and colleges should inform the agency of its 
process for managing allegations. This should include inviting the agency’s 

human resource manager or equivalent to meetings and keeping them up to 

date with information about its policies 
 
 

In all the above it is important to apply the principle that procedures 

need to be applied with common sense and judgement. Key points to 

note are the following: 

 
• If an allegation is made against a member of staff the quick resolution of that 

allegation should be a clear priority to the benefit of all concerned. At any 

stage of consideration or investigation, all unnecessary delays should be 

eradicated. 

• In response to an allegation staff suspension should not be the default option. 

An individual should only be suspended if there is no reasonable alternative. If 

suspension is deemed appropriate, the reasons and justification will be recorded 

by the School and the individual notified of the reasons. 

• Allegations that are found to have been malicious will be removed from 
personnel records and any that are not substantiated, are unfounded or 

malicious will not be referred to in employer references. 

• Pupils that are found to have made malicious allegations have breached School 

rules. The School will therefore consider whether to apply an appropriate 

sanction, which could include temporary or permanent exclusion (as well as 

referral to the police if there are grounds for believing a criminal offence may 

have been committed). 

 
13. Recruitment, supervision and training for staff 

 
 

a)  When recruiting new members of staff the School follows the guidance given in 

KCSIE Part 3, and acts at all times in compliance with the Independent School 

Standards Regulations. Individuals who have lived or worked outside of the UK 
must undergo the same checks as all other staff with additional checks as 

appropriate. The process is covered in more detail in the Seckford 

Foundation/Woodbridge School Recruitment Policy and Procedure. 

 
b)  In addition to carrying out safe recruitment as set out above, members of the 

teaching and non-teaching staff at the School, including part-time, self- 

employed, agency and supply staff and visiting staff such as musicians and sports 

coaches are subject to the necessary statutory child protection checks before 

starting work. 

 
c)  All governors, volunteers, contractors working regularly when children are in 

School are also subject are also subject to the relevant statutory checks. The 
process for appointing volunteers is covered in the Seckford 
Foundation/Woodbridge School Policy and Procedure. 

 
d)  Newly appointed staff and volunteers will have initial training in Safeguarding 

and Child Protection as part of their induction programme and will be given 

hard copies of KCSIE Part 1, Woodbridge School Safeguarding Policy, Woodbridge 

School Safeguarding Procedures, and Woodbridge School Code of Conduct for all staff. 

Their signed confirmation that they have read and understood these documents 

is retained and filed centrally at School. They are made aware of the Suffolk 

Safeguarding Children Board procedures via the School's Safeguarding Policy 
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and Procedures. 

 
e)  Newly appointed staff and volunteers in regulated activity will also complete at 

the first available opportunity the Level 1 Safeguarding and Promoting the 

Welfare of Children and Young People training provided by the School. This 

training will be updated regularly in line with SSP protocols, and a record kept 

of attendance. 

 
f) All speakers invited in to School will be positively vetted to ensure that their 

messages are consistent with, and not in opposition to, the School’s values and 

ethos, and to ensure we meet our obligations under the Prevent duty. 
 

Staff inviting guests to speak to pupils should assess the suitability and 

effectiveness of input from external agencies or individuals to ensure that: 

•  Any messages communicated to students are consistent with the ethos of 

Woodbridge School and do not marginalise any communities, groups or 

individuals; 

•  Any messages do not seek to glorify criminal activity or violent 

extremism or seek to radicalise students through extreme or narrow 

views of faith, religion or culture or other ideologies; 

•  Activities are properly embedded in the curriculum and clearly mapped to 
Schemes of Work to avoid contradictory messages or duplication; 

•  Activities are matched to the needs of pupils; 

•  Activities are carefully evaluated to ensure that they are effective. 

If, in the course of assessing suitability, a risk assessment determines further 

checks may be required before the speaker comes in, then HR should be 

contacted to agree what checks may be appropriate, whether those normally 

prescribed for staff or volunteers, or other un-prescribed checks as determined 

appropriate by the risk assessment. The DSL should also be contacted about 

any speakers coming into the School. 

 
All visitors invited to speak to pupils must be informed of our strong 

safeguarding culture, and be directly supervised; this is good practice as well as 

ensuring we meet our obligations under the Prevent duty. Visiting speakers, 

whilst on School site, will be supervised by a School employee. 

 
14. Online Safety  (E-Safety) 

 
It is essential that children are safeguarded from potentially harmful and inappropriate 
online material. The School shall do all it reasonably can to limit children’s exposure. The 
breadth of issues classified within online safety is considerable but can be categorized into 
three areas of risk: 
 

 Content: being exposed to illegal, inappropriate or harmful material; 
 Contact: being subjected to harmful online interaction with other users; 
 Conduct: personal online behavior that increases the likelihood of, or causes, 

harm. 

 
a)  The online-safety officer oversees the School's preventive work in this area; 

staff and pupils are regularly updated on online-safety issues and know to 

report concerns. 

 

b)  The growth of different electronic media in everyday life and an ever 
developing variety of devices including PCs, laptops, mobile phones, webcams 
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etc. place an additional risk on our children. Internet chat rooms, discussion 

forums or social networks can all be used as a means of contacting children 

and young people with a view to grooming them for inappropriate or abusive 

relationships, or for the purposes of radicalisation. The anonymity of the 

internet allows adults, often pretending to be children, to have conversations 

with children and in some cases arrange to meet them. 

 
c)  Access to abusive images is not a ‘victimless’ act as it has already involved the 

abuse of children. The internet has become a significant tool in the distribution 

of indecent photographs of children and should be a concern to all those 

working with pupils at this School. 

 
d)  Pupils can engage in or be a target of bullying using a range of methods 

including text and instant messaging to reach their target. Mobile devices are 

also used to capture violent assaults of other children for circulation (happy 

slapping). 

 
e)  Pupils are made aware of the dangers through curriculum teaching 

particularly PSHCEE and sex education. 

 
f) Protection is Prevention 

• Software and filtering is in place to minimise access and to highlight any 
person accessing inappropriate sites or information. 

• Pupils will be encouraged to discuss openly their use of technology and 

anything which makes them feel uncomfortable. (If this results in child 

protection concerns the School's DSL should be informed immediately). 

• Pupils should not give out their personal details, phone numbers, 
Schools, home address, computer passwords etc 

• Pupils should adhere to the School policy on mobile devices. 

 
g)  The police will be involved if there is any criminal element to misuse of the 

internet, phones or any other form of electronic media. 

 

     Whilst it is essential that appropriate filters and monitoring systems are in 

place, care needs to be taken not to ‘over block’ leading to unreasonable 

restrictions as to what children can be taught with regards to online teaching 

and safeguarding. 

 
15. Working with sexually active young people under the age of 18 

 
For detailed advice, please read the document Working with sexually active young people 

under the age of 18.  

https://www.suffolksp.org.uk/assets/Working-with-Children-Adults/Policies-CYP/Sexually-Active-

YP/2017-08-02-Working-with-Sexually-Active-Young-People-Under-the-Age-of-18.pdf   

Any member of staff who hears, either directly or indirectly, of sexual activity of 

pupils should report this as soon as possible to the DSL. 

 

 
16. Links with other policies and documents 

 
This procedures document should also be considered within the context of other 

policies and documents relating to our work with children and young people and 

https://www.suffolksp.org.uk/assets/Working-with-Children-Adults/Policies-CYP/Sexually-Active-YP/2017-08-02-Working-with-Sexually-Active-Young-People-Under-the-Age-of-18.pdf
https://www.suffolksp.org.uk/assets/Working-with-Children-Adults/Policies-CYP/Sexually-Active-YP/2017-08-02-Working-with-Sexually-Active-Young-People-Under-the-Age-of-18.pdf
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held at School either on the intranet, Head's office or with the DSL/ADSL. 

 

Key resources are: 

 
 Keeping children safe in education: Statutory guidance for Schools and colleges, 

DfE September 2020Keeping children safe in education: information for all School 

and college staff, DfE September 2020 (Part 1 of KCSIE) 

 Introduction to Safeguarding Children and Young People, Level One, SSP 

 Safeguarding Children in Education for Senior Designated Professionals, SSP 

 Guidance for Safer Working Practice for the Protection of Children and Staff in 
Education Settings: DCSF 2009 

 Working with sexually active young people protocol, SSP 

 What to do if you're worried a child is being abused: DfE March 2015 

 Working Together to Safeguard children: A guide to inter-agency working to 
safeguard and promote the welfare of children 2019 

 The Prevent Duty: Departmental advice for Schools and childcare providers: 
DfE June 2015 

 Prevent Duty Guidance: DfE March 2015 (Updated April 2019) 

 https://www.suffolksp.org.uk/safeguarding-topics/prevent-and-vulnerable-to-
radicalisation/  

 The Use of Social Media for On-Line Radicalisation, DfE July 2015 

 Vulnerable To Radicalisation documents, SSP (See Procedures above; paragraph 
3e) 

 Boarding Schools National Minimum Standards: DFE in force from 1 April 2015 

 Disclosure and Barring Service (HM Government) 

 Teaching online safety in school – Guidance supporting schools to teach their 

pupils how to stay safe online, within new and existing school subjects, DfE June 

2019 

 Advice to schools and colleges on gangs and youth violence DfE August 2013 

 Criminal exploitation of children and vulnerable adults: county lines, DfE 
September 2018 (updated Feb 2020) 

 Disqualification under the Childcare Act 2006 (June 2016) (Aug 2018) 

 Dealing with Allegations of Abuse Against teachers and Other Staff DFE October 
2012 

 Information Sharing: Advice for Practitioners Providing Safeguarding Services 

(March 2015) (Jul 2018) 

 Woodbridge School Behaviour and Attendance policies 

 Woodbridge School Anti Bullying and Anti Cyber-Bullying, use of mobile and use 

of ICT policies 

 Seckford Foundation Whistle Blowing policy 

 Seckford Foundation Recruitment policies 

 Woodbridge School Code of Conduct for all staff 

 COVID-19: safeguarding in schools, colleges and other providers 
o https://www.gov.uk/government/publications/covid-19-safeguarding-in-

schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-

in-schools-colleges-and-other-providers  

 When to call the Police – advice from NPCC: 

https://www.npcc.police.uk/documents/Children%20and%20Young%20people/Whe

n%20to%20call%20the%20police%20guidance%20for%20schools%20and%20college

s.pdf  

 
17. Resources 

 
Safeguarding is important to all members of staff. 

https://www.suffolksp.org.uk/safeguarding-topics/prevent-and-vulnerable-to-radicalisation/
https://www.suffolksp.org.uk/safeguarding-topics/prevent-and-vulnerable-to-radicalisation/
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.npcc.police.uk/documents/Children%20and%20Young%20people/When%20to%20call%20the%20police%20guidance%20for%20schools%20and%20colleges.pdf
https://www.npcc.police.uk/documents/Children%20and%20Young%20people/When%20to%20call%20the%20police%20guidance%20for%20schools%20and%20colleges.pdf
https://www.npcc.police.uk/documents/Children%20and%20Young%20people/When%20to%20call%20the%20police%20guidance%20for%20schools%20and%20colleges.pdf
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The governing body have to ensure that sufficient resources are made available to 
enable the necessary tasks to be carried out properly under Suffolk Safeguarding 

Children Board procedures including attending meetings, collating and writing 

assessment reports, and staff training. The Governing Body will also ensure that all 

Governors have an understanding of safeguarding issues and that policies and 
procedures are in place in School to safeguard and promote the welfare of all pupils in 

the School. 

 
Safeguarding awareness will be addressed through the curriculum and PSHCEE as 

appropriate to ensure all the pupils understand what is meant by safeguarding and how 

they can be safe. 

 

 
 

18.  Other Useful Contacts 

 
Southern Area safeguarding: 

 
Safeguarding Manager and LADO: 

Dian Campbell 0300 123 2044 

 

LADO@suffolk.gov.uk  01473 263126 
 

Customer First: 0808 800 4005 

Professionals' line 03456 066167 

Emergency duty service 0808 800 4005 
 

Police: 999, 112 or 01473 613500 

 
Professional Advisor for Safeguarding in Education: 

 
Lorna Jackson 01473263942  Lorna.Jackson@suffolk.gcsx.gov.uk 

 
Overall head of safeguarding, Suffolk: 

 
Tina Wilson 01473 263112, 07770 736667, tina.wilson@cyp.suffolkcc.gov.uk 

 

The professional consultation line of Suffolk Multi Agency Safeguarding Hub 
(MASH) is 0345 606 1499. 

 

 
Prevent: 

DfE dedicated telephone helpline and mailbox for non-emergency advice for staff and 

governors: 020 7340 7264 and counter-extremism@education.gsi.gov.uk. 

 

Forced Marriage 

 

The Forced Marriage Unit offers guidance on: 020 7008 0151 and fmu@fco.gov.uk 

 
Training: 

 
Lindsey Bartlett: slqateam@schoolschoice.org  01473 265386 

Multiagency: Sheryl Howes 01473 264584/596 

Head of Education and Training: Lorna Jackson 01473 260112 

 

mailto:LADO@suffolk.gov.uk
mailto:Lorna.Jackson@suffolk.gcsx.gov.uk
mailto:tina.wilson@cyp.suffolkcc.gov.uk
mailto:counter-extremism@education.gsi.gov.uk
mailto:slqateam@schoolschoice.org


33 
 

Websites: 

 
Disclosure and Barring Service: 

www.gov.uk/government/organisations/disclosure-and-barring-service 

Child Exploitation and Online protection centre: 

www.ceop.gov.uk 

Suffolk Safeguarding: 

 

Suffolk Safeguarding Partnership - https://suffolksp.org.uk/ 
 
 
 

Author(s): Designated Safeguarding Lead,  

Review frequency: At least yearly 

Review and ratified date: Michaelmas Term 2020. Approved at School Comm on 

08.10.20 & ratified by Governors on 11.11.20  

Review due by date: Michaelmas Term 2021 

References: Working Together to Safeguard Children; KCSIE Sept 
2020 

Governor Agreement Governors approval  

 

 

 

 

 

 

 

 

 

 

 

http://www.gov.uk/government/organisations/disclosure-and-barring-service
http://www.gov.uk/government/organisations/disclosure-and-barring-service
http://www.ceop.gov.uk/
https://suffolksp.org.uk/
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Appendix – Safeguarding flowchart 
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Appendix – COVID 19 Update 

Context  

From 20th March 2020 parents were asked to keep their children at home, wherever possible, 

and for schools to remain open only for those children of workers critical to the COVID-19 

response - who absolutely need to attend. 

This addendum of the Woodbridge School Safeguarding (including Child protection and EYFS)  

policy contains details of our individual safeguarding arrangements during this time. 

We are planning for a return to School in Sept 2020, however, should we need to return to 

remote learning we will move back to these arrangements. Key contacts 

 

Ben Capjon (DSL) 

 

07407 347670 

Nicola Mitchell (ADSL) 07718 881812 

Philippa Martin (ADSL) 07941 511147 

Michael Streat (ADSL) 07917 267397 

  

Shona Norman (ADSL) 07789 942389 

 

Vulnerable children  

Vulnerable children include those who have a social worker and those children and young people 

up to the age of 25 with education, health and care (EHC) plans. Those who have a social worker 

include children who have a Child Protection Plan and those who are looked after by the Local 

Authority. A child may also be deemed to be vulnerable if they have been assessed as being in 

need or otherwise meet the definition in section 17 of the Children Act 1989.  

Those with an EHC plan will be risk-assessed in consultation with the Local Authority and 

parents, to decide whether they need to continue to be offered a school or college place in order 

to meet their needs, or whether they can safely have their needs met at home. This could 

include, if necessary, carers, therapists or clinicians visiting the home to provide any essential 

services. Many children and young people with EHC plans can safely remain at home.  

At Woodbridge School (Prep and Senior School) the number of children with an EHC is: 0 

The Pastoral team and Senior leaders, especially the Designated Safeguarding Lead and Assistant 

Designated Safeguarding Leads, know who our most vulnerable children are. They have the 

flexibility to offer a place to those on the edge of receiving children’s social care support.  

Woodbridge School will continue to work with and support children’s social workers to help 

protect vulnerable children. This includes working with and supporting children’s social workers 

and the local authority virtual school head (VSH) for looked-after and previously looked-after 

children. The lead person for this is the DSL.  

Woodbridge School will liaise with parents or carers of our vulnerable children and young people 

to ensure that they continue to be aware of the offer that remains open to them. Where a 

vulnerable child does not take up their place at school, or discontinues, the school will notify 

their social worker. 
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Designated Safeguarding Lead 

There will be a designated safeguarding lead (DSL) or Assistant Designated Safeguarding Lead 

(ADSL) available during school hours every day. They are contactable on the details at the start of 

the policy.  

Where there is a safeguarding issue on school site either the DSL or an ADSL will be available to 

travel into school to deal with the issue; the DSL lives on site.  

It is important that all school staff and volunteers have access to a trained DSL (or ADSL). Staff 

on site will be made aware of who that person is and how to speak to them.  

The DSL will continue to engage with social workers, and attend all multi-agency meetings, which 

can be done remotely. 

 

Reporting a Concern 

Staff in school should be informed of the current reporting process if that differs to the normal 

way of working. At Woodbridge School the reporting process remains the same. This 

information should be shared regularly with staff to ensure that they are up to date and informed 

of the process. 

Staff are reminded of the need to report any concern immediately and without delay. 

 

Safeguarding training and induction 

DSL training is very unlikely to take place whilst there remains a threat of the COVID 19 virus. 

For the period COVID-19 measures are in place, a DSL (or deputy) who has been trained will 

continue to be classed as a trained DSL (or deputy) even if they miss their refresher training. 

All existing school staff have had safeguarding training and have read part 1 of Keeping Children 

Safe in Education (2020). The DSL should communicate with staff any new local arrangements, so 

they know what to do if they are worried about a child. 

Where new staff are recruited, or new volunteers join, they will continue to be provided with a 

safeguarding induction remotely with the DSL.  

If staff are deployed from another education or children’s workforce setting to our school, we 

will take into account the DfE supplementary guidance on safeguarding children during the 

COVID-19 pandemic and will accept portability as long as the current employer confirms in 

writing that:- 

• the individual has been subject to an enhanced DBS and children’s barred list check  

• there are no known concerns about the individual’s suitability to work with children  

• there is no ongoing disciplinary investigation relating to that individual 

Woodbridge School will ensure via the HR Manager that the member of staff has received 
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appropriate safeguarding training. Upon arrival, they will be given a copy of the School’s 

safeguarding and child protection policy, confirmation of local processes and confirmation of DSL 

arrangements. 

 

Safer recruitment/volunteers and movement of staff  

It remains essential that people who are unsuitable are not allowed to enter the children’s 

workforce or gain access to children. When recruiting new staff, Woodbridge School will 

continue to follow the relevant safer recruitment processes for their setting, including, as 

appropriate, relevant sections in part 3 of Keeping Children Safe in Education (2020) (KCSIE).  

In response to COVID-19, the Disclosure and Barring Service (DBS) has made changes to its 

guidance on standard and enhanced DBS ID checking to minimise the need for face-to-face 

contact. Where Woodbridge School is utilising volunteers, we will continue to follow the 

checking and risk assessment process as set out in paragraphs 183-188 of KCSIE. Under no 

circumstances will a volunteer who has not been checked be left unsupervised or allowed to 

work in regulated activity.  

Woodbridge School will continue to follow the legal duty to refer to the DBS anyone who has 

harmed or poses a risk of harm to a child or vulnerable adult.  

We will continue to consider and make referrals to the Teaching Regulation Agency (TRA) as per 

KCSIE and the TRA’s ‘Teacher misconduct advice for making a referral. During the COVID-19 

period all referrals should be made by emailing: Misconduct.Teacher@education.gov.uk  

Whilst acknowledging the challenge of the current National emergency, it is essential from a 

safeguarding perspective that any school is aware, on any given day, which staff/volunteers will be 

in the school or college, and that appropriate checks have been carried out, especially for anyone 

engaging in regulated activity. As such, Woodbridge School will continue to keep the single 

central record (SCR) up to date as outlined in paragraphs 164-171 in KCSIE. 

 

Children and online safety away from school  

It is important that all staff who interact with children, including online, continue to look out for 

signs a child may be at risk. Any such concerns should be dealt with as per the Safeguarding and 

Child Protection Policy and where appropriate referrals should still be made to children’s social 

care and as required, the police by the DSL or ADSL within the school setting. 

Online teaching should follow the same principles as set out in the School’s Code of Conduct. 

Woodbridge School will ensure any use of online learning tools and systems is in line with privacy 

and data protection/GDPR requirements. Below are some things to consider when delivering 

virtual lessons, especially where webcams are involved: 

• Staff and children must wear suitable clothing, as should anyone else in the household. • Any 

computers used should be in appropriate areas, for example, not in bedrooms; and the 

background should be blurred.  

• The live class should be recorded so that if any issues were to arise, the video can be 

reviewed.  

• Live classes should be kept to a reasonable length of time, or the streaming may prevent the 

family ‘getting on’ with their day.  
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• Language must be professional and appropriate, including any family members in the 

background.  

• Staff must only use platforms provided by Woodbridge School to communicate with pupils  

• Staff should record, the length, time, and date of any sessions held. 

 

Supporting children not in school  

Woodbridge School is committed to ensuring the safety and wellbeing of all its Children and 

Young people. Where the DSL has identified a child to be on the edge of social care support, 

or who would normally receive pastoral-type support in school, they should ensure that a 

robust communication plan is in place for that child or young person. This will be arranged 

and led in each school by the Designated Safeguarding Lead who will work with the pastoral 

team and form tutors to ensure that this communication takes place and is logged. 

Details of this plan must be recorded electronically, as should a record of contact that has 

been made. The communication plans can include; remote contact, phone contact, door-step 

visits. Other individualised contact methods should be considered and recorded. Woodbridge 

School will work closely with all stakeholders to maximise the effectiveness of any 

communication plan. This plan must be reviewed regularly (at least once a fortnight) and 

where concerns arise, the DSL will consider any referrals as appropriate. This plan should be 

available to share with the Head and Head of Prep and should be checked by these persons. 

The School will share any relevant safeguarding messages on its website and social media 

pages as well as through the bulletins. 

We recognise that school is a protective factor for children and young people, and the 

current circumstances, can affect the mental health of pupils and their parents/carers. 

Teachers need to be aware of this in setting expectations of pupils’ work where they are at 

home. As a school we will ensure that where we care for children of critical workers and 

vulnerable children on site, we ensure appropriate support is in place for them. 

 

Supporting children in school  

Woodbridge School is committed to ensuring the safety and wellbeing of all its students. It 

will continue to be a safe space for children to attend and flourish.  

The Head and Head of Prep will ensure that appropriate staff are on site and staff to pupil 

ratio numbers are appropriate, to maximise safety.  

Woodbridge School will refer to the Government guidance for education and childcare 

settings on how to implement social distancing and continue to follow the advice from Public 

Health England on handwashing and other measures to limit the risk of spread of COVID19. 

We will ensure that where we care for children of critical workers and vulnerable children on 

site, we ensure appropriate support is in place for them.  

 

Peer on Peer Abuse  

Woodbridge School recognises that during the closure a revised process may be required for 

managing any report of such abuse and supporting victims. Where a school receives a report 

of peer on peer abuse, they will follow the principles as set out in part 5 of KCSIE and of 
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those outlined within the Safeguarding and Child Protection Policy. The School will listen and 

work with the young person, parents/carers and any multiagency partner required to ensure 

the safety and security of that young person. Concerns and actions must be recorded in line 

with the School’s safeguarding recording process. 

 

Key resources: 

• https://www.gov.uk/guidance/safeguarding-and-remote-education-during-coronavirus-

covid-19  (March 2020) 

• https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-

and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-

providers  (March 2020) 

• KCSIE 2020 (Sept 2020) 

 

 


