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Central Values 
 

 
The table below shows how the safeguarding and child protection provision supports the core 
eight Central Values: 
 

Central Values Child protection and safeguarding 
Happy students learn better and achieve more Provide a safe environment in which students 

can learn and develop 

Students need self-belief and confidence to 
succeed 

Give each student the opportunity to achieve 
success and self- respect 

Achieving potential depends on setting high 
standards 

Give each student the opportunity to achieve 
the highest academic standard 

Every student has unique interests and talents, 
which open the door to achievement 

Ensure that each student is allowed to achieve 
their full potential across a balanced academic, 
cultural and social curriculum 

Learning should be challenging, meaningful and 
manageable 

Create opportunities for each student to take 
responsibility for their own development 

Learning is for life Encourage students to recognise their needs  
and seek support when needed 

Leadership opportunities encourage 
responsibility and independence 

Create a school in which all students  feel 
valued, important  and supported  

Mutual respect and support build stronger 
communities 

Al students feel  valued, supported and fulfilled 

Happy students learn 
better and achieve more. 

Students need self-belief 
and confidence to 

succeed. 

Achieving potential 
depends on setting high 

standards. 

Mutual respect and 
support build stronger 

communities. 

Leadership opportunities 
encourage responsibility 

and independence. 

Learning is for life. 

Learning should be 
challenging, meaningful 

and manageable. 

Every student has unique 
interests and talents, 

which open the door to 
achievement. 
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Section 1: Child Protection and Safeguarding 
Rationale 

 
Everyone who comes into contact with children and their families has a role to play in safeguarding 
children. School staff are particularly important as they are in a position to identify concerns early and 
provide help for children to prevent concerns from escalating. 
 
Central Lancaster High School recognises its responsibilities for safeguarding children and works with a 
range of agencies including social services, children’s services, the police, health services and other 
agencies to promote the welfare of children and protect them from harm. 
 
This Child Protection Policy will be reviewed by the Senior Leadership Team and the Governing Body. 
 
This policy applies to all staff, governors, visitor, agencies and volunteers working at Central Lancaster 
High School and takes into account statutory guidance provided by the Department for Education and 
local guidance issued by the Lancashire Safeguarding Children Board.     
 
We will ensure that all parents/carers are made aware of our responsibilities with regard to child 
protection procedures and how we will safeguard and promote the welfare of their children through the 
publication of this safeguarding and child protection policy.   
 
The duties and responsibilities set out within the Education Act 2002 sec 175 and 157, the Teacher 
Standards 2012, DfE Statutory Guidance Keeping Children Safe in Education 2014 and HM Working 
Together to Safeguard Children 2013 are incorporated into this policy.  
 
*This policy should be read in conjunction with the ‘Keeping children safe in education’ DFE April 2014  
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Section 2: Safeguarding 

 

Safeguarding children is defined as:  
 

 The actions we take to promote the welfare of children and protect them from harm are 
everyone’s responsibility.  Everyone who comes into contact with children and families has a 
role to play in response to the essential sharing of information and subsequent action. 

 

Safeguarding and promoting the welfare of children is defined as: 
 

 Protecting children from maltreatment. 

 Preventing impairment of children’s health or development. 

 Ensuring that children grow up in circumstances consistent with the provision of safe and 
effective care. 

 Taking action to enable all children to have the best outcomes 
             
 

Safeguarding is not just about protecting children from deliberate harm.  It also relates to 
aspects of school life including: 
 

 Students’ health and safety. 

 The use of reasonable force. 

 Meeting the needs of children with medical conditions. 

 Providing first aid. 

 Educational visits. 

 Intimate care. 

 Internet or E-safety. 

 Appropriate arrangements to ensure school security, taking into account the local context. 
 

Safeguarding can involve a range of potential issues such as: 
 

 Bullying, including cyber-bullying (by text message, on social networking sites, etc.) and 
prejudice-based bullying. 

 Sexting 

 Racist homophobic or transphobic abuse. 

 Extremist behaviour. 

 Child sexual exploitation. 

 Sexting. 

 Substance misuse. 

 Issues which may be specific to a local area or population, for example gang activity and 
youth violence. 

 Particular issues affecting children including domestic violence, sexual exploitations, female 
genital mutilations and forced marriage. 
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Our ethos is that the effective safeguarding of children can only be achieved by putting children at the 
centre of a system where we listen and hear what they say.  Every individual within our school will play 
their part, including working with professionals from other agencies, to meet the needs of our most 
vulnerable children and keep them safe. 
 
Our school, therefore, led by the Senior Leadership Team and the Governors aims to provide a safe 
environment and a caring culture where children and young people can learn safely.   
 
Where safeguarding concerns occur we will respond with appropriate action in a timely manner for any 
child who may need help or be suffering, or likely to suffer, significant harm.   
 
Where staff or others have concerns, they should raise them ASAP with the Designated Senior Lead for 
Safeguarding (DSL), the Headteacher or the Deputy Designated Lead for Safeguarding, who will 
coordinate a response.  
 
The DSL or the Headteacher, who are familiar with national and local guidance, will share concerns, 
where appropriate, with the relevant agencies.   
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Section 3: The Policy 

 

There are five main elements to our policy: 
 

 Providing a safe environment in which children can learn and develop. 

 Ensuring we practise safe recruitment in checking the suitability of staff and volunteers to work 
with children. 

 Developing and then implementing procedures for identifying and reporting cases, or suspected 
cases of abuse. 

 Supporting pupils who have been abused or harmed in accordance with his/her child protection 
plan. 

 Raising awareness of safeguarding children, child protection processes and equipping children 
with the skills needed to keep them safe. 

 

We recognise that because of the day to day contact with children, school staff are well 
placed to observe the outward signs of abuse.  The school will therefore: 
 

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

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

 Ensure that every effort is made to establish effective working relationships with parents and 
colleagues from other agencies. 

 Include opportunities for children to develop the skills they need to recognise and stay safe from 
abuse. 

 Provide information on: 
 

o Availability of local and online advice 
o How to recognise and manage risks including online, sexual exploitation and running 

away 
o How to develop healthy relationships and have an awareness of domestic violence, 

bullying and abuse 
o Recognising how pressure from others can affect their behaviour. 

 

 Take all reasonable measures to ensure risks of harm to children’s welfare are minimised. 

 Take all appropriate actions to address concerns about the welfare of a child, working to local 
policies and procedures in full working partnership with agencies. 

 Ensure robust Child Protection arrangements are in place and embedded in the daily life and 
practice of school. 

 Promote pupil health and safety. 

 Promote safe practice and challenge unsafe practice. 

 Ensure that procedures are in place to deal with allegations of abuse against teachers and other 
staff including volunteers (DfE Keeping Children Safe in Education 2014 ) 

 Provide first aid and meet the health needs of children with medical conditions. 
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 Ensure school site security. 

 Address drugs and substance misuse issues. 

 Work with all agencies with regard to missing children, anti-social behaviour/gang activity and 
violence in the community/knife crime and children at risk of sexual exploitation. 

 Ensure all staff recognise a duty to safeguard children inside/outside the school environment 
including school trips, extended schools, activities and vocational placements. 

 Support staff’s duty through regular training. 

We will follow the procedures set out by the Lancashire Safeguarding Children Board (LSCB) 
and take account of guidance issued by the DfE in Keeping Children Safe in Education 2014: 

 Ensure we have a designated senior and deputy lead for child protection who has received 
appropriate training and support for this role. 

 Ensure we have a nominated governor responsible for child protection. 

 Ensure every member of staff (including temporary and supply staff and volunteers) and the 
Governing Body knows the name of the Designated Senior Lead responsible for child protection 
and their role. 

 Ensure all staff and volunteers understand their responsibilities in being alert to the signs of 
abuse and responsibility for referring any concerns to the designated senior lead responsible for 
child protection. 

 Ensure that parents have an understanding of the responsibility placed on the school and staff 
for child protection by setting out its obligations in the school prospectus. 

 Notify Children’s Social Care if there is an unexplained absence of more than two days of a 
student who is subject to a Child Protection Plan. 

 Develop effective links with relevant agencies and cooperate as required with their enquiries 
regarding child protection matters, including attendance at child protection conferences. 

 Keep written records of concerns about children, even where there is no need to refer the 
matter immediately; documenting and collating information on individual children to support 
early identification, referral and actions to safeguard. 

 Ensure all records are kept securely; separate from the main student file, and in locked 
locations. 

 Develop and then follow procedures where an allegation is made against a member of staff or 
volunteer. 

 Ensure safe recruitment practices are always followed. 

 Apply confidentiality appropriately. 

 Apply the escalation policy if there is any concern about the actions or inaction of social care 
staff or staff from other agencies.   

 

Supporting children 
We recognise that children who are abused or who witness violence may find it difficult to develop a 
sense of self-worth.  They may feel helplessness, humiliation and some sense of blame.  The school may 
be the only stable, secure and predictable element in the lives of children at risk.  When at school their 
behaviour may be challenging and defiant or they may be withdrawn.  The school will endeavour to 
support the student through: 
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 A school ethos which promotes a positive, supportive and secure environment and gives pupils a 
sense of being valued. 

 The content of the curriculum. 

 The school behaviour policy which is aimed at supporting vulnerable students in the school.  The 
school will ensure that the student knows that some behaviour is unacceptable but they are 
valued and not to be blamed for any abuse which has occurred. 

 Liaison with other agencies that support the student such as Children’s Social Care, behaviour 
and attendance service and education psychology service etc. 

 Ensuring that, where a student leaves and is subject to a Child Protection Plan or where there 
has been wider safeguarding concerns, their information is transferred to the new school 
immediately and that the child’s social worker is informed. 

 

Safe Staff and Supporting Staff 
 Safer Recruitment processes will be followed in accordance with LCC HR Guidance and from DFE 

‘Keeping Children Safe in Education’ 2014. 

 Checks and references are an essential part of this process. 

 Staff will have access to advice on the boundaries of appropriate behaviour.  The Guidance for 
Safer Working Practices for Adults who work with Children and Young People (DFCS 2009).  This 
should assist in limiting complaints against staff of abuse of trust and/or allegations. 

 In the event of any complaint or allegation against a member of staff, the Headteacher (or the 
Deputy Headteacher or DSL if the Headteacher is not present), should be notified immediately.  
If it relates to the Headteacher, the Chair of Governors should be informed without delay. 

 Staff may find some of the issues relating to child protection upsetting and may need support 
which should be provided by the school and their Human Resources Team. 
Advice and support will be made available by the leadership team, in conjunction with LCC. 
 

Links to other School and Local Authority policies  
This policy, together with the following, should be read alongside and in conjunction with other policies 
regarding the safety and welfare of children. 
 

 Anti-Bullying 

 Attendance Policy 

 Complaints Procedure Statement 

 Cyber –bullying 

 E Safety Policy 

 Home-School Agreement Document 

 Register of Pupil Attendance  

 School Access Policy 

 Behaviour for Learning Policy 

 Sex education 

 Special Educational Needs and Disability Policy 

 Staff Code of Conduct policy 

 Staff Discipline, Conduct and Grievance ( procedures for addressing) 

 School’s information published on a website 
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All Agencies 
 ‘Children are Missing Education’ guidance 

 Inter-agency Safeguarding Children Procedures of the Lancashire Safeguarding Children Board 

(LSCB)  
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PREVENT 
 
Principles 
This statement has been developed in accordance with the principles established by the Children Acts 
1989 and 2004; the Education Act 2002, and in line with government publications: ‘Working Together to 
Safeguard Children’ 2013, Revised Safeguarding Statutory Guidance 2 ‘Framework for the Assessment of 
Children in Need and their Families’ 2000, ‘What to do if You are Worried a Child is Being Abused’ 2003. 
The guidance reflects, ‘Keeping Children Safe in Education’ 2014 and our responsibilities with regard to 
the Prevent Strategy 2011.     
 
Aims 

 To ensure staff are aware of the Prevent Strategy and able to protect children and young people 
who are vulnerable or at risk of being radicalised  

 
Practice 

 In addition to DBS checks we ‘open source’ check organisations, particularly those in the voluntary 
sector. 

 We will ensure staff are aware of the risks to children and young people of being radicalised and 
provide WRAP (Workshop to raise awareness of Prevent) training  

 
Managing Referrals 

 To refer any child/ren at risk of being radicalised or extremism through the Local Authority Channel 
Referral and Intervention processes. 

 
Raise Awareness 

 Ensure staff and governors are aware of how to identify and respond to risks to children from 
extreme or radical views. 

 
Vulnerability to radicalisation or extreme view points 
The school recognises its duty to protect our students from indoctrination into any form of extreme 

ideology which may lead to the harm of self or others.  This is particularly important because of the 

open access to electronic information through the internet.  The schools aims to safeguard young 

people through educating them on the appropriate use of social media and the dangers of downloading 

and sharing inappropriate material which is illegal under the Counter-Terrorism Act. The school vets all 

visitors carefully and will take firm action if any individual or group is perceived to be attempting to 

influence members of our school community, either physically or electronically. Our definition of radical 

or extreme ideology is ‘a set of ideas which could justify vilification or violence against individuals, 

groups or self.’  Staff are trained to be vigilant for spotting signs of extremist view and behaviours and to 

always report anything which may suggest a student is expressing opinions which may cause concern.  

Our core mission of diversity permeates all we do. We place a strong emphasis on the common values 

that all communities share such as self-respect, tolerance and the sanctity of life. We work hard to 

broaden our students' experience, to prepare them for life and work in contemporary Britain. We teach 

them to respect and value the diversity around them as well as understanding how to make safe, well-

considered decisions. 
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Section 4: Roles and Responsibilities 
Key Personnel Name Contact Details 

 
Designated Governor for Child 
Protection 
 
Designated Senior Lead for Child 
Protection 
 
Designated Deputy Lead for Child 
Protection 
 
Lancashire Safeguarding Officer 

 
Bill Dellor                     
 
 
Chris Bonney              
 
 
Victoria O’Farrell        
 
 
Mary Aurens 

 
Via School Office  
 
 
Via School Office  
 
 
Via School Office  
 
 
01772 531196 
 

 

Senior Designated Lead Role 
We have a Senior Designated Lead for safeguarding children and child protection who has received 
appropriate training and support for this role.  This Senior Designated Lead is a senior member of the 
School Leadership Team. 
 
We also have a Deputy Designated Lead who will provide additional support to ensure the 
responsibilities for child protection and safeguarding children are fully embedded within the school’s 
ethos and that specific duties are discharged.  They will assist the Senior Designated Lead in dealing with 
referrals, attending Child Protection Conferences and supporting the child/children. 
  
We acknowledge the need for effective and appropriate communication between all members of staff in 
relation to safeguarding pupils.  Our Senior Designated Lead will ensure there is a structured procedure 
within the school, which will be followed by all of the members of the school community in cases of 
suspected abuse. 

 

Responsibilities of the Senior Designated Lead 

Referrals, Tracking and Monitoring 
The Senior Designated Lead will: 

 Refer cases of suspected abuse or allegations to the relevant investigating agencies. 

 Act as a source of support, advice and expertise within the educational establishment when 
deciding whether to make a referral by liaising with relevant agencies. 

 Liaise with the Headteacher to inform him of any issues and ongoing investigations. 

 Maintain an overview of all children about whom there are concerns i.e. subject to a child 
protection plan, Child in Need plan, CLA. 

 
Training 
The Senior Designated Lead will attend training in order to: 
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 Have a working knowledge of how the Lancashire Safeguarding Children Board  (LSCB) operates, 
the conduct of a child protection conference, and be able to attend and contribute to these 
effectively when required to do so. 

 Recognise and identify signs of abuse and understand when it is appropriate to make a referral 
to children’s social care/police. 

 Ensure each member of staff has regular training (minimum every three years) has access to, 
and understands this policy, especially new or part-time staff who may work with different 
educational establishments. 

 Ensure all staff receive induction training covering child protection and are able to recognise and 
report any concerns immediately they arise. 

 Be able to keep detailed, accurate and secure written records of referrals/concerns. 

 Be proactive in identifying suitable training courses that would develop and enhance their 
knowledge and attend any relevant or refresher training courses as a minimum every two years. 

 Change practice in the light of the most recent guidance. 

 
Raising Awareness 
The Designated Senior Lead will: 

 Act as a source of support and expertise to the school community. 

 Keep themselves up to date with national and local safeguarding procedures and ensure staff in 
the school access regular training and updates, bringing to the attention of the Headteacher and 
Named Child Protection Governor any shortfalls to enable, resolve and affect positive outcomes. 

 Ensure the school’s Safeguarding and Child Protection Policy is updated and reviewed annually, 
and work with the Governing Body regarding this. 

 Contribute to any development work within the school. 

 Ensure parents have access to copies of the Safeguarding and Child Protection Policy which 
alerts them to the fact that referrals may be made and the role of the establishment in this to 
avoid conflict later. 

 Ensure when children leave the school, that their Safeguarding/Child Protection File is discussed 
with the Designated Senior Lead at the new school, as soon as possible and that it is transferred 
separately to the main student file.  This file will document all concerns as well as child 
protection and safeguarding concerns. 

 Ensure all staff sign to indicate that they have read and understood the policy. 

 Keep a register of staff attendance at training. 

 

Roles and Responsibilities of the Headteacher 
The Headteacher of the school will ensure that: 

 The policies and procedures adopted by the Governing Body are fully implemented, and 
followed by all staff. 

 Sufficient resources and time are allocated to enable the Designated Senior Lead and other staff 
to discharge their responsibilities, including taking part in strategy discussions and inter-agency 
meetings, and contributing to the assessment of children. 

 All staff and volunteers feel able to raise concerns about poor or unsafe practice with regard to 
children, and that such concerns are addressed sensitively and effectively in a timely manner in 
accordance with agreed whistle-blowing policies. 
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 The Headteacher will ensure all staff have access to and read:-  the Child Protection and 
Safeguarding Policy, the Staff Code of conduct Policy and the DFE Keeping Children Safe in 
Education guidance, 2014, (Part 1 as a minimum) and any other recent and relevant statutory 
guidance. 

Roles and Responsibilities of our Governing Body 
The Governing Body is collectively responsible for ensuring that safeguarding arrangements 
are fully embedded within the school’s ethos and reflected in the school’s day to day 
safeguarding practices by:  
 

 Ensuring that the school has effective policies and procedures in place in accordance with this 
policy, and monitor the school’s compliance with them. 

 Ensuring there is an individual member of the Governing Body to champion child protection 
issues within the school, liaise with the Headteacher about them, and provide information and 
reports to the Governing Body.  However, it will not be appropriate for that person to take the 
lead in dealing with allegations of abuse made against the Headteacher.  That is more properly 
the role of the Chair of Governors or, in the absence of a chair, the Vice Chair. 

 Ensuring that the governing body is collectively responsible for the school’s safeguarding 
arrangements.  The CP member of the governing body will undertake training about child 
protection to ensure they have the knowledge and information needed to perform their 
functions and understand their responsibilities. 

 Ensuring the Headteacher and all other staff who work with children, undertake training which 
is kept up-to-date by refresher training at three yearly intervals. 

 Ensuring the temporary staff and volunteers who work with children are made aware of the 
school’s arrangements for child protection and their responsibilities. 

 Exercising their disciplinary functions in respect of allegations against a member of staff or as a 
consequence of dealing with a complaint. 
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Section 5: Identifying concerns 

All members of staff, volunteers and governors will know how to respond to a pupil who discloses 
abuse, or where others raise concerns about them and will be familiar with the procedures to be 
followed. 
 
If a child chooses to tell a member of staff about alleged abuse, there are a number of actions that 
staff will undertake to support the child: 
 

 The key facts will be established in language that the child understands and the child’s words 
will be used in clarifying/expanding what has been said. 

 No promises will be made to the child e.g. to keep secrets. 

 Staff will stay calm and be available to listen. 

 Staff will actively listen with the utmost care to what the child is saying. 

 Question normally without pressurising and only using open questions.   
o Leading questions should be avoided as much as possible. 
o Questioning should not be extensive. 

 Staff will not put words in the child’s mouth but note the main points carefully. 

 A full written record will be kept by the staff duly signed and dated, including the time the 
conversation with the child took place, outline what was said, comment on the child’s body 
language, etc.   

 It is not appropriate for staff to make children write statements about abuse that may have 
happened to them.   

 Staff will reassure the child and let them know that they were right to inform them and inform 
the child that this information will now have to be passed on. 

 The Designated Senior Lead will be immediately informed, unless the disclosure has been made 
to them. 

 See ‘A Safeguarding help sheet for Staff’ in Appendix 1 

 

Types of abuse and neglect 
Abuse is a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting 
harm, or by failing to act to prevent harm. They may be abused by an adult(s) or child(ren). 
 
 Abuse may be: (Please refer to P6 of ‘Keeping Children Safe in Education’ for more detailed 
information) 
Physical 
Emotional 
Sexual   

Confidentiality 
We recognise that all matters relating to child protection are confidential; however, a member of staff 
must never guarantee confidentiality to a student.   
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Where there is a child protection concern it will be passed immediately to the Designated Senior Lead 
(and to Children’s Social Care as necessary). 
 
The Headteacher or Designated Senior Lead will only disclose personal information about a student to 
other members of staff, including the level of involvement of other agencies, on a ‘need to know’ basis. 
 
All staff must be aware that they have a professional responsibility to share information with other 
agencies in order to safeguard children. 
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Section 6: Records and Monitoring 

Any concerns about a child will be recorded in writing within 24 hours.  All records will provide a 
factual and evidence-based account and there will be accurate recording of any actions.  Records will be 
signed, dated and, where appropriate, witnessed. 
 
At no time should an individual teacher/member of staff or school be asked to or consider taking 
photographic evidence of any injuries or marks to a child’s person, this type of behaviour could lead to 
accusations against the staff member.  A body map available from the SDP can be used. Any concerns 
should be reported and recorded without delay to the appropriate safeguarding service. 
 
A chronology will be kept in the main school file prior to the commencement of a concern file.  Staff, 
particularly pastoral staff, will record any minor concerns on the chronology and will take responsibility 
for alerting the Designated Senior Lead should the number of concerns rise or, in their professional 
judgement, become significant.   
 
At the point at which a Concern File (see below) is commenced then the chronology can be transferred 
to the Concern File.   
 
Safeguarding, child protection and welfare concerns will be recorded and kept in a separate secure file 
known as a ‘Concern File’ (formerly referred to as a Child Protection File), which will be securely stored 
and away from the main student file.  The main student file should have a red C in the top right hand 
corner to denote a separate file exists (or a similar and consistent coding). 
 
Files will be available for external scrutiny for example by a regulatory agency or because of a serious 
case review or audit. 
 

Why recording is important 
Our staff will be encouraged to understand why it is important that recording is comprehensive and 
accurate and what the messages are from serious case reviews are in terms of recording and sharing 
information.   
 

The Concern File 
The establishment of a Concern File, which is separate from the child’s main school file, is an important 
principle in terms of storing and collating information about children which relates to either a child 
protection or safeguarding concern or an accumulation of concerns about a child’s welfare which are 
outside of the usual range of concerns which relate to ordinary life events.  It needs to be borne in mind 
that what constitutes a ‘concern’ for one child may not be a ‘concern’ for another and the particular 
child’s circumstances and needs will differ i.e. a child subject to a Child Protection Plan; a looked after 
child; a CiN may be looked at differently to a child recently bereaved, parental health issues etc.  
Professional judgement will, therefore, be an important factor when making this decision and will need 
clear links between pastoral staff and Designated Safeguarding Leads in school. 
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A Concern File should be commenced in the event of: 
 A referral to MASH/Children’s Social Care. 

 A number of minor concerns on the child’s main school file. 

 Any child open to social care. 
 

The Concern File will include: 
 A front sheet. 

 A chronology. 

 A record of concern in more detail and body map, where appropriate. 

 A record of concerns and issues shared by others. 
 
The school will keep written records of concern about children even where there is no need to refer the 
matter to Children’s Social Care (or similar) immediately but these records will be kept within the 
separate Concerns File.   
 
Records will be kept up to date and reviewed regularly by the Designated Senior Lead to evidence and 
support actions taken by staff in discharging their safeguarding arrangements.  Original notes will be 
retained (but clearly identified as such) as this is a contemporaneous account; they may be important in 
any criminal proceedings arising from current or historical allegations of abuse or neglect. 
 
The Concern File can be active or non-active in terms of monitoring. If a child is no longer LAC, subject to 
a Child Protection Plan or EHAF, this level of activity can be recorded on the front sheet as a start and 
end date.  If future concerns then arise it can be re-activated and indicated as such on the front sheet 
and on the chronology as new information arises.    
 
If the child moves to another school, the concern file will be sent or taken, as part of the 
admission/transition arrangements, to the Designated Senior Lead at the new establishment/school.  
There will be a timely liaison between each school’s  Designated Senior Lead (for Safeguarding) to 
ensure a smooth and safe transition for the child.   
 

Recording Practice 
 
Timely and accurate recording will take place when there are any issues regarding a child.   
A recording of each and every episode/incident/concern/activity regarding that child, including 
telephone calls to other professionals, needs to be recorded on the Chronology sheet kept within the 
Concern File for that child.  This will include any contact from other agencies who may wish to discuss 
concerns relating to a child.  Actions will be agreed and roles and responsibility of each agency will be 
clarified and outcomes recorded.  The chronology will be brief and log activity; the full recording will be 
on the record of concern.  The Concern File is seen in Appendix 2. 
 
More detailed recording in the Concern File will be signed and dated and include an analysis, taking 
account of the holistic needs of the child, and any historical information held on the child’s file.  Support 
and advice will be sought from social care, or early help whenever necessary.  In this way a picture can 
emerge and this will assist in promoting an evidence based assessment and determining any action(s) 
that needs to be taken.  This may include no further action, whether a referral should be made to 
MASH/Children’s Social Care in line with the LCC Pathway to Provision document.   
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Such robust practice across child protection and in safeguarding and promoting the welfare of children 
will assist the school in the early identification of any concerns which may prevent future harm. 
 
The Designated Senior Lead will have a systematic means of monitoring children known or thought to be 
at risk of harm (through the concern file and through an ongoing dialogue with pastoral staff).  They will 
ensure that we contribute to assessments of need and support multi-agency plans for those children.   
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Appendix 1: Safeguarding help sheet for staff 

 

Talking and listening to children 
 
What to do  

 
If a child wants to confide in you: 
You should ALWAYS: 
 

 Be accessible and receptive. 
 Listen carefully and uncritically, at the child’s pace. 
 Take what is said seriously. 
 Reassure children that they are right to tell. 
 Make sure the child is ok 
 Make a careful record of what was said 
 Tell the child that you must pass this information on and say…….  

‘’ I can’t promise to keep it a secret because I don’t know what you are going to tell me but it 
is my job to tell someone in order to help and protect you’’ 

 
If the child then refuses to tell you, you must inform the DSL of the conversation. 
 
You should NEVER: 
 

 Investigate or seek to prove or disprove possible abuse. 

 Make promises about confidentiality or keeping ‘secrets’ to children. 

 Assume that someone else will take the necessary action. 

 Jump to conclusions, be dismissive or react with shock, anger, horror etc 

 Speculate or accuse anybody 

 Investigate, suggest or probe for information. 

 Confront another person (adult or child) allegedly involved. 

 Offer opinions about what is being said or the person allegedly involved. 

 Forget to record what you have been told. 

 Fail to pass this on to the correct person (the Designated Senior Lead) 
 
Recordings should: 
 

 State who was present, time, date and where. 

 Be written in ink and signed by the recorder. 

 Be passed to the Headteacher or DSL immediately, certainly within 24 hours. 

 Use the child’s words wherever possible. 
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 Be factual/state exactly what was said. 

 Differentiate clearly between fact, opinion, interpretation, observation and/or 
allegation. 

 
What information do you need to obtain? 
 

 Schools have no investigative role in child protection. The Police and Children’s Social 
Care will investigate possible abuse very thoroughly and will gather evidence and test 
hypotheses. 

 Never probe or prompt for information; your job is to listen, record and pass on. 

 Ideally, you should be clear about what is being said in terms of who, what, where and 
when. 

 The question which you should be able to answer at the end of the listening process is 
‘might this be a child protection matter?’ 

 If the answer is yes, or if you are not sure, record and pass on immediately to the 
DSL/Headteacher. 

 
If you do need to ask questions. 
 

 Never ask closed questions i.e. ones which children can answer yes or no to. 

 Never make suggestions about who, how or where someone is alleged to have touched, 
hit etc. 

 If we must use only minimal prompts, such as ‘go on’ ‘tell me more about that’ ‘tell me 
everything you remember about that’ 

 Timescales are very important. ‘When was the last time this happened?’ is an important 
question. 

 
What else to think about?. 
 

 Choose a suitable place to talk to the child, not too isolated, easily supervised, quiet. 

 Think about your own body language. 

 Be prepared to answer ‘what happens next?’. 

 Never make face value judgements or assumptions. 

 Be prepared to help if you are approached by a child. 

 Think about yourself. Do you need help or support? 
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Appendix 2: Concern File 

Concern File: Information/Front Sheet   CONFIDENTIAL 
Name: DOB: Class/Form: Ethnicity: 

 

Home Address: 
 
 

Telephone: 
e mail: 

Status of file and dates: 
 
OPEN      

CLOSED      

TRANSFER      

Any other child protection records held in school relating to this child/child closely connected to him/her? 
YES/NO   WHO? 

Members of household 

Name Age/DOB Relationship to child Home work Contact No 

     

     

     

     

     

     

     

Significant Others (relatives, carers, friends, child minders, etc) 
 
Name Relationship to child Address Tel No 

    

    

    

    

    

    

    

Other Agency Involvement 
 
Name of 
officer/person 

Role and Agency Status of Child ie 
EHAF/CPP/LAC/CiN 

Tel No Date 
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Concern File: Chronology     CONFIDENTIAL 

 
Sheet Number: 
 
Complete for all incidents of concern including where a ‘logging the concern’ sheet has not 
been completed.  If one has been completed then add a note to this chronology to cross 
reference (significant information may also be added). 
 

Name: 
 

DOB: Form: 

Date Information/Details of concerns or contact Print Name and Signature 
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CONFIDENTIAL 

Concern File: Logging a concern about a child’s safety and welfare 
Part 1 (for use by any staff) 

Pupil’s Name: Date of Birth:                                     FORM: 

Date and Time of Incident: Date and Time (of writing): 

Name: 

……………………………………………………………..  …………………………………………………………….      

Print                                                                                   Signature 

Job Title: 

Note the reason(s) for recording the incident. 

 

 

 

Record the following factually: Who?  What (if recording a verbal disclosure by a child use their 
words)?  Where?  When (date and time of incident)?  Any witnesses? 

 

 

 

Professional opinion where relevant (how and why might this has happened) 

 

 

 

 

Note actions, including names of anyone to whom your information was passed. 

 

 

Any other relevant information (distinguish between fact and opinion). 

 

 

 

 
Check to make sure your report is clear to someone else reading it. 

Please pass this form to your Designated Person for Child Protection. 
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Part 2 (for use by Designated Person)        
 
Time and date 
information received by 
DP, and from whom. 
 

 

 
Any advice sought by DP 
(date, time, name, role, 
organisation and advice 
given). 
 
 
 

 

 
Action taken (referral to 
MASH/children’s social 
care/monitoring advice 
given to appropriate 
staff/EHAF etc) with 
reasons. 
 
Note time, date, names, 
who information shared 
with and when etc. 
 

 

 
Parent’s informed Y/N 
and reasons. 
 

 

 
Outcome 
 
Record names of 
individuals/agencies who 
have given information 
regarding outcome of 
any referral (if made). 

 

 
Where can additional 
information regarding 
child/incident be found 
(eg pupil file, serious 
incident book)? 

 

Should a concern/ 
confidential file be 
commenced if there is 
not already one?  Why? 

 

 
Signed  

 

 
Printed Name 
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CONFIDENTIAL 
 

Concern File: Logging concerns/information shared by others external to the 
school (Pass to Designated Person) 

Pupil’s Name: Date of Birth:   

FORM: 

Date and Time of Incident: Date and Time of receipt of information: 

Via letter / telephone etc? 

Recipient (and role) of information:  

Name of caller/provider of information:  

Organisation/agency/role:  

Contact details (telephone number/address/e-
mail) 

 

Relationship to the child/family:  

Information received: 

 

 

Actions/Recommendations for the school: 

 

 

 

Outcome: 

 

 

 

Name:  

Signature:  

Date and time completed:  

Counter Signed by Designated Person  

Name:  

Date and time:  

 



 
 

 

 


