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1. Introduction 

 

1.1 Policy Statement 

The purpose of this policy is to ensure that appropriate action is taken when a child is suspected of 

either being abused or at risk from parents, guardians, carers, adult visitors, other responsible adults 

or other young people. 

 

This policy has been authorised by the Governors, is addressed to all permanent and temporary 

members of staff and volunteers, is available to parents on request and is published on the School 

website. It applies wherever staff or volunteers are working with pupils even where this is away from 

the School, for example at an activity centre or on an educational visit. This policy applies to the EYFS 

(Early Years Foundation Stage) provision, Prep School and the Senior School.  This policy has regard to 

the documents Keeping Children Safe in Education (September 2016), Child Sexual Exploitation 

(February 2017), Working Together to Safeguard Children (March 2015), and Prevent Duty Guidance: 

for England and Wales (March 2015). The School recognises its legal responsibilities and duties, 

including its duty to share information, as set out in those documents. 

 

1.2 The Role of the Governors 

The Governing Body has set out its commitment to Safeguarding in this policy and it will continue to 

do all it can to ensure that the School is a safe environment for staff, pupils and members of the public 

accessing the site; 

● The Governing Body has appointed a named Governor for Safeguarding and reviews an annual 

report on all Safeguarding related matters, including reporting and addressing all weaknesses 

and deficiencies 

● The Governing Body has ensured that Safeguarding is considered as part of all recruitment 

procedures;  

● The Governors take all reasonable steps to ensure that all statutory health and safety 

responsibilities are met. 

 

1.3 Definition 

Safeguarding and promoting the welfare of children is: 

 

“protecting children from maltreatment; preventing impairment of children’s health or development; 

ensuring that children grow up in circumstances consistent with the provision of safe and effective 

care; and taking action to enable all children to have the best outcomes.” 

 

“Children” includes everyone under the age of 18. 

 

Where a child is suffering significant harm, or is likely to do so, action should be taken to protect that 

child. Action should also be taken to promote the welfare of a child in need of additional support, even 
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if they are not suffering harm or are at immediate risk (Keeping Children Safe in Education, September 

2016). 

 

1.4 Mission Statement and Commitment of the School to Safeguarding 

The Swaminarayan School is committed to Safeguarding and promoting the welfare of children and 

young people and expects all staff and volunteers to share this commitment. Our policy takes into 

account up-to-date statutory guidance from Keeping Children Safe in Education September 2016, 

Working Together to keep children safe in Education 2015 and the Prevent Duty 2015. The School will 

take all reasonable measures to:  

 

● promote a positive ethos  

● ensure that children feel safe, secure and listened to 

● encourage staff and volunteers to talk about concerns 

● ensure that staff understand in ‘exceptional circumstances’ they may report 

● report concerns directly to social care 

● ensure that corporal punishment is never used nor is its use ever threatened 

● ensure that children who have been abused or are at risk of abuse are supported 

● ensure that safeguarding issues are explored as part of the curriculum 

● ensure that we practise safer recruitment in checking the suitability of staff and volunteers 

(including staff employed by another organisation) to work with children and young people in 

accordance with the guidance given in Keeping Children Safe in Education, and the Education 

(Independent School Standards) (England) Regulations 2010 

● ensure that we carry out all necessary checks on the suitability of people who serve on the 

School’s governing body in accordance with the above regulations and guidance given in 

Keeping Children Safe in Education (September 2016) and Working Together to Safeguard 

Children (March 2015) 

● ensure that parent helpers are always accompanied and never left with sole responsibility of 

supervising pupils   

● protect each pupil from any form of abuse, whether from an adult or another pupil  

● remain alert to signs of abuse both in the School and from outside  

● establish and maintain an environment where School staff and volunteers feel safe are 

encouraged to talk and are listened to when they have concerns about the safety and 

wellbeing of a child and deal appropriately with every suspicion or complaint of abuse  

● design and operate procedures which promote this policy  

● remedy deficiencies or weaknesses in this policy without delay 

● design and operate procedures which, so far as possible, ensure that teachers and others who 

are innocent are not prejudiced by false allegations  

● support children who have been abused in accordance with their agreed Safeguarding plan  

● be alert to the medical needs of children with medical conditions  

● operate robust and sensible health and safety procedures  
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● take accurate attendance registers and know where students are, so that they are not 
vulnerable to a whole range of risks 

● take practicable steps to ensure that School premises are secure  

● operate clear and supportive policies on drugs, alcohol and substance misuse 

● consider and develop procedures to deal with any other Safeguarding issues, which may be 

specific to individual children in our School or in our local area 

● promote an ethos in which pupils feel secure and are confident of being listened to  

● provide sufficient support and guidance so that pupils have a range of appropriate adults 

(Class Teacher, Deputy and Assistant Head in each School, School Nurse, SENCO or Learning 

Support Teacher)  to whom they can talk if they are in difficulties 

● support the prevention of abuse by ensuring the provision of teaching which helps pupils to 

protect themselves and to develop responsible attitudes to adult life and parenthood  

● include opportunities in the PSHCE and Computing curriculum for children to develop the skills 

they need to recognise and stay safe from abuse, including online education in areas such as 

cyber-bullying, radicalisation and “sexting” through Safer Internet Day activities, assemblies 

and in-class activities. See also pages 49-53 on sexting procedures. 

● work with parents to build an understanding of the School’s responsibility for the welfare of 

the pupils and communicate using the school newsletter and parent forums. 

● identify designated teachers and provide training for them that includes Safeguarding and 

inter agency work 

● ensure that children receiving the right help at the right time to address risks and prevent 

issues escalating 

● emphasise the importance of acting on and referring the early signs of abuse, neglect and 

radicalisation 

● keep clear records 

● listen to views of the child and reassess concerns when situations do not improve 

● share information quickly 

● challenge inaction 

● provide guidance to parents, children and staff about obtaining suitable support. 

 

1.5 The Responsibilities of the Head Teachers 

The Head Teachers will be aware of and carry out their statutory responsibilities in relation to 

safeguarding. 
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1.6 The Responsibilities of the Whole School Staff 

 

Governors at The Swaminarayan Independent School recognise that all School staff have a 

responsibility to identify and report suspected abuse and to ensure the safety and well-being of the 

pupils in their School. In doing so, they should seek advice and support as necessary from the Head 

Teachers and Designated Teachers. Staff are expected to provide a safe and caring environment in 

which children can develop the confidence to voice ideas, feelings and opinions. All School staff are 

expected to: 

● be aware of signs and symptoms of abuse; 

● report concerns to a Designated Teacher or other senior staff members as appropriate; 

● monitor and report as required on the welfare, attendance and progress of pupils on the 

Borough’s Child Plan; 

● keep clear, dated, factual and confidential records of Safeguarding concerns; 

● read and follow this policy, the Staff Code of Conduct policy, Keeping Children Safe in 

Education (Part one), and any other associated documentation deemed relevant to 

Safeguarding. 

 

1.7 The Responsibilities of Pupils and Students 

All pupils have a responsibility to demonstrate the School values and aims and to report - in the 

appropriate way - anything that is concerning or worrying them. 

 

2. Procedures For Dealing With Concerns About a Child 

 

2.1 Recognising Types of Abuse 

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 or adults or another children or 

children. Some of the following signs might be indicators of abuse or neglect: 

• Children whose behaviour changes – they may become aggressive, challenging, disruptive, 

withdrawn or clingy, or they might have difficulty sleeping or start wetting the bed; 

• Children with clothes which are ill-fitting and/or dirty; 

• Children with consistently poor hygiene; 

• Children who make strong efforts to avoid specific family members or friends, without an 

obvious reason; 

• Children who don’t want to change clothes in front of others or participate in physical 

activities; 

• Children who are having problems at School, for example, a sudden lack of concentration 

and learning or they appear to be tired and hungry; 

• Children who talk about being left home alone, with inappropriate carers or with 

strangers; 

• Children who reach developmental milestones, such as learning to speak or walk, late, 

with no medical reason; 
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• Children who are regularly missing from School or education; 

• Children who are reluctant to go home after School; 

• Children with poor School attendance and punctuality, or who are consistently late being 

picked up; 

• Parents who are dismissive and non-responsive to practitioners’ concerns; 

• Parents who collect their children from School when drunk, or under the influence of 

drugs; 

• Children who drink alcohol regularly from an early age; 

• Children who are concerned for younger siblings without explaining why; 

• Children who talk about running away; and 

• Children who shy away from being touched or flinch at sudden movements 

• Children who disclose an experience in which he or she may have been significantly 
harmed. 

 

There are four main categories of abuse and neglect: physical abuse, emotional abuse, sexual abuse 

and neglect. Each has its own specific warning indicators, which you should be alert to. Working 

Together to Safeguard Children (2015) statutory guidance sets out full descriptions. The signs of abuse 

listed on the next page are not exhaustive or necessarily indicative of abuse. 
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Types of abuse, definitions, and signs 
Physical Emotional 

Definition: Definition: 
Physical abuse is deliberately physically hurting a child. It might 

take a variety of different forms, including hitting, pinching, 

shaking, throwing, poisoning, burning or scalding, drowning or 

suffocating a child. Physical abuse can happen in any family, 

but children may be more at risk if their parents have problems 

with drugs, alcohol and mental health or if they live in a home 

where domestic abuse happens. Babies and disabled children 

also have a higher risk of suffering physical abuse. Physical 

harm may also be caused when a parent or carer fabricates the 

symptoms of, or deliberately induces, illness in a child. Physical 

abuse can also occur outside of the family environment 

Emotional abuse is the persistent emotional maltreatment of a 

child. It is also sometimes called psychological abuse and it can 

have severe and persistent adverse effects on a child’s emotional 

development. Although the effects of emotional abuse might take a 

long time to be recognisable, practitioners will be in a position to 

observe it, for example, in the way that a parent interacts with 

their child. Emotional abuse may involve deliberately telling a child 

that they are worthless, or unloved and inadequate. It may include 

not giving a child opportunities to express their views, deliberately 

silencing them or ‘making fun’ of what they say or how they 

communicate. Emotional abuse may involve serious bullying – 

including online bullying* through social networks, online games or 

mobile phones – by a child’s peers. 
Signs: Signs: 

• Children with frequent injuries; 
• Children with unexplained or unusual fractures or broken 

bones; and 
• Children with unexplained: 

o bruises or cuts; 
o burns or scalds; or 
o bite marks. 

Children who are excessively withdrawn, fearful, or anxious about 

doing something wrong; 
• Parents or carers who withdraw their attention from their child, 

giving the child the ‘cold shoulder’; 
• Parents or carers blaming their problems on their child; and 
• Parents or carers who humiliate their child, for example, by 

name-calling or making negative comparisons. 
Sexual Neglect 

Definition: Definition: 
Sexual abuse is any sexual activity with a child. You should be 

aware that many children and young people who are victims of 

sexual abuse do not recognise themselves as such. A child may 

not understand what is happening and may not even 

understand that it is wrong. Sexual abuse can have a long-term 

impact on mental health. Sexual abuse may involve physical 

contact, including assault by penetration (for example, rape or 

oral sex) or non-penetrative acts such as masturbation, kissing, 

rubbing and touching outside clothing. It may include non-

contact activities, such as involving children in the production of 

sexual images, forcing children to look at sexual images or 

watch sexual activities, encouraging children to behave in 

sexually inappropriate ways or grooming a child in preparation 

for abuse (including via the internet). Sexual abuse is not solely 

perpetrated by adult males. Women can commit acts of sexual 

abuse, as can other children. 

 

 

Neglect is a pattern of failing to provide for a child’s basic needs, 

whether it be adequate food, clothing, hygiene, supervision or 

shelter. It is likely to result in the serious impairment of a child’s 

health or development. Children who are neglected often also 

suffer from other types of abuse. It is important that practitioners 

remain alert and do not miss opportunities to take timely action. 

However, while you may be concerned about a child, neglect is not 

always straightforward to identify. Neglect may occur if a parent 

becomes physically or mentally unable to care for a child. A parent 

may also have an addiction to alcohol or drugs, which could impair 

their ability to keep a child safe or result in them prioritising buying 

drugs, or alcohol, over food, clothing or warmth for the child. 

Neglect may occur during pregnancy as a result of maternal drug or 

alcohol abuse. 

Signs: Signs: 
• Children who display knowledge or interest in sexual acts 

inappropriate to their age; 
• Children who use sexual language or have sexual knowledge 

that you wouldn’t expect them to have; 

• Children who are living in a home that is indisputably dirty or 

unsafe; 
• Children who are left hungry or dirty; 
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• Children who ask others to behave sexually or play sexual 

games; and 
• Children with physical sexual health problems, including 

soreness in the genital and anal areas, sexually transmitted 

infections or underage pregnancy. 

• Children who are left without adequate clothing, e.g. not having a 

winter coat; 
• Children who are living in dangerous conditions, i.e. around 

drugs, alcohol or violence; 
• Children who are often angry, aggressive or self-harm; 
• Children who fail to receive basic health care; and 
• Parents who fail to seek medical treatment when their children 

are ill or are injured. 

*Bullying (“peer abuse”) is any persistent and uninvited behaviour which insults, hurts or intimidates 

someone (including cyberbullying). A bullying incident will be treated as a Safeguarding concern when 

there is “reasonable cause to suspect that a child is suffering, or likely to suffer, significant harm.”  

(This should be considered in conjunction 10a Bullying Policy). See 10a Bullying Policy for more details. 

 

Child Sexual Exploitation  

Child sexual exploitation is a form of sexual abuse where children are sexually exploited for money, 

power or status. It can involve violent, humiliating and degrading sexual assaults. In some cases, young 

people are persuaded or forced into exchanging sexual activity for money, drugs, gifts, affection or 

status. Consent cannot be given, even where a child may believe they are voluntarily engaging in 

sexual activity with the person who is exploiting them. Child sexual exploitation doesn't always involve 

physical contact and can happen online. A significant number of children who are victims of sexual 

exploitation go missing from home, care and education at some point. 

 

Some of the following signs may be indicators of sexual exploitation:  

• Children who appear with unexplained gifts or new possessions; 

• Children who associate with other young people involved in exploitation; 

• Children who have older boyfriends or girlfriends; 

• Children who suffer from sexually transmitted infections or become pregnant; 

• Children who suffer from changes in emotional well-being; 

• Children who misuse drugs and alcohol; 

• Children who go missing for periods of time or regularly come home late; and 

• Children who regularly miss School or education or don’t take part in education. 

Further guidance can be found in What to do if you Suspect a Child is Being Sexually Exploited, 2012. 

 

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 for nonmedical reasons. It has no health benefits and harms 

girls and women in many ways. It involves removing and damaging healthy and normal female genital 

tissue, and hence interferes with the natural function of girls’ and women’s bodies. The practice 

causes severe pain and has several immediate and long term health consequences, including 

difficulties in childbirth also causing dangers to the child. 
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At The Swaminarayan School we believe that all our pupils should be kept safe from harm. Female 

Genital Mutilation affects girls particularly from North African countries, including Egypt, Sudan, 

Somalia and Sierra Leone. Although our School has no/few children from these backgrounds and 

consider girls in our School safe from FGM, we will continue to review our policy annually. 

 

From October 2015, teachers have a legal duty to report to police any instance where they 

“discover” that FGM has been carried out on a girl under 18. Unless the teacher has “good reason”, 

any concerns of FGM should be passed to the School’s Designated Safeguarding Lead. It is important 

to note that teachers will become aware of FGM by disclosure, not through physical examination. 

 

Further guidance can be found in Multi-Agency Practice Guidelines: Female Genital Mutilation 

 

Forced Marriage  

 

A forced marriage is where one or both people do not (or in cases of people with learning disabilities, 

cannot) consent to the marriage and pressure or abuse is used. It is an appalling and indefensible 

practice and is recognised in the UK as a form of violence against women and men, domestic/child 

abuse and a serious abuse of human rights. 

 

The pressure put on people to marry against their will can be physical (including threats, actual 

physical violence and sexual violence) or emotional and psychological (for example, when someone is 

made to feel like they’re bringing shame on their family). Financial abuse (taking your wages or not 

giving you any money) can also be a factor. 

 

The Forced Marriage Unit (FMU) has been set up operates a helpline to provide advice and support to 

both victims as well as professionals dealing with cases. In the first instance referral should be made to 

the Designated Safeguarding Lead as well as the Brent Family Front Door Service. The Forced Marriage 

Unit can also be contacted by email on fmu@fco.gov.uk or telephone 0207 008 0151. 

 

Honour-based Violence  

 

The terms “honour crime” or “honour-based violence” or “izzat” embrace a variety of crimes of 

violence (mainly but not exclusively against women), including assault, imprisonment and murder 

where the person is being punished by their family or their community. They are being punished for 

actually, or allegedly, undermining what the family or community believes to be the correct code of 

behaviour.  In transgressing this correct code of behaviour, the person shows that they have not been 

properly controlled to conform by their family and this is to the “shame” or “dishonour” of the family. 

It can be distinguished from other forms of abuse, as it is often committed with some degree of 

approval and/or collusion from family and/ community members. Victims will have multiple 

perpetrators not only in the UK; HBV can be a trigger for a forced marriage. 

 

mailto:fmu@fco.gov.uk
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Children who run away or go missing 

 

Safeguarding and promoting the welfare of children is a key duty of local authorities and requires 

effective joint working between agencies and professionals. When a child goes missing or runs away 

they are at risk. Knowing where children are during School hours is an extremely important aspect of 

safeguarding. Missing School can be an indicator of abuse and neglect, and in older children may raise 

concerns around child sexual exploitation. The School will inform the local authority when planning to 

take pupils off-roll when they: 

● leave School to be home educated; 

● move away from the School’s location; 

● will remain medically unfit beyond compulsory School age; 

● are in custody for four months or more (and will not return to the School afterwards); or 

● are permanently excluded. 

The School will inform the local authority of any pupil who fails to attend School 'regularly' or does not 

attend School for 10 consecutive days without authorisation. 

 

Local authorities are responsible for protecting children whether they go missing from their family 

home or from local authority care. Staff are asked to vigilant towards this, and to report any concerns 

to the police, child’s Borough of residence, and the School Safeguarding Lead. Staff must also refer to 

policy 14b Missing Child, Safeguarding Children Missing from Care and Home, and Statutory Guidance 

on Children who run away or go missing from home or care, January 2014. 

 

Missing child procedure (from 14b Missing Child Policy) 

The safety and security of the children in our care at The Swaminarayan School, including Early Years 

Foundation Stage, and Senior School are paramount. Every care is taken to ensure that the children are 

accounted for at all times.  

 

Procedures for the Prep School  

Formal registration is taken in the morning at around 8.30am and at 1.30pm in the afternoon. The 

staff maintain the appropriate high level of supervision throughout the day and are aware of the 

location of the children in their care at all times. When on excursions outside the School premises, staff 

implement strategies to maximise the safety and security of the children in accordance with the 

School’s Educational Visits policy. However, in the unlikely event that it is suspected that a child has 

gone missing, the following procedure will be followed:  

● the Head Teacher will be informed immediately 

● staff will maintain the safety and well‐being of other children  

● a roll call will be taken  

● a member of the Senior Management Team (Prep) will be nominated as Group leader. Together 

with at least one other member of staff, they will form the search party and search the immediate 

vicinity  
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● if the child is not found after approximately 20 minutes, after consulting with his senior team the 

Head Teacher of Prep or an Assistant Head will endeavour to contact the parents of the missing 

child by telephone and/or by email   

● if after approximately 15 minutes the child has not been found, the Head Teacher of Prep or an 

Assistant Head will contact the Police  

● once police arrive all relevant information about the child will be given. The police will then take 

over the search  

● throughout the search, parents of the child will be kept informed 

● if off‐site, the Group leader will remain with the police to comfort the child when found and 

maintain in regular contact with the School by mobile phone  

● the remaining staff will return to the School (if outside the buildings)  

 

When the situation has been resolved, the Head Teacher of the Prep School will review the reasons for 

this event happening and revise measures to ensure that it does not happen again.  

 

Procedures for the Senior School  

Registration takes place at 8.15am and again in the afternoon at 3.45pm with the House Tutor every 

day. The office staff will mark late arrivals in the register. At morning registration, House Tutors will 

identify students whose absence they are concerned about – particularly those who have been absent 

for more than one day without an explanation. During the course of the morning the form teachers will 

complete a document asking the office staff to telephone parents about unexplained absences of 

named pupils. The office staff will phone these parents and log the outcome of the enquiry for the 

Tutor.  They will contact the Deputy Head of Senior School should there be any concerns. The Deputy 

Head of Senior School also routinely checks the registers each day.  

 

If a student is missing after having been marked present in the register, the following procedure will be 

followed: 

 

● all teachers who would have taught the missing student will be asked if the missing student had 

attended their lesson 

● friends and classmates will also be asked about when they last saw the missing student 

● a search will be carried out within the School 

● after consulting with his senior team, the Head Teacher or his Deputy will endeavour to contact the 

parents of the missing child by telephone and/or by email 

● after consulting with the parents of the missing student, the Head Teacher or his Deputy will 

contact the Police  

● once police arrive all relevant information about the child will be given. The police will then take 

over the search  

● the remaining staff will return to the School (if outside the buildings). 
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If a student is missing while participating in a School trip, the group leader will instigate a search by 

staff while ensuring the safety of the other pupils in the group. The leader will inform the member of 

senior staff who is their School contact for the trip if the student cannot be located quickly. If the 

student cannot be found after an appropriate time the local police will be informed and the School 

contact will speak to the student’s parents. Students with appointments (e.g. medical) are required to 

bring a letter from home and sign themselves out after showing this letter to the office staff. 

 

 

 

2.2 School Procedures for Dealing with Concerns 

If, at any point, there is a risk of immediate serious harm to a child a referral should be made to 

children’s social care immediately. Anybody can make a referral. It is important to note that parent 

consent is not required for a referral when there are reasonable grounds to believe that a child is at 

risk of significant harm (Child at Risk).If the child’s situation does not appear to be improving the staff 

member with concerns should press for re-consideration. Concerns should always lead to help for the 

child at some point. 

 

Any member of staff concerned about a child must inform the Designated Safeguarding Lead 

immediately (see section 6). In circumstances, such as in emergency or a genuine concern that 

appropriate action has not been taken, staff members can speak directly to children’s social care. to 

Children’s Social Care at the Local Safeguarding Children Board (LSCB) of the child’s Borough of 

residence (see Appendix 2: Important Contacts for Social Care for contact details). When dealing with 

a disclosure from a pupil, the member of staff must follow the procedures detailed in this section. The 

flow chart on page 15 may also be consulted. Brent Local Safeguarding Children’s Board sets the local 

procedures for our School. Normal referral processes (Brent LSCB, Channel panel, and police) are also 

available when there are concerns about children who may be at risk of being drawn into terrorism 

(see section 9.7). 

 

Child in Need: In cases where there is no immediate risk of serious harm to a child,or if serious harm 

has not been suffered, inter-agency assessment using the local processes will be implemented, 

including use of the Common Assessment Framework (CAF) and Team Around the Child (TAC). 

 

The member of staff must record information regarding the concerns on the same day. The recording 

must be a written, clear, precise, factual account of the observations. Staff should use the Record of 

Concern (Appendix 5). The staff member should inform the Designated Lead in person that a concern 

has been raised. The hard copy of the Record of Concern form should be delivered to the Designated 

Lead in person. Verbal conversations about the concern should also be recorded in writing. The 

Designated Lead will consult the Head Teacher who will decide whether the concerns should be 

referred to the LSCB. If it is decided to make a referral to the LSCB, this will be done, if necessary, 

without prior discussion with the parents. 
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An appropriate threshold for making a decision about whether or not to make a referral has been 

provided by the Brent LSCB: “Too much of a change in behaviour, appearance or School work” should 

prompt the Designated Lead and Head Teacher to contact the LSCB for advice. 

 

The document BLSCB Levels of Need and Thresholds Protocol will give guidance for staff regarding 

children who are in need of additional support from one or more agencies.  

 

If a referral is made to the LSCB, the Designated Lead will ensure that a written report of the concerns 

is sent to the Social Worker dealing with the case within 48 hours. 

 

Particular attention will be paid to the attendance and development of any child who has been 

identified as at risk, or who has been placed on a Child Support or Protection Plan. If a pupil with a 

Child Support or Protection Plan changes School the Designated Lead will inform the Social Worker 

responsible for the case and transfer the appropriate records to the receiving School. 

 

EYFS will also inform Ofsted of any allegations of serious harm or abuse and of the action taken as 

soon as possible, at the latest 14 days.  

 

Staff should consult the DfE guidance Information Sharing (2015). 

 

Early Help  

 

In order to pro-actively monitor safeguarding within the school professionals should be alert to the 

potential need for early help to a child who: 

- is disabled and has specific additional needs 

- has special educational needs 

- is a young carer 

- is showing signs of engaging in anti-social or criminal behaviour 

- is in a family presenting problems in areas such as substance abuse, adult mental health 

problems or domestic violence 

- has returned home to their family from care 

- is showing early signs of abuse or neglect 

 

EYFS will also inform Ofsted of any allegations of serious harm or abuse and of the action taken as 

soon as possible, at the latest 14 days.  

 

Staff should consult the DfE guidance Information Sharing (2015). 
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Safer Internet Helpline for Professionals 

A Professionals Online Safety Helpline (POSH) which has been set up by the South West Grid for 

Learning, as part of the UK Safer Internet Centre. The Helpline is a free resource which has been set up 

specifically to support professionals and volunteers who work with children and young people, who are 

experiencing issues relating to digital technology and e-safety.  The Helpline aims to resolve issues 

professionals face about themselves, such as protecting professional identity and online harassment by 

pupils or their parents, as well as the problems young people may be facing, for example cyber-bullying 

or sexting. For more information, please visit www.saferinternet.org.uk/helpline, give us a call on 0844 

381 4772 or email us, helpline@saferinternet.org.uk. 

 

Action when a child has suffered or is likely to suffer harm: The diagram on the next page illustrates 

what action should be taken and who should take it where there are concerns about a child. If, at any 

point, there is a risk of immediate serious harm to a child a referral should be made to children’s social 

care immediately. Anybody can make a referral. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.saferinternet.org.uk/helpline
mailto:helpline@saferinternet.org.uk
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Flowchart of actions to take where there are concerns around a child  

 

 
Image Source: Keeping Children Safe in Education (Septmber 2016) 

 

*In cases which also involve an allegation of abuse against a staff member, see part 3 of this policy 

which explains action the School will take in respect of the staff member. 

** Where a child and family would benefit from coordinated support from more than one agency (e.g. 

education, health, housing, police) there will be an inter-agency assessment. These assessments will 

identify what help the child and family require to prevent needs escalating to a point where 

intervention would be needed via a statutory assessment under the Children Act 1989. The early help 

assessment will be undertaken by a lead professional who could be a teacher, special educational 

needs coordinator, General Practitioner (GP), family support worker, and/or health visitor. 

*** Where there are more complex needs, help may be provided under section 17 of the Children Act 

1989 (children in need). Where there are child protection concerns local authority services will make 

enquiries and decide if any action must be taken under section 47 of the Children Act 1989. See 

Chapter 1 of Working Together to Safeguard Children (2015) for more information. 
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2.3 Guidance for Staff: specific procedures for dealing with abuse and a disclosure 

If a pupil discloses that he or she has been abused in some way, the member of staff should (with a 

colleague present): 

● listen to what is said without displaying shock or belief 

● accept what is being said 

● allow the child to talk freely 

● reassure the child, but not make promises which may not be possible to keep 

● not promise confidentiality 

● reassure the pupil that what has happened is not their fault 

● stress that it was the right thing to tell 

● listen, rather than ask direct questions 

● ask open questions or give simple instructions rather than leading questions (A leading 

question is a question which suggests its own answer). Good examples include: 

o “What happened?” 

o “Please tell me what happened” 

● not criticise the perpetrator 

● explain what has to be done next and who has to be told 

● make some brief notes as soon as possible after the conversation (see Appendix 5: RECORD OF 

CONCERN) 

● not destroy the original notes in case they are needed by a court 

● record the date, time, place and any noticeable non-verbal behaviour and the words used by 

the child 

● record the date, time, place and any noticeable non-verbal behaviour and the words used by 

the child 

● draw a diagram to indicate the position of any bruising or other injury 

● record statements and observations, rather than interpretations or assumptions 

● inform the appropriate Designated Teacher. 

 

2.4 Action by the Designated Teachers 

The action to be taken will take into account: 

● the local inter-agency procedures of the LSCB 

● the nature and seriousness of the suspicion or complaint. A complaint involving a serious 

criminal offence will always be referred to the LSCB and the police without further 

investigation within the School 

● the wishes of the pupil who has complained, provided that the pupil is of sufficient 

understanding and maturity and properly informed. However, there may be times when the 

situation is so serious that decisions may need to be taken, after all appropriate consultation, 

that override a pupil’s wishes 

● the wishes of the complainant’s parents, provided they have no interest which is in conflict 

with the pupil’s best interests and that they are properly informed 
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● the possible need to override parental wishes in some circumstances. If the Designated Person 

is concerned that disclosing information to parents would put a child at risk, he or she will take 

further advice from the relevant professionals before deciding to disclose 

● duties of confidentiality 

If there is room for doubt as to whether a referral should be made, the Designated Person will consult 

with the Local Safeguarding Children Board or other appropriate professionals. However, as soon as 

sufficient concern exists that a child may be at risk of significant harm, a referral will be made without 

delay (and in any event within 24 hours). If the initial referral is made by telephone, the Designated 

Person will confirm the referral in writing to the LSCB within 24 hours. If no response or 

acknowledgement is received within three working days, the Designated Person will contact LSCB 

again. 

 

Contact with the LSCB will be made within 24 hours of a disclosure or suspicion of abuse, even when 

on a School trip. 

 

2.5 External Agencies 

Whether or not the School decides to refer a particular complaint to the LSCB or the police, the 

parents and pupil will be informed in writing of their right to make their own complaint or referral to 

the LSCB or the Safeguarding Unit of the police and will be provided with contact names, addresses 

and telephone numbers as appropriate.  

 

2.6 Support for Pupils and Staff 

The Head Teachers, Deputy and Assistant Heads of School and Designated Teachers will make all 

reasonable attempts to protect and otherwise support pupils who have disclosed information about 

possible child abuse incidents.  

 

Dealing with a disclosure from a child is likely to be a stressful experience. The member of staff 

concerned should consider seeking support for him/herself and discuss this with the Head Teacher. 

 

2.7 Confidentiality 

Members of staff have access to confidential information about pupils in order to undertake their 

everyday responsibilities. Staff: 

● are expected to treat information they receive about children and young people in a discreet 

and confidential manner 

● who are in any doubt about sharing information they hold or which has been requested of 

them should seek advice from the Designated Teachers 

● need to be cautious when passing information to others about a child/young person. 

 

Every complaint or suspicion of abuse from within or outside the School will be taken seriously and 

will be referred to the social services department of the local authority who may involve the 



 

18 

 

Safeguarding unit of the police (CPU) if appropriate. If there is an allegation of abuse against a child, 

the matter will be referred by the Designated Person to the LSCB. 

 

2.8 Records and Monitoring 

Well-kept records are essential to good Safeguarding practice. Concerns and disclosures should be 

recorded in writing by the member of staff who receives them and passed to the Designated Lead 

without delay. Confidentiality should be kept, while at the same time following best information 

sharing practice. (See also Appendix 5: Record of Concern form). 

 

The Designated Teachers in consultation with the Head then decide on further action and any 

appropriate monitoring programme for the pupil. 

 

Records are stored in a secure, locked, dedicated filing system (in a different location to other pupil 

records) maintained by the Designated Lead. When pupils with records in this filing system pass onto 

their next School the Head Teacher is responsible for transferring information he judges to be relevant 

to the child’s next School. This must include any child protection files, which should be sent to the new 

School or college as soon as possible. This should be transferred separately from the main pupil file, 

ensuring secure transit, and confirmation of receipt should be obtained. 

 

Any Safeguarding incidents at the School will be followed by a review of the Safeguarding procedures 

within the School and a prompt report to the Governors.   

 

Staff may enquire about attendance at LSCB strategy meetings.  

 

In addition, the Designated Lead will monitor the operation of this policy and its procedures and will 

make an annual report to the Governors each summer.  

 

All staff are expected to provide feedback about any concerns they may have to the Designated 

Safeguarding Lead, who will report to the Head Teacher. 
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3. Allegations against Staff, Volunteers, Head Teacher, and Pupils 

 

3.1 Procedure 

If a child or parent makes a complaint of abuse against a member of staff or a volunteer, the person 

receiving the complaint must take it seriously and inform the Head Teacher immediately.  

 

Whistleblowing: Any member of staff who has reason to suspect that a pupil may have been abused by 

another member of staff or a volunteer, either at School or elsewhere, must immediately inform the 

Head Teacher. A record of the concerns must be made, including a note of anyone else who witnessed 

the incident or allegation. Staff must also consult policies 7b Whistleblowing, and 7e Code of Conduct 

for Staff. 

 

In all cases, guidance from Part 4 of Keeping Children Safe in Education will be followed and all 

unnecessary delays will be eradicated. 

 

The Local Safeguarding Children Board (LSCB) Designated Officer(s) should be informed within one 

working day of all allegations that come to an employer’s attention or that are made directly to the 

police. 

 

If the Head Teacher is unavailable, the Chair of Governors must be informed. 

 

If an allegation is made against a teacher the Head Teacher will make immediate contact with the 

Designated Officer(s) to discuss the allegation, consider the nature, content and context of the 

allegation and agree a course of action including any involvement of the police. Discussions should be 

recorded in writing, and communication with both the individual and the parents of the child/children 

agreed. The School will not undertake its own investigation of allegations without prior consultation 

with the Designated Officer(s), or in the most serious cases, the police. The Head Teacher will not 

investigate the allegation itself, or take written or detailed statements, but he or she will refer to the 

Designated Officer(s) within one working day. The Designated Officer(s) will decide the pace of the 

investigation. 

 

Staff who are the subject of an allegation have the right to have their case dealt with fairly, quickly and 

consistently and to be kept informed of its progress.  Suspension is not compulsory, nor is it 

automatic, but in some cases staff may be suspended where this is deemed to be the best way to 

ensure that children are protected. The School will give due weight to the views of the Designated 

Officer(s) and this policy when making a decision about any possible suspension. 

 

All allegations will be referred to the Designated Officer(s) for advice before any investigation takes 

place and within one working day, before informing the member of staff. If it is decided by the 

Designated Officer(s) that it is necessary to refer to the LSCB, the Designated Lead and Head Teacher 

will decide in consultation with the Designated Officer(s) whether there needs to be an internal 
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investigation. In borderline cases, these discussions can be held informally and without naming the 

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

 

The School will make every effort to maintain confidentiality and guard against unwanted publicity. 

These restrictions apply up to the point where the accused person is charged with an offence, or the 

Department for Education (DfE) or National College for Teaching and Leadership (NCTL) publish 

information about an investigation or decision in a disciplinary case. 

 

Allegations against staff, volunteers or designated persons with responsibilities for safeguarding 

should be reported to the Head Teacher. If the Head Teacher is absent, the allegation should be 

passed to the Chair of Governors. 

 

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

 

If the concerns are about the Head Teacher, the Chairman of Governors or Governor in Charge of 

Safeguarding must be contacted directly. He will contact the Designated Officer(s). The Chairman of 

Governors will not inform the Head. 

 

Allegations against staff/professionals are referred to Brent Local Safeguarding Children Board (BLSCB) 

Designated Officer. Contact details: 

 

Deborah Paton (Brent Designated Officer): 020 8937 4839 Mobile 07880 088343 

Jean Murray: 020 8937 4838 Mobile 07810 506643 

Desrie Scott: Desrie.scott@brent.gov.uk 

 

4TH Floor Chesterfield House, 

9, Park Lane, 

Wembley HA9 7RG 

 

An online referral form must be completed: 

http://www.brentlscb.org.uk/main/article.php?tag=Allegations&name=role&sector=home 

 

Send the referral form to: 

family.frontdoor@brent.gcsx.gov.uk 

 

If you are not able to contact a staff member above, please contact the Brent Family Front Door on 

020 8937 4300 

 

Referrals must include as much evidence about the circumstances of the case as possible. 

 

mailto:Desrie.scott@brent.gov.uk
mailto:Desrie.scott@brent.gov.uk
http://www.brentlscb.org.uk/main/article.php?tag=Allegations&name=role&sector=home
http://www.brentlscb.org.uk/main/article.php?tag=Allegations&name=role&sector=home
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Allegations Against Pupils: The Designated Safeguarding Lead should be informed of allegations of 

abuse made against pupils. A pupil against whom an allegation of abuse has been made may be 

suspended from the School during the investigation. The School will refer the abuse to the Brent Social 

Care or appropriate local safeguarding children board and will take all appropriate action to ensure 

the safety and welfare of all pupils involved, including the pupil or pupils accused of abuse. If it is 

necessary for a pupil to be interviewed by the police in relation to allegations of abuse, the School will 

ensure that, subject to the advice of Brent Social Care or appropriate social care agency, parents are 

informed as soon as possible and that the pupil is supported during the interview by an appropriate 

adult. When there is ‘reasonable cause to suspect that a child is suffering, or likely to suffer, significant 

harm’ any such abuse will be referred to local agencies. 

 

Allegations of bullying should be dealt with in accordance with the School’s anti-bullying and 

behaviour policies- except in cases of severe bullying constituting abuse, in which case the abuse 

must be referred to the LSCB. 

 

In the event of disclosures about pupil on pupil abuse, all children involved whether perpetrator or 

victim, are treated as being “at risk”. 

 

The following definitions should be used when determining the outcome of allegation investigations: 

 

• Substantiated: there is sufficient evidence to prove the allegation; 

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

deliberate act to deceive; 

• False: there is sufficient evidence to disprove the allegation; 

• Unsubstantiated: there is insufficient evidence to either prove or disprove the allegation. 

The term, therefore, does not imply guilt or innocence. 

• Unfounded: to reflect cases where there is no evidence or proper basis which supports 

the allegation being made. It might also indicate that the person making the allegation 

misinterpreted the incident or was mistaken about what they saw. Alternatively, they may 

not have been aware of all the circumstances. 

 

If an allegation is determined to be unfounded or malicious, the Designated Officer(s) should discuss 

the matter with the LSCB to determine whether the child concerned is in need of services, or may 

have been abused by someone else. 
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4. Staff Code of Conduct 

 

4.1 Guidance 

This section includes guidance for staff to ensure that their behaviour and actions do not place pupils 

or themselves at risk of harm or of allegations of harm to a pupil. In order to minimise the risk of 

accusations made against staff as a result of their daily contact with pupils, the Governors at The 

Swaminarayan School will ensure, through the Head Teachers, that all staff are aware of and follow 

Use of Reasonable Force (2012).   Staff are responsible for their actions and behaviour and should 

avoid any conduct which would lead any reasonable person to question their motivation and 

intentions. Personal mobile phones and cameras of any sort should not be used to take photographs 

of children. Mobile phones and cameras of any sort must not be used in the EYFS (also see further 

guidelines regarding mobile phone use at School).  

 

Staff must follow professional guidelines and policy regarding pupil/teacher relationships and social 

media expectations. Staff must be aware of ‘Position of Trust’ offences as part of the Sexual Offences 

Act (2003). Staff should work and be seen to work in an open and transparent way (especially when 

working with individual pupils): 

 

● staff should not work in a room alone with children unless near the door, with the door open,  
and clearly visible by passers by 

● staff should not allow pupils to visit their place of residence 

● staff should not transport children by car 

● staff should pay serious attention when considering engaging in one-to-one tuition, sports 

coaching, and music lessons 

● staff should avoid engaging in electronic communication with pupils. Seniors only: It may be 

necessary in particular with exam classes to email students. In such cases, all emails must be 

sent using school email and must be CCed to the student(s)’ parent s and the Head or Deputy 

Head. 

● adults in School must use the adults’ toilets only 

● staff should make professional decisions regarding physical contact in music 

● staff should follow appropriate procedures when engaging in intimate care of youngest 

children 

● staff must not contact pupils on social networking sites. 

 

Parents should be aware of the Foundation Stage's policy in relation to cuddles / sympathy / support 

and care of an injured child or a child who is upset for some reason.  This will be a verbal statement 

(also see Staff Conduct under School Safeguarding). Staff should discuss and/or take advice promptly 

from a senior member of staff over any incident which may give rise for concern. Records should be 

made of any such incident and of decisions made or further agreed, in accordance with School policy 

for keeping and maintaining records.  
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Staff should be aware that breaches of the law and other professional guidelines could result in 

criminal or disciplinary action being taken against them. Governors will also ensure, through the Head 

Teacher, that staff follow the Education Department Guidance and Procedures for School Visits. 

Further guidance can be found in policy 7e Code of Conduct for Staff. 

 

5. Safer Recruitment 

 

5.1 Recruitment Process 

All applicants: 

1. complete an application form 

2. provide two referees, including at least one who can comment on the applicant’s suitability to 

work with children 

3. provide evidence of identity and qualifications 

4. are interviewed 

5. complete the staff suitability self-declaration form (as appropriate) 

6. are checked through the DBS as appropriate, and undergo DBS clearance and checks (as 

appropriate) as required by the Independent Schools Standards Regulations. These include: 

o a prohibition from teaching check 

o a section 128 check (for management positions in Independent schools) 

o checks on those who have lived or worked outside of the UK through the NCTL 

Teacher Services System 

o a check to establish the person’s right to work within the United Kingdom 

 

 

DBS Address Details 

 

DBS 

Box 181 

Darlington DL19FA 

Ph. 01325953795 
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Flowchart of Disclosure and Barring Service criminal record checks and barred list checks: 

 
 

The School will report promptly to the DBS 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 and the DBS referral criteria are met. Referral to the NCTL will be made where a teacher has 

been dismissed (or would have been dismissed had he or she not resigned) for “unacceptable 

professional conduct” and a prohibition order may be appropriate. The reasons such an order would 

be considered are: “unacceptable professional conduct”, “conduct that may bring the profession into 

disrepute” or a “conviction, at any time, for a relevant offence”. Further guidance is published on the 

NCTL website (www.nationalcollege.org.uk). Where a referral has been made to the Disclosure and 

Barring Service (DBS), it is not necessary for a referral also to be made to NCTL, as information is 

shared between the two bodies. Where a dismissal does not reach the threshold for DBS referral, 

separate consideration must be given to an NCTL referral. 
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Referees must be telephoned to ensure the named person is actually the author of the reference 

received. Staff without an enhanced DBS are not permitted to work in EYFS, even under supervision, 

until the full DBS check comes through. Furthermore, the School will: 

● ensure that where staff from another organisation are working with our pupils on another 

site, we have received written assurances that appropriate Safeguarding checks and 

procedures apply to those staff following the local inter‐agency procedures of the LSCB. 

 

5.2 Disqualification, Including by Association 

To identify people caught by the “by association” rule, the School asks existing employees working in 

the early and later years provision and those who are directly concerned in the management of such 

provision to provide the relevant information about themselves or a person who lives or works in the 

same household as them. This is done by way of self-declaration. Staff caught by the ‘by association’ 

rule may be able to apply to Ofsted for a waiver of disqualification but such staff may not be used 

unless and until such waiver is confirmed. For the EYFS, the school will inform Ofsted of allegations 

against people living or working at the premises, or of any other abuse alleged to have taken place on 

the premises - as soon as practicable and within 14 days at latest. 

 

Early years and later years (under-8’s) childcare - Disqualification under the Childcare Act 2006 

(March 2015): 

We will not knowingly employ people to work in childcare or allow them to be directly concerned in its 

management, if they or others who live or work in their households are “disqualified”. 

 

Early years childcare means education, care (excepting health care) and any supervised activity for a 

child from birth until the 1 September following their fifth birthday. It applies to all early years 

provision during and outside School hours, including in School nursery and reception classes. Later 

years childcare means childcare for children under the age of 8. To the extent that this overlaps with 

those in the early years, that category is dealt with above. For children who are older than “early 

years” but under the age of 8, the normal School day, after-School co-curricular educational clubs and 

health care are not within scope of the regulations. For this age group, therefore, the only provision 

which would be considered “childcare” (rather than education) is within the scope of the regulations. 

This essentially means crèche-like facilities before and after School. 

 

Although the word “employ” is used in the regulations, the guidance does not only apply to 

employees. Others such as volunteers, supply/agency staff, self-employed people, staff of other 

organisations contracted to provide childcare, governors who volunteer with the relevant groups or 

are directly concerned with their day to day management, are also potentially within the scope of the 

guidance. By contrast, those who are not involved in childcare are not within the remit of these 

regulations, for example, cleaners and kitchen staff. 

 

The school will check whether they are disqualified from childcare or ensure that others have done so. 
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The grounds for disqualification include: 

● being on the DBS Children’s Barred List and/or NCTL Teacher Services System within EEA 

countries.  

● being cautioned for, convicted of or charged with certain violent and sexual criminal offences 

against children and adults, at home or abroad 

● being the subject of certain other orders relating to the care of children 

● refusal or cancellation of registration relating to childcare or children’s homes or being 

prohibited from private fostering 

● living in the same household where another person who is disqualified lives or works. 

 

Disqualification occurs as soon as the above criteria are met, for example, as soon as a caution or 

conviction occurs, even before the person is formally included on the children’s barred list. 

 

The School will: 

● inform relevant people of the legislation, including that they may be disqualified by 

association 

● take steps to gather sufficient and accurate information about whether any member of staff in 

the childcare setting is disqualified, including by association 

● keep records, either on the Single Central Register (optional) or elsewhere, of staff employed 

to work in or manage childcare and including the date disqualification checks were completed. 

 

Staff can be expected to disclose all their convictions and cautions including those which are spent, 

but cannot be required to disclose spent convictions and cautions of those who live and work in their 

households 

 

By definition, a person who is disqualified cannot lawfully do the work from which they are 

disqualified. If a person is found to be disqualified, including by association, or if there is doubt over 

that issue, then pending resolution they must be removed from the work from which they are or may 

be disqualified. There is no requirement automatically to suspend or dismiss all individuals found to be 

disqualified; there is scope in principle to redeploy them with other age groups or in other work from 

which they are not disqualified, subject to assessing the risks and taking advice from the DO when 

appropriate. 

 

The School will inform Ofsted (not ISI, although ISI can be copied in) where they are satisfied that a 

person working in a relevant setting falls within one of the disqualification criteria. Staff who are 

disqualified, including by association, may apply to Ofsted for a waiver of disqualification, unless they 

are barred from working with children. 

 

The School will use its discretion to recognise any methods which are effective in reaching all relevant 

staff.  
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The School will document a recordable date or dates when disqualification checks were completed for 

individuals. This could include dates of meetings, contracts, emails, individual letters etc.  

 

Our School will remind staff regularly of their duty to disclose the relevant information. An annual 

check is completed for this. 

 

More specific guidance can be found in the18a Recruitment policy. 

 

 

5.3 Visiting Speakers 

The School will ensure that any visiting speakers who might fall within the scope of the Prevent duty, 

whether invited by staff or pupils, are suitable and appropriately supervised. This means that even in 

cases where specific vetting checks are not prescribed (for example, if speakers will not be left alone 

with pupils), the School will take action to ensure that they are suitable. Checks on visiting speakers 

will be recordable on the Single Central Register either as checks on staff or un-prescribed checks on 

volunteers. Staff will use the checklist in Appendix 6 when arranging visiting speakers. 

 

Our responsibility to our students is to ensure that the information they receive is aligned to the 

values of our School and British values which include democracy, the rule of law, individual liberty 

and mutual respect and tolerance of those with different faiths and beliefs. We achieve this through 

the following protocols: 

 

1. All requests for outside speakers must be discussed with the Head Teacher 

2. A biography of the speaker or institution must be provided with the purpose clearly defined as 

to the information the speaker/visitor wishes to communicate. The information must align to 

the values and ethos of the School and to British values. This must be discussed with the 

organiser prior to the request being made to the Head Teacher 

3. Whenever possible, a notice period of no less than one month be given prior to the 

speaker/visitor’s proposed date at School. 

4. An organiser for the visitor/speaker must be provided who will be the liaison with the School. 

In some instances the speaker themselves will act as the organiser. 

5. The organiser must ascertain that all information communicated by the visitor/speaker is 

lawful. 

6. An internet search will be completed on the visiting speaker 

7. The speaker must be sent (by email if possible) the Visiting Speaker Guidelines text that appears 

below. 

8. The speaker will be expected to talk with staff about the content of the presentation before the 

event; speakers and staff must allow time for this discussion, whether it is on the day or 

beforehand  

9. An understanding that such talks and presentations will not be used to raise funds, without the 
prior written permission of the Head Teacher  
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10. Visiting speakers should understand that their presentation will be brought to an early end, if 

the content proves unsuitable 

11. When sufficient information has been collated the Head Teacher will be able to make a 

decision giving permission for the visitor/ speaker to come to our School. 

 

Further guidelines 

School safeguarding procedures apply and visiting speakers should be asked to supply photographic 

identity from their institution when they arrive at our School. They will be issued with a visitors' badge 

which they must wear at all times. Visitors must be accompanied at all times whilst they are on the 

School site. During the visit/talk the organising member of staff must ensure that at least one member 

of staff is present during the visit/talk, who is required to monitor what is being said to ensure that it 

aligns with the values and ethos of the School and British values. In the unlikely event that the speech 

does not meet this requirement, immediate action must be taken by the member of staff to balance 

the information given and this must be reported to the Head Teacher immediately after the talk/visit. 

 

Post speech/ visit evaluation 

The speech/ visit is evaluated by the organiser as to whether it met the needs of our students. Should 

the visit/speaker not meet the needs of our students then this will be clearly communicated 

to the visiting speaker/institution by the Head Teacher. Thank you letters/emails are sent. These must 

be arranged by the organising member of staff who originally invited the speaker. 

 
Visiting Speaker Guidelines 

Thank you for offering to enlighten the young minds of our highly impressionable students with your 
thoughts, ideas and experiences. We welcome a wide range of visiting speakers to The Swaminarayan 
School but as you will understand we live in dangerous times where long cherished traditional values 
are being challenged by forces outside the school. We would therefore like to draw your attention to 
the following guidelines: 

● Please be aware of the Hindu foundation upon which the School is based where the value of 
non-violence in any form is our highest ethical principle. 

● That we are fully supportive of fundamental British values, which include democracy, the rule 
of law, individual liberty and mutual respect, and a tolerance of those with different faiths and 
beliefs. 

● Our School is not a platform for individuals who might espouse racist, homophobic, sexist, 
ageist or extremist views or anyone who might be trying to incite young people to violence or 
extremism of any form. 

We welcome people of all backgrounds, ethnicities, beliefs and experiences and we look forward to 
hearing what you have to share with us. 

 
The speaker must reply with confirmation that this is read and understood. 
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6. Roles and Responsibilities of Designated People 

 

The Safeguarding Team at the Swaminarayan School is made up of the Head Teachers and Designated 

Teachers from EYFS, the Prep and the Senior School. 

 

6.1 The Designated Teachers 

Responsibility for the management of Safeguarding rests with the Head Teacher. The Deputy Head, 

Assistant Heads and Designated Safeguarding Leads of each School will oversee all Safeguarding cases 

and keep a Safeguarding Intervention Log and files on each pupil in a central locked cabinet in the 

main School office. The Deputy Head, Assistant Heads and Designated Safeguarding Lead will keep the 

Head Teacher informed of all Safeguarding cases. 

 

 

6.2 Designated Safeguarding Officers for Each School 

 

Governor in charge of Safeguarding: Dipak Patel 

 

The Governor in charge of Safeguarding is designated to take responsibility for the safeguarding 

arrangements. However, the School recognises that the safeguarding duties remain the responsibility 

of the proprietor group as a whole, including for the annual review of safeguarding. 

 

● Designated Safeguarding Lead:  Mark Reddington (Deputy Head, Prep School) 

● Deputy DSL: James Hopkins (Deputy Head, Senior School) 

● EYFS Designated Safeguarding Lead: Mrig Divecha (Head of EYFS) 

● Senior School Safeguarding Officers: Sylvie Alexander (PSHCE Coordinator) and Nilesh Manani 

(Head Teacher) 

● Prep School Safeguarding Officers:  Jamie Pitchford (Senior Teacher) Anthony Chavez 

(Assistant Head) and Umesh Raja (Head of Prep). 

 

 

6.3 Roles of the Designated Safeguarding Officers 

● to ensure all staff are familiar with School and Borough guidelines for identifying and reporting 

abuse, including allegations of abuse against staff 

● to ensure the School operates an effective Safeguarding policy 

● to ensure that permanent, temporary, part time, support staff and volunteers have access to, 

read and follow this policy, and associated guidance such as the Code of Conduct for Staff and 

Keeping Children Safe in Education (Part One) 

● to ensure that all staff receive foundation training in Safeguarding 

● to be responsible for coordinating action and liaising with other agencies and support services 

over Safeguarding issues 
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● in consultation with the Head Teacher, Deputy Head, Assistant Heads, and Designated 

Safeguarding Lead if necessary, to assist the Education Social Work (ESW) department and 

Social Services Department (SSD) in enquiring into allegations of child abuse. This will include 

ensuring the School is represented at Safeguarding case conferences and that information 

about the child is provided as required 

● to follow as appropriate recommendations made by the LSCB 

● to be aware of the What To Do If You Are Worried a Child is Being Abused (2015) document 

● to support and advise staff on Safeguarding issues generally 

● to ensure they have had up-to-date training 

● to monitor the attendance and development on a Child Plan (CP) 

● to disseminate relevant information between agencies to the appropriate staff (e.g. Learning 

Mentors or Teaching Support Assistants) 

● to complete Safeguarding records and send these on to new Schools, where relevant 

● to maintain accurate and secure Safeguarding records in chronological order. These will be 

kept locked in the School office 

● to keep an up to date log of children causing concern 

● to have regular reviews of their own practice to ensure they improve over time. 

 

6.4 Broad Areas of Responsibility for the Designated Safeguarding Lead (DSL) 

Managing referrals 

● Refer all cases of suspected abuse to the local authority children’s social care and: 

o The Head Teacher (all cases which concern a staff member), 

o Disclosure and Barring Service (cases where a person is dismissed or left due to 

risk/harm to a child); and/or 

o Police (cases where a crime may have been committed) 

● Liaise with the Head Teacher regarding issues, especially ongoing enquiries under section 47 

of the Children Act 1989 and police investigations 

● Act as a source of support, advice and expertise to staff on matters of safety and safeguarding 

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

Training 

● The (DSL) will receive appropriate training carried out every two years in order to: 

o Understand the assessment process for providing early help and intervention, for 

example through locally agreed common and shared assessment processes such as 

early help assessments 

o Have a working knowledge of how local authorities conduct a child protection case 

conference and a child protection review conference and be able to attend and 

contribute to these effectively when required to do so 

o Ensure each member of staff has access to and understands the School’s safeguarding 

policy and procedures, especially new and part time staff 

o Be alert to the specific needs of children in need, those with special educational needs 

and young carers 
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o Be able to keep detailed, accurate, secure written records of concerns and referrals 

o Obtain access to resources and attend any relevant or refresher training courses 

o Encourage a culture of listening to children and taking account of their wishes and 

feelings, among all staff, in any measures the School may put in place to protect them. 

Raising Awareness 

● The DSL will ensure the School’s policies are known and used appropriately: 

o Ensure the School’s safeguarding policy is reviewed annually and the procedures and 

implementation are updated and reviewed regularly, and work with the governing 

body regarding this. 

o Ensure the safeguarding policy is available publicly and parents are aware of the fact 

that referrals about suspected abuse or neglect may be made and the role of the 

School in this. 

o Link with the Local Safeguarding Children Board (LSCB) to make sure staff are aware of 

training opportunities and the latest local policies on safeguarding 

o Where children leave the School, ensure their child protection file is transferred to the 

new School or college as soon as possible. This should be transferred separately from 

the main pupil file, ensuring secure transit, and confirmation of receipt should be 

obtained. 

All professionals working with children should have regular reviews of their own practice and 

opportunities to discuss any concerns they may have about welfare and safeguarding matters. This 

should include the personal and professional duty to report welfare and safeguarding concerns to the 

designated safeguarding lead, or in the absence of action, directly to local children’s services. 

 

7. Training and Induction 

 

7.1 Training for Staff 

All staff are provided with Part One and Annex A of the Keeping Children Safe in Education and 

required to read and implement the guidance. This applies not only to new staff but also to those 

already in post in April 2014 when KCSIE was first introduced. Each time Part One of KCSIE is updated 

by the DfE, existing staff will be updated. For staff who cannot read English the School will take steps 

to ensure that they understand key information. 

 

The DSL will receive advanced safeguarding training at least every two years. This will include local 

inter-agency working protocols and training in the LSCB’s approach to Prevent duties. 

 

All staff will be trained in safeguarding regularly, in line with advice from the LSCB. Prevent awareness 

training will be part of this. Training will be provided by the LSCB, Designated Officer(s) and/or Head 

Teacher (as appropriate). (The required training content for the Designated Teachers is set out in 

Annex B of KCSIE). 
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The training of the DSL covers child protection and inter-agency working, and matches the description 

from Keeping Children Safe in Education, Annex B. Further details can be found in part 6.4 of this 

policy. 

 

7.2 Induction of Staff 

All new staff, including temporary staff and volunteers, will receive induction training including: 

● the School’s safeguarding policy; 

● the staff code of conduct policy including the whistleblowing procedure; 

● the identity of the DSL and Designated Officers 

● a copy of Part 1 of KCSIE. 

Further guidance can be found in the B49 Induction policy. 

 

New staff will be introduced to: 

● Working Together to Safeguard Children (March, 2015)  

● What to do if you’re worried a child is being abused (2015)  

● Information Sharing (2015) 
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8. Review 

 

8.1 Guidance 

The Governors undertake an annual (or more regularly if required) review of this policy and how their 

duties under it have been discharged, including an update and review of procedures and their 

implementation. The Governors ensure that any deficiencies or weaknesses in regard to Safeguarding 

arrangements at any time are remedied without delay. 

The Designated Lead will also work with the proprietors on this. Proprietors ensure that the School 

contributes to interagency working in line with Working Together to Safeguard Children (2015), 

through effective implementation of this policy and procedures and effective communication and 

good cooperation with local agencies. Detailed minutes will be kept of these reviews. 

 

The Designated Lead will – in conjunction with the Governor in Charge of Safeguarding and the Head 

Teacher – complete a Brent LSCB Safeguarding Audit when required. 

 

If there has been a substantiated allegation against a member of staff, the School should work with 

the Designated Officer(s) to determine whether there are any improvements to be made to the School 

or college’s procedures or practice to help prevent similar events in the future. 

 

 

9. Radicalisation and Extremism and Duties under the Counter Terrorism and Security Act 2015  

 

9.1 Government definitions 

Extremism: vocal or active opposition to fundamental British values, and calls for the death of 

members of our armed forces, whether in this country or overseas. Extremism can take many forms 

including promoting Jihad, far right ideologies (including nationalism and racism), anti-semitism, anti-

Islamic views, anti-capitalist views etc. 

Terrorism: the use or threat of action designed to influence the Government or to intimidate the 

public or a section of the public ... for the purpose of advancing a political, religious or ideological 

cause 

Radicalisation: the process by which a person comes to support terrorism and forms of extremism 

leading to terrorism 

British Values: democracy, the rule of law, individual liberty, and mutual respect and tolerance for 

those of different faiths and beliefs. 
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9.2 School Commitment 

The School, its leaders and Governors will: 

 

● implement the Prevent Duty (the legal duty on Schools and colleges to safeguard pupils from 

being drawn into terrorism) 

● Demonstrate effective leadership: 

o display an awareness and understanding of the risk of radicalisation in our area and 

institution 

o communicate and promote the importance of the Prevent duty to staff 

o ensure staff implement the Prevent duty effectively 

● Train staff: 

o ensure staff understand what radicalisation and extremism mean and why people may 

be vulnerable to being drawn into terrorism 

o ensure staff have the knowledge and confidence to identify children at risk of being 

drawn into terrorism, and to challenge extremist ideas which can be used to legitimise 

terrorism and are shared by terrorist groups 

o ensure staff know where and how to refer children and young people for further help 

(the Channel referral process) 

● Work in partnership with other agencies: 

o co-operate productively, in particular, with local Prevent co-ordinators, the police and 

local authorities, and existing multi-agency forums, for example Community Safety 

Partnerships 

o ensure that safeguarding arrangements take into account the policies and procedures 

of the Local Safeguarding Children Board (LSCB) 

o Share information appropriately: ensure information is shared between organisations 

to ensure, for example, that people at risk of radicalisation receive appropriate 

support 

o maintain appropriate records 

 

 

● Risk assess: 

o assess the risk of children being drawn into terrorism, including support for extremist 

ideas that are part of terrorist ideology. This will be based on an understanding, 

shared with partners, of the potential risk in the local area or our School’s particular 

circumstances. This means being able to demonstrate both a general understanding of 

the risks affecting children and young people in our area and a specific understanding 

of how to identify children who may be at risk and what to do to support them 

● Build resilience to radicalisation: 

o promote fundamental British values through the curriculum and through social, moral, 

spiritual and cultural education 



 

35 

 

o equip pupils with the knowledge, skills and understanding to prepare them to play a 

full and active part in society 

o ensure our School is a safe place to discuss sensitive issues, while securing a balanced 

presentation of views and avoiding political indoctrination 

● Safeguard and promote the welfare of children: 

o put in place robust safeguarding policies to identify children at risk, and intervene as 

appropriate by making referrals as necessary to Channel or Children’s Social Care, for 

example. 

 

 

● Ensure the suitability of visiting speakers: 

o operate clear protocols for ensuring that any visiting speakers, whether invited by 

staff or by children themselves, are suitable and appropriately supervised. See section 

5.3 for further details. 

● IT policies: 

o ensure children are safe from terrorist and extremist material when accessing the 

internet in School, including by ensuring suitable filtering is in place. Every teacher 

needs to be aware of the risks posed by online activity of extremist and terrorist 

groups 

● Not allow School buildings to be used to give a platform to extremists. 

 

In the case of pupils identified as being at risk of radicalisation, the school will need to consider the 

level of risk to identify the most appropriate referral, which could include Channel (by contacting) or 

Children’s Social Care, for example.  

 

 

9.3 Signs of Vulnerability 

There are no known definitive indicators that a young person is vulnerable to radicalisation, but there 

are number of signs that together increase the risk. Signs of vulnerability include: 

● underachievement 

● being in possession of extremist literature 

● poverty 

● social exclusion 

● traumatic events 

● global or national events 

● religious conversion 

● change in behaviour 

● extremist influences 

● family tensions and conflict with family over lifestyle 

● confused identify 

● victim or witness to race or hate crimes 



 

36 

 

● rejection by peers, family, social groups or faith 

● peer pressure 

● influence from other people or via the internet 

● bullying 

● crime against them or their involvement in crime 

● anti-social behaviour 

● race/hate crime 

● lack of self-esteem or identity 

● personal or political grievances 

 

 

 

 

9.4 Recognising Extremism 

Early indicators of radicalisation or extremism may include: 

● showing sympathy for extremist causes 

● glorifying violence, especially to other faiths or cultures 

● making remarks or comments about being at extremist events or rallies outside school 

● evidence of possessing illegal or extremist literature 

● advocating messages similar to illegal organisations or other extremist groups 

● out of character changes in dress, behaviour and peer relationships 

● secretive behaviour 

● online searches or sharing extremist messages or social profiles 

● intolerance of difference, including faith, culture, gender, race or sexuality 

● graffiti, art work or writing that displays extremist themes 

● attempts to impose extremist views or practices on others 

● verbalising anti-Western or anti-British views 

● advocating violence towards others 

● the expression of extremist views 

● advocating violent actions 

● association with extremists 

● seeking to recruit others to an extremist ideology 

● finding religion to correct poor behaviour. 

 

9.5 Referral Process 

Staff and visitors to the school must refer all concerns about children and young people who show 

signs of vulnerability or radicalisation must be passed to the Designated Safeguarding Lead using the 

usual methods for reporting other safeguarding concerns. When there are significant concerns about a 

pupil, the Designated Safeguarding Lead in consultation with the Head Teacher will make a referral to 

the appropriate body (contact details are listed in Appendix 2). 
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10. Other Safeguarding and Welfare Responsibilities 

 

Sufficient account has been taken of nature, age range and other significant features of our Hindu 

faith School in provisions made for safeguarding when fulfilling the School’s responsibilities. 

 

10.1 Secure School Premises 

The School will take all reasonable steps to ensure that the School premises are secure. The School 

keeps a Visitors’ Book at Reception. All visitors must sign on arrival and sign out on departure and are 

escorted at all times whilst on School premises by a member of staff or an appropriately vetted 

volunteer (adhering to the requirements in Keeping Children Safe in Education, Sept 2016). All visitors 

will be given a named lanyard with the title ‘Visitor’ which must be clearly displayed and worn at all 

times, whilst on the School premises. 

 

10.2 Communicating Policy to Parents and Pupils 

The Safeguarding policy can be viewed on the School website.  

 

10.3 Safeguarding and the Curriculum 

The School curriculum is important in the protection of children. We aim to ensure that curriculum 

development meet the following objectives (these are often met through the PSHCE curriculum): 

● Developing pupils’ self–esteem 

● Developing communication skills, including the use of classroom letterboxes, and encouraging 

pupils to share not only concerns involving themselves, but also their friends 

● Informing about all aspects of risk 

● Developing strategies for self-protection 

● Developing a sense of the boundaries between appropriate and inappropriate behaviour in 

adults 

● Developing non-abusive behaviour between pupils 

● Developing awareness of e-safety (further guidance can be found in the E-Safety policy). 

 

Particular attention is paid to School practices to help children to adjust their behaviours in order to 

reduce risks and build resilience, including to radicalisation, with particular attention to the safe use of 

electronic equipment and the internet. Where possible, these practices are age appropriate and 

delivered through a planned component of the curriculum. Children are taught about the risks posed 

by adults or young people who use the internet and social media to bully, groom, abuse or radicalise 

other people, especially children, young people and vulnerable adults. Internet safety is integral to the 

School’s ICT curriculum. The latest resources promoted by DfE can be found at: 

The UK Safer Internet Centre (www.saferinternet.org.uk) 

CEOP’s Thinkuknow website (www.thinkuknow.co.uk) 

 

 

 

http://www.saferinternet.org.uk/
http://www.thinkuknow.co.uk/
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10.4 Looked After Children 

Information about children who are looked after by a local authority is available to the Safeguarding 

Team. Proprietors ensure, as appropriate, that staff have the skills, knowledge and understanding 

necessary to keep safe children who are looked after by a local authority. This includes 

ensuring that staff have up to date assessment information from the relevant local authority, the most 

recent care plan and contact arrangements with parents, and delegated authority to carers, and 

information available to the designated person, where appropriate. 

 

10.5 Peripatetic Music Teachers  

Peripatetic music teachers at our School receive safeguarding training and are provided with the 

relevant policies. 

 

10.6 Ancillary Staff  

All ancillary staff (kitchen staff, lunchtime supervisors, premises managers, office staff, and security 

guards) receive safeguarding training and are provided with the relevant policies. 

 

10.7 Private Fostering and Host Families 

If the School makes arrangements for the children to have learning experiences where, for short 

periods, the children may be provided with care and accommodation by a host family to which they 

are not related, such arrangements could amount to “private fostering” under the Children Act 1989 

or the Safeguarding Vulnerable Groups Act 2006, or both. 

 

Where the child is under the age of 18 and the person who provides the care and accommodation is 

paid to provide that arrangement, or the arrangement is not made by the child’s family, the private 

fostering arrangement could amount to regulated activity for the purposes of the Safeguarding 

Vulnerable Groups Act 2006 regardless of the duration of the arrangement. If the School or college is 

responsible for making the arrangement, and has the power to terminate the arrangement, then it 

could be the regulated activity provider. If the arrangement is made by a third party, such as a 

language School, and that third party has the power to terminate the arrangement, then the third 

party is the regulated activity provider. A regulated activity provider will be committing an offence if 

they knowingly allow a person to carry out a regulated activity whilst barred. Where the School or 

college is the regulated activity provider, it should request a DBS Certificate with barred list check. 

However, where the parents make the arrangements or take the responsibility for the selection of the 

host parents themselves, this will be a private matter between the child’s parents and the host 

parents and in these circumstances the School will not be the regulated activity provider.  

 

If a member of staff or volunteer becomes aware that a pupil may be in a private fostering 

arrangement, where a child under the age of 16 (or 18 if disabled) is provided with care and 

accommodation by someone to whom they are not related in that person’s home, they must raise this 

in the first instance with the Designated Lead. The School must notify the local authority of the 
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circumstances, and the local authority must check that the arrangement is suitable and safe for the 

child. 

 

If the School has any reason to believe that a person who is barred from regulated activity is privately 

fostering a child, they should notify the police. 

 

10.8 Changing for PE and Swimming 

Students must use the appropriate facility when changing. Staff will provide appropriate supervision. 

 

10.9 Intimate Care 

Staff should refer to the “care of under 3s and changing children” section in the Foundation Stage 

Policies for guidance on intimate care. 

 

10.11 Parent use of Social Media 

Prep School parents may take photos at assemblies and festivals if they have signed the agreement 

form.  

 

It is not permitted to post images and videos of pupils on social media unless permission of all parents 

whose child appears in the image or video is obtained. 

 

Electronic observations by EYFS staff that are shared with parents through their personal log-in should 

not be uploaded on to any social media. A signed agreement for this is required from each parent 

before they are logged on to receive their unique access. This access is not to be shared. 
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10.12 Safeguarding Children in the EYFS 

 

The school’s Safeguarding Children Policy will be followed.   

 

All staff members should be aware of the possible indications of child abuse or neglect and of the 

procedure for dealing with suspected cases.  Child Protection Level 1 training is undertaken by every 

staff member every year as all staff must take responsibility for any concerns regarding children.  Level 

3 training is undertaken biannually by designated staff.    

 

 Referrals of child abuse 

 

a)   If a child arrives with injuries the staff should: 

 

● Ensure immediate medical attention, if necessary. 

 

● If possible, ask the parent/carer how the injuries occurred and make a written record of this. 

 

● If the child divulges information, this should be accepted and leading questions should not be 

asked.  Make a written record, including diagrams, of observations and information given.  

Have a witness wherever possible. This recording of information is to ensure that reasonably 

full and clear initial information is available. 

 

● If you suspect that the injuries have been caused by assault or by failure to protect the child, 

you must tell the Head of FS (Designated Safeguarding lead within EYFS) who will inform the 

Head of the School, as per the School’s procedure. 

 

b)  Suspicion of Abuse 

 

If through conversation or other contact with the child you have cause to suspect physical, sexual or 

emotional abuse or neglect of a child in your care: 

 

● Listen to what the child says.  Be comforting and sympathetic.  Ensure that the child feels as 

little responsibility as possible. 

● It is particularly important not to make any suggestions to the child regarding how the incident 

may have happened, therefore do not question the child except to clarify what he/she is 

saying. 

● Write down exactly what the child says and what you have said in response. Sign and date it. 
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● Do not make assumptions about who the allegation might concern.  If a member of staff may 

be involved, appropriate steps, as per the School’s procedures, must be taken to ensure the 

safety of the child and other children 

 

● Inform the Head of Foundation Stage (Designated Safeguarding lead within EYFS) of your 

suspicions.  She will contact without delay the Child Protection Officer, who is the Head of 

Prep School who may contact Social Services, or the Emergency Duty team if out of office 

hours.   

.   

● Once a child is referred to Social Services, they and the Area Safeguarding Committee will 

make an assessment of the child’s needs. 

 

● The EYFS Safeguarding Lead is:   Mrig Divecha. 

 

c) Photography and Use of Mobile Phones 

 

The school’s policy on photos and videos will be followed.  Mobile phones must not be used in the 

EYFS classes (also see further guidelines regarding mobile phone use at School).   On trips and outings, 

personal mobile phones should not be used to take photographs of children.  

 

d) Disclosure and Barring (DBS) Checks  

 

The school’s policy on Safeguarding will be followed, whereby, existing and new staff, volunteers and 

work experience / teaching placement students are required to have DBS clearance before 

commencing work with children.  

 

e) Individual support for children by staff 

 

Staff should work and be seen to work in an open and transparent way (especially when working with 

individual pupils).   Staff should be visible to colleagues when changing children’s pull-ups in the 

Kindergarten. 

 

e) Ensuring Supervision of People who have not had DBS Checks 

 

Any one working in the Foundation Stage (FS) will be DBS checked.  This is an OFSTED requirement and 

must be adhered to.  The school’s policy on safeguarding children will be followed.   

 

Any person (e.g. visitors / college assessors) who have not been DBS checked, must be supervised at 

all times.  This includes trades people.    
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Appropriate cover must be obtained to ensure these conditions are adhered to at all times. 

 

Agency staff   

 

Any staff supplied by an agency should be vetted and checked by the Agency.  Before we use any 

agency we must have on file a letter (not a circular or advertisement) addressed to the school 

specifically in which the Agency states that, for all staff who will be offered to us, it has: 

 

● DBS checked the individuals and cleared them for working with children. 

 

● Checked references and all other documentation from previous employers.  No comment has at 

any time been made to suggest that this person might not be a suitable person to work with 

children. 

 

● Validated all qualifications which the individual claims to have. 

 

It is a requirement of our trading with any Agency that the Agency takes full responsibility for the 

appropriateness of any of its staff to work with children. 

 

f) Also see Entry and Collection of Children, Missing Children and Uncollected Children Policies 

in FS Policies  

 

g) OFSTED must be notified within 14 days of any allegations of serious harm or abuse by any 

person living, working or looking after children or premises. 

 

Appendices 

 

1. Further Reading 

● What To Do If You Are Worried a Child is Being Abused 2015 

● Working Together to Safeguard Children 2015 

● Dealing with Allegations of Abuse Against Teachers and Other Staff 2012 

● Use of Reasonable Force 2012 

● Information Sharing 2015 

● Keeping Children Safe in Education 2016 

● Statutory guidance on children who run away or go missing from home or care, January 2014 

● Multi-Agency Practice Guidelines: Female Genital Mutilation 

● What to do if you suspect a child is being sexually exploited, DFES, 2012 

● Levels of Need and Thresholds Protocol (Brent Local Safeguarding Children Board) 

● The Swaminarayan School Staff Handbook 

● Safeguarding Children Missing from Care and Home 

● Prevent Duty, 2015 
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● ISI Regulatory Requirements 2016 

● Disqualification under the Childcare Act 2006 (March 2015) 

 

2. Important Contacts 

Referrals and advice: 

● Brent safeguarding referrals should be made to the Brent Family Front Door:  

Tel. 0208 937 4300 (Option 1 for Children)   

 Social Care Division (Brent Family Front Door), Family Services Unit 

 1st Floor, Hampton House, 

 1B, Dyne Road,  

 London NW6 7XG 

● Harrow Children & Family Services: Tel: 020 8901 2690 

● Barnet Multi-Agency Safeguarding Hub: Tel. 020 8359 4066 

● Camden Safeguarding Children Board: Tel. 020 7974 6639 

● Westminster Safeguarding Board: Tel: 020 8753 3914 

● London Safeguarding Children Board (all local safeguarding Board contact details can be found 
here): http://www.londonscb.gov.uk/ 

 
Designated officers: 

● Brent Designated Officer (DO): Deborah Paton: 020 8937 4839; Mobile 07880 088343.  

● Other contacts: 

o Jean Murray: 020 8937 4838 Mobile 07810 506643 

o Desrie Scott: Desrie.scott@brent.gov.uk 

 

Prevent duty: 

Local Authority Coordinator:  

Kibibi Octave 

020 8937 4225 

Kibibi.octave@brent.gov.uk 

 

Prevent Engagement Officer for concerns about radicalisation: 

Naomi Conlon, Police Constable 

SO15 Counter Terrorism Command (Met Police) 

Wembley Police Station 

603 Harrow Road 

Wembley HA0 2HH 

Mobile 07827 357499 

Email: Naomi.conlon@met.police.uk 

 

 

 

http://www.londonscb.gov.uk/
http://www.londonscb.gov.uk/
mailto:Kibibi.octave@brent.gov.uk
mailto:Kibibi.octave@brent.gov.uk
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Harlesden Police Station, 76 Craven Park, London, NW10 8RJ 

 

101 (the non-emergency police number) 

Stonebridge Safer Neighbourhoods Team: ph. 020 8721 2060 

 

DfE dedicated telephone helpline and mailbox for non-emergency advice for staff and 

governors: 020 7340 7264 and counter-extremism@education.gsi.gov.uk 

 

Training and consultancy: 

Brent LSCB Training Coordinator: 

Kathryn Bryans 

Brent Civic Centre, Engineers Way, Wembley HA9 0FJ  

Office Tel: 020 8937 4292 

Mobile: 07884 997629 

Fax: 020 8937 4286 

Website: www.brentlscb.org.uk 

 

Andrew Hall safeguarding consultancy: http://www.successinSchools.co.uk/ 
 

For pupils:  

Childline 0800 1111 

NSPCC 0808 800 5000 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:counter-extremism@education.gsi.gov.uk
http://www.brentlscb.org.uk/
http://www.successinschools.co.uk/
http://www.successinschools.co.uk/
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3. Prep School Gibbons Field Procedures  

Gibbons Field is Out of Bounds, Except during Sports Fixtures 

Sport Fixture Procedures: 

● the camera must be facing the Gibbons field and a security guard must be present at the gate 

● all staff must have their mobile phones/walkie talkies with them as well the School number  

● the gate onto the Gibbons field is controlled by a security guard or a member of staff 

● teachers must position themselves in such a way that they can view each pupil at all times 

● if children need the toilet or similar they are allowed to go once agreed by the teacher and 

accompanied by another member of the class 

● if harassment occurs of any form then staff must leave equipment and take pupils back inside 

● a register is taken before exit onto Gibbons field and entrance back into the School 

 

4. Abbreviations 

 

● LSCB: Local Safeguarding Children Board (also referred to as “children’s social care”) 

● SSD: Social Services Department 

● ESW: Education Social Work 

● CP: Child Plan 

● DBS: Disclosure and Barring Service 

● DSL: Designated Safeguarding Lead 

● DO: Designated Officer(s) 

● NSPCC: National Society for the Prevention of Cruelty to Children 

● KCSIE: Keeping Children Safe in Education 

● LSCB: Local Safeguarding Children Board 

● DfE: Department for Education 

● NCTL: National College for Teaching and Leadership 

● CAF: Common Assessment Framework 

● TAC: Team Around the Child 
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5. RECORD OF CONCERN 

 

Child’s  Name :                                                   

Child’s DOB :  

Male/Female : Ethnic Origin : Disability Y/N : Religion : 

    

Date and time of concern : 

  

Your account of the concern : 

(what was said, observed, reported and by whom) 

 

 

 

Additional information : 

(your opinion, context of concern/disclosure) 

 

 

 

 

Your response : 

(what did you do/say following the concern) 

 

 

 

 

Your name :  

 

Your signature :  

 

Your position in School :  

 

Date and time of this recording :  

Action and response of DSL/Headteacher  

 

 

 

Name: ………………………………………………………..                                      Date:……………………………….. 
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6. Form for Visiting Speakers 

The School will ensure that any visiting speakers who might fall within the scope of the Prevent duty, 

whether invited by staff or pupils, are suitable and appropriately supervised. Our responsibility to our 

students is to ensure that the information they receive is aligned to the values of our School and 

British values which include democracy, the rule of law, individual liberty and mutual respect and 

tolerance of those with different faiths and beliefs.  

Further guidelines and information can be found in our Safeguarding policy: 5.3 Visiting Speakers 

 

Staff organiser: ……………………………………………………………………………………………………………………. 

 

Name of the Speaker: ………………………………………………..   Institution:…………………………………… 

 

Subject of the visit: …………………………………………………………………………………………………………………………..

   

Year group involved: ……………………………………….   Date of the visit:………………………… 

 

1. Outside speakers  discussed with the Head Teacher          Yes  No  

2. Biography of the speaker or institution provided  and attached   Yes  No  

3. Assurances that all information communicated by the visitor will be lawful    Yes       No  

4. Internet search on visitor/speaker completed and attached   Yes No  

5. Conversation with speaker regarding the content of the speech, including an understanding 

that their presentation will be brought to an early end if the content proves unsuitable 

                        Yes  No  

6. Head Teacher’s permission for fundraising, if applicable    Yes  No  

7. Visiting Speaker Guidelines*  sent out to the speaker     Yes  No 

*these can be found in 7a safeguarding policy 5.3   

8. Permission from Head Teacher granted      Yes  No  

 

Organiser’s signature …………………………………………..  Date: ……………………………………………………….. 

 

Head Teacher’s signature: ……………………………………….   Date: …………………………………………………………. 

 
I agree to abide by the school’s equality commitments; that there will be no statements which might 
cause offence to others, or otherwise undermine tolerance of other faiths or beliefs; and there will be 
no extremist material. 

 

Guest Speaker’s signature:: ………………………………….. Date: ………………………………………………………… 
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7. Visiting Speaker Evaluation Form 
Please complete this form and hand to the DSL 

 

Speaker, subject, and date of visit: 

 

 

Organising teacher: 

 

 

Feedback from staff: 

 

 

 

 

 

 

Any contentious subject areas or comments: 

 

 

 

 

 

 

 

Would you book the speaker again in the future? Why or why not? 

 

 

 

 

 

 

 

Any other comments? 

 

 

 

 

Organiser signature and date: 

 



 

49 

 

Youth Produced Sexual Imagery (Sexting) 
 
Commonly referred to as “Sexting”. The term “Youth Produced Sexual Imagery” has been taken from  
the UKCCIS Guidance on  'Sexting in Schools and Colleges' (2016) and our policy has encompassed 
reference from these recommendations.  

This term has been used to avoid the confusion between sexual images being sent as opposed to 
writing and sharing explicit messages and focusses on images being sent. Written messages are dealt 
with separately but are still a concern and should be referred to the DSL who will investigate and 
determine further actions in line with the school’s safeguarding and e-safety policy. 

Much of the complexity in responding to youth produced sexual imagery is due to its legal status. 
Making, possessing and distributing any imagery of someone under 18 which is ‘indecent’ is illegal. 
This includes imagery of yourself if you are under 18. 

The relevant legislation is contained in the Protection of Children Act 1978 (England and Wales) as 
amended in the Sexual Offences Act 2003 (England and Wales). 

Specifically, it is an offence to possess, distribute, show and make indecent images of children.  The 
Sexual Offences Act 2003 (England and Wales) defines a child, for the purposes of indecent images, as 
anyone under the age of 18. 

This increase in the speed and ease of sharing imagery has brought concerns about young people 
producing and sharing sexual imagery of themselves. This can expose them to risks, particularly if the 
imagery is shared further, including embarrassment, bullying and increased vulnerability to sexual 
exploitation. Producing and sharing sexual images of under 18s is also illegal. 

Although the production of such imagery will likely take place outside of school and college, these 
issues often manifest in schools, colleges and organisations working with children and young people. 
Schools, colleges and other organisations need to be able to respond swiftly and confidently to ensure 
that children are safeguarded, supported and educated. 

This advice aims to support schools in developing procedures to respond to incidents involving youth 
produced sexual imagery. It also signposts sources of resources and support. 

These procedures should be part of a school’s safeguarding arrangements and all incidents of youth 
produced sexual imagery should be dealt with as safeguarding concerns. 
 

 

Crime recording 
 
Where the police are notified of incidents of youth produced sexual imagery they are obliged, under 
the Home Office Counting Rules and National Crime Recording Standards, to record the incident on 
their crime systems. The incident will be listed as a ‘crime’ and the young person involved will be listed 
as a ‘suspect.’  

This is not the same as having a criminal record. 

http://safeguardinginschools.us12.list-manage.com/track/click?u=efe032677d94ceba51dd39a7f&id=4c2729c87a&e=b82ca562ac
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Outcome 21 

As of January 2016 the Home Office launched a new outcome code (Outcome 21) to help formalise 
the discretion available to the police when handling crimes such as youth produced sexual imagery. 
Outcome 21 states: 

Further investigation, resulting from the crime report, which could provide evidence sufficient to 
support formal action being taken against the suspect is not in the public interest. This is a police 
decision.  

This means that even though a young person has broken the law and the police could provide 
evidence that they have done so, the police can record that they chose not to take further action as it 
was not in the public interest. 

Consequently, schools and colleges can be confident that the police have discretion to respond 
appropriately in cases of youth produced sexual imagery and to record incidents in a way which should 
not have a long term negative impact on young people. 

Initial response 

All incidents involving youth produced sexual imagery should be responded to in line with the school’s 
safeguarding and child protection policy.  

When an incident involving youth produced sexual imagery comes to a school or college’s attention:  
• The incident should be referred to the DSL as soon as possible  
• The DSL should hold an initial review meeting with appropriate school staff  
• There should be subsequent interviews with the young people involved (if appropriate)   
• Parents should be informed at an early stage and involved in the process unless there is good reason 
to believe that involving parents would put the young person at risk of harm  
• At any point in the process if there is a concern a young person has been harmed or is at risk of harm 
a referral should be made to children’s social care and/or the police immediately.  

Disclosure  
 
Disclosures about youth produced sexual imagery can happen in a variety of ways. The young person 
affected may inform a class teacher, the DSL in school, or any member of the school or college staff. 
They may report through an existing reporting structure, or a friend or parent may inform someone in 
school or college, or inform the police directly. 

All members of staff (including non teaching) are made aware of how to recognise and refer any 
disclosures of incidents involving youth produced sexual imagery.  

 

Initial Review Meeting 

The initial review meeting should consider the initial evidence and aim to establish:  
 
• Whether there is an immediate risk to a young person or young people  
• If a referral should be made to the police and/or children’s social care  
• If it is necessary to view the imagery in order to safeguard the young person – in most cases, imagery 
should not be viewed  
• What further information is required to decide on the best response  
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• Whether the imagery has been shared widely and via what services and/or platforms. This may be 
unknown.  
• Whether immediate action should be taken to delete or remove images from devices or online 
services  
• Any relevant facts about the young people involved which would influence risk assessment  
• If there is a need to contact another school, college, setting or individual  
• Whether to contact parents or carers of the pupils involved - in most cases parents should be 
involved   

An immediate referral to police and/or children’s social care should be made if at this initial stage: 
1. The incident involves an adult  
2. There is reason to believe that a young person has been coerced, blackmailed or groomed, or if 
there are concerns about their capacity to consent (for example owing to special educational needs)  
3. What you know about the imagery suggests the content depicts sexual acts which are unusual for 
the young person’s developmental stage, or are violent  
4. The imagery involves sexual acts and any pupil in the imagery is under 1317  
5. You have reason to believe a pupil or pupil is at immediate risk of harm owing to the sharing of the 
imagery, for example, the young person is presenting as suicidal or self-harming 

If none of the above apply then a school may decide to respond to the incident without involving the 
police or children’s social care (a school can choose to escalate the incident at any time if further 
information/concerns come to light).  

The decision to respond to the incident without involving the police or children’s social care would be 
made in cases when the DSL is confident that they have enough information to assess the risks to 
pupils involved and the risks can be managed within the school’s pastoral support and disciplinary 
framework and if appropriate local network of support such as the Brent LSCB.  

The decision should be made by the DSL with input from the Headteacher and input from other 
members of staff if appropriate. The decision should be recorded in line with school policy. 

The decision should be in line with the school’s child protection procedures and should be based on 
consideration of the best interests of the young people involved. This should take into account 
proportionality as well as the welfare and protection of the young people. The decision should be 
reviewed throughout the process of responding to the incident. 

If a young person has shared imagery consensually, such as when in a romantic relationship, or as a 
joke, and there is no intended malice, it is usually appropriate for the school to manage the incident 
directly. In contrast any incidents with aggravating factors, for example, a young person sharing 
someone else’s imagery without consent and with malicious intent, should generally be referred to 
police and/or children’s social care. 

If you have any doubts about whether to involve other agencies, you should make a referral to the 
police.  

 

Assessing the risks  
 
The circumstances of incidents can vary widely. If at the initial review stage a decision has been made 
not to refer to police and/or children’s social care, the DSL should conduct a further review (including 
an interview with the young people involved) to establish the facts and assess the risks.  
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When assessing the risks the following should be considered: 
 
 • Why was the imagery shared? Was the young person coerced or put under pressure to produce the 
imagery?  
• Who has shared the imagery? Where has the imagery been shared? Was it shared and received with 
the knowledge of the pupil in the imagery?  
• Are there any adults involved in the sharing of imagery?  
• What is the impact on the pupils involved?  
• Do the pupils involved have additional vulnerabilities? 
• Does the young person understand consent?  
• Has the young person taken part in this kind of activity before?   

DSLs should always use their professional judgement in conjunction with their colleagues to assess 
incidents.  

Informing parents (or carers)  
 
Parents (or carers) should be informed and involved in the process at an early stage unless informing 
the parent will put the young person at risk of harm. Any decision not to inform the parents would 
generally be made in conjunction with other services such as children’s social care and/or the police, 
who would take the lead in deciding when the parents should be informed.   

DSLs may work with the young people involved to decide on the best approach for informing parents. 
In some cases DSLs may work to support the young people to inform their parents themselves.  

Reporting incidents to the police 
  
If it is necessary to refer to the police, contact should be made through existing arrangements. This 
may be through a safer school’s officer, a PCSO (Police Community Security Officer), local 
neighbourhood police or by dialling 101.   

Once a report is made to the police, the report has to be recorded and the police will conduct an 
investigation. This may include seizure of devices and interviews with the young people involved. 

Securing and handing over devices to the police  
 
If any devices need to be seized and passed onto the police then the device(s) should be confiscated18 
and the police should be called. The device should be turned off and placed under lock and key until 
the police are able to come and retrieve it. 

Searching devices, viewing and deleting imagery  
 
Viewing the imagery  

Adults should not view youth produced sexual imagery unless there is good and clear reason to do so. 
Wherever possible responses to incidents should be based on what DSLs have been told about the 
content of the imagery. 

If it is necessary to view the imagery then the DSL should:  
• Never copy, print or share the imagery; this is illegal.  
• Discuss the decision with the Headteacher.  
• Ensure viewing is undertaken by the DSL or another member of the safeguarding team with 
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delegated authority from the Headteacher.  
• Ensure viewing takes place with another member of staff present in the room, ideally the 
Headteacher or a member of the senior leadership team. This staff member does not need to view the 
images.  
• Wherever possible ensure viewing takes place on school or college premises, ideally in the 
Headteacher or a member of the senior leadership team’s office.  
• Ensure wherever possible that images are viewed by a staff member of the same sex as the young 
person in the imagery.  
• Record the viewing of the imagery in the school’s safeguarding records including who was present, 
why the image was viewed and any subsequent actions. Ensure this is signed and dated and meets the 
wider standards set out by Ofsted for recording safeguarding incidents. 

Deletion of images  

If the school has decided that other agencies do not need to be involved, then consideration should be 
given to deleting imagery from devices and online services to limit any further sharing of the imagery.  

The Searching, Screening and Confiscation advice highlights that schools have the power to search 
pupils for devices, search data on devices and delete youth produced sexual imagery. 

Interviewing and talking to the young person/people involved  

Once a school has assessed a young person as not at immediate risk, it may be necessary to have a 
conversation with them and decide the best course of action.  If possible, the DSL should carry out this 
this conversation. However, if the young person feels more comfortable talking to a different teacher, 
this should be facilitated where possible. 

Recording incidents  

All incidents relating to youth produced sexual imagery need to be recorded in school or college. This 
includes incidents that have been referred to external agencies and those that have not. 

How we teach young people about youth produced sexual imagery? 

Our PSHCE and ICT Curriculum together with events such as Safer Internet Days teach children the 
importance of information and image sharing. A summary of curriculum plans for both prep and senior 
school cover the risks associated and information on how to report concerns. 

Further information and guidance is available from the UKCCIS Guidance on  'Sexting in Schools and 
Colleges' (2016). 

 

 

 

 

 

 

 

 

http://safeguardinginschools.us12.list-manage.com/track/click?u=efe032677d94ceba51dd39a7f&id=4c2729c87a&e=b82ca562ac
http://safeguardinginschools.us12.list-manage.com/track/click?u=efe032677d94ceba51dd39a7f&id=4c2729c87a&e=b82ca562ac
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Trafficking 
 

Recent media attention has been placed on the need to identify children who may have been 
Trafficked. The following guidance has been given following the publication of Safeguarding children 
who may have been trafficked – Practical Guidance (DfE). 

Possible indicators that a child may have been trafficked are highlighted below: 

• possesses money and goods not accounted for;  

 • is malnourished;  

 • is unable to confirm the name and address of the person meeting them on arrival;  

 • has had their journey or visa arranged by someone other than themselves or their family;  

 • is accompanied by an adult who insists on remaining with the child at all times;  

 • is withdrawn and refuses to talk or appears afraid to talk to a person in authority;  

 • has a prepared story very similar to those that other children have given;  

 • exhibits self-assurance, maturity and self-confidence not expected to be seen in a child of such an 
age;  

 • does not appear to have money but does have a mobile phone; and/or  

 • is unable, or reluctant to give details of accommodation or other personal details.   

  
Reasons to suspect an adult may be involved in trafficking include: 

• has previously made multiple visa applications for other children and/or has acted as the guarantor 
for other children’s visa applications; and/or  

 • is known to have acted as the guarantor on the visa applications for other visitors who have not 
returned to their countries of origin on the expiry of those visas.   Whilst resident in the UK (in addition 
to those listed above)  

 
Additional indicators for the child  

  • receives unexplained/unidentified phone calls whilst in placement/temporary accommodation; 

  • shows signs of physical or sexual abuse, and/or has contracted a sexually transmitted infection or 
has an unwanted pregnancy;  

 • has a history with missing links and unexplained moves; 

  • has gone missing from local authority care; 

  • is required to earn a minimum amount of money every day;  

 • works in various locations;  

 • has limited freedom of movement;  

 • appears to be missing for periods;  

 • is known to beg for money;  
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 • performs excessive housework chores and rarely leaves the residence;  

 • is being cared for by adult/s who are not their parents and the quality of the relationship between 
the child and their adult carers is not good;  

 • is one among a number of unrelated children found at one address; 

  • has not been registered with or attended a GP practice;  

 • has not been enrolled in school; 

  • has to pay off an exorbitant debt, e.g. for travel costs, before having control over own earnings;   

• is permanently deprived of a large part of their earnings by another person; and/or  

 • is excessively afraid of being deported.   

  

The indicators above should not be read as a definitive list and practitioners should be aware of any 
other unusual factors that may suggest a child might have been trafficked. They are intended as a 
guide, which should be included in a wider assessment of the young person’s circumstances.   

 It is also important to note that trafficked children might not show obvious signs of distress or abuse 
and this makes it difficult to identify children who may have been trafficked. Some children are 
unaware that they have been trafficked, while others may actively participate in concealing that they 
have been trafficked.   

Referral of Trafficked Child 

Concerns by a Staff member should be made to the Designated Safeguarding Lead who in turn 
determines contact with the Local Safeguarding Board (eg Brent Family Front Door) with concerns 
about whether a child may have been trafficked, the local authority should decide on a course of 
action within 24 hours. In these circumstances prompt decisions may be required and Child Protection 
procedures to immediately protect the child from harm.  

 

Useful Contacts for additional advice 

NSPCC Child Trafficking Advice and Information Line (CTAIL)  

The NSPCC Child Trafficking Advice and Information Line25 provides advice and information to 
professionals across the UK in statutory and non-statutory services. They work together with other 
professionals, giving social work and police advice where there are concerns that a child may have 
been trafficked. CTAIL offer professionals free awareness-raising presentations, one-off advice on the 
telephone, or can open a case and provide ongoing support in the form of consultation. They make 
referrals to other agencies, attend meetings and depending on the circumstances of the case, the 
practitioners complete trafficking assessment reports as directed by solicitors or other professionals. 
The practitioners also offer direct work for foster carers caring for trafficked children and have a large 
young people’s participation group who work with CTAIL in providing knowledge and insight into child 
trafficking. Recently CTAIL became a NRM First Responder and can refer children directly into the 
mechanism. 

A referral can be made to CTAIL by: Contacting their free phone number: 0800 107 7057 or emailing 
the team: CTAIL@nspcc.org.uk 


