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1

POLICY LEADS AND IMPORTANT CONTACTS WHEN CONCERNED ABOUT A CHILD

•

The Designated Safeguarding Lead is Miss Sarah Tow (DSL) who is the Deputy Head
(Behaviour & Pastoral) and Mrs Lynn Young (Head of Kindergarten) for EYFS.Miss Tow
and Mrs Young are part of the Leadership and Management Team (LMT) and their role
is to:
1. Maintain an overview of Safeguarding within the School
2. Open channels of communication with local statutory agencies
3. Monitor and continually improve the effectiveness of policies and procedures in
practice

•

Sarah Tow can be contacted at s.tow@stedwards.co.uk or Tel: (01242) 388550

•

Lynn Young can be contacted at l.young@stedwards.co.uk or Tel: (01242) 388028

•

The Deputy Designated Safeguarding Leads are Mrs Kate France (Head of Pre-Prep)
and Mrs Hayley Ide (Kindergarten Assistant Manager)

•

Kate France can be contacted at k.france@stedwards.co.uk or Tel: (01242) 388039 and
Hayley Ide can be contacted on h.ide@stedwards.co.uk or Tel: (01242) 388028

•

The Headmaster is Mr Paul Fathers who can be contacted at
headmaster@stedwards.co.uk/p.fathers@stedwards.co.uk or Tel: (01242) 388037

•

2

•

3

•

The GSCE’s helpdesk number (Front Door) is (01452) 426565

•

For EYFS contact can be made with OFSTED on 0300 123 3155 www.ofsted.gov.uk

•

DfE dedicated telephone helpline and mailbox for non-emergency advice for staff and

The nominated Safeguarding Trustee is Mrs Jane Jones who can be contacted at
j.jones@stedwards.co.uk or through the Clerk to the Trustees on (01242) 388031
The Local Authority Designated Officer (LADO) is Nigel Hatten who can be contacted at
(01452) 426994.The full local procedures of Gloucestershire Safeguarding Children
Executive (GSCE) are located through (www.gscb.org.uk)
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Trustees: 02073407264 and counter-extremism@education.gsi.gov.uk
•

For Childline call 0800 1111 www.childline.org.uk

LEGISLATION, GUIDANCE AND RATIONALE
This policy has been developed in accordance with the principles established by the Children Act
1989 and 2004, the Education and Training (Welfare of Children) Act 2021, and Working
Together to Safeguard Children – Early Help (July 2019) (WT). WT refers to the non-statutory
advice: Information sharing (March 2015). This policy reflects the DFE statutory requirements
within Keeping Children Safe in Education (KCSIE September 2021). This policy regards the
Prevent Duty Guidance: for England and Wales (March 2015). We are committed to the principles
that lie behind this legislation that are articulated in the ‘Every Child Matters’ initiative and we aim
to achieve best practice in all areas of child protection. This policy also shows our commitment
to support the statutory guidance from the Department for Education on the application of the
Childcare (Disqualification) Regulations 2009 and related obligations under the Childcare Act
2006 in schools and The Prevent Duty (2015),
As a school we must have regard to it when carrying out our duties to safeguard and promote
the welfare of children under section 175, of the Education Act 2002, paragraph 7(a and b)
(Independent School Standards) Regulations 2015.
In addition to the relevant legislation above, the policy follows the local procedures of
Gloucestershire Safeguarding Children Executive (GSCE) (www.gscb.org.uk) and
Gloucestershire
Safeguarding
Children
Partnership
(GSCP)
https://www.gloucestershire.gov.uk/gscp/ and Working Together – Gloucestershire’s multiagency arrangements to safeguard children (April 2019).
‘Working Together- Gloucestershire’s multi-agency arrangements to safeguard children (April
2019) represents a significant milestone in the development of collective arrangements to
safeguard children and young people in Gloucestershire. It places a ‘shared and equal duty’
on;
•

NHS Gloucestershire Clinical Commissioning Group,

•

Gloucestershire Constabulary and

•

Gloucestershire County Council (LA & School’s involvement)

where, in the past, the local authority was the sole accountable body for local arrangements.

The Board of Trustees approve this policy on an annual basis. The DSL and Trustee DSL review
the policy every term during their Safeguarding Compliance Meeting. This policy demonstrates
the School’s commitment and compliance with safeguarding legislation and the Trustees
arrangements for ensuring the policy is fully implemented in practice.

PURPOSE
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The purpose of the policy is to ensure that safeguarding is everyone’s responsibility.
•
•

Promoting the welfare of the child is paramount
All children regardless of age, gender, ability, culture, race, language, religion or sexual
identity have equal rights to protection
Everyone who works with children has a responsibility to keep them safe (Working
Together, July 2019)
All staff have an equal responsibility to act on suspicion or disclosure that may suggest a
child is at risk of harm, any professional with concerns about a child’s welfare must make
a referral to the Gloucestershire Safeguarding Children Executive (GSCE)
(www.gscb.org.uk) and professionals must follow up their concerns if they are not
satisfied with the response by using GSCE’s Escalation Policy (Working Together, July
2019)
Pupils and staff involved in Safeguarding issues receive appropriate support, updates and
training outlined in KCSIE September 2021
Staff adhere to the School’s Staff Code of Conduct and understand what to do if a child
discloses any allegations against teaching staff, the Head or any member of the Board of
Trustees.
To develop and promote effective working relationships with other agencies, especially
the police and social care.

•
•

•
•

•

To ensure all staff have been recruited safely and a single central record is kept, and
that satisfactory Disclosure and Barring Service (DBS) checks are made in accordance with the
latest guidance.
We have a safe school with confident staff, confident parent/carers and confident pupils
who know how to recognise and report safeguarding concerns.
We will ensure that:
• All Trustees understand and fulfil their responsibilities and discharge KCSIE
(September 2021) requirements ensuring that mechanisms are in place to assist staff to
understand and discharge their role and responsibilities as set out in Part 1 of this
guidance.
•

The School is compliant with Part 2: The Management of Safeguarding KCSIE
September 2021, by ensuring the specific safeguarding duties for a governing body are
implemented.

•

The Board of Trustees has a system in place for all staff to have read at least Part 1
and Annex A (condensed version) and Annex B (detailed specific forms of abuse) of
the KCSIE September 2021 statutory guidance and this is included in all staff
induction and whole school training.

The procedures contained in this policy apply to all staff, volunteers, sessional workers,
agency staff, contractors or anyone working on behalf of St Edward’s Preparatory School.
We f u l l y e m b r a c e t h e K C S I E q u o t a t i o n
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“It c o u l d h a p p e n h e r e ” a n d “ thinking t h e unthinkable”

AWARENESS RAISING
4Opportunities

exist in PSHE, in Sex and Relationship Education and Health
Education, in Computing (and other areas of the curriculum if appropriate), in
assemblies, in the houses and in form groups for pupils to develop an
understanding of what constitutes acceptable or unacceptable behaviour on the
part of others and to develop their own self-confidence and assertiveness. Staff
take opportunities to outline guidance to pupils at all times to keep them
safeguarded. It is part of the culture of our School to teach pupils about risk and
how to keep themselves safe at all times.
Online Safety
Abuse can take place wholly online, or technology may be used to facilitate offline abuse.
Children are taught from an early age about online safety and how to keep themselves safe
during their Computing lessons. At the start of every academic year, the children also complete
an Acceptable User Document both in School and at Home with their parents which gives
emphasis to ways of keeping safe online and outlines the potential dangers. Examples of
resources used are www.saferinternet.org.uk, www.disrespectnobody.co.uk and
www.thinkuknow.co.uk. We also have specialists to provide annual training to pupils, staff and
parents on advice of how to adjust behaviours in order to reduce risks, including the safe use of
electronic equipment and the internet (see the School’s IT and eSafety Policies for further
information). Staff working closely with children are also advised to read Annex D of KCSIE
(September 2021) for more website links and information associated with online learning and
advice.
The School has taken out membership for staff, pupils and parents with National Online Safety
‘At National Online Safety, it is our mission to make the internet a safer place for children.
We will achieve this through equipping school staff, parents and children with the knowledge they
need to understand online dangers and how best to react should an incident arise.’ (NOS Mission
statement)
Staff have carried out accredited online safety training and this is being rolled out annually or as
and when there are updates. Pupils has accessed to the reaching resources during their lessons
and a vast array online information/support is being sent home to our parents.
Appropriate filters and monitoring systems are in place at the School (see IT Policy for more
details), however, we are careful not to “over block” these restrictions with regards to online
teaching and safeguarding.

4

PAGE 6 of 43
REVIEW DATE: AUTUMN 2022

St Edward’s Preparatory School

Safeguarding Policy

Looked after Children (LAC)
Any Looked After Child at the School must be treated the same and staff must have the skills,
knowledge and understanding necessary to keep them safe. The DSL must receive all the
necessary documentation and details of the child’s social worker and the name of the virtual
school head in the authority that looks after the child.
Children with Special Educational Needs and Disabilities
Children with special educational needs (SEN) and disabilities can face additional safeguarding
challenges. As a School, we are aware that additional barriers can exist when recognising abuse
and neglect in this group of children and these must be highlighted in any relevant policies.
This can include:
• assumptions that indicators of possible abuse such as behaviour, mood and injury relate to the
child’s disability without further exploration;
• children with SEN and disabilities can be disproportionally impacted by things like bullyingwithout outwardly showing any signs; and
• communication barriers and difficulties in overcoming these barriers.
The DSL and SENCOs work closely to ensure that the above factors are taken into account when
discussing or dealing with possible safeguarding concerns. Refer to the School’s SEND Policy
for further information.
Parents and pupils are informed about the School’s Safeguarding Policy and about
sources of help and advice in St Edward’s Preparatory School, including the School’s
Pastoral Suite, Well-being Nurse as well as Social Services and relevant Early Help, Counselling
Services, Private Counselling Services and agencies such as ChildLine and the NSPCC.
This policy is published in the Parents’ Handbook and is available on the external website.
St Edward’s Preparatory School establishes open and professional communication with
parents in which the safety and wellbeing of all pupils is a clear priority.

STAFF RECRUITMENT, EMPLOYMENT AND TRAINING
We believe that the first step to safeguarding all pupils is to appoint staff who share our
commitment to their welfare and to screen out unsuitable applicants through rigorous recruitment
procedures, in line with the Independent Schools’ Inspectorate Regulatory Requirements. We
also have regard to current expert advice (e.g., TRA Teaching Regulation Agency) on advertising,
scrutiny of applications, interviewing, references, personal documentation, DBS checks, etc. The
Head, Trustees, members of the LMT and other key staff involved in employing staff are trained
in these procedures. All staff provide a read receipt that they have read and understood at least
Part 1 and Annex A of KCSIE (September 2021). Teaching staff and staff working directly with
children are also provided with the new Annex A of the KCSIE September 2021 which is designed
to elicit key information for those staff who need more detailed safeguarding guidance on areas
such as; Child Sexual Exploitation (CSE) and Child Missing from School and Education (CMSE).
We take additional steps to check that staff with English as an Additional Language understand
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the key information.
The DSL receives updated child protection training at least every two years but also receives
annual updates from GSCE training and GSCP Alerts and all staff are formally trained in child
protection every three years but also receive regular updates in line with advice from GSCE, DSL
training or updated legislation. All staff, including peripatetic staff, supply staff and cleaning staff,
receive induction training from either the DSL or Head that includes:
-The School’s Child Protection (Safeguarding) Policy and GSCE online Safeguarding training
- Channel Online Prevent training
- FGM Training
-The Staff Code of Conduct
-The Whistleblowing Policy
-The School’s Behaviour Policy
-Children Missing in School and Education Policy (CMSE)
-Meeting the DSL and Deputy DSLs
-Providing a Read Receipt that they have read and understood at least Part 1 and Annex A of
KCSIE (September 2021) (see Annex 5 staff induction checklist)
A s a n o n g o i n g m e as u r e S t af f a r e mentored, and regular opportunities are provided to
discuss issues and concerns and to offer advice and support in order to provide them with the
necessary skills and knowledge to safeguard children effectively.
The DSL will remind staff at the beginning of each Autumn Term of their role to provide a safe
environment in which all children can learn and draw attention to the Staff Code of Conduct.
Through updates and meetings, all staff are also made aware of the Early Help process, and
understand their role in it. This includes identifying emerging problems, liaising with the
designated safeguarding lead, sharing information with other professionals to support early
identification and assessment and, in some cases, acting as the lead professional in undertaking
an Early Help assessment.
If Early Help or other support is appropriate, the case must be kept under constant review and
consideration given to a referral to children’s social care if the child’s situation does not appear
to be improving.
Staff have a duty to inform the Head if any new information emerges that relates to
‘Disqualification by Association’ under the Childcare (Disqualification) Regulations 2009 and
related obligations under the Childcare Act 2006 in schools. Refresher training will also be
provided on a three- yearly basis or more frequently if required by GSCE. The DSL and
Deputy DSLs will attend suitable training in child protection including DSL Forums and interagency working not longer than every two years. The DSL and members of LMT (Leadership and
Management Team) must have suitable Prevent awareness training.
All staff have completed online Channel Prevent training which gives them knowledge and
confidence to identify children at risk of being drawn into terrorism and to challenge extremist
ideas and to know how to refer children for further help.
The Headmaster and nominated trustees will also undergo appropriate child protection training
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and updates; this will involve refresher training every two years.
Staff are encouraged to pay attention to safeguarding issues in all areas of St Edward’s
Preparatory School life for instance (but by no means exclusively) risk assessments for trips
and planning of staff accommodation on residential trips/external events.
All staff in St Edward’s Preparatory School are internally trained in child protection, whether they
are teaching or non-teaching, part-time or full-time, including peripatetic music or specialist oneto-one teachers privately engaged by Parents. Temporary staff or volunteers are also inducted
on commencement and trained, and are always made aware of the policies and procedures
concerning safeguarding and child protection which includes spotting signs of radicalisation. We
seek assurances from third party providers that they have carried out DBS and safer recruitment
checks. The Bursar and DSL keep records of undertakings of such training. Staff also sign as
‘read and understood’ any updates to the safeguarding policy which is also kept on file by the
DSL.
All visitors to School must be signed in and wear a visitors’ badge attached to a school lanyard.
Visitors are signed into the Reception. The School, where appropriate, may insist that employees
of other organisations visiting or working on the School site have had a DBS check.
Any visitors will be Risk Assessed regarding potential radicalisation before they are allowed to
talk/work with the pupils. This will be the responsibility of the member of staff who has
booked/invited the visitor (see the School’s Visitors’ Procedures).
Any workmen/women who are on the site during the school day in term time must be
accompanied by a member of staff at all times (see the School’s Visitor’s Procedures for more
information).
Any concerns about a member of staff’s behaviour towards a pupil or pupils will be dealt with
under the St Edward’s Preparatory School Staff Disciplinary Procedure, having particular regard
to expert advice on child protection issues involving staff and to the legal obligation to report any
possible offences.
PROCEDURES
Our School procedures for safeguarding children are in line with Gloucestershire’s
Safeguarding Children Executive (GSCE), Working Together – Gloucestershire’s multi-agency
arrangements to safeguard children (April 2019), “Working Together to Safeguard Children –
Early Help” (July 2019), “Keeping Children Safe in Education” (September 2021) and Prevent
Duty (2015).
We ensure that:
1. There is a designated member of Trustees who takes responsibility for independent
scrutiny and challenge of the school’s safeguarding policies and practice. This is
currently Mrs Jane Jones, who can be contacted via the Clerk to the Trustees: on
01242 388031. The nominated Trustee responsible for safeguarding/child protection
will meet termly to discuss any Child Protection issues with the DSL and reports to
meetings of Trustees, reviewing this policy fully for approval once a year.
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2. The Trustees undertake an annual review and compliance check of St Edward’s
Preparatory School policies and procedures relating to safeguarding and child
protection, and of the efficiency with which the related duties have been discharged.
3. Termly meeting between DSL and Safeguarding Trustee.
4. In addition to this independent scrutiny, the school’s Leadership & Management Team
regularly review whether policy and practice in safeguarding are effective and compliant
with current legislation by having compliance with regulations as a standing item on
every weekly LMT meeting.
5. The LMT also have ‘safeguarding concerns’ as a standing item on all LMT meetings. All
staff have read Part One of the statutory guidance from t h e Department for Education:
Keeping Children Safe in Education (September 2021): information for all school staff.
All members of the leadership and management team are aware of their responsibility
to act as role models for staff and pupils in all areas of St Edward’s Preparatory
School life but particularly about safeguarding.
6. The designated person responsible for child protection matters is Miss Sarah Tow
(Deputy Head). She has appropriate training in child protection issues; all concerns
must be passed to her in the first instance. In her absence, suspected cases of abuse
must be passed to the Deputy DSLs who also have appropriate training. However, staff
are aware that anyone can make a referral to social care and staff training emphasises
the importance of children receiving the right help at the right time to address risks and
prevent issues escalating.
7. All permanent and temporary members of staff (both full and part time) and
designated Trustees have received detailed instructions in how to respond to a pupil
who discloses abuse, and the procedure to be followed in appropriately sharing a
concern of possible abuse or a disclosure of abuse. In particular all staff, Trustees and
volunteers will be told: (i) the signs of possible abuse (II) that confidentiality cannot be
promised to a pupil giving evidence (III) the need to avoid asking leading questions
(IV) guidance to ensure that their behaviour and actions do not place themselves at
risk of harm or of allegations of harm to a pupil (for example, in one-to-one tuition,
sports coaching, conveying a pupil by car, engaging in inappropriate electronic
communication with a pupil).
8. All parents/carers are made aware of the school’s responsibilities in regard to child
protection procedures through publication of the school’s Safeguarding Policy on the
school website. A paper copy will be sent on request.
9. We are aware that it is a criminal offence to allow a person barred from working
with children to work at St Edward’s Preparatory School. Our Safer Recruitment Policy
sets out our procedures for carrying out checks on staff suitability, including DBS
checks as recommended by the Local Authority and Independent Schools Standards
Regulations, the DFE’s ‘Keeping Children Safe in Education’ guidance, and in
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accordance with current legislation.
10. All staff are informed that all records are to be kept indefinitely. All records and personal
files of staff who have left the school will be kept indefinitely. If the School is contacted
by a former pupil with allegations about non-recent abuse, they must be referred to the
Truth Project arm of the Independent Inquiry into Child Sexual Abuse for all cases of
CSE, and the LADO must be informed about any historical safeguarding concerns.
11. The name, photo and contact details of the Designated Safeguarding Leads are
clearly shown in the staff rooms, and high visibility areas in St Edward’s Preparatory
School
12. The high importance of safeguarding and child protection requires immediate attention
to be given to any deficiencies or weaknesses identified in our school procedures. We
will always upgrade these or remedy them without delay. Our procedures will be
reviewed and updated annually as part of School Evaluation Week (Annual School
Wide Self-Evaluation process)
13. The Headmaster must be made aware of all allegations against members of staff when
they are reported including if the person suspected of abuse is the “designated person”
(i.e. the DSL); If the person suspected of abuse is the Headmaster, the Chair of St
Edward’s Preparatory School Trustees must be informed. In either case, the person
suspected of abuse would NOT be notified that suspected abuse had been reported.
14. The safety of the child is paramount, and if a member of staff were ever to feel that
their reported concerns had not been taken sufficiently seriously, the must contact
Social Care directly. In line with the St Edward’s Preparatory School policy on
whistleblowing, any member of staff taking such action would not be penalised.
15. St Edward’s Preparatory School obtains assurance that child protection checks, and
procedures apply to any staff employed by another organisation and working with the
school’s pupils on another site. The Local Safeguarding Children Executive (GSCE)
establishes the procedures to be followed if concerns are raised about a child; St
Edward’s Preparatory School will follow these procedures. We will work closely with
Social Care and the Police as required, for example by attending case conferences,
and will keep appropriate, confidential and secure records of any concerns, even if a
referral is not necessary. If a pupil on the Child Protection Register is absent for more
than two days or leaves the school, his/her social worker will be informed by the DSL. If
any pupil under the age for compulsory school attendance (Kindergarten) leaves St
Edward’s Preparatory School, this will be reported to the relevant local authority, along
with his/her destination if known.
16. Staff will be informed about individual Child Protection issues on a need-to- know
basis. We will endeavour to achieve the best balance between the desire for
confidentiality on the part of the child and the need to give members of staff sufficient
information for them to fulfil their role responsibly.
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17. Every effort will be made to support any children who are known to have experienced
abuse of any kind. In everyday school life, we will seek to provide a stable, secure and
consistent environment and to create opportunities to build a sense of self-worth; we will
also find external professional help if appropriate. We recognise that children who have
suffered abuse may display challenging or withdrawn behaviour. While making it clear
that some behaviour is unacceptable, we will also ensure that the pupil knows he or she
is valued and not blamed for any abuse that has occurred.
EYFS
The safety and well- being of all our pupils at St Edward’s Preparatory School, from the Early
Years Foundation Stage through to Year 6, is our highest priority. Details of all those entitled
to collect children from the EYFS setting are kept on record and children will only be released to
those on file. If parents or designated persons are unable to collect a child for any reason, the
individual arranged to collect the child is given a password that must be repeated before the
child is released. The Designated Safeguarding Lead and Deputy Designated Safeguarding
Leads liaise with the local statutory agencies: Gloucestershire Safeguarding Children Executive
(GSCE).

•

They both ensure that staff in the EYFS, are aware that their mobile digital devices
are to be kept in the EYFS offices and are not to be used except for when the
member of staff is on a break.

•

No photographs are to be taken using staff personal cameras or personal mobile
devices. More details on this can be found in the School’s E-Safety Policy.

•

They inform Ofsted as soon as reasonably practicable, but at least within 14 days, of
any allegations of serious harm or abuse by any person living, working, or looking after
children at St Edward’s Preparatory School (whether the allegation relates to harm or
abuse committed on the premises or elsewhere), or any other abuse which is alleged
to have taken place on the premises, and of the action taken in respect of these
allegations. (Ofsted: Telephone 0300 123 1231)
RESPONSIBILITIES OF ALL STAFF

We understand that our responsibility to safeguard children requires that we all appropriately
share any concerns that we may have about children. In this regard, every member of staff
shares this responsibility collectively and that anyone can report a concern.
Any staff member who has a concern about a child’s welfare must follow the referral processes
set out in this policy, on the School’s VLE (Virtual Learning Environment) or available on the
designated Safeguarding Boards around School. Staff may be required to support social
workers and other agencies following any referral.
All school staff are prepared to identify children who may benefit from Early Help, help to
complete any assessment details and liaise with multi- agencies. In the first instance staff must
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discuss Early Help requirements with the DSL.
RESPONSIBILITIES OF THE DSL
1.

Referring a child, if there are concerns about a child’s welfare, possible abuse or neglect
to Children’s Social Care ( F r o n t D o o r ) as soon as is reasonably practical (within 24
hours). This may take place without informing parents/guardians where appropriate.

2.

Referring all cases of suspected abuse to the LADO, Nigel Hatten, for child protection
concerns.
Promptly reporting to the DBS any person (whether employed, volunteer, supply,
contracted or student) whose services are no longer used for regulated activity because
they pose a risk of harm to children.

3.

Ensuring that all records are kept confidentially, securely and separate from pupil records.

4.

Acting as a focal point for staff concerns and liaising with other agencies and
professionals including acting 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.

5.

Ensuring that either they or another appropriately informed member of staff attends case
conferences, family support meetings, core groups, or other multi-agency planning
meetings, contributes to the Framework for Assessments process or Early Help
Assessment and provides a report which has been shared with parents.

6.

Ensuring that any absence of two days, without satisfactory explanation, of a pupil currently
on the Child Protection Register, is referred to their Education Welfare Officer and/or
Social Worker.

7.

Liaising with appropriate agencies especially ongoing enquiries under Section 47 of the
Children Act 1989 and Police investigations

8.

Ensuring that all school staff are aware of the School’s Safeguarding Policy and
Procedures and know how to recognise and refer any concerns.

9.

Ensuring there is availability for staff to discuss safeguarding concerns during school hours
and that there are adequate and appropriate cover arrangements in place for any out of
hours/term activities which are known to all staff. Relevant contact numbers of DSLs, The
Head and The Chair of Trustees are posted on the School’s VLE for holiday/out of hour’s
concerns. These same numbers are also included in any Risk Assessment Pack complied
for school trips.

10.

If Early Help is appropriate, support the staff member in liaising with other agencies and
setting up an inter-agency assessment as appropriate.

11.

Ensuring that both the perpetrator, the victim and any other child involved with Peer-onPeer abuse will are supported accordingly.

12.

Ensuring that the Safeguarding Policy is reviewed annually, and the procedures and
implementation are updated and regularly reviewed, and work with the governing body
regarding this.
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13.

Ensuring that 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.

14.

Ensuring that the school links with the G l o u c e s t e r s h i r e S a f e g u a r d i n g
C h i l d r e n ’ s E x e c u t i v e ( GSCE) to make sure staff are aware of training
opportunities and the latest local policies on safeguarding.

15.

Supporting the on-line GSCE Safeguarding training for all new staff, supply staff,
volunteers and peripatetic staff.

16.

Ensuring that when children leave the school that their child protection file is copied for any
new school as soon as possible but transferred separately and securely from the main pupil
file.

17.

Taking responsibility, along with other members of the Leadership and Management
Team, for the Child Missing in School and Education Policy (CMSE) which deals with
children going missing from St Edward’s Preparatory School or leave without notice.

18.

The Designated Safeguarding Lead will usually decide whether to make a referral to
Children’s Social Care, 5but any member of staff can refer their concerns directly to
social care but staff that do so are also asked to pass on their concerns to the DSL.

19.

The designated safeguarding member of Trustees gives an annual update to Trustees. In
addition, each term, the DSL will report any current child protection issues to the
designated safeguarding member of Trustees. The designated safeguarding member of
Trustees carries out a safeguarding compliance check every term (this includes
discussions with pupils and staff as well as updates and checks with the DSL)

20.

To be the SPOC (Single Point Of Contact) in the case of a Prevent concern relating to
radicalisation or potential involvement in terrorism.

21.

To inform the local Prevent Lead (LADO: Nigel Hatten at GSCE) of any concerns relating
to radicalisation or extremism. (Or call 101 if Prevent Lead is not available).

22.

To refer any terrorism concerns to the CHANNEL programme via the Police on 101.
(LADO, Nigel Hatten at GSCE must also be informed).

23.

The DSL keeps up to date with knowledge to enable her to fulfil her role, including
attending relevant training, at least every two years, provided by the Gloucestershire’s
Safeguarding Children Executive, the Safeguarding in Education Team or a similar
provider as well as recieiving and disseminating regular (at least every year) safeguarding
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updates.
24.

The DSL carries out all staff inductions which include awareness of systems within the
School which support safeguarding. The new member of staff is given copies of the
School’s Safeguarding Policy, Behaviour Policy, Children Missing in Education (CMSE)
Policy, Acceptable User Policy (AUP), eSafety Policy, the role of the DSL, The School’s
Staff Code of Conduct and a copy of at least Part 1 and Annex A and B of the latest KCSIE
(September 2021). See Annex 5 for staff induction checklist.

25.

The DSL is responsible for online safety within the School and liaises with the IT and
eSafety Coordinator on online matters. The eSafety Coordinator creates an eSafety Log
and reports any online concerns to the DSL immediately and to the Health and Safety
Committee on a termly basis.

We recognise that children cannot be expected to raise concerns in an environment where
members of staff fail to do so. All staff must be aware of their duty to raise concerns about the
attitude or actions of colleagues. Any staff member can refer their concerns to Front Door for
Children’s Services directly. Our child protection training gives advice on how our staff can establish
a safe working environment for children, hence reducing the risk of staff being falsely accused of
unprofessional conduct, which may have a bearing on child protection. We are also aware of the
differentiation between safeguarding children who have suffered or are likely to suffer significant
harm and those who are in need of additional support from one or more agencies. The former must
be reported to Children’s Social Care immediately; the latter must lead to inter-agency assessment
using local processes, including use of the “Common Assessment Framework (CAF)” and “Team
around the Child” (TAC) approaches. Although decisions to seek support for a child in need would
normally be taken in consultation with parents and pupils, their consent is NOT required for a
referral when there are reasonable grounds to believe that a child is at risk of significant harm.

MANAGING RISKS OF SELF-HARM
Safeguarding children may mean protecting them from self-inflicted harm. A pupil who self-harms
may not be at serious risk but will still need support. However, it is important that those caring for
the pupil be aware of dark thoughts, depression, anxiety and any self-harm or suicidal thoughts,
in order to provide proper support, monitoring and protection. Accordingly, any member of staff
who becomes aware that a pupil is harming h i m / herself or is thinking of doing so m u s t
inform the DSLs. They will then determine what, if any, further action must be taken.
MISSING CHILD PROCEDURES
A pupil who has been registered as present but is absent from a lesson activity without
explanation is deemed to be a missing pupil. The Missing Child (Pupil) Procedure is followed,
and this is outlined in the School’s separate Child Missing in School and Education (CMSE)
Policy.
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ACTION TO BE TAKEN BY STAFF WHERE ABUSE IS SUSPECTED
Possible indicators of abuse are covered in initial child protection training and re-visited during
subsequent refresher sessions (also see Annex 1).
There are five main categories of abuse: physical (including Honour Based Violence (HBV)),
sexual (including Female Genital Mutilation (FGM) and Child Sexual Exploitation (CSE)),
emotional abuse, neglect and radicalisation. Staff are aware that abuse, neglect and
safeguarding issues are rarely standalone events that can be covered by one definition or label.
In most cases multiple issues will overlap with one another.
All of these can happen at home, online, at school, or elsewhere (contextual safeguarding),
inflicted by adult on child or by child on child (Peer on Peer Abuse).
Contextual Safeguarding
Safeguarding incidents and/or behaviours can be associated with factors outside the school
and/or can occur between children outside the school. All staff, but especially the
designated safeguarding lead (or deputies) must consider the context within which such
incidents and/or behaviours occur. The assessment of a child must consider whether wider
environmental factors are present in a child’s life that are a threat to their safety and/or
welfare. Children’s social care assessments must consider such factors so staff making the
referral must provide as much information as possible during the process. This will allow
any assessment to consider all the available evidence and the full context of any abuse
The signs and indicators of abuse or neglect are detailed in Annex 1. In addition, Annex A and
Annex B of KCSIE September 2021 contains important additional information about specific
forms of abuse and safeguarding issues. School leaders and those staff that work directly with
children must read these Annexes. In addition, Annex D contains additional information and
website links specifically linked to eSafety and online support.
“Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting
harm or by failing to act to prevent harm. Children may be abused in a family or in an
institutional or community setting by those known to them or, more rarely, by others (e.g. via the
internet). They may be abused by an adult or adults or another child or children”. (KCSIE,
September 2021)
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FLOWCHART OF ACTION
to be taken by staff of St Edward’s Preparatory School if they suspect a child has
suffered harm or is likely to suffer harm

If any member of staff suspects that a pupil has been abused, the circumstances must be
reported, in writing or orally with a follow-up written report, to the DSL, who is the “designated
person”, immediately. Allegations of abuse must also be reported. The DSL will follow the
guidelines published by the Gloucestershire Safeguarding Children Executive on their website but
is duty bound to report cases of suspected abuse or disclosures of abuse within 24 hours. The
Headmaster and Nominated Trustee will also be informed. Staff are aware that anyone can
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make a referral to Social Care but the School’s best practice suggests that they also inform
the School’s DSL.
Cases of suspected abuse involving a member of staff will be referred to the Local Area
Designated Officer (LADO) Nigel Hatten (01452) 426994. Otherwise, cases of suspected abuse
will be referred to Social Care, usually by the DSL. In any case where there has been serious
harm or the allegation of serious harm, the Police will be informed from the outset.
In borderline cases, the DSL or other designated person considering the suspected abuse will refer
the allegation or suspicion to the authorities for advice, rather than making the decision
themselves.
If a pupil confides in a trusted member of staff that s/he has been abused, s/he must be allowed
to talk without any suggestion that the judgement is being passed. S/he must not be questioned
in any depth as this could compromise a subsequent investigation by specially trained Social
Workers or Police. Staff must not promise unconditional confidentiality as it may be necessary to
involve these other agencies but the pupil must be reassured that any information passed on will
be on a "need-to-know" basis for his/her own welfare. Abuse victims must be taken seriously, kept
safe and never made to feel like they are creating a problem for reporting abuse, sexual violence
or sexual harassment. Members of staff must make written notes immediately after a talk with a
pupil in which abuse has been alleged, and sign and date these n o t e s before logging them to
the secure CPOMS system for sight by the DSL only. These confidential notes must be retained
by the member of staff involved and a copy passed to the DSL. They could be needed for
reference should the case go further.
Any pupil alleged to have abused another may be asked to return home or to parents/guardians
pending an investigation. The arrangements for this will depend upon the circumstances of the
individual in question at the time of the investigation. Disciplinary measures may be taken even if
there is insufficient evidence for a prosecution.
The NSPCC whistleblowing helpline is available for staff who do not feel able to raise concerns
regarding child protection failures internally. Staff can call: 0800 028 0285 – line is available
from 8:00am to 8:00pm, Monday to Friday and Email: help@nspcc.org.uk.

ALLEGATIONS OF ABUSE AGAINST A MEMBER OF STAFF
Where a member of staff is suspected of abuse, St Edward’s Preparatory School owes a duty of
care both to the alleged victim and the employee, and must handle any allegation of abuse in a
fair and consistent way that provides effective protection for the child and at the same time
supports the person who is the subject of the allegation.
Allegations that a member of staff or a volunteer has abused a pupil or pupils either inside
the school premises or during a school trip, or visit could be made by:

•

parents
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the abused pupil
other members of staff
other pupils
the Police or Social Services
a third party

We understand that a pupil may make an allegation of abuse against a member of staff or
volunteer. If such an allegation is made, the member of staff receiving the allegation will
immediately inform the Headmaster straight away. The Headmaster (or in his absence the
Nominated Safeguarding Trustee or the Chair of Trustees) shall discuss the allegations against
the staff member with the LADO, Nigel Hatten (01452 426994): (WITHOUT DELAY) and also
inform the DSL, unless the DSL is the focus of the allegation. The LADO will follow the procedure
as laid down in ‘Working Together, July 2019’ and advise the school accordingly.
If the allegation made concerns the Headmaster, the person receiving the allegation would
immediately inform the Chair of Trustees who will consult as above, without notifying the
Headmaster first.
If parents do not already know of an allegation, they will be told as soon as possible. However,
where outside agencies such as Police or Social Services are involved, disclosure will only be
made when and to the extent indicated by those agencies. Parents will be kept informed of the
progress of the case and the outcome (but not the content) of any disciplinary proceedings.
Parents will need to be made aware of the prohibition on reporting or publishing allegations
about teachers in section 141F of the Education Act 2002. If parents or carers wish to apply to
the court to have reporting restrictions removed, they must be told to seek legal advice.
St Edward’s Preparatory School has a statutory duty to make every effort to maintain
confidentiality and guard against unwanted publicity while an allegation is being investigated or
considered. There are reporting restrictions preventing the publication of any material that may
lead to the identification of a teacher who has been accused by, or on behalf of, a pupil from the
same school (where that identification would identify the teacher as the subject of the allegation).
A member of staff may be suspended from duty while a proper investigation is carried out, but
St Edward’s Preparatory School is required to suspend only as a last resort and all options to
avoid suspension must be considered before taking that step. Alternative measures (e.g.,
redeployment, or providing an assistant to accompany the member of staff) may provide the
same result as suspension and must be implemented wherever possible. Disciplinary measures
may be taken even if there is insufficient evidence for a prosecution. All unnecessary delays will
be eradicated in dealing with allegations against staff.
Where a person leaves the employment of St Edward’s Preparatory School, or ceases to offer
services to St Edward’s Preparatory School, after an allegation of abuse is substantiated, the
DSL will consult with the LADO as to whether to refer the case to the Disclosure and Barring
Service (DBS) and to the Teaching Regulation Agency (TRA). If the allegation may be appropriate
for another regulatory body or another organisation to investigate, TRA will contact that body as
soon as possible and may forward relevant details to them.
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Where St Edward’s Preparatory School terminates the employment of a person because of
conduct that harmed (or is likely to harm) a child, or because that person otherwise poses a risk
of harm to a child, the Headmaster will inform the DBS within one month. The Headmaster will
also do this if the person chooses to cease relevant work in circumstances where they would
have been removed had they not done so.
Allegations of serious misconduct against a teacher may be referred to TRA by any of the
following:
•
•
•
•

a teacher’s employer, including an employment or supply agency
members of the public who think that a case of misconduct by a teacher is serious enough to
warrant a prohibition order
the police
the Disclosure and Barring Service (DBS) and other regulators who are aware of relevant
information

A referral is appropriate if the alleged misconduct is so serious that it warrants a decision on
whether the teacher should be prevented from teaching. TRA can put an interim prohibition
order in place to prevent a teacher from teaching until their case has been fully investigated
If an allegation is shown to be deliberately invented or malicious, the Headmaster will consider
whether any disciplinary action is appropriate against the pupil who made it; or whether the Police
should be asked to consider if action might be appropriate against the person responsible, even
if he or she was not a pupil.
If abuse is alleged or occurs, the normal channel of communication is through the DSL to the
relevant Social Services Departments. The Children Act 1989 and 2004 requires an additional
channel for serious complaints or concerns should the normal channel be blocked. Concerns or
allegations about St Edward’s Preparatory School practices or the behaviour of colleagues which
are likely to put pupils at risk of abuse or other serious harm can also be referred directly to
Gloucestershire Children and Young Person’s referral team, (01452) 426565. Parents, staff and
children can talk to OFSTED, GSCE, or ChildLine.
OTHER POLICIES AND PRACTICES
This policy and the Annexes must be considered in conjunction with the policies already
referred to in this document and the following additional policies:
•
•
•
•
•
•
•
•
•

Anti-Bullying Policy,
Anti-Racist Policy,
Equal Opportunities Policy,
Behaviour Policy,
eSafety Policy,
Health & Safety Policy,
First Aid and Medication Policy,
Off-Site Visits Policy (OSV),
Visitor’s Policy
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Child Missing in School and Education Practices (CMSE),
Extended Clubs Procedures,
Admissions Policy,
Acceptable User Policy (AUP),
PSHE/PSED Policy,
Intimate Care Policy (EYFS)
Safer Recruitment Policy
SEND Policy
Staff Code of Conduct (Annex 2)
Visitors’ Procedures (Annex 4)
Whistleblowing Policy
Well-Being Policy (Mental Health)
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ANNEX 1 – TYPES OF ABUSE OR NEGLECT
(Including Peer on Peer Abuse and Radicalisation)
Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by
inflicting mental or physical harm, or by failing to act to prevent harm. Children may be
abused in a family or in an institutional or community setting by those known to them or,
more rarely, by others. They may be abused by an adult or adults or another child or
children (Peer on Peer abuse). Abuse can take place wholly online, or technology may be
used to facilitate offline abuse. They may be abused by an adult or adults or by another
child or children.
Indicators of Abuse
Physical Abuse: a form of abuse which may involve hitting, shaking, throwing,
poisoning, burning or scalding, drowning, suffocating or otherwise causing physical harm
to a child. Physical harm may also be caused when a parent/carer fabricates the
symptoms of, or deliberately induces, illness in a child.
Specific indicators may include:
−
−
−
−
−
−
−
−
−
−
−
−
−
−
−
−
−
−

injuries that are not consistent with the explanation offered
injuries not consistent with the child's age and development
repeated injuries over a period
runaway attempts and fear of going home
stilted conversation, vacant stares or no attempt to seek comfort when hurt
describes self as bad and deserving to be punished
cannot recall how injuries occurred or offers an inconsistent explanation
wary of adults or reluctant to go home
often absent from school
may flinch if touched unexpectedly
extremely aggressive or withdrawn
displays indiscriminate affection-seeking behaviour
abusive behaviour and language in play
overly compliant and/or eager to please
poor sleeping patterns, fear of the dark, frequent nightmares
sad, cries frequently
depression
poor memory and concentration

Neglect: the persistent failure to meet a child’s basic physical and/or psychological
needs, likely to result in the serious impairment of the child’s health or development.
Neglect may occur during pregnancy as a result of maternal substance abuse. Once a
child is born, neglect may involve a parent or carer failing to: provide adequate food,
clothing and shelter (including exclusion from home or abandonment); protect a child from
physical and emotional harm or danger; ensure adequate supervision (including the use of
inadequate care-givers); or ensure access to appropriate medical care or treatment. It may
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also include neglect of, or unresponsiveness to, a child’s basic emotional needs.Specific

indicators include:
−
−
−
−
−
−
−
−
−
−
−
−
−
−

unattended medical and dental needs
consistent lack of supervision
consistent hunger
nutritional deficiencies
inappropriate dress for weather conditions
poor hygiene
persistent (untreated) conditions (e.g. head lice or other skin disorders)
developmental delays (e.g. language, weight)
irregular or nonattendance at school
demands constant attention and affection
lack of parental participation and interest
regularly displays fatigue or listlessness, falls asleep in class
frequently absent or late
lacks trust in others, unpredictable

Emotional abuse: the persistent emotional maltreatment of a child such as to cause
severe and adverse effects on the child’s emotional development. It may involve
conveying to a child that they are worthless or unloved, inadequate, or valued only
insofar as they meet the needs of another person. It may include not giving the child
opportunities to express their views, deliberately silencing them or “making fun” of what
they say or how they communicate. It may feature age or developmentally inappropriate
expectations being imposed on children. These may include interactions that are beyond
a child’s developmental capability as well as overprotection and limitation of exploration
and learning, or preventing the child participating in normal social interaction. It may
involve seeing or hearing the ill- treatment of another. It may involve serious bullying
(including cyberbullying), causing children frequently to feel frightened or in danger,
or the exploitation or corruption of children. Some level of emotional abuse is involved
in all types of maltreatment of a child, although it may occur alone.
Specific indicators include:
− bedwetting and/or diarrhea
− frequent psychosomatic complaints, headaches, nausea, abdominal pains
− mental or emotional development lags
− behaviours inappropriate for age
− fear of failure, overly high standards, reluctance to play
− fears consequences of actions, often leading to lying
− extreme withdrawal or aggressiveness, mood swings
− overly compliant, too well-mannered
− excessive neatness and cleanliness
− extreme attention-seeking behaviours
− poor peer relationships
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severe depression, may be suicidal
runaway attempts
violence is a subject for art or writing
complains of social isolation

Safeguarding Issues
All staff should have an awareness of safeguarding issues that can put children at risk of harm.
Behaviours linked to issues such as drug taking and or alcohol misuse, deliberately missing
education and consensual and non-consensual sharing of nude and semi-nude images and/or
videos can be signs that children are at risk.
Mental Health
All staff should also be aware that mental health problems can, in some cases, be an indicator
that a child has suffered or is at risk of suffering abuse, neglect or exploitation.
Only appropriately trained professionals should attempt to make a diagnosis of a mental health
problem. Staff however, are well placed to observe children day-to-day and identify those
whose behaviour suggests that they may be experiencing a mental health problem or be at risk
of developing one. More information for staff can be found in the ‘mental health in schools
guidance’.
Where children have suffered abuse and neglect, or other potentially traumatic adverse
childhood experiences, this can have a lasting impact throughout childhood, adolescence and
into adulthood. It is key that staff are aware of how these children’s experiences, can impact on
their mental health, behaviour and education.
If staff have a mental health concern about a child that is also a safeguarding concern,
immediate action should be taken, following the Safeguarding policy and speaking to the
designated safeguarding lead or a deputy.
Staff can also refer a child, with parental consent, to see the School’s Well-Being Nurse (and
Ted, the Well-Being Dog) for support as and when required. The Well-Being Nurse will work
closely with the child, their Form Teacher, the DSL and the parents to support any emotional or
mental health needs.
Sexual abuse including CSE (Child Sexual Exploitation) and FGM (Female Genital
Mutilation): involves forcing or enticing a child or young person to take part in sexual
activities, not necessarily involving a high level of violence, whether or not the child is aware
of what is happening. The activities may involve physical contact, including assault by
penetration (for example rape or oral sex) or non-penetrative acts such as masturbation,
kissing, rubbing and touching outside of clothing. They may also include non-contact
activities, such as involving children in looking at, or in the production of sexual
images,f o r c i n g c h i l d r e n t o l o o k a t s e x u a l i m a g e s , watching sexual
activities, encouraging children to behave in sexually inappropriate ways, or grooming a
child in preparation for abuse (including via the internet). Sexual abuse can take place
online, and technology can be used to facilitate offline abuse. CSE may occur over time or
be a one-of occurrence, and may happen without the child’s immediate knowledge e.g.
through others sharing videos or images of them on social media. Sexual abuse is not solely
perpetrated by adult males. Women can also commit acts of sexual abuse, as can other
children.
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Specific indicators may include:
− forbidden contact with other children
− fatigue due to sleep disturbances
− sudden weight change
− cuts or sores made by the child on the arm (self-mutilation)
− recurring physical ailments
− difficulty in walking or sitting
− unusual or excessive itching in the genital or anal area due to infection(s)
− torn, stained or bloody underwear
− injuries to the mouth, genital or anal areas (e.g. bruising, swelling, sores, infection)
− sudden lack of interest in friends or activities
− fearful or startled response to touching
− overwhelming interest in sexual activities
− hostility toward authority figures
− need for constant companionship
− regressive communication patterns (e.g. speaking childishly)
− academic difficulties or performance suddenly deteriorates
− truancy and/or running away from home
− any indications that pupils may be at risk of Female Genital Mutilation (FGM) or any form of
Child Sexual Exploitation including long periods away from school
− wears provocative clothing or wears layers of clothing to hide bruises
Child Sexual Exploitation (CSE) and Child Criminal Exploitation (CCE)
Child Sexual Exploitation and Child Criminal Exploitation are orms of abuse. thatoccur where an
individual or group takes advantage of an imbalance of power to coerce, manipulate or deceive
a child or young person under the age of 18 into sexual or criminal activity (a) in exchange for
something the victim needs or wants, and/or (b) for the financial advantage or increased status
of the perpetrator or facilitator. The victim may have been sexually exploited even if the sexual
activity appears consensual. Child sexual exploitation does not always involve physical contact,
it can also occur through the use of technology.CES and CCE can affect children, both male and
female and can include children who have been moved (trafficking) for the purpose of
exploitation.
Specific indicators may include:
- 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
- children who regularly miss school or education or do not take part in education.
Child Criminal Exploitation: county lines
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Staff are aware that criminal exploitation of children is a geographically widespread form of
harm that is a typical feature of county lines criminal activity: drug networks or gangs groom
and exploit children and young people to carry drugs and money from urban areas to suburban
and rural areas, market and seaside towns. As well as being forced or manipulated into working
in cannabis factories, shoplifting or pickpocketing.
Children can become trapped by this type of exploitation as perpetrators can threaten victims
(and their families) with violence, or entrap and coerce them into debt. They may be coerced
into carrying weapons such as knives or begin to carry a knife for protection.
The experience of girls who are criminally exploited can be very different to that of boys. |The
indicators may not be the same, however, staff must be aware that girls are at risk of criminal
exploitation too. Both boys and girls being criminally exploited may be at higher risk of sexual
exploitation Indicators and definitions linked to CCE can be found in Annex B of KCSIE
(September 2021).
If staff suspect a child under their care is being used for criminal exploitation, they must advise
the DSL who will follow local guidance from GSCE and or the Police.

FGM
FGM comprises all procedures involving partial or total removal of the external genitalia or other
injury to the female genital organs. It is illegal in the UK and a form of child abuse with longlasting harmful consequences.
A girl who has had FGM may;
− Have difficulty walking, sitting or standing
− Spend longer than normal in the bathroom or toilet
− Have unusual behaviour after an absence from school
− Be particularly reluctant to undergo normal medical examinations
− Ask for help, but may not be explicit about the problem due to embarrassment or fear
−
In the case of FGM, and in accordance with Section 5B of the Female Genital Mutilation Act 2003
(as inserted by section 74 of the Serious Crime Act (2015,) teachers must report to the police
known cases of FGM or cases where they discover (either through disclosure by the victim or
visual evidence) that an act of FGM appears to have been carried out. Those failing to report
such cases will face disciplinary sanctions. Unless the teacher has a good reason not to, they
must still consider and discuss such a case with the School’s DSL and involve children’s social
care as appropriate.
All staff MUST carry out online FGM training as part of their induction and copies of their
certificate are given to the DSL. The DSL also keeps a record of this training.
Other Specific Forms of Abuse and Safeguarding issues
Running away or Child Missing from Education
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All staff are aware that children going missing, particularly repeatedly, can act as a vital
warning sign of a range of safeguarding possibilities. This may include abuse and neglect,
which may include sexual abuse or exploitation and child criminal exploitation. It may
indicate mental health problems, risk of substance abuse, risk of travelling to conflict
zones, risk of female genital mutilation or risk of forced marriage. Refer to the School’s
Child Missing in School and Education Policy (CMSE) for procedures to follow.
Children and the Court System
Staff are aware of the children under their care which may be required to give evidence in
criminal courts, either for crimes committed against them or for crimes they have witnessed.
Relevant government support guidance ‘Young witness booklet for 5 to 11 year olds (2017)’
and ‘Get help with child arrangements’ following separation is available on the School’s
Safeguarding tab on the VLE for staff and on the parent portal to use as and when appropriate.
Children with family members in prison
Staff are aware that these children are more at risk of poor outcomes including poverty, stigma,
isolation and poor mental health. Further information and guidance for staff and families can be
found on the School’s Safeguarding tab on the VLE or parent portal.

Domestic Abuse
The Domestic Abuse Act 2021 recognises how exposure to domestic abuse and/or violence
can have a serious, long lasting emotional and psychological impact on children. In some
cases, a child may blame themselves for the abuse or may have had to leave the family home
as a result. Domestic abuse affecting young people can also occur within their personal
relationships, as well as in the context of their home life. It is important that staff are aware of
how to be vigilant to signs and how to offer support. Children who witness domestic abuse may:
- become aggressive
- display anti-social behaviour
- suffer from depression or anxiety
- not do as well at school – due to difficulties at home or disruption of moving to and from
refuges
More advice and support is available on the School’s Safeguarding tab on the VLE or on the
parent portal. If you are worried a child is affected by domestic violence you can also contact
the NSPCC helpline on 0808 800 5000 for advice and support or the National Domestic Abuse
Helpline 24 hours a day on 0808 2000 247.

Operation Encompass
Operation Encompass operates in all police forces across England. It helps police and
schools work together to provide emotional and practical help to children. The system
ensures that when police are called to an incident of domestic abuse, where there are
children in the household who have experienced the domestic incident, the police will
inform the DSL in school before the child or children arrive at school the following day.
This ensures that the school has up to date relevant information about the child’s
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circumstances and can enable immediate support to be put in place, according to the
child’s needs. Operation Encompass does not replace statutory safeguarding
procedures. Where appropriate, the police and/or schools should make a referral to
children’s social care if they are concerned about a child’s welfare.
HomelessnessBeing homeless or being at risk of becoming homeless presents a real risk to a
child’s welfare. The DSL must be aware of the necessary contact details and referral routes into
the Local Housing Authority so they can raise/progress concerns at the earliest opportunity.
Staff must inform the DSL of any housing concerns of children in their care.
Honour Based Abuse (HBA)Honour based abuse is a violent crime or incident which may
have been committed to protect or defend the honour of the family or community.
It is often linked to family members or acquaintances who mistakenly believe someone has
brought shame to their family or community by doing something that is not in keeping with the
traditional beliefs of their culture. For example, honour based abuse might be committed
against people who:
•
•
•
•

become involved with a boyfriend or girlfriend from a different culture or religion
want to get out of an arranged marriage
want to get out of a forced marriage
wear clothes or take part in activities that might not be considered traditional within a
particular culture

What types of honour based crime are there?
The term ‘honour based crime’ covers any criminal offence that is driven by a mistaken desire
to protect the cultural or traditional beliefs of a family or community. It may or may not involve
violence. It can include:
•
•
•
•
•

personal attacks of any kind, including physical (such as breast ironing) and sexual
violence
forced marriage
forced repatriation (sending someone back to a country from which they originate
without their consent)
written or verbal threats or insults
threatening or abusive phone calls, emails and instant messages

Honour based violence isn't right and certainly isn't legal. It is particularly under-reported, as
often victims are too scared, shocked or tied by family or community loyalties to speak out. Any
member of staff who feels that any type of Honour Based Violence has taken place to a child at
the School, both the School’s DSL and the Police must be notified. The DSL will also notify the
LADO.

Peer on Peer Abuse
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Staff must recognise that children are capable of abusing their peers and that safeguarding
issues can manifest themselves via peer on peer abuse. It can happen both inside and outside
of school and online. There are different forms of peer on peer abuse and it must never be
passed off as ‘banter’ or ‘part of growing up’.
This is most likely to include, but not limited to:
•
•
•
•
•
•
•
•
•

bullying (including cyber bullying where the abuse can take place wholly online, or
technology may be used to facilitate offline abuse, prejudice-based and discriminatory
bullying),
abuse in intimate personal relationships between peers
physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise causing
physical harm
sexual violence, such as rape, assault by penetration and sexual assault
sexual harassment, such as sexual comments, remarks, jokes and online sexual
harassment, which may be standalone or part of a broader pattern of abuse
causing someone to engage in sexual activity without consent, such as forcing someone
to strip, touch themselves sexually, or engage in sexual activity with a third party
consensual and non-consensual sharing of nude and semi-nude images and/or videos
(also known as sexting or youth produced sexual imagery)
initiation/hazing type violence and rituals (this could include activities involving
harassment, abuse or humiliation used as a way of initiating a person into a group and
may also include an online element).
upskirting (constitutes as a criminal offence), which typically involves taking a picture
under a person’s clothing without them knowing, with the intention of viewing their
genitals or buttocks to obtain sexual gratification, or cause the victim humiliation,
distress or alarm

There is no clear boundary between incidents that must be regarded as abusive and incidents
that are more properly dealt with as bullying, sexual experimentation etc. This is a matter of
professional judgement.
If one child or young person causes harm to another, this must not necessarily be dealt with as
abuse: bullying, fighting and harassment between children are not generally seen as child
protection issues. However, it may be appropriate to regard a young person’s behaviour as
abusive if:
•
•
•

There is a large difference in power (for example age, size, ability, development)
between the young people concerned; or
The perpetrator has repeatedly tried to harm one or more other children; or
There are concerns about the intention of the alleged perpetrator.

If the evidence suggests that there was an intention to cause severe harm to the victim, this
must be regarded as abusive whether or not severe harm was actually caused.
A difficult part of peer sexual abuse is that the perpetrators could be victims themselves and
possibly are being abused by their parents or caregivers. Children who are victims of abuse
have three times as many sexual behaviour problems as other children:
• The child may have been emotionally, physically, or sexually abused themselves.
• The child may have witnessed physical or emotional violence.
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The child may have viewed sexually explicit movies, video games or other materials.
The child may have just acted impulsively without meaning to harm anyone.

Peer abuse must be taken extremely seriously for these reasons. It could be an indicator of
even worse abuse going on in the child’s home.
Sexual violence and sexual harassment can occur between two children of any age, gender
and sex. It can also occur through a group of children sexually assaulting or sexually harassing
a single child or group of children. The gendered nature of peer-on-peer abuse and that all
peer-on-peer abuse is unacceptable and will be taken seriously.
Staff are aware of sexual violence and the fact children can, and sometimes do, abuse their
peers in this way. Staff are aware of the range of risk factors which increase the likelihood of
involvement in serious violence, such as being male, having been frequently absent or
permanently excluded from school, having experienced child maltreatment and having been
involved in offending, such as theft or robbery.
When referring to sexual violence we are referring to sexual violence offences under the Sexual
Offences Act 2003 as described below:
Rape: A person (A) commits an offence of rape if: he intentionally penetrates the vagina, anus
or mouth of another person (B) with his penis, B does not consent to the penetration and A
does not reasonably believe that B consents.
Assault by Penetration: A person (A) commits an offence if: s/he intentionally penetrates the
vagina or anus of another person (B) with a part of her/his body or anything else, the
penetration is sexual, B does not consent to the penetration and A does not reasonably believe
that B consents.
Sexual Assault: A person (A) commits an offence of sexual assault if: s/he intentionally touches
another person (B), the touching is sexual, B does not consent to the touching and A does not
reasonably believe that B consents.
What is consent?
Consent is about having the freedom and capacity to choose. Consent to sexual activity may be
given to one sort of sexual activity but not another, e.g.to vaginal but not anal sex or penetration
with conditions, such as wearing a condom. Consent can be withdrawn at any time during
sexual activity and each time activity occurs. Someone consents to vaginal, anal or oral
penetration only if s/he agrees by choice to that penetration and has the freedom and capacity
to make that choice.
Sexual harassment
Sexual harassment is ‘unwanted conduct of a sexual nature’ that can occur online and offline in
the context of child on child sexual harassment.
Sexual harassment is likely to: violate a child’s dignity, and/or make them feel intimidated,
degraded or humiliated and/or create a hostile, offensive or sexualised environment.
Sexual harassment can include:
• sexual comments, such as: telling sexual stories, making lewd comments, making sexual
remarks about clothes and appearance and calling someone sexualised names;
• sexual “jokes” or taunting;
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• physical behaviour, such as: deliberately brushing against someone, interfering with
someone’s clothes (staff must consider when any of this crosses a line into sexual violence - it
is important to talk to and consider the experience of the victim) and displaying pictures, photos
or drawings of a sexual nature; and
• online sexual harassment. This may be standalone, or part of a wider pattern of sexual
harassment and/or sexual violence.
It may include:
• non-consensual sharing of sexual images and videos;
• sexualised online bullying;
• unwanted sexual comments and messages, including, on social media;
• sexual exploitation; coercion and threats; and
• upskirting.
Children who are victims of sexual violence and sexual harassment will likely find the
experience stressful and distressing. This will, in all likelihood, adversely affect their educational
attainment.
Sexual violence and sexual harassment exist on a continuum and may overlap, they can occur
online and offline (both physical and verbal) and are never acceptable. It is important that all
victims are taken seriously and offered appropriate support.
Staff should be aware that some groups are potentially more at risk. Evidence shows girls,
children with SEND and LGBT children are at greater risk.
Staff should be aware of the importance of:
• making clear that sexual violence and sexual harassment is not acceptable, will never be
tolerated and is not an inevitable part of growing up;
• not tolerating or dismissing sexual violence or sexual harassment as “banter”, “part of growing
up”, “just having a laugh” or “boys being boys”; and
• challenging behaviours (potentially criminal in nature), such as grabbing bottoms, breasts and
genitalia, flicking bras and lifting up skirts. Dismissing or tolerating such behaviours risks
normalising them.
Consensual and non-consensual sharing of nude and semi-nue images and/or
videosalso known as sexting or youth produced sexual imagery) is when someone sends or
receives a sexually explicit text, image or video. This includes sending ‘nude pics’, ‘rude pics’ or
‘nude selfies’. Pressuring someone into sending a nude picture can happen in any relationship
and to anyone; whatever their age, gender or sexual preference.
Taking, possessing or sharing a sexually explicit picture or video of someone under 18 is
against the law. It doesn’t matter if they gave you permission, someone else sent it to you,
you’ve never met them before, you are under 18 too or it’s a selfie. You and anyone else
involved could be investigated by the police.
Sextortion
Sextortion is a type of exploitation that involves coercion to extort sexual images/favours from
the victim
Child Exploitation Online Protection Centre (CEOP) has recently updated their sexting
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guidance and must be read by all staff.

Preventing Peer on Peer abuse
It is not enough to respond to incidents as they arise: St Edward’s Preparatory School strives to
create an environment that actively discourages abuse and challenges the attitudes which
underlie it. Predominately, this is carried out through our new and thorough GSCE PinK (People
in the Know) PSHEE Curriculum which covers all aspects of safeguarding with the pupils. Our
weekly Ethos assemblies also reflect how we should behave and treat others and, staff also
consider the effect their behaviour has on the children who may view them as role models.
Outside agencies are also invited into School to deliver comprehensible age appropriate talks
relating to such issues which include how to deal with abusive behaviours.
Staff must be extra vigilant around school and identify ‘Blind Spots’ where children can be alone
together such as; tents or play structures and supervise them closely. Staff must also pay
attention to children sneaking off to be alone together or trying to find secluded spaces. If you
notice a pattern between certain children, take steps to supervise and separate them if needed.
Watch for children switching clothes or with their clothes on backwards.
Field trips also require extra caution, since you cannot control much of the environment.
Increased supervision is carried out during these times.
What to do if you feel a child is a victim of Peer on Peer abuse?
Any member of staff who feels that a young person has abused another child or young person
must notify both the School’s DSL and Children’s Social Care without delay. Social Care will
arrange a Strategy Discussion which will include the referring agency, the police and
the Youth Offending Service. Where the alleged abuse is sexual in nature it may be helpful to
consult the sexually harmful behaviour team at this stage.
The strategy discussion will consider:
•
•
•
•

Whether the alleged perpetrator seems to pose a continuing risk to any child
How to protect any child who appears to be at immediate risk of significant harm
Whether Section 47 Enquiries must be initiated (or continued if they have already
begun) and how they must be handled
What action must be taken in respect of the alleged perpetrator, for example arranging a
risk management meeting

Serious Violence
Key indicators which may signal that children are at risk from or are involved with serious
violent crime.
These may include:
- Increased absence from school
- A change in friendships or relationships with older individuals or groups
- A significant decline in performance
- Signs of self-harm or significant change in wellbeing
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Signs of assault or unexplained injuries
Unexplained gifts that could be associated with criminal networks or gangs

All staff should be aware of the associated risks and understand the measures in place to
manage these.
Further support is provided in the Home Office’s ‘Preventing youth violence and gang
involvement’ and its ‘Criminal exploitation of children and vulnerable adults: county lines
guidance’.
Radicalisation
The School seeks to protect children and young people against the messages of all violent
extremism.
The current threat from terrorism in the United Kingdom may include the exploitation of vulnerable
people, to involve them in terrorism or in activity in support of terrorism. The normalisation of
extreme views may also make children and young people vulnerable to future manipulation and
exploitation. The School is clear that this exploitation and radicalisation must be viewed as a
safeguarding concern.

Radicalisation refers to the process by which a person comes to support terrorism and forms of
extremism leading to terrorism.
Extremism is, ‘Vocal or active opposition to fundamental British values, including democracy,
the rule of law, individual liberty and mutual respect and tolerance of different faiths and beliefs.’
(The Prevent Strategy, June 2015)
Pupils may become susceptible to radicalisation through a range of social, personal and
environmental factors - it is known that violent extremists exploit vulnerabilities in individuals to
drive a wedge between them and their families and communities. It is vital that school staff are
able to recognise those vulnerabilities.
Indicators of Vulnerability to Radicalisation include:
• Identity Crisis – the pupil is distanced from their cultural/religious heritage and
experiences discomfort about their place in society;
• Personal Crisis – the pupil may be experiencing family tensions; a sense of isolation;
and low self-esteem; they may have dissociated from their existing friendship group and
become involved with a new and different group of friends; they may be searching for
answers to questions about identity, faith and belonging;
• Personal Circumstances – migration; local community tensions; and events affecting the
pupil’s country or region of origin may contribute to a sense of grievance that is
triggered by personal experience of racism or discrimination or aspects of Government
policy;
• Unmet Aspirations – pupil may have perceptions of injustice; a feeling of failure;
rejection of civic life;
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Experiences of Criminality – which may include involvement with criminal groups,
imprisonment, and poor resettlement/reintegration;
Special Educational Need – pupils may experience difficulties with social interaction,
empathy with others, understanding the consequences of their actions and awareness
of the motivations of others.

However, this list is not exhaustive, nor does it mean that all young people experiencing the
above are at risk of radicalisation for the purposes of violent extremism. More critical risk
factors could include:
•
•
•
•
•
•
•
•

Being in contact with extremist recruiters;
Accessing violent extremist websites, especially those with a social networking element;
Possessing or accessing violent extremist literature;
Using extremist narratives and a global ideology to explain personal disadvantage;
Justifying the use of violence to solve societal issues;
Joining or seeking to join extremist organisations
Significant changes to appearance and/or behaviour;
Experiencing a high level of social isolation resulting in issues of identity crisis and / or
personal crisis.

Support and documentation: CTSA 2015 (Counter-Terrorism and Security Act), Prevent
Duty 2015 (DFE), ‘Protecting Children at Risk of Radicalisation’, The CHANNEL programme
(support if concerned that a pupil may be vulnerable to radicalisation).
IT Policies: The School must make sure that the pupils are safe from terrorist and extremist
propaganda material when accessing the Internet at school. Suitable filters must be in
place.
Response to concerns of radicalisation
The School must have a Prevent Single Point of Contact (SPOC) who is the lead within the
School for safeguarding in relation to protecting individuals from radicalisation and
involvement in terrorism. The SPOC for St Edward’s Prep School is Sarah Tow (DSL and
DeputyHead). When a member of staff has concerns that a pupil may be at risk of
radicalisation or involvement in terrorism, they must speak with the SPOC.
Roles and responsibilities of the Single Point of Contact (SPOC)
The SPOC for the School is Sarah Tow (Deputy Head) who is responsible for:
•

Ensuring that staff of the school are aware of who is the School’s SPOC in relation to
protecting pupils from radicalisation and involvement in terrorism

•

Maintaining and applying a good understanding of the relevant guidance in relation to
preventing pupils from becoming involved in terrorism, and protecting them from
radicalisation by those who support terrorism or forms of extremism which lead to
terrorism
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•

Raising awareness about the role and responsibilities of the School in relation to
protecting pupils from radicalisation and involvement in terrorism

•

Monitoring the effect in practice of the School’s RE and PSHEE Curriculum Policies
(including assembly procedures) to ensure that they are used to promote community
cohesion and tolerance of different faiths and beliefs. Through the curriculum and
PSHEE, children will be helped 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. They will be taught to understand the risk posed
by adults or young people, who use the Internet and social media to bully, groom, abuse
or radicalise other people (see eSafety, RE and PSHEE Policies). Resources for
teachers include www.saferinternet.org.uk.

•

Raising awareness within the school about the safeguarding processes relating to
protecting pupils from radicalisation and involvement in terrorism

•

Acting as the first point of contact within the school for case discussions relating to
pupils who may be at risk of radicalisation or involved in terrorism

•

Collating relevant information in relation to referrals of vulnerable pupils;

•

Attending meetings as necessary and carrying out any actions as agreed

•

Reporting progress on actions and liaising with relevant agencies

•

Sharing any relevant additional information to staff and/or other agencies in a timely
manner
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ANNEX 2 -

PERSONAL AND PROFESSIONAL CODE OF CONDUCT
FOR MEMBERS OF STAFF
(THIS POLICY APPLIES ACROSS THE TRUST)
Updated September 2021
At St Edward’s all staff (teaching and non-teaching) are expected to demonstrate consistently
high standards of personal and professional conduct. The following statements define the
behaviour and attitudes which set the required standard for conduct. The list is not exhaustive,
and staff are expected to exercise their professional judgement and common sense.
Staff must have proper and professional regard for the religious ethos, policies and practices of
the School. All members of staff must uphold public trust in the profession and maintain high
standards of ethics and behaviour, within and outside School, particularly by adhering to the
following:
1. Treating pupils & students, colleagues and parents with dignity, building relationships
rooted in mutual respect and, at all times, observing proper boundaries appropriate to a
member of staff’s professional position;
2. Having regard for the need to safeguard pupils & students’ well-being, in accordance with
statutory provisions including KCSIE September 2021 Part one (available on the School
Dashboard/SharePoint/Website);
3. Showing tolerance of and respect for the rights of others; including modelling good
behaviour for students, for instance challenging misogynistic and other discriminatory
comments and behaviour.
4. Actively promoting fundamental British values, including democracy, the rule of law,
individual liberty and mutual respect, and tolerance of those with different faiths and
beliefs;
5. Ensuring that personal beliefs are not expressed in ways which exploit pupils & students’
vulnerability or might lead them to break the law;
6. Ensuring that they never actively encourage pupils & students to support particular
political viewpoints, and that any teaching of political issues through the curriculum
provides pupils & students with a balanced presentation of opposing views;
7. Ensuring that they never encourage or justify terrorism and radicalisation;
8. Members of staff should be aware that it is an offence for a person aged 18 or over,
such as a teacher, to have a sexual relationship with a child under 18 where that person
is in a position of trust in respect of that child, even if, in the case of those over 16, the
relationship is consensual;
9. Members of staff must never enter into a sexual relationship with an ex-pupil of the
School under the age of 21 years;
10. It is important that staff do not leave themselves at risk of harm or of allegations of harm
to a pupil. Whilst recognising that St. Edward’s School provides a wide range of
activities at various times of the day, and in various venues, staff must be mindful of
managing that risk. Examples of situations where this may be more relevant might
include;
a. One-to-one tuition
b. Sports coaching
PAGE 36 of 43
REVIEW DATE: AUTUMN 2022

St Edward’s Preparatory School

Safeguarding Policy

c. Conveying pupils & students by car
d. Electronic communication, e.g. texts and email
Examples of actions that staff must take to minimize such risk might include;
e. Informing colleagues of their whereabouts and situation
f. Minimising time spent one-to-one with a student
g. Asking colleagues to ‘check in’ on them occasionally
h. Keeping doors open
i. Checking that emails/texts cannot be misconstrued

11. Staff must only use school email accounts when communicating with pupils & students
or parents about school matters. The pupil’s school email account must always be
used;
12. Staff must only text pupils from a school mobile phone;
13. Staff must not have pupils as friends on Social Media and any electronic communication
must be in accordance with the School E-Safety Policy and Acceptable Use Policy;
14. Photographs of pupils & students should only be taken when they are involved in school
activities and only using a school camera or school electronic device and never on a
private camera/device;
15. There should be no physical contact between a member of staff and a pupil unless it
forms part of the teaching or coaching and agreed by the pupil in advance;
16. Any meeting between a member of staff and a pupil outside of School should be
scheduled and documented with parental notification. Home visits (if absolutely
necessary) should only be conducted with full approval of SMT and parents and the
parent must be present for the duration of the meeting;
17. A member of staff should never restrain a pupil unless they are in danger of harming
themselves or others;
18. Members of staff must maintain high standards in their own attendance and punctuality;
19. All staff are expected to be dressed in a professional/business-like manner as befits the
School ethos and environment and appropriate to their role; teaching staff should only
wear sports kit if they are leading or teaching sports.
20. Staff should not convey a single pupil by car (2 or more may be allowed with approval
from the DSL)
21. Should a member of staff receive a gift or offer of hospitality whether accepted or not of
value in excess of £25 it must be recorded in the gifts/hospitality book in the School
Office;
22. Personal gifts to pupils & students should never be made;
23. Staff have a duty to raise any concerns regarding the conduct of other members of staff
in accordance with the Whistleblowing Policy;
24. Staff must be aware of and adhere to GDPR rules;
25. Teachers must have an understanding of, and always act within, the statutory
frameworks, which set out their professional duties and responsibilities.
I have read and understood the above PERSONAL AND PROFESSIONAL CODE OF
CONDUCT FOR MEMBERS OF STAFF
Name: _________________________________ Date: ___________________________
Signed: ________________________________
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ANNEX 3 -BRIEFING DOCUMENT FOR STAFF ON ABUSE
Information Sheet for Staff
All teaching and support staff must be aware of the basic procedures to be followed
should a situation arise in which a St Edward’s Preparatory School pupil wished to confide
in them. Please read the following carefully.
The Categories of Significant Harm

•

Neglect - Failure to meet a child’s basic physical/psychological needs, including
food, shelter, clothing, emotional support, medical care and a protective
environment safe from physical harm.

•

Physical Abuse ( i n c l u d i n g H B A ) - This includes hitting or shaking a child,
or grabbing a child by an article of clothing.

•

Sexual Abuse (including CSE, CCE and FGM) - This includes physical contact,
making children look at pornography or encouraging children to behave in sexually
inappropriate ways.

•

Emotional Abuse (including cyberbullying) - Persistent ill-treatment of a child,
which may involve conveying that the child is worthless, unloved, or inadequate.
It may also involve the imposition of inappropriate expectations.

•

Peer on Peer Abuse - If one child or young person causes harm to another when
there is a large difference in power (for example age, size, ability, development)
between the young people concerned; or the perpetrator has repeatedly tried to
harm one or more other children; or there are concerns about the intention of the
alleged perpetrator.

•

Radicalisation - Encourage, justify or glorify terrorist acts upon a child. Vocally or
actively oppose children to fundamental British values, including democracy, the rule
of the law, individual liberty and mutual respect and tolerance of different faiths and
beliefs.

What to do when a pupil wants to tell you about something that has happened



Listen very carefully.



Do not promise confidentiality.



Ask ‘open‛ questions like‚ ‘tell me what has happened?‛ and avoid any leading
questions like‚ did s/he do *!??**!



Make written notes as soon as possible, quoting the child’s words and
noting anything that you have said.
Do not take it upon yourself to investigate what the pupil has told you.




Do not tell the person about whom the pupil has complained
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If you think a child is at risk, contact the Designated Safeguarding Lead immediately.
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ANNEX 4 – VISITORS’ PROCEDURES
St Edward’s Preparatory School assures all visitors of a friendly and professional welcome.
The school has a legal duty of care for the health, safety, security and wellbeing of all
pupils, including protecting them from being drawn into terrorism through the Prevent
Strategy.
All visitors must:
• Report to the main or front office once they arrive on site and sign in
• Show identification (unless on the approved visitor list)
• Wear an identification badge
• Be escorted at all times
Visiting speakers must comply with the following procedures:
•

•

•

Information on the speaker or institution must be provided in advance. This must
align with the Catholic ethos of the school and to British values, taking the Prevent
Strategy into account.
Whenever possible, a notice period of one month must be given prior to the
speaker’s visit to school with the presentation content of the talk being provided in
advance
Staff will be present at any presentation to ensure that a talk/workshop is aligned
with the catholic ethos of the school and to British values and takes the Prevent
Strategy into account.

So that this can be facilitated, standard operating procedure at St Edward’s Preparatory
School will be:
1. 1 month prior to visit: An initial meeting is convened with the speaker to discuss
the content and context of the talk. Ideally this will be face to face. At this time the
speaker receives a statement of our ethos and values and returns a read receipt to
acknowledge they have understanding.
2. 2 weeks prior to visit: A copy of the planned presentation is delivered to Senior
Management Team by the Teacher lead and questions are returned to the visiting
speaker
3. 1 week prior to visit: Questions from LMT are returned. Visit is approved
4. Assembly / presentation take place – staff are present at the presentation
5. 1 week after visit: Talk is reviewed by LMT.
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ANNEX 5 – STAFF INDUCTION CHECKLIST

Induction Form
To be completed within 1 week of start date
Name: _____________________________________ Position:
________________________
Deputy/Assista Whistleblowing
nt Head
Pastoral
Children Missing
in School and
Education
Acceptable Use
Policy
Staff Handbook
Safeguarding
including KCSIE
updates/quiz
E-safety
Emergency
procedures
including fire
drills and
lockdown
Names and
location of First
Aiders
Pupil restraint
Reporting
infrastructure
and estate
issues
Accident &
incident
reporting
Trips and visits
Duties and cover
Staff code of
conduct
Signed
Date
Bursar
Structure and
vision (staff

St Edward’s Preparatory School

HR Manager

Marketing &
Admissions

handbook)
General Health
& Safety (H&S
Manual)
Risk assessment
(DSE/role
specific)
Data protection
Information
security
IT systems
(iSAMS/SharePo
int/phones/email)
Dress code
Policies*
Training
(prevent,
safeguarding,
FGM, relevant to
post) **
Finance
(ordering/expens
es/credit
card/bribery)
Signed
Absence policy
and process
(sickness/special
leave/forms)
Appraisal policy
overview
Recruitment
process
Signed
Branding
Messaging and
Communications
Open Days &
Events
PR
Signed
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Date

Date

Date

Signed _______________________________________

Date _______________
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* Policies
The following are all available from the Staff Portal:
You must read:
Information Security Policy
Health & Safety Policy
Privacy Policy
Children Missing in Education
Anti-Bullying Policy

You must read and sign:
Safeguarding
KCSIE Part 1
Acceptable Use
Staff code of conduct

Equal Opportunities Policy
Behaviour & Sanctions

**Training requirements

Cycle
Senior
Manageme
nt
Senior
Leadership
Heads of
Key Stage
Heads of
Department
Teachers/P
eripatetics
Teaching
Support
Grounds &
Estates
Marketing &
Admissions
IT
Administrati
on/Bursary
Cleaning &
Domestic

Safegu
arding

Preven
t

Fire
Aware
ness

FGM

Fire
Warde
n

COSH
H

Ladder

Risk
Asses
sment

2/3
years

3 years

3 years

3 years

3 years

3 years

3 years

3 years

Manua
l
Handli
ng
3 years

