
Child Protection Policy and Procedures 
 
Purpose: 
This policy offers the school’s response to the safeguarding of all members of the school community. The 
policy provides a framework for protecting the most vulnerable members of our community and support 
staff in making decisions regarding the wellbeing of our students.  All action is taken in line with the 
following legislation/guidance: 
 

• South West Child Protection Procedures (SWCPP), www.swcppp.org.uk,  
• Section 175 Children Act 2002 
• Keeping Children Safe in Education: Schools and Colleges 2015 
• Working Together to Safeguard Children 2015 
• What to do if you’re worried a child is being abused 2006 
• Safeguarding Children and Safer Recruitment in Education 2007 
• Local Safeguarding Children Board Guidance  

 
 

Content: 
This policy contains the rationale by which Hayesfield Girls’ School approaches its duty of care, in line with 
the statutory guidance found in Keeping Children Safe in Education, 2016 and the Counter-Terrorism and 
Security Act, 2015 (Appendix 1).  Definitions of types of abuse can be found in Appendix 2 and the 
procedures to follow if there are any concerns over the welfare of a student in Appendix 3.  The school’s 
response to peer on peer abuse can be found in Appendix 4 and its response to allegations about a 
member of staff can be found in Appendix 5 as can the procedures for any allegations made against the 
Headteacher. The policy also outlines our Staff Code of Conduct (in line with Teachers Standards) in 
Appendix 6 and Appendix 7 gives an overview of specific safeguarding issues that should be foremost in the 
minds of all members of our community.  Appendix 8 shows the actions to be taken of there is concern that 
a student is being radicalised and Appendix 9 gives the School’s Recruitment Procedures to ensure that we 
practise safer recruitment. 

 
Process: 
This policy applies to all staff, governors and volunteers working in the school.  There are five main 
elements to our policy. 

 

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

 Raising awareness of child protection issues and equipping students with the skills needed to keep 
them safe 

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

 Supporting students who have been abused in accordance with the agreed child protection plan 

 Establishing a safe environment in which children can learn and develop 

 

Responsibilities: 
Teachers should safeguard children’s wellbeing and maintain public trust in the teaching profession as part 
of their professional duties 



All school staff have a responsibility to provide a safe environment in which children can learn 
All school staff have a responsibility to identify children who may be in need of extra help or who are 
suffering, or are likely to suffer, significant harm.  All staff then have the responsibility to take appropriate 
action 

 
Monitoring and Evaluation: 
The policy will be monitored by the Designated Safeguarding Lead (DSL), the Governor’s via the Learning 
Committee and the designated Governor for Child Protection. 
 
Linked Policies:  Safeguarding, Anti-Bullying, Behaviour, E-Safety, Social Media, Drugs and Health ducation, 
Sex and Relationship Education 
 

 
Approved by:  Full Governing Body   Date:  October, 2016 
 
Review date:  October, 2017 



Appendix 1: 
Ensuring our Duty of Care 
 
Hayesfield Girls’ School is committed to promoting the health and welfare of its students and to following 
the guidance for the protection of children provided by the Local Safeguarding Children Board. 

 
Hayesfield Girls’ School follows the procedures set out by the Local Safeguarding Children’s Board for Bath 
and North East Somerset.  In particular, Hayesfield Girls’ School: 
 

 Names a member of the Senior Leadership Team as the Designated Safeguarding Lead (DSL) 
(Lorraine Beasley (LAB) –Deputy Headteacher) 

 

 Makes every member of staff aware of their individual responsibility for the protection of children 
in their care and ensure that everyone knows the name and the role of the DSL 

 

 Arranges basic training for all staff in child safeguarding and abuse awareness that will include what 
to do if they are worried about a child and how to respond to a child who tells them about abuse. 

 

 Sets up a good, accurate record-keeping system to monitor all students about whom concerns have 
been expressed, whether or not these concerns lead to a child protection referral.  These records 
will be: 

 paper-based 

 kept securely by the DSL 

 be confidential to the DSL and the Headteacher 
 

 Ensures that all staff who may, during the course of their work, be alone with a student, undergo a 
Disclosure and Barring Service (DBS) check at the appropriate level 

 

 Develops effective links with other agencies, such as Social Services, police, health and contribute 
to interagency enquiries, child protection conferences, Common Assessment Framework meetings 
and other related groups as appropriate 

 

 Publishes the School’s responsibilities for protection of students to staff 
 

 Fulfills any special responsibilities or task required in the care of students on the child protection 
register 

 
Retention of information 
 

 The DSL retains copies of reports, notes and any other relevant material securely.  Access to these 
will be limited to the Headteacher and the DSL and the Named Person(s) with Responsibility for 
Child Protection. 

 
 
 
 

 

 
 
 
 



Appendix 2: 
Types of abuse and neglect  

 
All staff should be 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.  
 
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 by another child or children.  

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 or carer fabricates the symptoms of, or deliberately induces, illness in a child.  

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.  

Sexual abuse: 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, 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 is not solely perpetrated 
by adult males. Women can also commit acts of sexual abuse, as can other children.  

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 also include 
neglect of, or unresponsiveness to, a child’s basic emotional needs.  
 
 



Appendix 3: 
Procedures to follow if there are concerns regarding a student’s welfare 
 
Staff may be made aware that a student may have been abused through an incident being relayed to them 
by a student or by another person, or from their own observations. 

 
All complaints, allegations or suspicions of abuse shall be taken seriously.  However, staff should not 
investigate suspected incidents since this may contaminate evidence in a future investigation by the Police 
or Social Services.  The Police or Social Services who are specially trained in this area take responsibility for 
investigations. 

 
What members of staff should do if a student tells them s/he has been abused. 
 

 Under these circumstances, the member of staff must report the allegation immediately to 
Hayesfield’s Designated Safeguarding Lead (DSL) 

 A full written report of an allegation, together with any other relevant information, shall be made 
to the school’s DSL by the member of staff at the earliest opportunity.  This report shall include: 

 

 The date, the time and the place where the alleged abuse happened; 

 The reporting staff member’s/student’s name and the names of other staff, students or 
others present or involved; 

 The name of the vulnerable child who has allegedly been abused; 

 The nature of the alleged abuse; 

 The description of any injury observed; 

 The account which has been given of the allegation, where possible using the young 
person’s words 

 
In the absence of the DSL, the Named Person with Responsibility for Child Protection (names and 
contact details given in the table below) or the Headteacher should be contacted and will take the 
responsibilities of the DSL. 

 
Contact details: 
 

 
Designated Safeguarding 
Lead 
 

 
Lorraine Beasley (Deputy 
Headteacher 

 
Telephone ext: 234 

 
Named Person(s) with 
Responsibility for Child 
Protection 
 

Paola Venables (Head of Y7) 
 
Ali Vermeeren (Pastoral 
Manager Y8 and Y9) 
 
Louise White (Pastoral 
Manager Y10 and Y11) 
 
Helen Gulliford (Pastoral 
Manager Y12 and Y13) 
 
 
Sue Long 

Telephone ext: 308 
 
 
Telephone ext: 310 
 
Telephone ext: 283 
 
 
Telephone ext: 200 
 
 
 
Telephone ext: 501 

 
Headteacher 

 
Emma Yates 

 
Telephone ext: 223 



 
 

 
Responding to a disclosure 
 

 A member of staff who receives any disclosure of abuse of a student must report it to the DSL 
immediately. 

 

 When informed that a disclosure has been made, the DSL will assess whether the disclosure should 
be reported to Social Care.  If he or she decides that Social Care should be informed, a C2 referral 
will be made, keeping a written record of the date and time the referral was made.  A copy of the 
referral will be kept and stored securely.  The student’s file will indicate that Social Services have 
been contacted. 

 
What a member of staff should do if they are concerned that abuse may have taken place 
 

 Under these circumstances the member of staff should discuss their concerns with the DSL and a 
Cause for Concern form should be completed by the reporting member of staff.  This will be logged 
and kept in a secure place by the DSL.  The student’s file will indicate that a Cause for Concern has 
been logged. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

Appendix 4: 
Peer on Peer Abuse 
 
All staff should be aware that safeguarding issues can manifest themselves via peer on peer abuse. This is 
most likely to include, but may not be limited to, bullying (including cyberbullying), gender based 
violence/sexual assaults and sexting. All disclosures of peer on peer abuse will be investigated in line with 
expectations set out in the Behaviour and Anti-Bullying Policy.  To summarise: 

 Staff should listen to, but not lead students in their statements 

 Staff should pass any allegation of peer on peer abuse directly to the appropriate Pastoral 
Manager/Safeguarding Deputy (See Appendix 3) who will then work with the DSL to ensure the 
student’s voice is heard, fact finding is thorough, additional support gained where necessary, the 
involvement (where appropriate) of parents and outside agencies as well as the application of the 
school’s sanctions at the outcome 

Where an incident is Homophobic, racist, gender based or disablist they will be and as such and reported to 
the Local Authority 

When an incident involving youth produced sexual imagery is reported:  

 The incident should be referred to the DSL as soon as possible  

 The DSL will hold an initial review meeting with appropriate school staff  

 There will be subsequent interviews with the young people involved (if appropriate) 

 Parents will be informed at an early stage and involved in the process unless there is good reason 
to believe that involving parents would put the young person at risk of harm  

 At any point in the process if there is a concern a young person has been harmed or is at risk of 
harm a referral will be made to children’s social care and/or the police immediately 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 



Appendix 5: 
Allegations against a member of staff 
 

 Any member of staff who receives an allegation of this nature must report it to the Headteacher 
straight away.  Any member of staff who has concerns about a colleague should report these 
immediately and should refer to the Whistleblowing Policy 
 

 On being notified of any such allegation, the Headteacher will only be responsible for undertaking 
such investigation as is necessary to determine whether or not disciplinary or other action is 
appropriate.  Such investigations should be carried out in close liaison with the Police and/or Social 
Care 

 

 Should the Headteacher be the subject of an allegation or complaint, this should be reported 
directly to the Chair of Governors, who will follow this procedure in the stead of the Headteacher 
 

 Any concerns regarding the safety of a student need to be balanced appropriately against the 
needs of the staff member to be treated fairly.  For an innocent person to be subject to a period of 
suspension and investigation, coupled with the threat of possible arrest, is a serious ordeal which 
can result in long-term damage to a person’s health and career.  Staff members should seek advice 
and support from their Trade Union 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Appendix 6:   
Staff Code of Conduct 
Personal and professional conduct, in line with the Teachers’ Standards, 2015 
 

In line with the Teachers’ Standards 2015, all staff will maintain high standards of ethics and behaviour, 
within and outside school, by:  
 

1. treating students with dignity, building relationships rooted in mutual respect, and at all times 
observing proper boundaries appropriate to the position of trust held by all employees 

2. having regard for the need to safeguard students’ well-being, in accordance with statutory 
provisions  

3. showing tolerance of and respect for the rights of others  
4. not undermining fundamental values of society, 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 students’ vulnerability or 

might lead them to break the law 
6. having proper and professional regard for the ethos, policies and practices of Hayesfield School; 

this includes reading each year the updated Staff Handbook and ensuring all policies are 
implemented 

7. maintaining personal high standards in attendance, appearance and punctuality 
8. having an understanding of, and always act within, the statutory frameworks which set out 

professional duties and responsibilities 
9. taking a collaborative role in the development and delivery of whole-school initiatives and 

developments 
10. carrying out such other reasonable duties, in the context of their role, as are required by the 

Headteacher or her delegated responsible person 
11. promoting and safeguarding the welfare of the young people the postholder is responsible for or 

comes into contact with 
12. adhering to the school’s e-safety measures, by: 

 

 Not letting anyone else know your login password. 

 Not using your personal hand held/external devices eg. mobile phones, cameras, USB 
devices for school purposes unless you have permission. 

 Not using personal hand held devices or cameras to photograph students. 

 Not using your personal mobile phone to contact the students or their families.   

 Not bypassing any filtering or security systems on school equipment, unless using the Staff 
Proxy. 

 Not using your school e-mail account or school equipment to access online gaming, 
gambling or internet shopping. 

 Not uploading or accessing any illegal material or material that may cause harm or distress 
to others. 

 Not allowing yourself to become ‘a friend’ of any student attending the school or of any 
friend or relative of students who may then add your details to their addresses on any 
Social Networking Site.   

 Not allowing any images or details of yourself to be used on Social Networking Sites that 
may cause you embarrassment in the professional setting of the school 

 Not engaging in any form of e-communication that would not fit in the professional school 
environment, bring the school into disrepute or damage the school brand. 

 Not letting any incidents of cyber bullying or unprofessional conduct go unreported. 
 
 



Appendix 7: 

Specific Safeguarding Issues (as issued in Keeping Children Safe in Education, Statutory 

Guidance for School and Colleges, September, 2016) 
 
The Guidance highlights the following key issues, which staff should be aware of.  Further guidance can be 
accessed via the GOV.UK website: 

 

 Bullying including cyberbullying 

 Children Missing Education 

 Child sexual exploitation (CSE) 

 Domestic violence 

 Drugs 

 Fabricated or induced illness 

 Faith abuse 

 Female genital mutilation (FGM) 

 Forced marriage 

 Gangs and youth violence 

 Gender based violence/violence against women and girls (VAWG) 

 hate 

 Mental health 

 Missing children and adults 

 Private fostering 

 Preventing Radicalisation 

 Sexting (youth produced sexual imagery) 

 Teenage relationship abuse 

 Trafficking 
 
 
The Statutory Guidance states that “All staff members working with children should maintain an attitude of 
‘it could happen here’ where safeguarding is concerned.  When concerned about the welfare of a child, 
staff members should always act in the interests of the child.”  
 
Hayesfield School offers staff training annually to ensure that all staff are aware of current and leading 
safeguarding issues and trends. 
 
Staff with any concerns or questions about specific safeguarding issues should direct these to the 
Designated Safeguarding Lead (DSL). 
 
All staff must be aware of their responsibilities under the Prevent Duty and be vigilant for any behaviours 
that may indicate a student is at risk of radicalisation.  Any concerns should be reported directly to the DSL 
who will respond in line with the chart below. 

 
 

 
 
 
 
 

 
 
 



Appendix 8: 
Dealing with Concern about Radicalisation of a Student: 

 

 

 

 

Concern identified 

Concern reported to Designated 
Safeguarding Lead (DSL). 

DSL gathers more information where 
possible and identifies further action 
required. 

If there is 
immediate 
risk call 999 

Risk but not 
immediate… 

1. Call 101 and ask for 
Local Policing Team.  

2. If your concern needs to be 
discussed urgently then contact 
your Regional Channel Coordinator 
on (0117) 9455539 or Police 
Prevent Lead on (01793) 507926.  

3. Email: 
channelsw@avonandsomerset.pnn.police.
uk 

4. Call the Anti-terrorist 
Hotline on 0800 789 321. 



Appendix 9:    
Safer Recruitment Procedures  

 
Hayesfield Girls’ School is committed to providing the best possible care and education to its students and 
to safeguarding and promoting the welfare of children and young people. In the recruitment of the best 
possible staff that the School can appoint the School is committed to ensuring that the School meets its 
commitment to safeguarding and promoting the welfare of children and young people by carrying out all 
necessary pre-employment checks in accordance with Department for Educations statutory guidance for 
schools and colleges “Keeping Children Safe in Education” 2016. 
 
For full details please refer to the School’s Recruitment Policy. 
 

Employees involved in the recruitment and selection of staff are responsible for familiarising themselves 
with and complying with the provisions of this Policy. 

Recruitment & Selection Procedure 

All applicants for employment will be required to complete an Application Form containing questions about 
their academic and employment history and their suitability for the role.  Incomplete Application Forms will 
be returned to the applicant where the deadline for completed Application Forms has not passed.  A 
Curriculum Vitae will not be accepted in place of the completed Application Form.   

Applicants will receive a Job Description and Person Specification for the role applied for. 

The applicant may then be invited to attend a Formal Interview at which his/her relevant skills and 
experience will be discussed in more detail.  The same areas of questioning will be covered for each 
applicants and no questions which would discriminate directly or indirectly on protected characteristics 
under the Equality Act 2010 will be asked. The selection process for every post, will include exploration of 
the candidate’s understanding of child safeguarding issues. The interview will also include a discussion of 
any convictions, cautions or pending prosecutions, other than those protected, that the candidate has 
declared and are relevant to the prospective employment. 

If it is decided to make an Offer of Employment following the formal interview, any such offer will be 
conditional to the following: 

 the agreement of a mutually acceptable start date and the signing of a contract incorporating the 
School's standard terms and conditions of employment 

 the receipt of two satisfactory references (one of which must be from the applicant's most recent 
employer)  

 the receipt of a satisfactory DBS enhanced disclosure, teacher prohibition (teaching staff only), Section 
128 direction check (management responsibility only) and barred list checks 

 Verification of the right to work in the UK 

 Verification of required qualifications 

 verification of the applicant's mental and physical fitness to carry out their work responsibilities  

If the offer is accepted and the above conditions are satisfied, the applicant will be issued with a Contract of 
Employment as confirmation of employment. 

In some exceptional circumstances, a member of staff may be required to take up their position before an 
enhanced DBS check with barred list information is received.  In this case a risk assessment will be 
completed by the Headteacher prior to the start date. 



Pre-employment checks 

In accordance with the recommendations of the Department of Education’s "Keeping Children Safe in 
Education” Statutory Guidance 2016 the School carries out a number of pre-employment checks in respect 
of all prospective employees : 

 Verify a candidate’s identity and address  

 Satisfactory enhanced DBS check with barred list information 

 Check that a teacher is not subject to a prohibition order issued by the Secretary of State and an 
individual in a management role is not subject to a Section 128 direction 

 Verify the candidate’s mental and physical fitness to carry out their work responsibilities 

 Verify the person’s right to work in the UK 

 Verify professional qualifications 

 Obtain two satisfactory references 

The School will not allow a barred individual or a teacher with a prohibition order issued by the Secretary of 
State to work in the School. 

In the event that that an individual does have an entry on their enhanced DBS check the individual will be 
required to meet with the Headteacher and another member of the Senior Leadership Team to discuss the 
entry/ies further. A risk assessment will be completed and the Headteacher will decide whether it is 
acceptable or not for the individual to be employed by the School. 

 

DBS Update Service 

The School may use the DBS Update Service at the point of application for a new DBS check to be made 
allowing for portability of a certificate across employees in the following circumstances : 

a. The applicant has consented to do so 

b. The certificate is checked to ensure that it matches the individual’s identity 

c. The original certificate is checked to ensure that it is for the appropriate workforce and level of check 
eg. Enhanced certificate/enhanced including barred list information. 

 

Existing Staff 

Should the School have any concern about an existing member of staff at any time the School may carry out 
relevant checks as if the person was a new member of staff. The School will refer to the DBS anyone who 
has harmed, or poses a risk of harm, to a child or vulnerable adult. 

 

Agency, Contractors and Third Party Staff 

The School will obtain written notification from any agency, contractor or third party organisation that the 
organisation has carried out the checks on an individual who will be working in the School that the School 
would otherwise perform. The School will check that the person presenting themselves for work is the 
same person on whom the checks have been made. 

 



Trainee/Student Teachers 

It is the responsibility of the teacher training provider to request an enhanced DBS certificate with a barred 
list check. The School will obtain written confirmation from the training provider that these checks have 
been carried out and that the trainee has been judged by the provider to be suitable to work with children. 
There is no requirement for the school to record these details on the single central record. 

Volunteers (including Governors) 

For new volunteers in unsupervised regulated activity an enhanced DBS certificate with barred list check 
will be undertaken. Where a volunteer is supervised no DBS check will be necessary. 

All full Governors will have an enhanced DBS check, however Associate Governors will not. 

Host Families 

Where the School arranges for a student to stay with a Host Family the School will request a DBS Certificate 
with barred list check. Host families in other counties cannot be checked in the same way. In this instance 
the School will work with the partner school abroad to ensure that similar assurances are undertaken prior 
to the visit. 


