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This Safeguarding policy is based on guidelines and legislation outlined in the following 

document: 

 

Keeping Children Safe in Education (updated with effect 18th January 2021) 

 

Safeguarding or Child Protection 

  

This policy applies to all staff coming into contact with children in all sections of the 

school; ‘All staff’ in this policy includes teaching staff, classroom assistants, administrative 

and estates staff and peripatetic tutors. 

 

The definition of safeguarding is as follows:  

 

“Protecting children from maltreatment; preventing impairment children’s mental and 

physical health or development; ensuring that children grow up in circumstances 

consistent with the provision of safe and effective care; taking action to enable all children 

to have the best outcomes” 

From the document ‘Keeping Children Safe in Education”  

 

Safeguarding is a proactive process of ensuring control measures are in place in advance 

of any contact with children. This should include: 
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 Ensuring staff are properly checked when they are recruited.  

 

 Guidelines for people who come into contact with children as part of their role to 

ensure they know what they need to do to keep children safe. 

 

 Guidelines for planning an event or activity with children and putting measures in 

place to minimise the risk of safeguarding issues occurring. 

 

 Staff deployment to ensure that pupils are properly supervised at all times.  

 

Policy Statement 

 

We recognise that children and young people have a fundamental right to be protected 

from harm and that pupils cannot learn effectively unless they feel secure. The School will, 

therefore, provide an environment which promotes self-confidence, a feeling of worth and 

the knowledge that students’ concerns will be listened to and acted upon. 

 

This policy sets out Homefield Preparatory School’s Child Protection procedures and is 

based upon the guidelines published in ‘Keeping Children Safe in Education’, DFE, 2020 

 

The School will act in accordance to locally agreed inter-agency procedures (Sutton Local 

Authority). 

 

Copies of this policy are available to parents on request from the School Office either in 

person or by post.  In addition, this policy may be downloaded from the school’s web site. 

 

The code of conduct for staff in relation to this policy is detailed in page 16 of this policy 

and these expectations are also supported within our Staff Handbook. 

 

Whistleblowing procedures are also referenced in staff training, and in our Staff 

Handbook and Whistleblowing Policy. 

 

Safer Recruitment, Agency Staff, Volunteers and Visitors 

 

The school operates safer recruitment procedures.  All successful candidates for 

employment within the school are positively vetted and satisfactorily cleared with respect 

to a fully completed and signed application form, official proof of identity, written 

references, medical fitness, qualifications, and the right to work within the UK.    

Homefield adopts the safer recruitment procedures outlined in Part 3 of the document 

‘Keeping Children Safe in Education, Safer Recruitment’.  The school ensures that 

appropriate child protection checks and procedures apply to any staff employed by 

another organisation and working with the school’s pupils on another site. This procedure 
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also ensures that key members of staff have undertaken certified safer recruitment training 

in order to support the quality of safe recruitment process. 

All staff, volunteers, and members of the Board of Governors are required to hold 

satisfactory enhanced clearance from the Disclosure and Barring Service (DBS), ensuring 

'children's workforce independent schools' is specified in the parameters for the barred list 

check.    These checks are undertaken irrespective of whether the post is teaching or non-

teaching, or full-time or part-time, paid or voluntary.  Candidates from overseas will be 

subject to an additional check through their home country.  The school does not accept 

CVs in place of standard application packs, in accordance with training guidance in Safer 

Recruitment. Where parents or volunteers accompany School day trips they remain under 

the supervision of our DBS checked staff at all times and do not take sole responsibility for 

pupils or groups of pupils. 

 

A central record is held in school to verify that the qualifications, medical fitness, right to 

work within the UK and employment references of staff have been checked and file copies 

taken.    

 

In the case of agency staff, the agency must provide the School with written confirmation 

that the identity, qualifications, medical fitness, right to work in the UK, background and 

references of that person have been verified and that a satisfactory enhanced DBS 

clearance has been obtained.   The Agency must provide the School with written 

confirmation of the date and number of that person’s enhanced DBS certificate.   Agency 

staff must also provide official photographic verification of their identity, such as a 

passport or photo driving licence, when they first arrive at the school.   

 

Where the school uses external companies for activities such as residential and day trips, 

the school continues to be responsible for the safeguarding of that pupil, and should be 

satisfied that the provider meets the needs of the pupil. Written confirmation will be taken 

from the external company that appropriate safeguarding checks have been carried out on 

individuals working at the establishment, i.e. those checks that the school would 

otherwise perform in respect of its own staff. 

 

The School has taken steps, under the KCSIE statutory guidance, to have regard for staff 

appointments under the Disqualification under the Childcare Act 2006, as we have Under 

8s on the premises.  We have: 

 

 Informed all staff of the legislation. 

 Taken steps to gather the relevant information regarding disqualification or that by 

association. 

 Kept records in staff personnel files of all returns countersigned by the Headmaster. 

 

A Section 128 Direction Check is undertaken on all members of the management team as 

well as members of the Governing Body. 
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Responsibilities of Designated Safeguarding Lead and Designated Persons 

 

The member of the leadership team, appointed by the Headmaster, with responsibility for 

safeguarding lead is Mr Zak Siva.  He will maintain an overview of safeguarding 

(including training of staff), open channels of communication with local statutory agencies 

and monitor policies and procedures in place. His role will be exercised in conjunction 

with other designated staff. 

 

The designated safeguarding lead and any deputies should liaise with the three 

safeguarding partners and work with other agencies in line with Working Together to 

Safeguard Children. NPCC- when to call the police should help designated safeguarding 

leads understand when they should consider calling the police and what to expect when 

they do. 

 

The other Designated Persons are listed on Page 1. 

 

We will always ensure there is a designated person on site when the School is open. 

 

The Governor with responsibility for Child Protection and Safeguarding is Mrs Marjorie 

Harris. The Governors formally consider Child Protection issues at every Educational and 

Pastoral review meeting each term.  The Governing Body, as a whole, will review 

safeguarding procedures at least annually. 

 

The named persons shall be made known to members of staff, visiting teachers and 

parents alike; as the designated persons to whom concerns will be addressed.  If the 

concern is about the designated person a report should be made to the Headmaster or the 

Chair of Governors. 

 

The Designated Safeguarding Lead will: 

 

 Co-ordinate and draw upon the other Designated Persons to ensure practice matches 

policy. 

 Ensure that they and the Designated Persons undertake appropriate refresher training.   

 Ensure all staff are familiar with school and Sutton LA guidelines for identifying and 

reporting abuse, including allegations of abuse against staff. 

 Ensure the school operates an effective Child Protection Policy. 

 Ensure all staff and volunteers, part-time and full-time, receive training in 

safeguarding and child protection as part of their induction upon joining the school, 

and that their training is updated regularly. 

 

 Be responsible for coordinating action and liaising with other agencies and support 

services over child protection issues and maintaining confidential records of all child 

protection casework. 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.npcc.police.uk/documents/Children%20and%20Young%20people/When%20to%20call%20the%20police%20guidance%20for%20schools%20and%20colleges.pdf#:~:text=Contacting%20the%20police%20In%20an%20emergency%20dial%20999.,crime%20is%20in%20progress%20or%20about%20to%20happen.
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 Monitor and report as required on the welfare, attendance and progress of pupils on 

the Child Protection Register or the Child in Need Plan. They will keep clear, dated, 

factual and confidential records in a locked filing cabinet. 

 Attend multidisciplinary meetings concerning the child and inform the Headmaster of 

any decisions that have been made concerning the child’s welfare. 

 Ensure that the school carries out its duties to report suspected abuse to the Sutton 

Children’s First Contact Service (CFCS) and to assist those departments acting on 

behalf of the child in need or enquiring into the allegations of child abuse. 

 Keep all safeguarding policies under regular review. A safeguarding report is to be 

completed each term for the Education and Pastoral Committee. A full report should 

be submitted yearly to the Board of Governors.  

 Prior to transferring child protection files, the DSL will share all relevant information 

with schools and local authority.   

 

Responsibilities of all Staff for Child Protection: 

 

Staff must be able to identify signs and symptoms of abuse and act upon them.  Where 

there is concern this must be reported to the Designated Safeguarding Lead or Designated 

Persons without delay and with confidentiality. The Designated Safeguarding Lead and 

any Deputies are most likely to have the complete picture and be the most appropriate 

person to advise on the response to safeguarding concerns. 

 

All staff will: 

 

 Be familiar with section 1 of the KCSIE document and with this policy. 

 Take any concerns to the Designated Safeguarding Lead as soon as possible, or in their 

absence seek advice from the other Designated Persons. 

 Be aware that safeguarding incidents and/or behaviours can be associated with factors 

outside the school and/or can occur between children outside of these environments 

 Consider whether children are at risk of abuse or exploitation in situations outside of 

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

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

criminal exploitation, and serious youth violence.  

 The Designated Persons will then follow relevant guidelines including Sutton LA 

child protection procedures and those set out here in the Homefield Preparatory 

School Policy on Safeguarding and Child Protection. 

 Receive training updates at least annually. 

 Be empowered, in exceptional circumstances, to refer matters directly to Sutton LA 

CFCS, or other external agencies such as the Police.  

 

 Will record comments/reports as quickly as possible (the pro-forma in Appendix 1 

should be used in conjunction with MyConcern).  Information should be shared with 

colleagues on a ‘need to know ‘basis.  Staff will be spoken to directly and 

confidentially by the Designated Safeguarding Lead. 
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 Be familiar with Whistleblowing Policy and to whom and how to report allegations 

against other school staff following the guidelines issued by Sutton LSCB (see 

appendix). 

 If an allegation is against the Designated Persons, then staff should report to the 

Headmaster or to the Chair of Governors. 

 Seek advice from Sutton CFCS who will inform the Designated Persons of the next 

steps to take concerning the allegation. 

 Create an open environment by encouraging pupils to discuss any concerns they may 

have with a member of staff that they would feel confident to approach. 

 Understand Contextual Safeguarding by considering whether wider environmental 

factors are present in a child’s life that are a threat to their safety and/or welfare. If 

concerns are raised this should be shared with the DSL, who will follow the protocol 

and where necessary seek advice from CFCS. 

 Recognise that early intervention is important:  'Early help' at Homefield rests largely 

in the pastoral care and attention given by form tutors working closely with the senior 

pastoral team and the DSL, but is also the responsibility of all staff. Where any early or 

low level concern arises staff will escalate to DSL may draw up a pastoral plan to 

support specific needs or situations (where necessary taking advice from Sutton 

LADO). 

 Recognise that children with SEN and/or disabilities may be especially vulnerable in 

term of safeguarding and take necessary steps to ensure they are protected.  

 Ensure that all visitors and volunteers to the school are never left unsupervised. 

 Adopt a child friendly approach and positively observe our behavior management 

policies. 

 Adopt Safeguarding guidelines through codes of conduct for members of staff and all 

adults working at the school.  Adult workers include sports coaches, peripatetic music 

teachers and adults running school clubs, parents and volunteers. 

 Ensure good and safe working/playing practices.   

 Share information about concerns with children and parents and others who need to 

know. 

 Provide information as required to the Leadership Team. 

 Observe procedures relating specifically to bullying, away trips, transport and use of 

photography. 

 

A useful guidance document can be found at: 

 

http://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-

being-abused--2 

 

 

 

 

 

 

http://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
http://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
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‘PREVENT’ 

 

Duties of Members of Staff 

 

All members of staff are made aware through staff induction, and INSET of their 

fundamental responsibilities. The Performance Management Policy for Teachers requires 

reviewers to evaluate their reviewees against the Standards for Teachers, including these 

elements in:  

 

 Showing tolerance of and respect for the rights of others. 

 Not undermining fundamental British values, including democracy, the rule of law, 

individual liberty and respect, and tolerance of those with different faiths and belief. 

 Ensuring that personal beliefs are not expressed in ways which exploit pupils’ 

vulnerability or might lead them to break the law. 

 

Teachers must not promote partisan political views in the teaching of any subject and are 

required to ensure that whenever political issues are brought to the attention of pupils a 

balanced presentation of the opposing views is offered. This requirement applies not only 

during scheduled lessons but in all other contexts.  

 

Staff should be aware of the government’s counter-terrorism strategy through the 

PREVENT programme. Where there are concerns of extremism, radicalisation or extended 

unexplained absences then these concerns should be passed on in line with Safeguarding 

procedures in this policy. This link provides further resource and information: 

 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/439598/pr

event-duty-departmental-advice-v6.pdf 

 

The Curriculum and combating extremism 

 

The School’s curriculum and values include the following; the acceptance of personal 

responsibility; equal value accorded to all persons; courtesy, moral courage and integrity. 

 

The promotion of both (a) personal responsibility, understanding of the differences 

between right and wrong and respect for the civil and criminal law and (b) an 

understanding of how individuals can contribute to the well-being of those in the locality 

and beyond are addressed in many different subjects and contexts, including assemblies 

and within the ‘Go Givers’ curriculum programme. Staff resources are available at: 

http://www.citizenshipfoundation.org.uk/main/page.php?286 

 

Homefield takes pride in the personal and spiritual development of its young people and 

seeks to provide every opportunity for pupils to become positive and emotionally resilient 

adults with the knowledge and confidence to stand by their own convictions.  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/439598/prevent-duty-departmental-advice-v6.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/439598/prevent-duty-departmental-advice-v6.pdf
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Some of the most valuable work at Homefield Preparatory School in combating extremism 

is carried out in TPR and PSHE lessons.  

 

Online Safety 

 

The School maintains appropriate internet filters and monitoring systems to protect pupils 

from potentially harmful material. 

 

Children should only use school-approved hardware/software on site and be overseen by 

staff when using IT. Mobile phones/internet enabled devices are not allowed to be used on 

the school site, school trips or school buses. 

 

The Computing/IT curriculum contains specific study on safer use of IT and is a core 

component of this aspect of the curriculum. Aspects of this work may also be seen in 

PHSE schemes of work, within areas such as School Assemblies and through external 

speakers.  

 

Where staff see a concern (also with reference to the PREVENT duty below) then it should 

be escalated to the Designated Safeguarding Lead as with any other safeguarding issue. 

Where necessary the DSL will direct the School Computer Technician to undertake full 

search and analysis of internet usage. 

 

Teaching Pupils about Safeguarding 

 

As well as online safety (above) all children have the opportunity to learn about 

safeguarding through: 

 

 IT curriculum 

 PHSE scheme of work 

 School assemblies 

 Tutorial time 

 

Homefield Preparatory School’s curriculum offers important opportunities for helping 

pupils to learn behaviours and skills which will help them keep safe, for example through 

the social skills curriculum. Some pupils may have little awareness of danger, including of 

others who might wish to exploit their lack of awareness or understanding.   

 

It is also important that such work does not cause anxiety or upset normal, stable 

relationships between parents and carers and their children. 

 

Relationships Education and/or Relationships and Sex Education (RSE) Relationships 

Education and/or RSE is compulsory from September 2020 although the School has 

flexibility to decide how it discharges its duties within the first year of compulsory 

teaching. The School will have regard to the DfE’s statutory guidance Relationships 
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Education, Relationships and Sex Education (RSE) and Health Education when making 

arrangements for and teaching Relationships Education and/or RSE.  

 

{Relationships Education and/or RSE will form part of the School’s PSHE programme} 

 

Some curriculum activities may take place away from the main site, for example in venues 

such as swimming pools or leisure centres.   These activities may only take place if the 

School receives satisfactory assurances that all staff who may work with Homefield pupils 

off-site have been subject to the same rigorous checks and procedures, including enhanced 

DBS disclosures, required of Homefield Preparatory School staff. 

 

Training for Members of Staff 

 

Homefield Preparatory School will: 

 

 Ensure that staff receive appropriate and regular training (at least annually), including 

the Designated Persons and Headmaster.   

 Ensure all staff read and sign part one for KCSIE. -  

 Ensure the induction training of all staff includes: 

 

o The Child Protection Policy 

o The Staff Code of Conduct 

o Whole School Behavioural Policy 

o The identity of Designated Safeguarding Lead and Designated Persons 

o Whistleblowing 

o A copy of part one of the KCSIE. (Inclusive of Annex A) 

Education and training in the basics of Safeguarding will apply to all staff members and 

volunteers working with the pupils.  Homefield Preparatory School is committed to the 

continuous updating and review of our current Safeguarding Policy.  Training sessions 

will be of appropriate duration to ensure all staff are brought fully up to date. 

 

All new staff and volunteers should receive induction, and training appropriate to their 

role.  Training should be updated and reviewed regularly for new staff/volunteers and in 

line with changing legislation.  We will also, where appropriate, provide safeguarding 

information or workshops for parents.   

 

Children have the right to be safe.  All teachers/coaches should ensure that this 

fundamental principle takes precedence over all other considerations. 

 

Confidentiality 

 

When dealing with disclosures from pupils, staff cannot promise to keep ‘secrets’, as we 

may need to refer concerns to appropriate Designated Persons or external safeguarding 
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agencies. Information of a confidential nature will only be communicated on a ‘need to 

know’ basis, with the welfare of the child paramount.  Considerations of confidentiality 

will not be allowed to override the rights of children or young members to be protected 

from harm.   

 

This Safeguarding Policy is displayed on the school website and is available within school 

premises for all interested parties to read.  

 

Abuse and harmful behaviour 

 

It is necessary to consider 

 What abuse is and what it looks like 

 How it can be managed 

 What appropriate support and intervention can be put into place to meet the needs 

of the individual 

 What preventative strategies may be put in place to reduce further risk of harm 

 

Abuse is abuse and should never be tolerated nor passed off as humour or part of growing 

up. It is important to consider the forms abuse may take and the subsequent actions 

required. 

 

 Children are vulnerable to abuse by their peers. Such abuse should be taken as 

seriously as abuse by adults and should be subject to the same child protection 

procedures. 

 Children can abuse other children. This can include (but is not limited to): abuse 

within intimate partner relationships; bullying (including cyberbullying); sexual 

violence and sexual harassment; physical abuse such as hitting, kicking or 

otherwise causing physical harm; sexting and initiation/hazing type violence and 

rituals 

 Staff should be aware of the potential uses of information technology for bullying 

and abusive behaviour between young people. 

 Staff should be aware of the added vulnerability of children and young people who 

have been the victims of violent crime (for example mugging), including the risk 

that they may respond to this by abusing younger or weaker children. 

 

The alleged perpetrator is likely to have considerable unmet needs as well as posing a 

significant risk of harm to other children. Evidence suggests that such children may have 

suffered considerable disruption in their lives, may have witnessed or been subjected to 

physical or sexual abuse, may have problems in their educational development and may 

have committed other offences. They may therefore be suffering, or be at risk of suffering, 

significant harm and be in need of protection. Any long-term plan to reduce the risk posed 

by the alleged perpetrator must address their needs. 
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Recognising Types of Abuse 

 

We recognise the distinction between children in need (see our Pastoral Handbooks and 

Policies which detail support) where more urgent action is required for children at risk.  

 

There are four main types of abuse:  

 

Physical Abuse 

Physical abuse is the deliberate physical injury to a child, or the wilful or neglectful failure 

to prevent physical injury or suffering. This may include hitting, shaking, throwing, 

poisoning, burning or scalding, drowning, suffocating, confinement to a room or cot, or 

inappropriately giving drugs to control behaviour. 

 

Emotional Abuse 

Emotional abuse is the persistent emotional ill treatment of a child such as to cause severe 

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

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

insofar as they meet the needs of another person. It may involve 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 ill treatment of a child, though it 

may occur alone. Domestic violence, adult mental health problems and parental substance 

misuse may expose children to emotional abuse. 

 

Sexual Abuse 

Sexual abuse involves forcing or enticing a child to take part in sexual activities, whether 

or not the child is aware of what is happening. The activities may involve physical contact, 

including penetrative or non-penetrative acts. They may include non-contact activities, 

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

watching sexual activities, or encouraging children to behave in sexually inappropriate 

ways. 

 

Neglect 

Neglect is the persistent failure to meet a child’s physical, emotional and/or psychological 

needs, likely to result in significant harm. It may involve a parent or carer failing to 

provide adequate foods, shelter and clothing, failing to protect a child from physical harm 

or danger, failing to ensure access to appropriate medical care or treatment, lack of 

stimulation or lack of supervision. It may also include non-organic failure to thrive 

(faltering growth). 

 

Grave Concern 

Children whose situations may not fit the above categories but for whom there is 

significant risk of abuse. 
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Indicators of Abuse 

 

The following is a list of some indicators of abuse, but by no means is it exhaustive. Staff 

should use their professional judgment if they have concerns regarding a child and follow 

the procedures highlighted in this policy: 

 

Physical Indicators Behavioural Indicators 

Unexplained bruising in soft tissue 

areas 

Repeated injuries 

Black eyes 

Injuries to the mouth 

Torn or bloodstained clothing 

Burns or scalds 

Bites 

Fractures 

Marks from implements 

Inconsistent stories/excuses relating to 

injuries 

Unexplained changes in behaviour - 

becoming withdrawn or aggressive 

Difficulty in making friends 

Distrustful of adults or excessive 

attachment to adults 

Sudden drop in performance 

Changes in attendance pattern 

Inappropriate sexual awareness, 

behaviour or language 

Reluctance to remove clothing 

 

If there has been a new ‘significant’ injury to a child outside school, then the parent/carer 

should be asked to provide a letter stating exactly how the injury occurred.  

 

Safeguarding issues  

 

Staff should have an awareness of safeguarding issues that can put children at risk of 

harm. Behaviours linked to issues such as drug taking, alcohol abuse, deliberately missing 

educations and sexting (also known as youth produced sexual imagery) put children in 

danger. 

 

Child Sexual exploitation (CSE) and Child Criminal Exploitation (CCE) 

 

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

advantage of an imbalance in power to coerce, manipulate or deceive a child into sexual or 

criminal activity. Whilst age may be the most obvious, this power imbalance can also be 

due to a range of other factors including gender, sexual identity, cognitive ability, physical 

strength, status, and access to economic or other resources. In some cases, the abuse will 

be in exchange for something the victim needs or wants and/or will be the financial benefit 

or the other advantage (such as increases status) of the perpetrator or facilitator. The abuse 

can be perpetrated by individuals or groups, males or females, and children or adults. The 

abuse can be a one-off occurrence or a series of incidents over time and range from 

opportunistic to complex organised abuse. It can involve force and/or enticement-based 

methods of compliance and may, or may not, be accompanied by violence or threats of 
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violence, Victims can be exploited even when activity appears consensual and it should be 

noted exploitation as well as being physical can be facilitated and/or take place online. 

 

Serious Violent Crime 

 

Staff should be aware of the indicators that may signal a boy is at risk from, or involved 

with, serious violent crime.  Such indicators include: 

 

 Increased absence 

 Change in friendship or relationship with older individuals or groups 

 A significant decline in performance 

 Sign of self-harm or a significant change in wellbeing 

 Signs of assault or unexplained injuries 

 Unexplained gift or new possession 

 

This link provides further resource and information: 

https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-

vulnerable-adults-county-lines  

 

Reporting Concerns 

 

Where a staff member has a concern about a child, he/she will need to decide what action 

to take. The concern should be discussed this with the DSL or Deputy DSL, ensuring 

appropriate advice can be given. Possible courses of action include referral to social 

services, referral to other agencies, or an early help assessment. 

 

Where a child is in immediate danger or at risk of harm, a referral should be made to 

children’s social care and/or the police immediately. Anyone can make a referral. It is 

most important that staff recognise the difference between a 'concern' about a child and 

a child 'in immediate danger or at risk of harm'. With the later, the response and 

escalation must be, as soon as practicable, immediate, and will always involve both the 

immediate attention of the DSL, as well as rapid (same day) escalation to the Sutton LA 

LADO and/or to the Police. Staff will usually consult with the DSL but, in circumstances 

where this is not possible, all staff are empowered to escalate to children’s services/police 

immediately.  

 

If a member of staff suspects any type of abuse, the Designated Person for Child 

Protection shall be informed immediately and: 

 

 The Designated Safeguarding Lead will assess information given and consult with 

Sutton CFCS. 

 Depending on the outcome of the referral to CFCS, a multi-agency case conference 

may be convened. The outcome of this will depend upon the particular 

https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
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circumstances of the case but it may result in the child’s name being entered on the 

child protection register. 

 The Designated Safeguarding Lead will keep the child’s class teacher and other key 

workers informed of developments on a ‘need to know’ basis.   

 Every attempt will be made to offer support for the child at school and it is hoped 

that the school will continue to provide an environment in which he spends the 

school day in safety.  

 

Responding to Disclosure of Abuse 

 

Always:  

 Record what has been said as soon as is practically possible and in the child’s own 

words (avoid asking ‘leading’ questions) and use the pro forma in Appendix 1. 

 Remain sensitive and calm. 

 Reassure child that they:  

o are safe 

o were right to tell  

o are not to blame 

o are being taken seriously 

 Let child talk - don’t interview! 

 Listen and hear, give the person time to say what they want. 

 Ensure a positive experience. 

 Explain that you must tell, but will maintain confidentiality.  

 Tell child what will happen next. 

 Involve appropriate individuals immediately. 

 Stay calm.      

 Reassure them that they have done the right thing in telling and that it will be dealt 

with appropriately. 

 

Do not: 

 Question unless for clarification. 

 Make promises you cannot keep. 

 Rush into actions that may be inappropriate. 

 Make/pass a judgment on alleged abuser. 

 Take sole responsibility. Consult the Designated Safeguarding Lead so you can 

begin to protect the child and gain support for yourself. 

 

All Safeguarding concerns, discussions and outcomes will always be recorded in 

writing (see appendix for pro-forma) and kept securely by the DSL. 

 

In addition, Homefield Preparatory School recognises that we have a responsibility to: 

 

“protect children from bullying and to have policies and procedures in place to do so …” 
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Adults should challenge bullying in any form i.e. physical or emotional.  Physical bullying 

can take the form of attacks, such as hitting, kicking, taking or damaging belongings.  

Emotional bullying may be a verbal assault, including name-calling, insults, repeated 

teasing, sectarian/racist assaults, or it may take more indirect forms, such as spreading 

malicious gossip, rumours or excluding someone from a social group.   Bullying is not an 

accepted behaviour towards anyone at Homefield Preparatory School be they child, 

teacher, support staff, volunteer or parent.  Anyone found to be bullying others will be 

dealt with seriously both in regards to the behaviour exhibited and the reasons for the 

behaviour.  This school has a Preventing and Tackling Bullying Policy in place.  

 

Confidentiality 

 

By its nature, child protection involves issues of confidentiality and sensitivity.   

Nevertheless, all staff have a duty to share relevant information with interested parties 

and agencies.   If a student confides in a member of staff, that member of staff must 

sensitively explain that some issues may need to be referred on to others for the pupil’s 

own sake.  It is important that adults avoid the use of leading questions in talking with 

pupils. 

 

Safeguarding procedures must be followed when any disclosure is made.  It is very rare 

for a pupil to request absolute confidentiality.  If they do, in situations other than those 

involving safeguarding and child protection issues, staff must make a careful judgement 

whether or not a third party needs to be informed.  This judgement will be based upon: 

 

 The seriousness of the situation and the degree of harm that the pupil may be 

experiencing. 

 The pupil’s age, maturity and competence to make their own decisions. 

 

The Designated Safeguarding Lead hold all records and documentation relating to 

casework involving child protection issues in a locked cabinet, separate from other pupil 

records. 

 

Abuse by another pupil 

 

Child abuse is not just an adult crime.  A distinction needs to be made between behaviour 

best dealt with by the Homefield Preparatory School Preventing and Tackling Bullying 

Policy and more complex behaviour which can be sexually harmful and where both the 

perpetrator and the victim need help.  Abuse can take many forms and staff should be 

mindful of situations that might involve ‘banter’, ‘sexting’, ‘sexual harassment’, 

‘upskirting’, or ‘sexual violence’ as this has become more prevalent with younger children. 

Should such abuse come to light then a referral will be made by the Designated 

Safeguarding Lead and to Child Protection to CFCS as a matter of urgency.   Other 

agencies, including the Metropolitan Police Service will be involved in consultation with 

the CFCS Team. 
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Female Genital Mutilation  

 

Whilst Homefield is an all-boys school, it must be recognised that siblings may be exposed 

to abuse and this could potentially come to light during conversations with staff and 

pupils.  All staff should speak to the designated safeguarding lead (or deputy) with 

regards to any concerns about female genital mutilation (FGM). If a teacher, in the course 

of their work in the profession, discovers that an act of FGM appears to have been carried 

out on a girl under the age of 18, the teacher must report this to the DSL who will report 

this to the police. 

 

Mental Health 

 

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

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

exploitation.  

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

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

day and identify those whose behaviour suggests that they may be experiencing a 

mental health problem or be at risk of developing one. 

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

adverse childhood experiences, this can have a lasting impact throughout 

childhood, adolescence and into adulthood. It is key that staff are aware of how 

these children’s experiences, can impact 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 this policy and speaking to 

the designated safeguarding lead or a deputy.  

 

Safeguarding and Child Protection Referrals: Links with Other Agencies 

 

Homefield Preparatory School recognises that effective communication between different 

agencies is important in achieving effective co-operation in suspected or actual incidences 

of child abuse.    

 

To help achieve this, Homefield Preparatory School will liaise, co-operate and maintain 

effective working relationships with relevant officers and organisations in any issue 

concerning child protection, including Social Services, the pupil’s LA, the Metropolitan 

Police Service, and the Health Service. 

 

The Sutton (CFCS) Team has the responsibility for child protection and monitoring of 

children who are at risk of harm within Sutton. 
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All referrals should be made to: 

  

Children's First Contact Service (CFCS) 

Sutton Civic Offices 

St Nicholas Way 

Sutton 

SM1 1EA 

Tel: 020 8770 6001 

Telephone: 

020 8770 6001 (main number) 

020 8770 5000 (Out of Hours & Weekend) 

020 8770 5590 (Education)  

Email: childrensfirstcontactservice@sutton.gov.uk 

 

Other useful agencies include: 

 

The Child Exploitation and Online Protection Centre:  www.ceop.police.uk 

The NSPCC:  www.nspcc.org.uk   Tel: 0808 800 5000 or Text Anonymously: 88858 

 

Pupils may also wish to speak in confidence to outside agencies such as Childline:  

0800 11 11 or www.childline.org.uk.   This information is also publicised within the school 

on noticeboards. 

 

Information Sharing 

 

If a subject access is requested, under the GDPR and Data Protection Act 2018, where the 

serious harm test is met we will not provide educational data on individual pupils’.   

 

Staff Code of Conduct including Physical Contact with Children 

 

Staff have a duty to ensure that they do not place themselves in situations where their 

behaviour and actions may put pupils or themselves at risk of harm, or allegations of 

harm, to a pupil.  Staff are in a position of great trust and they should conduct themselves 

in a professional manner.  This includes maintaining appropriate boundaries between 

themselves and pupils and between their private life and school life.   Staff should dress 

appropriately as befits professionals.  When working with pupils on a one-to-one basis, 

staff should ensure that the room door is kept open.   There should be no inappropriate or 

unnecessary contact between staff and pupils outside school, including by email, ‘phone, 

text or otherwise.   It is not appropriate for staff to offer lifts to pupils. 

 

Staff must be aware of the appropriate use of digital recording equipment.  Personal 

camera phones should not be used to take pictures of pupils and staff should use school 

digital cameras to take pictures whenever possible.  If a personal camera is used then 

images are not to be downloaded onto personal computers.  Whenever possible a school 

http://www.ceop.police.uk/
http://www.nspcc.org.uk/
http://www.childline.org.uk/
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memory disk should be used in the camera. Images may only be stored on school 

computers.     

 

It is inevitable that teacher and classroom staff may come into physical contact with pupils 

at Homefield Preparatory School.   For example, pupils may seek reassurance from staff 

when they are anxious or upset, or they may seek comfort in the form of physical contact 

from adults.   However, some forms of physical contact may not be age-appropriate, for 

instance pupils attempting to sit on the laps of adults. 

 

It is also important for adults to appreciate that even innocent contact may be 

misconstrued, or that particular young people may be averse to physical contact of any 

kind.   Furthermore, it is unacceptable to touch pupils on parts of their bodies that might 

be considered indecent, no matter how casually.  Members of staff are expected to conduct 

themselves professionally in their relationships with the pupils at Homefield Preparatory 

School. 

 

There may be rare occasions when it may be necessary to physically restrain a pupil.   

Such instances should involve the minimum necessary force, using approved safe 

techniques, and should only be undertaken to prevent a pupil causing injury to himself, to 

others or to property.  Any use of physical restraint must be recorded.   In some situations, 

it may be better to remove other pupils from the danger in the classroom or other setting 

rather than attempt to intervene physically. 

 

Dealing with concerns and allegations about a colleague, other member of staff 

(including supply staff and volunteers) 

 

The vast majority of people who work with children are well motivated and would never 

harm a child.  Unfortunately, a few do and it is essential that the organisation creates a 

culture that makes staff/volunteers willing and comfortable to voice their concerns, 

particularly those about someone with whom they work or whom they know.  All 

allegations should be reported to the Headmaster immediately unless that person is the 

subject of the allegation, in which case it should be reported to the Chair of Governors. In 

the Headmaster’s absence, the allegations should be reported to the Chair of Governors or 

another governor, nominated by him/her. The Headmaster may wish to involve the 

Designated Safeguarding Lead who would have received appropriate training.   

 

If an allegation is made against a teacher, the quick resolution of that allegation must be a 

clear priority to the benefit of all concerned. At any stage of consideration or investigation 

all unnecessary delays should be eradicated.  Any allegation will be referred to the LADO 

at the earliest possible stage to assist with clarity and due process. 
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Initial Action 

 

The School will not undertake its own investigation of allegations without the prior 

consultation of the local authority designated officer. 

 

Following Actions  

 

In the event that an allegation is made, from any source, that a teacher, staff member or 

volunteer has; 

 

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

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

• behaved in a way that indicates s/he is unsuitable to work with children. 

 

The following actions should be followed: 

 

 The person receiving the initial allegation should not promise total confidentiality to 

those who make allegations. The person should be advised that the matter will be 

reported on to staff who can help. A written record of information should be made. 

 The Headmaster or Chair of Governors should obtain and countersign the record 

made by the person who first received the allegation.   

 The subject of the allegation should be informed about the allegation as soon after the 

disclosure as possible unless it has been agreed with the Chair of the Governing Board 

that the Police or Children’s Services have been consulted and have advised against 

this course of action.  If the subject of the allegation is a member of a union or 

professional association they should be advised to contact that organisation at the 

outset.  Details of the case should then not be discussed with other governors or staff, 

as this might prejudice future criminal or disciplinary process. Information is only 

shared on a ‘need to know’ basis. 

 

Gathering Information 

 

 Subject to the advice from Children’s Services, information about the date and location 

of the alleged incident and the names of any witnesses should be obtained. The 

Headmaster or Chair of Governors can clarify any points they are unsure about, but 

should not interview the child, any possible witnesses (including staff 

members/volunteers) or ask them to write an account of what happened. The 

‘Allegations against Staff Reporting Form’ has been designed to assist the collection and 

recording of information regarding allegations. It is the job of the Police and Children 

and Family Services to investigate an allegation of child abuse.  The school’s Designated 

Safeguarding Lead should be able to assist with details of the child and whether he has 

previous allegations. 
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Strategy Meeting/Allegations Management Meeting 

 

 Unless the allegation is demonstrably false, a meeting with the relevant Senior 

Staff/Governors should be held to decide whether a multiagency strategy 

meeting/discussion should take place, either by phone or meeting, in order to share 

relevant information and determine whether further action needs to be undertaken, and 

if so by whom.  

 

Suspension 

 

 Suspension of the member of staff should be considered in cases where: 

 

o there is cause to suspect a child is at risk of significant harm 

o a police enquiry is warranted 

o the allegation is so serious, it might be grounds for dismissal 

 

 Suspension is normally delegated to the Headmaster or a group of Governors (not the 

full Governing Body).  Where the allegation is made against the Headmaster, the 

matter should be raised directly with the Chair of Governors.  The Headmaster or 

Chair can decide whether or not to suspend if delay would be seriously detrimental to 

the school, pupil, parents or staff.  Suspension should not, however, be an automatic 

response and alternatives may be appropriate. 

 

Disciplinary Proceedings 

 

 If there is no police enquiry and formal disciplinary action is not required, the school 

should institute action as appropriate within 3 working days.  If a disciplinary enquiry 

is needed, the Headmaster/Chair of Governors should seek advice as to whether it 

should be delayed until after any criminal proceedings.  The Headmaster/Chair of 

Governors should keep up to date with the progress of any external proceedings to 

avoid delay in starting any disciplinary process.  Police and/or Children and Family 

Services should aim to provide information relevant to any disciplinary process within 

3 working days of the end of the case. 

 Any disciplinary report should be completed within 10 working days. The School will 

then decide within 2 working days to decide whether to hold a disciplinary hearing.   

A disciplinary hearing, if needed, should be held within 15 further working days.   

 In some cases, allegations may be false or unfounded, but, regrettably, in other cases 

allegations may be true.  All allegations will be dealt with in accordance with part four 

of Keeping Children Safe in Education (2020) and local safeguarding partners procedures.    

 

In the event of a member of staff, volunteer or agency worker leaving the school’s 

employment or not renewing their contract because the school judges that he or she is 

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

Service (DBS) under the Vetting and Barring Scheme arrangements within one month. 
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Disclosure and Barring Service 

PO Box 181 

Darlington 

DL1 9FA 

 

ISADispatchTeam@homeoffice.gsi.gov.uk 

 

Where a teacher has been dismissed (or would have had he/she not resigned) the School 

has a duty to consider referral to the National College for Teaching and Leadership 

(NCTL): 

 

www.gov.uk/government/organisations/national-college-for-teaching-and-leadership 

 

The basis for this decision can be found within the NCTL document: 

 

www.gov.uk/government/uploads/system/uploads/attachment_data/file/361910/Teacher_

misconduct_-_the_prohibition_of_teachers_advice_-_8_Oct_2014_CRM_link_updated.pdf 

 

Any malicious allegations will be removed from personnel records and any not 

substantiated or unfounded allegations should not be stated in references.  Should pupils 

be found making malicious allegations, appropriate sanctions will be taken, which may 

include referral to police for investigation and may result in exclusion. 

 

Arrangements for dealing with safeguarding concerns or allegations of abuse about 

supply teachers 

 

 The School’s procedures for managing allegations against staff above also apply to 

staff not directly employed by the School, for example, supply teachers provided 

by an employment agency or business (‘the agency’). The School will usually take 

the lead but agencies should be fully involved and co-operate in any enquiries 

from the LADO, police and/or children’s social services.  

 In no circumstances will the School decide to cease to use a supply teacher due to 

safeguarding concerns, without finding out the facts and liaising with the LADO to 

determine a suitable outcome. The School will discuss with the agency whether it is 

appropriate to suspend the supply teacher, or redeploy them to another part of the 

school, whilst they carry out their investigation.  

 The School will advise supply teachers being investigated to contact their trade 

union representative if they have one, or a colleague for support. The allegations 

management meeting which is often arranged by the LADO should address issues 

such as information sharing, to ensure that any previous concerns or allegations 

known to the agency are taken into account by the School during the investigation.  

 

 

mailto:ISADispatchTeam@homeoffice.gsi.gov.uk
http://www.gov.uk/government/organisations/national-college-for-teaching-and-leadership
http://www.gov.uk/government/uploads/system/uploads/attachment_data/file/361910/Teacher_misconduct_-_the_prohibition_of_teachers_advice_-_8_Oct_2014_CRM_link_updated.pdf
http://www.gov.uk/government/uploads/system/uploads/attachment_data/file/361910/Teacher_misconduct_-_the_prohibition_of_teachers_advice_-_8_Oct_2014_CRM_link_updated.pdf
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 When using an agency, the School should inform the agency of its process for 

managing allegations. This should include inviting the agency’s human resource 

manager or equivalent to meetings and keeping them up to date with information 

about its policies. 

 

Policy Review 

 

It is the responsibility of the Headmaster/Designated Safeguarding Lead supported by the 

other members of the school’s Senior Leadership Team to monitor this policy.  The 

Headmaster reports on Homefield Preparatory School matters to the link board member 

for Homefield Preparatory School, Mrs Marjorie Harris, and the full board meeting on an 

annual basis.   Any deficiencies or weaknesses identified in the school’s Safeguarding and 

Child Protection arrangements will be remedied without delay. 

 

Model Code of Conduct 

 

A Model Code of Conduct lets all our staff/volunteers in our school know what behaviour 

is expected and what is unacceptable.  It will also let all involved know what sanctions 

will be applied for non-compliance with the Code.  A written Model Code of Conduct is 

communicated to everyone associated with the school. It will be applied consistently. This 

school has a code of conduct for staff and young people and a code of expectations for 

parents/guardians which is communicated in the parental handbook and parental 

contract. 

 

Guidelines relating to Trips 

 

Attending fixtures, school trips and residential activities such as the Outdoor Education 

trip are regular events for this school. As part of the risk assessment procedures, trip 

leaders are required to consider any potential risks and safeguarding issues.  

 

Support and Supervision  

 

Homefield Preparatory School recognises that it is good practice to set up a system of 

support and supervision of staff/volunteers. This will enable staff/volunteers to become 

more effective by identifying training needs and dealing quickly with difficulties.   Our 

Appraisal Policy enables a structured approach to this and staff are encouraged to provide 

feedback to volunteers and report issues up to their line manager, or if there are 

safeguarding concerns, to the Designated Safeguarding Lead.  
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Guidelines for Reporting Accidents 

 

In the event of an accident, the following procedure will be carried out: 

 

 Complete the appropriate form in the Accident Book  

 Make contact with parents/guardians if it is deemed appropriate by sending home 

the appropriate form or by telephone if more immediate contact is considered 

necessary 

 Contact emergency services/GP if required 

 Record in detail all facts surrounding the accident in the Accident Book 

 Sign off on any action required by the Senior Leadership Team 

 

Health and Safety Guidelines 

 

This school is committed to ensure the safety of all members by completing a risk 

assessment for activities and endeavouring to provide first aid treatment for injury, 

accidents and cases of ill health during school sessions or at other times e.g. when on 

school trips or at competitions.  

 

Implementation and availability of information 

 

It is important that there is a free flow of information between school staff, volunteers, 

children and parents, in terms of promotion of Homefield Preparatory School and what 

we aim to achieve in relation to each child. This school will insist that a parent/guardian 

consent form is completed for each pupil as deemed appropriate.  

 

A regular review of school policies will take place through meetings with staff and 

governors and feedback from children and parents. As a School we have developed a plan 

for implementing our safeguarding procedures. 

 

The role of the governors in safeguarding  

 

The Governing body should: 

 Ensure the school carries out the guidelines and has a robust safeguarding policy in 

place 

 Nominate a governor for safeguarding who must sit on the Governing Board 

 Ensure the school has a Safeguarding Policy in place 

 In consultation with the Headmaster appoint a member of the SLT to lead on 

safeguarding matters 

 Ensure that children are taught about safeguarding through the curriculum 

 Ensure that all teaching and support staff are eligible to work with children 

 If a member of staff is dismissed due to safeguarding issues then ensure that the 

DBS Panel are notified without delay  

 Ensure that any volunteers in school are never left unsupervised with children 
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COVID-19 Annex 

 

Homefield Preparatory School is committed to safeguarding and promoting the welfare of 

boys and staff within the school.  This commitment remains a core value within the 

complex situation brought about by the covid-19 pandemic.  During these challenging 

times, Homefield Preparatory School’s Child Protection and Safeguarding Policy will 

continue to apply and all boys are expected to follow the school’s Whole School Behaviour 

procedures. 

 

It is fundamental that we adhere to the Department for Education and Government 

guidance, ensuring the safety and welfare of all our school community. This guidance can 

be accessed via the website:  http://safeguarding.info/covid19safeguarding  

 

Designated Safeguarding Lead 

 

There will always be a nominated Designated Safeguarding Lead (or deputy) available on 

site within school opening hours. 

 

Any boy or parent that has a safeguarding concern should Mr Siva (Designated 

Safeguarding Lead) at school or email via zsiva@homefieldprep.school  

 

On-site access  

 

The school will continue to follow the Government guidance on how to implement social 

distancing and appropriate safety controls within the educational setting.  The boys will be 

educated within small groups in line with guidance and the structure of the day will be 

staggered to minimise contact.  Staffing will be appropriately allocated appropriately to 

ensure the safety of the boys whilst providing a meaningful education. 

 

The boys will be registered twice daily and any absence will be followed up by the school 

office.    

 

The school site has restricted access and parents and visitors are only able to access the 

school via appointment.   

 

Online Learning from Home 

 

The schools ICT, Mobile Phones and Electronic usage policy still applies and all boys have 

been briefed on the expectations regarding their home learning. Parents have received 

guidance to assist the boys in creating the most conducive and safe environment for the 

boys.  All teaching staff have completed a homeworking checklist and had training on 

safeguarding regarding working from home and online. 

 

 

http://safeguarding.info/covid19safeguarding
mailto:zsiva@homefieldprep.school


 

 25   

Vulnerable Children  

 

Homefield will maintain continue to support any vulnerable children and liaise with the 

local authority, social services and virtual school where appropriate. 

 

Pastoral Care 

 

Homefield recognises the need to ensure the boys pastoral care is maintained in the 

current circumstances.  There is even greater emphasis on the mental wellbeing and the 

school will maintain regular contact with the pupils through their form tutors and also 

support their wellbeing through My Space and further intervention sessions as required. 

Where a boy is already involved with pastoral support, this will continue via online 

sessions. 

 

The boys will continue to follow the Whole School Behavioural Policy and normal rewards 

and sanctions will be administered.  All pastoral and safeguarding concerns will be logged 

on MyConcern and issues will be addressed by the appropriate member of staff on the 

pastoral team. 

 

Boys, parents and staff have been informed that any safeguarding issues should be 

reported directly to the DSL – Mr Zak Siva. 
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APPENDIX 1                                                                                                    Confidential  

 

TEMPLATE FOR REPORTING ALLEGATIONS/ INCIDENTS or   A CAUSE FOR 

CONCERN: 

 

Child’s full name    ______________________   Form  _________        DOB __________ 

 

Date __________________                                    Time ______________   

 

Place and context of disclosure: 

 

 

 

 

 

Notes, what was said/observed/reported 

(Please record facts and not assumptions and note the non-verbal behaviour and the key words and 

language used by the pupil.) 

 

 

 

 

 

 

 

 

 

Physical Injuries (if applicable): 

 

 

 

 

Your response (what was said/any actions taken): 

 

 

 

 

 

Signed   ………………………….  Date     ………………………….. 

 

Your position in School ………………………………………….……………              

PAGE 1 of 2 
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Action and response of DSL (if required at this stage): 

 

 

 

 

 

 

Feedback given to member of staff reporting concern:  

 

 

 

 

Information shared with any other staff? If so, what information was shared and what 

was the rationale for this? 

 

 

 

 

Review Date: Reviewed by: 

 

Outcome of review: 

 

 

 

Action needed  

(Indicate if no action is 

required) 

Timescale 

Name and position 

of person 

responsible 

Date action 

completed 

 

 
   

 

 
   

 

NOTES: 

 Inform Designated Safeguarding Lead as soon as possible.  

 1 copy to Designated Person, see above, within 24 hours or immediately if a danger of 

immediate harm.  

 Ensure confidentiality - only ‘need to know basis’ (reference confidentiality statement). 

 Designated Safeguarding Lead to inform parents, unless to do so may put the child at 

further risk – take advice from CFCS on the appropriate action to be taken. 

 The Designated Person will be responsible for storing any report in a safe and secure 

environment. 

 See policy for further guidance.                                                                             

 

PAGE 2 of 2         
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APPENDIX 2    Useful Information from Sutton LA CFCS                                                                                                 

 

INTERNAL CONCERNS FLOW CHART REGARDING STAFF/VOLUNTEERS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 
 
If you do not know who to turn to for advice or are worried about sharing your concerns with a senior colleague, you should contact the Sutton LA 

LADO formally or informally for advice.  Following the external (right column) outcome the matter may be referred back to the organisation’s 

Disciplinary Committee. 

Possible outcomes: 

 Police enquiry - joint   protocol 

interview 

 Criminal proceedings 

 Referral back to Disciplinary Committee 

 Possible civil proceedings 

 

Are you concerned about the behaviour of a staff member/volunteer? 

Is it serious poor practice/an 

alleged breach of the code of ethics 

and conduct (refer to Model Code 

of Conduct). 

In all cases ensure the appropriate 

Governing Body Children’s/Designated 

officer is contacted 

If the allegation/concern raised relates to 

Homefield Preparatory School’s 

Children’s/Designated Officer, refer directly 

to the appropriate individual senior to this 

person who will facilitate referral of the 

concerns to social services who may involve 

the Police. 

Report concerns to Homefield Preparatory 

School’s Designated Officer (unless, see 

below) who must then ensure the safety of 

the child and other children.  This person 

will then refer concerns to the Governing 

Body Children’s/Designated Officer, 

Children’s Services in Sutton, The London 

Safeguarding Children’s Board and the 

Police may be contacted. 

Report concerns immediately to 

Headmaster unless that person is subject to 

allegation in which case it should be 

reported to Chair of Governors.  In 

Headmaster’s absence, allegation should be 

reported to Chair of Governors or another 

nominated Governor. 

Could it also be child abuse? 

Appeals/complaints Committee 

Homefield Preparatory School’s 

Headmaster and Children’s 

Designated Officer will deal with it 

as a misconduct issue. 

If concerns remain, refer to the 

appropriate individual senior to 

this person (Headmaster/Chair of 

Governors. 

Governor Committee Enquiry 
(formed when necessary) 

Possible outcomes of Hearing: 

 No case to answer 

 Warrants advice/warning as to 

future conduct/sanctions 

 Further training and support 

needed 

 Referral to Independent 

Safeguarding Authority barred 

list 

 Suspension 

YES 

YES 

YES 
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EXTERNAL CONCERNS FLOW CHART 

 

When the concern is about possible abuse outside Homefield Preparatory School: 

 

Report to Designated 

Safeguarding Lead 

(Children’s Officer or 

Chairperson) 

Decide if reasonable 

grounds for concerns 

(Refer to Model Code of 

Conduct for Guidance) 

Designated person 

should ‘informally 

consult’ with CFCS – 

advice & guidance by 

phone 

No case to 

answer 

Unclear 

Clear Proceed 

Don’t 

Proceed 

Consider is the 

parent the 

alleged abuser? 

Discuss with CFCS / 

police how 

parent/guardian will be 

informed 

 

Tell Parent after advice 

from CFCS 

Yes No 

 

Make a formal referral to CFCS 

Ensure the young person is appropriately 

supported while maintaining 

confidentiality 

Inform the person who raised 

the concern that following 

advice there is no case to 

answer. 
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What is the Sutton CFCS Procedure?  

 

CFCS is responsible for managing concerns and allegations of potential harm or abuse against 

people who work or volunteer with children.  CFCS role is different from a social worker conducting 

a Social Services Child Protection enquiry within a family as they deal with cases of suspected harm 

or abuse relating to the workplace.  CFCS role includes assessing immediate and continuing risk to 

children in the work or voluntary setting and identifying support for practitioners against whom an 

allegation has been made.   

 

The CFCS role is to: 

 

 provide advice and guidance to employers and voluntary organisations; 

 

 liaise with police and other agencies including Ofsted and registration and regulatory bodies 

such as the General Medical Council and the General Teaching Council; 

 

 monitor the progress of cases to ensure they are dealt with as quickly as possible, consistent with 

a thorough and fair process; 

 

 seek to resolve any inter-agency issues; 

 

 collect strategic data and maintain information about allegations in a secure confidential way; 

and 

 

 ensure those who need to know about an allegation or concern are informed appropriately and in 

accordance with the law. 

 

What will the CFCS advise when you refer an allegation? 

 

 Next steps - for example whether the matter needs to be referred on to the Police, Children’s 

Social Care or a regulatory body and what disciplinary action may be needed; 

 

 When and how to inform the person who is the subject of the allegation; 

 

 How and when to inform children’s parents or carers; 

 

 How service users should be protected whilst the matter is dealt with, for example whether 

suspension should be considered, although the decision is the employer’s; 

 

 How the CFCS will monitor the process of investigation and outcome. 
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LADO Procedure Flowchart 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 

A concern or allegation arises in relation to someone (not 

necessarily an adult) working or volunteering with children 

and a colleague / manager becomes aware of this 

Member of staff in organisation who becomes aware of the 

concern or allegation informs the organisation’s designated 

CPO or safeguarding person or manager 

Designated CP or safeguarding person or manager contacts the CFCS to discuss 

whether the concern or allegation relates to possible:  

 Risk or actual harm to a child; 

 Behaviour involving or related to a child which may constitute a 

criminal offence; 

 Behaviour at work or in personal life that raises possible concern about 

the person’s suitability to work with children 

Yes No Possibly 

CFCS consults with relevant practitioners and 

gives advice 

No further action 

by CFCS 

Senior Strategy Meeting - a multi-agency meeting 

chaired by CFCS to exchange information and decide 

whether or not to investigate and if so, investigation 

processes, which may include a police investigation 

Agency investigates 

through disciplinary 

and / or complaint 

process 

Investigation may lead to prosecution, employer 

action or civil action such as child protection 

investigation or court proceedings - there may be a 

need for a review Senior Strategy Meeting to 

consider outcome 

Agency feeds back to 

CFCS 


