
Summary of 

Safeguarding 

Procedures
Reviewed in the light of “Keeping Children Safe 
in Education, May 2016”.

Article 19: Children should be protected from all forms of violence, abuse, neglect and bad 
treatment by their parents or anyone else who looks after them. 



“All school and college staff should be 

prepared to identify children who may 

benefit from early help. Early help means 

providing support as soon as a problem 

emerges at any point in a child’s life, 

from foundation years through to 

teenage years.”

What does this mean to you?



Designated Child Protection Officers

The Designated Child Protection Officers at Halley Primary School 

are: 

Lead Officer for Child Protection:

 Wendy Otterburn-Hall (Headteacher)

Designated Child Protection Officers: 

 Katherine Maciejewski (SENCO)

 Kiasha Flynn-Naidoo (Assistant Headteacher)

 Helen Collinge (Assistant Headteacher)

 Nilufa Salik (Inclusion Advocate)

 Samina Bahar (Learning Mentor) 

 Matthew Rayner (Trained link governor for: Child Protection, Looked 

After Children an PREVENT)



• If any member of staff is concerned about a child he or she inform one of the 

identified Designated Child Protection Officers.

• Information regarding the concerns must be recorded by the member of staff 

on the same day on the designated form.  Forms are available from the staff 

room and the main office. 

• The recording must be a clear, precise, factual account of the observation. The 

account must be dated and signed.

• Visitors to the school are provided with safeguarding information upon arrival 

at the main office and will be expected to follow school procedures (see Visitor 

Policy).

• The designated officer to whom the report has been handed will abide by the 

guidance of the Local Safeguarding Children Board, and may refer the matter 

to the Multi-Agency Safeguarding Hub (MASH) in Tower Hamlets Children’s 

Social Care. Only Designated Child Protection Officers should make 

decisions about when to disclose Child Protection issues to parents and 

other staff must assume that information about Child Protection issues 

is strictly confidential, and act accordingly.

DEALING WITH A DISCLOSURE & 

RECORD KEEPING



DEALING WITH A DISCLOSURE

RECORD KEEPING
If a pupil discloses that he or she has been abused in some way, the 

member of staff should:

• Ask the child to: ‘Tell, Explain or Describe’  (TED) when dealing with a 

disclosure 

• Listen to what is being said without showing shock or disbelief.

• Accept what is being said

• Allow the child to talk freely

• Reassure the child but not make promises which it might not be 

possible to keep

• Not promise confidentiality – it might be necessary to refer to Children’s 

Social Care

• Stress that it was the right thing to tell

• Ask open questions rather than leading questions

• Not criticise an alleged perpetrator

• Explain what has to be done next and who has to be told in an age 

appropriate way



• Record the date, time, place and any noticeable non–verbal behaviour 

and the words used by the child

• If necessary, use a body map on the Record of Concern to indicate the 

position of any bruising or other injury (DO NOT TAKE 

PHOTOGRAPHS)

• Record statements and observations rather than interpretations or 

assumptions

• Do not destroy the original notes in case they are needed in court

Staff members are advised to 

maintain an attitude of “it could 

happen here”.



Action when a child has 
suffered or is likely to 
suffer harm 
This diagram illustrates 
what action should be 
taken and who should 
take it where there are 
concerns about a child. If, 
at any point, there is a 
risk of immediate serious 
harm to a child a referral 
should be made to 
children’s social care 
immediately. Anybody 
can make a referral.



CHILDREN AT RISK FROM EXTREMISM AND 

RADICALISATION

“Safeguarding vulnerable people from 

radicalisation is no different from 

safeguarding them from other forms of 

harm.”  Home Office – The Prevent Strategy 

• A poster summarising the issues and referral procedures has been 

circulated to all staff and is also displayed around the school 

REPORTING

• Initial concerns within the school should be dealt with as other 

safeguarding concerns – a record of concern should be completed and 

passed to one of the designated CP leads

Educate against hate website for parents and schools: http://educateagainsthate.com/

http://educateagainsthate.com/


If in doubt: REFER to Social Inclusion Panel (SIP)

• In Tower Hamlets the SIP is the panel which performs the function of 

“Channel” for those under 18 (Channel is the multi-agency discussion and 

planning network for cases requiring Prevent interventions).The Chair of 

SIP is Liz Vickerie (liz.vickerie@towerhamlets.gov.uk; tel: 020 7364 6448). 

• For Adults (those 18 or over), cases should be referred to the 

Safeguarding Adults Panel (SAP). Contact the Prevent Project Manager, 

Nojmul Hussain (nojmul.hussain@towerhamlets.gov.uk; tel: 020 7634 

4691).

• If at any stage you are concerned that a child or young person is at 

imminent risk of harm you should also contact the Child Protection Duty 

Line on 020 7364 3444. If you suspect someone is actually engaged in 

terrorist activity, you should also contact the police or the anti-terrorist 

hotline immediately on 0800 789 321.

mailto:liz.vickerie@towerhamlets.gov.uk
mailto:nojmul.hussain@towerhamlets.gov.uk


ONLINE SAFETY

• The school has an E-Safety policy which includes guidance for all pupils 

in relation to Online Safety (previously known as E-Safety) and using the 

internet and social media.  The internet and the use of social media in 

particular has become a major factor in the radicalisation of young 

people.

• Staff are encouraged to report their concerns if they believe that children 

are using the internet, mobile technology or social media inappropriately 

(e.g. sexting). In these instances the designated child protection person 

will take advice from the Duty Advice Line on how to proceed with 

regards to talking to parents/carers about E-safety.

• In some extreme cases the Police may become involved if a child is at 

risk of exploitation or radicalisation due to their use of the internet or 

social media. Consequently, staff must report any concerns in a timely 

way so that advice and support can be sought. For more guidance please 

follow the link to Child Exploitation and Online Protection Agency (CEOP) 

http://ceop.police.uk/

http://ceop.police.uk/


ALLEGATIONS INVOLVING SCHOOL STAFF OR 

VOLUNTEERS

• Any member of staff or volunteer who has reason to suspect that another 
member of staff or volunteer, either at school or elsewhere, has 
-behaved in a way that has harmed a child, or may have harmed a child; or  
-possibly committed a criminal offence against or related to a child; or 
-behaved towards a child or children in a way that indicates s/he may pose a risk 
of harm to children
must immediately inform the Headteacher. He or she should make a record of 
the allegation including a note of anyone else who witnessed the incident.

• The Headteacher will contact the LADO -James Gilley (020 7364 3506) who will 
advise on appropriate action to take.

• If the allegation is about the Headteacher, the Chair of Governors and the Local 
Authority Designated Officer [LADO] – James Gilley must be contacted.



 Have you read the school’s Child Protection and Safe School Policy –
2016-2017? 

 Have you read  and understood ‘Keeping children safe in education 
September 2016’? (signed and returned the slip to the general office)

 Have you read and understood the school’s Code of Conduct Policy for 
Staff 2016-17?
(signed and returned the slip to the general office)

 Do you know and understand what the school’s child protection procedures 
are and how to report any concerns? 

 Do you know who the Designated Child Protection Officers  are that you 
should report any concerns to? 

 How do you pass on concerns? Is there an agreed format to record any 
concerns on?

 Do you know how to report a concern about another adult’s behaviour 
(including concerns about the Headteacher or Assistant Headteachers)?

Checklist…



‘Safeguarding is everyone’s 
responsibility’

Source: Children Act 2004

Final thoughts


