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The Samworth Church Academy 

 
CHILD PROTECTION POLICY 

1 Principles 
 

1.1 Our staff are in regular and frequent contact with young people and are particularly well 
placed to observe signs of abuse.  We have a responsibility to help protect young people 
from abuse and inadequate care.  We will collaborate with the Local Authority and act in 
accordance with agreed procedures whenever there is a concern, as detailed in 
“Working Together to Safeguard Children 2015”, 
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2  
Nottinghamshire Safeguarding Children Procedures May 2014 and “Keeping children 
safe  in education Statutory guidance for Academies and Colleges 2016” (see Appendix 
1) https://www.gov.uk/government/publications/keeping-children-safe-in-education--2  
 

2    Child Protection Management 
 
2.1  The Designated Safeguarding Lead (DSL) is part of the executive leadership team.   

The Principal selects the DSL and ensures everyone knows it is Adam Cave.  In the 
absence of the DSL the Child Protection Officer (CPO), Sharon Bassett undertakes 
the Child Protection lead role and generally takes operational responsibility for Child 
Protection matters, including referrals. 

 
2.2 The DSL’s responsibilities include: 

i. ensuring that we communicate effectively with the Local Authority’s Children 
and Young People’s Department, and with any other relevant agencies; 

ii. ensuring that child protection procedures follow the principles of good practice 
and local authority guidelines; 

iii. managing child protection records; 
iv. ensuring that all staff understand child abuse and its main signs; 
v. advising staff of their responsibilities for child protection; 
vi. ensuring that all staff receive appropriate child protection training which is 

updated annually each September and for staff starting mid-year when they 
start at the Academy; 

vii. supporting staff in discharging their responsibilities; 
viii. linking regularly with the Child Protection/Safeguarding Governor. 

 
3 Responsibilities of All Staff and Reporting Concern 

 
3.1 If a member of staff has any suspicion that a student may be at risk, they should 

report it immediately to the DSL, who will inform the Principal of any issues and 
investigations. 
 

3.2 When involved in a child protection investigation or child protection issues, 
employees need to be completely open and honest.  Any deliberate misleading or 
misrepresentation will be regarded as gross misconduct (see note a in the Staff 
Disciplinary Procedure). 
 

3.3 Staff should also note paragraph 1.6 of Acceptable Use of ICT (including all digital 
devices) Policy. 
 

3.4 All Academy staff have a responsibility to provide a safe environment in which 
children can learn and 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 a 
responsibility to take appropriate action, working with other services as needed. 
 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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4 Records and Information 

 
4.1 The DSL is responsible for keeping and securely storing child protection records.  

Where a person makes an oral statement, a written transcript or summary should be 
signed and dated by the person making the statement. 
 

4.2 Staff should only be given any information necessary to help the student.  In general, 
where a student is listed on the Child Protection register, or where there are 
concerns about their welfare, those staff in regular contact with them including their 
personal tutor and any other member of staff chosen by them should be kept 
informed of any developments.  In some cases other staff may be alerted, in order to 
raise general awareness, for example that the student’s behaviour or achievement 
may be affected. 
 

4.3 If a student who is causing concern transfers to another Academy, the DSL  will: 
 
i. establish the name of the receiving Academy; 
ii. discuss the transfer with the relevant child protection manager at the receiving 

Academy; 
iii. send all child protection records relating to the student to the receiving 

Academy; 
iv. arrange for a check with the receiving Academy that the student has arrived 

on the expected day; 
v. arrange for all other relevant agencies to be informed of the transfer. 

 
5 Listening 

 
5.1 We know that some children will be experiencing ill treatment, neglect or abuse 

which has not yet been detected.  We have to listen to students at all times, 
particularly when they are distressed, worried or concerned.   
 

5.2 Students are likely to make less progress when distressed.  While maintaining clear 
boundaries of acceptable behaviour, we need to take possible distress into account 
when managing the behaviour of students who are or may be of child protection 
concern. 
 

5.3 We also have a quiet reflection room where students may take respite from the daily 
routine should they need it. 

 
6 Confidentiality 

 
6.1 We need to assure students that their best interests will be maintained, with attention 

to confidentiality.  However, no student making or apparently about to make a 
disclosure of child protection concern can be assured of total confidentiality since the 
law may require details to be passed to others including the DSL irrespective of the 
student’s wishes. 
 

6.2 Although in general the Academy should not withhold important information from 
parents or carers, they should not be informed of child protection concerns unless the 
DSL is confident that the child would not be placed at additional risk by doing so (see 
Appendix 1). 
 

7 Other Associated Policies 
 

7.1 This policy is associated with the following: 
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i. Staff Disciplinary Procedure 
ii. Acceptable Use of ICT (including all digital devices) Policy 
iii. Whistle Blowing Procedure 
iv. Abuse Allegation Procedure 
v. HR Safer Recruitment Guidance  
vi. Code of Conduct (staff) 
vii. Health and Safety Policy  
viii. Nottinghamshire Safeguarding Children Board: Managing allegations procedures 

link: 
http://nottinghamshirescb.proceduresonline.com/core/p_alleg_against_staff.html. 

ix. DfE Keeping Children Safe in Education 2016 part four: Allegations of abuse 
made against teachers and other staff  

x. Disqualification under the Childcare Act 2006  
xi. Childcare (Disqualification) Regulations 2009 – Guidance for Schools  
xii. Coping with a School Emergency Plans  
xiii. Accessibility Plan 
 

8 Monitoring, Evaluation and Review 
 

8.1 The policy will be promoted and published throughout the Academy. 
  

8.2 The policy will be reviewed at least annually by Academy staff and reported to the 
Governing Body. 

 
 

Reviewed September 2016 
To be reviewed September 2017  
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APPENDIX 1 
 

1 Key Definitions 
 
1.1 Safeguarding and Promoting Welfare is defined as: 

 

 Protecting children from maltreatment; 

 Preventing impairment of children’s health or development; 

 Ensuring that children grow up in circumstances consistent with the provision 
of safe and effective care; 

 Taking action to enable all children to have the best outcomes. 
 

1.2  Child Protection is part of safeguarding and promoting welfare.  The term is used to 
refer to the activity that is undertaken to protect specific children who are suffering or 
are at risk of suffering significant harm. 

 
2 Types of Abuse and Neglect 
 
2.1 Recognising when a child is experiencing abuse and neglect can be complex.  

Keeping Children Safe In Education 2016 states abuse is a form of maltreatment of a 
child.  Somebody may abuse or neglect a child by inflicting harm, or by failing to act 
to prevent harm.  They may be abused by an adult or adults or another child or 
children. 

 
2.2 Physical Abuse 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. 
 

2.3 Emotional Abuse is the persistent emotional maltreatment 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 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 the 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 hearing or seeing 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. 
 

2.4 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 (e.g. rape or oral sex) or non-penetrative acts such 
as masturbation, kissing, rubbing and touching outside of clothing.  Sexual abuse 
includes non-contact activities, such as involving children in looking at, including 
online and with mobile phones, or in the production of, pornographic materials, 
watching sexual activities or 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.  In addition, sexual abuse includes abuse of 
children through sexual exploitation.  Penetrative sex where one of the partners is 
under the age of 16 is illegal, although prosecution of similar age, consenting 
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partners is not usual.  However, where a child is under the age of 13 it is classified as 
rape under section 5 Sexual Offences Act 2003. 
 

2.5 Neglect is 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 misuse, 
maternal mental ill health or learning difficulties or a cluster of such issues.  Where 
there is domestic violence and violence towards a carer, the needs of the child may 
be neglected.  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, social and educational needs. 
 

2.6 These definitions are used when determining significant harm and children can be 
affected by combinations of maltreatment and abuse, which can be impacted on by 
for example domestic violence and abuse in the household or a cluster of problems 
faced by adults. 
 

3 Specific Safeguarding Issues 
 
3.1 Expert and professional organisations are best placed to provide up-to-date guidance 

and practical support on specific safeguarding issues.  For example NSPCC offers 
information for Academies and colleges on the TES website and also on its own 
website www.nspcc.org.uk.  Academies and colleges can also access broad 
government guidance on the issues listed below via the GOV.UK website: 

 

 Child sexual exploitation (CSE) – see also below 

 Bullying including cyberbullying 

 Domestic violence 

 Drugs 

 Fabricated or induced illness 

 Faith abuse 

 Female genital mutilation (FGM) – see also below 

 Forced marriage 

 Gangs and youth violence 

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

 Mental health 

 Private fostering 

 Preventing radicalisation 

 Sexting 

 Teenage relationship abuse 

 Trafficking 
 

3.2 Child sexual exploitation (CSE) involves exploitative situations, contexts and 
relationships where young people receive something (for example food, 
accommodation, drugs, alcohol, gifts, money or in some cases simply affection) as a 
result of engaging in sexual activities.  CSE can take many forms ranging from the 
seemingly ‘consensual’ relationship where sex is exchanged for affection or gifts, to 
serious organised crime by gangs and groups.  What marks out exploitation is an 
imbalance of power in the relationship.  The perpetrator always holds some kind of 
power over the victim which increases as the exploitative relationship develops.  CSE 
involves varying degrees of coercion, intimidation or enticement, including unwanted 
pressure from peers to have sex, sexual bullying, including cyberbullying and 

http://www.nspcc.org.uk/
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grooming.  However, it is also important to recognise that some young people who 
are being sexually exploited do not exhibit any external signs of this abuse. 

 
3.3 Female Genital Mutilation (FGM): staff need to be alert to the possibility of a girl 

being at risk of FGM, or already having suffered FGM.  There is a range of potential 
indicators that a child or young person may be at risk of FGM, which individually may 
not indicate risk but if there are two or more indicators present this could signal a risk 
to the child or young person.  Victims of FGM are likely to come from a community 
that is known to practise FGM.  Staff should note that girls at risk of FGM may not yet 
be aware of the practice or that it may be conducted on them, so sensitivity should 
always be shown when approaching the subject.  Staff should activate local 
safeguarding procedures, using existing national and local protocols for multi-agency 
liaison with police and children’s social care. 
 

3.4 Preventing radicalisation: The Counter-Terrorism and Security Act, which received 
Royal Assent on 12 February 2015, places a duty on specified authorities, including 
local authorities and childcare, education and other children’s services providers, in 
the exercise of their functions, to have due regard to the need to prevent people from 
being drawn into terrorism (“the Prevent duty”). This guidance will be updated further 
to reflect the implications of the Prevent duty, which is expected to come into force 
later in 2015.  The Counter-Terrorism and Security Act 2015 will also place a duty on 
local authorities to ensure Channel panels are in place. The panel must include the 
local authority and chief officer of the local police. Panels will assess the extent to 
which identified individuals are vulnerable to being drawn into terrorism, following a 
referral from the police and where considered appropriate and necessary consent is 
obtained, arrange for support to be provided to those individuals. The Act will require 
partners of Channel panels to co-operate with the panel in the carrying out of its 
functions and with the police in undertaking the initial assessment as to whether a 
referral is appropriate. Academies and colleges which are required to have regard to 
Keeping Children Safe in Education are listed in the Act as partners of the panel. The 
relevant provisions of the Act came into force on 12 April 2015 but many local 
authorities already have Channel panels set up in their area. 

 
3.5 Potential risk of harm to unborn child: in some cases staff are able to anticipate the 

likelihood of significant harm with regard to an unborn baby (e.g. where there is 
information known about domestic violence, substance misuse or a diagnosis of a 
mental health problem which may impact on parental capacity).  These concerns 
should be addressed as early as possible before the expected birth of the baby so 
that a full assessment can be undertaken and support offered to the parent/s or 
carers to provide safe care for the baby. 
 

4 The Concept of Significant Harm 
 

4.1  Some children are in need because they are suffering, or likely to suffer, significant 
harm.  The Children Act 1989 introduced the concept of significant harm as the 
threshold that justifies compulsory intervention in family life in the best interests of the 
child. In addition, ‘harm’ is defined as the ill treatment or impairment of health and 
development.  This definition was clarified in section 120 of the Adoption and 
Children Act 2002 so that it may include: “impairment suffered from seeing or hearing 
the ill treatment of another” for example where there are concerns of Domestic 
Violence and Abuse. 

 
4.2  There are no absolute criteria on which to rely when judging what constitutes 

significant harm.  Consideration of the severity of ill-treatment may include the degree 
and the extent of the physical harm, the duration and frequency of abuse and 
neglect, the extent of premeditation, and the presence or degree of threat, coercion, 
sadism or bizarre or unusual elements.  Each of these elements has been associated 
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with more severe effects on the child and/or relatively greater difficulty in helping the 
child overcome the adverse impact of the maltreatment. 

 
4.3  Sometimes, a single traumatic event may constitute significant harm (e.g. a violent 

assault, suffocation or poisoning).  More often, significant harm is a compilation of 
significant events, both acute and longstanding, which interrupt, change or damage 
the child’s physical and psychological development. 

 
4.4  Some children live in family and social circumstances where their health and 

development are neglected.  For them, it is the corrosiveness of long-term neglect, 
emotional, physical or sexual abuse that causes impairment to the extent of 
constituting significant harm. 
 

5  Early Help 
 

5.1  Some other children are in need because they have additional or extensive needs 
that universal services cannot provide for alone but do not result in significant harm.  
Nottinghamshire has multi-agency agreements in place; this is the Pathway to 
Provision. 
 

6      Responding to Abuse and Neglect 
 
6.1  All practitioners, whether paid or voluntary, should  
 

 be alert to potential indicators of abuse or neglect; 

 be alert to the risks which individual abusers, or potential abusers, may pose 
to children; 

 be alert to the impact on the child of any concerns of abuse or maltreatment; 

 be able to gather and analyse information as part of an assessment of the 
child’s needs; 

 follow the Academy’s child protection procedures, including identifying 
potential or actual harm to children; 

 discuss and record concerns with the child’s Learning Manager; 

 discuss and record concerns with the Academy’s DSL. 
 

6.2 Safeguarding is everyone’s responsibility; for services to be effective, each individual 
and organisation should play their part, including if urgent concerns arise all staff 
should use their knowledge and the Academy’s resources to contact children’s social 
care or the police about their concerns directly and complete a referral form.  In such 
circumstances a formal referral to children’s social care, the police or emergency 
medical services (if the child requires urgent medical attention) must not be delayed 
by the need for consultation with the DSL, CPO or Learning Manager or the 
completion of an assessment. 

  
6.3  All staff with contact with children and members of their families must make a referral 

to children’s social care if there is evidence that a child or unborn baby: 
 

 is suffering significant harm through abuse or neglect; 

 is likely to suffer significant harm in the future. 
 

The timing of such referrals should reflect the level of perceived risk of harm as soon 
as possible and not longer than within one working day of identification or 
disclosure of harm or risk of harm. 

 
6.4  In urgent situations, out of office hours, staff must refer to Section 10, Making a 

Referral. 
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7  Hearing and Observing the Child/Young Person 
 
7.1  Whenever a child reports that they are suffering or have suffered significant harm 

through abuse or neglect, or have caused or are causing physical or sexual harm to 
others, staff should listen carefully to what the child says and observe the child’s 
behaviour and circumstances to: 

 

 clarify and document the concerns; 

 offer reassurance about how the child will be kept safe; 

 explain what action will be taken and within what timeframe. 
 

7.2 The child must not be pressed for information, led or cross-examined or given false 
assurances of absolute confidentiality, as this could prejudice police investigations, 
especially in cases of sexual abuse. 
 

7.3 The child or young person should be given information and asked their views about 
the referral to children’s social care in a way appropriate to their age and 
developmental level unless to do so is felt likely to cause increased risk of harm to 
them or others.  If the child can understand the significance and consequences of 
making a referral to children’s social care the possible outcomes and the different 
stages of the process should be explained to them.  Their views and comments 
should be recorded. 
 

7.4 It should be explained to the child that whilst their views will be taken into account, 
the member of staff has a responsibility to take whatever action is required to ensure 
the child’s safety and the safety of other children. 
 

8 Parental Consultation 
 
8.1 Concerns which have been raised, should, where applicable, be discussed with the 

parent and agreement sought for a referral to children’s social care unless seeking 
agreement is likely to place the child or member of staff at risk of significant harm 
through delay or from the parent’s actions or reactions; for example in circumstances 
where there are concerns or suspicions that a serious crime such as sexual abuse, 
domestic violence or fabricated or induced illness has taken place. 
 

8.2 Where a member of staff decides not to seek parental permission before making a 
referral to children’s social care, the decision must be clearly noted in the child’s 
records with reasons, dated and signed and confirmed in the referral to children’s 
social care.  Members of staff should consult with the DSL, if at all practicable, for 
advice. 
 

8.3 When a referral is deemed to be necessary in the interests of the child, and the 
parents have been consulted and are not in agreement, the following action should 
be taken: 
 

 The reason for proceeding without parental or competent young person’s 
agreement must be recorded. 

 The parent or young person’s withholding of permission must form part of the 
verbal and written referral to children’s social care. 

 The parent should be contacted to inform them that, after considering their 
wishes, a referral has been made. 

 
8.4 A child protection referral from a member of staff cannot be treated as anonymous 

and where any court proceedings may follow, whether criminal or family court, the 
information may be made available. 
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9 Urgent Medical Referral 
 
9.1 If the child is suffering from a serious injury, unwell or in pain the member of staff 

must arrange appropriate medical attention and must inform children’s social care, 
and ensure the safeguarding concerns are communicated with any medical services 
involved with immediate care e.g. the ambulance service, Accident and Emergency 
Department.  They should also contact the on call consultant paediatrician for child 
protection at the hospital the child is attending. 
 

10 Making a Referrral 
 
10.1 Referrals should be made to the Local Authority for the area where the child is living 

or found.  More detailed guidance on the referral processes for Nottingham City and 
Nottinghamshire can be accessed by following these links; 

 

 Are you worried about a child’s well-being (Nottingham City Council website); 

 Contact Social Care Services for Children and Young People 
(Nottinghamshire County Council website). 

 
10.2 Where an assessment has been completed prior to referral, these details should also 

be conveyed at the point of referral. 
 

10.3 Children’s social care should within one working day of receiving the referral make 
a decision about the type of response that will be required to meet the needs of the 
child.  The referrer should be notified of the outcome of this decision within 5 days 
and if this does not occur, the referrer should contact these services again and, if 
necessary, ask to speak to a line manager to establish progress. 

 
10.4 If the child is known to have an allocated social worker, the information should be 

passed to that worker, the duty children’s social worker in the allocated team or the 
social worker’s manager without delay.  In all other circumstances referrals should be 
made to the duty officer.  In the event of nobody being available from the allocated 
team, the information should be given to the initial points of contact in the responsible 
authority. 

 
10.5 Anyone who has concerns about a child’s welfare can make a referral to children’s 

social care.  Referrals can come from the child themselves, practitioners such as 
teachers, the police, GPs, medical and nursing staff, health visitors as well as family 
members and members of the public. 
 

10.6 Referrals usually fall into three categories: 
 

 Requests for information from children’s social care; 

 Provision of information such as notifications about a child; 

 Requests for services for a child, which will be in the form of a referral. 
 

Children’s social care has the responsibility to clarify with the referrer the nature of 
the concerns and how and why they have arisen and if the referral meets the 
threshold for children’s social care services in accordance with Pathway to Provision, 
the child must be seen as soon as possible following the referral and the child’s 
needs and safety should remain paramount at all times. 
 

10.7 All staff have a responsibility to refer a child to children’s social care under section 11 
of the Children Act 2004 if they believe or suspect that the child: 

 

 has suffered significant harm; 

 is likely to suffer significant harm; 
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 has a disability, developmental and welfare needs which are likely to only be 
met through provision of family support services (with agreement of the child’s 
parents) under the Children Act 1989; 

 is a Child in Need whose development would be likely to be impaired without 
provision of services. 

 When staff make a referral to children’s social care, they should include any 
pre-existing assessments and information about services which are or have 
been provided such as an early assessment or a Common Assessment 
(CAF).  Any information they have about the child’s developmental needs and 
the capacity of the parents and carers to meet these within the context of the 
wider family and environment should be provided as a part of the referral 
information. 

 The referrer must always have the opportunity to discuss their concerns with 
a qualified social worker. 

 
10.8 In Nottinghamshire, referrals should be made to the MASH (Nottinghamshire Multi-

Agency Safeguarding Hub).  All referrals should be confirmed in writing by the 
referrer within 24 hours. 
 

10.9 The social worker will discuss the concerns with the referrer and consider any 
previous records in relation to the child and family in their agency.  The social worker 
will establish: 

 

 the nature of the concerns; 

 how and why they have arisen; 

 the child’s views, if known; 

 what the child’s and the family’s needs appear to be; 

 whether the family is aware of the referral and whether they are in agreement 
with it or not; 

 whether the concern involves abuse or neglect; and 

 whether there is any need for urgent action to protect the child or any other 
children in the household or community. 

 A decision to discuss the referral with other organisations without parental 
knowledge or permission should be authorised by a children’s social care 
manager, and the reasons recorded. 

 
10.10 The checking and information gathering stage must involve an immediate 

assessment of any concerns about either the child’s health and development, or 
actual and/or potential harm, which justify further enquiries, assessments and/or 
interventions. 

 
10.11 Interviews with the child, if appropriate, should take place in a safe environment.  All 

interviews with the child and family members should be undertaken in their preferred 
language and where appropriate for some people by using non-verbal 
communication methods. 
 

10.12 The children’s social care manager should be informed by a social worker of any 
referrals where there is reasonable cause to consider Section 47 Enquiries and 
authorise the decision to initiate action.  If the child and/or family are known to 
professional agencies or the facts clearly indicate that a Section 47 Enquiry is 
required, children’s social care should initiate a strategy meeting/discussion 
immediately and together with other agencies determine how to proceed. 
 

10.13 The police must be informed at the earliest opportunity if a crime may have been 
committed.  The police should assist to carry out their responsibilities, where there 
are concerns about the child’s welfare, whether or not a crime has been committed. 
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10.14 Referral outcomes about a child, where there may be concerns, typically fall in to four 

categories and pathways: 
 

 no further action, which may include information to signpost to other services; 

 Early Help – referrals for intervention and prevention services within the 
Common Assessment Framework and Early Help services range of provision; 

 Child in Need services – assessment to be undertaken by children’s social 
care (Section 17 CA 1989); 

 Child Protection services – assessment and child protection enquiries to be 
undertaken by children’s social care (Section 47 CA 1989) with active 
involvement of other agencies such as the police. 

 
10.15 Whatever the outcome of a referral, it should be assessed by a qualified social 

worker and a decision should have been made by the relevant line manager within 
the time scale of one working day about what should happen next.  The children’s 
social care manager must approve the outcome of the referral and ensure that a 
record has been commenced and/or updated. 

 
10.16 The social worker should inform, in writing, all the relevant agencies and the child, if 

appropriate, and family of their decisions and, if the child is a Child in Need, of the 
plan for providing support. 
 

10.17 Where a referring professional disagrees with the children’s social care response to 
their referral, they have a duty to escalate their concerns as outlined in 
Nottinghamshire’s Resolving Professional Disagreements (Escalation) Procedure. 
 

10.18 The child and parents should be routinely informed about local procedures for raising 
complaints, if they wish to, and local advocacy services. 
 

11 Concerns Raised by a Member of the Public 
 
11.1 When a member of the public telephones or approaches a member of staff with 

concerns about the welfare of a child or an unborn baby, the member of staff who 
receives the contact should always:  

 

 gather as much information as possible, to make a judgement about the 
seriousness of the concerns; 

 take basic details; 
1. name, address, gender and date of birth of the child; 
2. name and contact details for parent/s, GP, other practitioners providing 

other services and a lead professional for the child (if known). 

 Discuss the case with the DSL to decide whether to: 
1. make a referral to children’s social care; 
2. make a referral to the lead professional, if the case is open and there is 

one; 
3. make a referral to a specialist agency or professional, e.g. educational 

psychologist or a speech and language therapist; 
4. undertake an assessment. 

 Record the referral contemporaneously, with the detail of information received 
and given, separating out fact from opinion as far as possible. 

 
11.2 The member of the public should also be given the number of children’s social care 

and encouraged to contact them directly.  The agency receiving the initial concern 
should always make a referral to children’s social care and to the lead professional, if 
there is one, in case the member of the public does not follow through (which can 
happen). 
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11.3 Some people may prefer not to give their name to children’s social care, or they may 

disclose their identity but not wish for it to be revealed to the parent/s of the child 
concerned.  Wherever possible, members of staff should respect the referrer’s 
request for anonymity.  However, members of staff should not give referrers any 
guarantees of confidentiality, as there are certain limited circumstances in which the 
identity of a referrer may have to be given (e.g. in court).  Consideration for the 
referrer’s safety may be an issue in some cases. 

 
12 Staff Responsibilities in Relation to Children 
 
12.1 All staff need to be competent in identifying the parent or carer’s role as a parent.  

They need to be able to consider the impact of the adult’s condition or behaviour on: 
 

 a child’s development; 

 family functioning; 

 the adult’s parenting capacity. 
 
12.2 Where a member of staff has concerns about the parent’s capacity to care for the 

child and considers the child is likely to be harmed or is being harmed, they should 
immediately refer the child to the police or children’s social care, in accordance with 
the above procedures. 

 
12.3 Requests for information about a child, which are often made to health practitioners 

or specialist services for mental health or substance misuse, by children’s social care 
should be directed to the correct professional and not dealt with by administrative 
staff or intermediaries, although it is reasonable for these staff to initially obtain 
demographic information and information about consent arrangements for the 
information request. 

 
12.4 Adult Services employ safeguarding children practitioners to provide leadership on 

safeguarding children matters.  The roles and responsibilities of designated and 
named safeguarding children staff should be clear and accessible to all staff and 
made known to partner organisations to assist in the process of sharing information. 
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APPENDIX 2 

 
Guidance on Visitors, including VIPs, to Academies 
 
1 Introduction 
 
1.1 This guidance is intended to help the Academy manage visitors in a way that ensures 

the safety of children and adults on the Academy site. The responsibility for this lies 
with the Principal, Exec Group and the governing body. 

 
2 Guidance and Responsibilities 
 
2.1 The Principal and Chair of Governors are responsible for implementing this guidance 

and managing visitors to the Academy. The day to day arrangements need to be 
understood by all staff. All staff have a responsibility to ensure that visitors to the 
Academy are properly welcomed and managed safely within Academy. 

 
2.2 All staff should be aware of this guidance and that it applies to all visitors equally, 

including VIPs.  
 
3 Types of visitor 

 
3.1 There are a number of different types of legitimate visitors to the Academy; 
 

•  those who attend the Academy in connection with children and who have a 
professional role i.e social workers, educational psychologist, SEND officers, 
targeted support workers or health related professionals;  

•  those attending to work with children in roles such as peripatetic tutors, sports 
coaches; 

•  those who attend the Academy in connection with the building, grounds or 
equipment i.e. builders, contractors, maintenance staff or IT workers; 

•  VIPs – Very Important People;  
•  other legitimate visitors i.e parents, parent helpers, Academy governors. 

 
3.2 Visits should be planned to ensure they run smoothly taking into account the 

need to safeguard both children, the reputation of the Academy and the visitor. 
Where appropriate, risk assessments should be undertaken. The Principal or 
Exec Group should be aware of visits in advance.  

  
3.2 The following procedure should be followed with regard to all visitors; 

 
•  Wherever possible, visits to the Academy should be pre-arranged and entered 

on the visitors’ calendar by the member of staff organising the visit.  At the start 
of each day the receptionist/s should check that day’s visitors’ calendar. 

•  All visitors must report to reception first and not enter the Academy via any other 
entrance.  

•  At reception, all visitors should explain the purpose of their visit and who has 
invited them. They should be ready to produce formal identification. All 
Nottinghamshire County Council staff should show their photo ID card. 

•  All visitors will be asked to sign the visitors’ record book.  
•  If the visitor is part of a large group of visitors a separate register may be utilised  
•  A visitor’s badge should be worn and displayed prominently.  Those for whom 

DBS checks are held will have green lanyards and those without black lanyards. 
•  Visitors with black lanyards should wait in the reception area until they are met 

by an appropriate member of staff to be escorted to their destination. 
•  All visitors with black lanyards should be accompanied by a member of staff. 

Visitors should not be alone with students unless this is a legitimate part of their 
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role for example a social worker seeing a child and the Academy has assured 
itself that the visitor has had the appropriate DBS check (or the visitor’s 
employers have confirmed that their staff have appropriate checks).  These 
visitors will have a green lanyard also. 

•  If visitors find they are alone with students they should report to a member of 
staff or reception. This should be explained to visitors on arrival.  

•  On departing the Academy, visitors should leave via reception, sign out of the 
building, return their visitor’s badge/lanyard and be seen to leave the premises. 
Academy reception staff should check the ‘in – out’ records regularly to monitor 
compliance with these procedures.  

 
3.4 There are special categories of visitors.  A VIP is usually an external visitor of 

importance or influence who commands special treatment; 
 

•  Royalty and Royal Representatives; 
•  Government (Members of Parliament, including government ministers and 

politicians); 
•  Diplomats and Senior Public Servants; 
•  Chairpersons/Chief Executives Officers of major companies and organisations;  
•  Senior Officers from Charitable Trusts; 
•  Religious leaders; 
•  Civic and local community leaders; 
•  Notable academics, Olympians, authors, high profile prize winners and those 

with celebrity status in particular fields such as sport, music, the arts, media 
including celebrities and who are likely to inspire others.  

 
3.5 An invitation to a VIP should be made in advance with sufficient time to enable 

appropriate planning for a safe and successful visit recognising how the visit will be 
hosted and importantly who will be escorting and supervising the visitor at all times.  
In general terms VIPs should be treated in a very similar way to any other visitor but 
a degree of common sense should prevail e.g. it is unlikely that the Queen or another 
senior member of the Royal Family would be expected to show or wear ID. Members 
of their entourage though should be expected to follow normal procedures. 
 

3.6 All VIPs and any entourage should be accompanied at all times by a member of staff. 
 
3.7 Nottinghamshire County Council staff who visit the Academy and who have 

unsupervised contact with students will have had an appropriate DBS check 
conducted by their employing service. If the nature of their work requires it, the 
service will also have applied the requirements of the Childcare Disqualification 
regulations. 

 
3.7 In these circumstances the statutory guidance says: 

 
 ‘Schools and colleges must obtain written notification from any agency, or third-party 

organisation they use that the organisation has carried out the checks (in respect of 
the enhanced DBS certificate that written notification has been received that confirms 
the certificate has been obtained by either the employment business or another such 
business), on an individual who will be working at the school or college that the 
school or college would otherwise perform. Where the position requires a barred list 
check this must be obtained, by the agency or third-party prior to appointing that 
individual. The school must also check that the person presenting themselves for 
work is the same person on whom the checks have been made.’ 

 
3.8 This guidance can be regarded by the Academy as the ‘written notification’ required 

by the guidance. 
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3.9 The Academy will, of course, need to see identification from visitors to confirm that 
they do indeed work for NCC. All Nottinghamshire County Council staff visiting 
schools carry photo identification. 

 
3.10 The same requirement as in 3.7 – 3.9 applies to staff from other agencies.  
 
3.11 If the Academy has ‘written notification’ from an agency that their staff have a DBS 

‘Enhanced with barred list information’ check, then it is not necessary for the visitor to 
produce individual evidence of their DBS check before being granted unsupervised 
contact with children.  

 
3.12 With regard to contractors the statutory guidance says: 
 

‘Schools and colleges should ensure that any contractor, or any employee of the 
contractor, who is to work at the school or college has been subject to the 
appropriate level of DBS check. Contractors engaging in regulated activity will require 
an enhanced DBS certificate (including barred list information). For all other 
contractors who are not engaging in regulated activity, but whose work provides them 
with an opportunity for regular contact with children, an enhanced DBS check (not 
including barred list information) will be required. In considering whether the contact 
is regular, it is irrelevant whether the contractor works on a single site or across a 
number of sites. 

 
Under no circumstances should a contractor in respect of whom no checks have 
been obtained be allowed to work unsupervised, or engage in regulated activity. 
Schools and colleges are responsible for determining the appropriate level of 
supervision depending on the circumstances. 

 
If a contractor working at a school or college is self-employed, the school or college 
should consider obtaining the DBS check, as self-employed people are not able to 
make an application directly to the DBS on their own account. 

 
Schools and colleges should always check the identity of contractors and their staff 
on arrival at the Academy or college.’ 

 
3.13 For building or maintenance contractors the Academy should establish a formal 

agreement regarding access to specific areas of the building. For many building 
projects physical separation – fencing off of the work areas, will provide additional 
safeguards. Any DBS checks required should be completed before the contractor 
begins work in the Academy. 

 
3.14 With regard to trainee teachers the statutory guidance says: 

 
‘Where applicants for initial teacher training are salaried by the school or college, the 
school or college must ensure that all necessary checks are carried out. As trainee 
teachers are likely to be engaging in regulated activity, an enhanced DBS certificate 
(including barred list information) must be obtained. Where trainee teachers are fee-
funded it is the responsibility of the initial teacher training provider to carry out the 
necessary checks, schools should 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 details of fee-funded trainees on the single central record.’ 

 
3.15 As with other visitors who have been checked by an external organisation, the 

Academy should have ‘written notification’ that appropriate checks have been made. 
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3.16 If tutors of trainee teachers do not have unsupervised contact with children they will 
not require a DBS check. If they do have such contact then it will be the responsibility 
of their institution to undertake the check and inform the Academy that appropriate 
checks have been made.  
 

3.17  Governors should follow the same procedures as other visitors when coming in to 
Academy. If they are to have unsupervised contact with children they will require the 
appropriate DBS checks. 

 
3.18 Keeping Children Safe in Education (2016) says that schools do not have the power 

to request DBS checks and barred list checks, or ask to see DBS certificates, for 
visitors such as children’s relatives or other visitors attending, for example, a sports 
day. In these circumstances the Principal should use his/her professional judgment 
about the need to escort or supervise visitors. 

 
3.19 Ofsted has provided NCC with written confirmation that all Ofsted staff who would 

visit a school have been through a DBS ‘Enhanced with barred list information’ 
check. They have also confirmed that all approved additional inspectors have also 
been through a DBS ‘Enhanced with barred list information’ check. Ofsted provide a 
list of all approved additional inspectors at: 

 
https://www.gov.uk/search?q=additional+inspectors. 

 
3.20 Schools can regard this note as constituting ‘written notification’ that Ofsted staff 

have been subject to relevant checks, as NCC holds the ‘written notification’ from 
Ofsted.  

 
4  Implications of the Childcare (Disqualification) Regulations 2009 for ‘visitors.’  
 
4.1 The Childcare (Disqualification) Regulations 2009 introduced additional requirements 

for staff who are involved with the education or care of children under 6 or with the 
out-of-school care of children under 8. The implications of these regulations are set 
out in new statutory guidance. Nottinghamshire County Council has also issued 
guidance to schools. 
 

4.2 The following groups of people, who could be considered ‘visitors’ are NOT covered 
by the ‘Childcare Disqualification’ legislation: 

  
1. Caretakers, cleaners, drivers, transport escorts, catering staff, catering & 

cleaning managers, office staff, DSO catering and cleaning staff who are not 
employed to directly provide childcare. (Statutory Guidance7 Para. 9); 

 
2.  Health staff, speech therapists, Educational Psychologists; 

 
‘Anybody involved in any form of health care provision for a child, including 
school nurses, and local authority staff, such as speech and language therapists 
and education psychologists, are specifically excluded from the statutory 
definition of childcare, and are therefore not covered by the legislation.’ 
(Statutory Guidance Para 10); 

 
3. Governors 

 
‘School governors and proprietors are not covered by the legislation, unless they 
volunteer to work in relevant childcare on a regular basis, or they are directly 
concerned with the day-to-day management of such provision.’ (Statutory 
Guidance Para 16); 

 

https://www.gov.uk/search?q=additional+inspectors
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4 Ofsted inspectors 
While not specifically referred to in the statutory guidance, Ofsted have informed 
NCC that in their view Ofsted inspectors are not covered by the requirements of 
the ‘Childcare Disqualification’ legislation. 

 
4.3 The following groups of people, who could be considered ‘visitors’ ARE covered by 

the ‘Childcare Disqualification’ legislation; 
 

1. Peripatetic teachers and special needs teachers who work in reception classes 
or in childcare settings with children under 8. 

 
‘Where centrally employed local authority staff are deployed to work in relevant 
childcare settings in schools (for example peripatetic music teachers or special 
needs teachers) it is the responsibility of the local authority to ensure that such 
staff are compliant with the requirements of the legislation explained in this 
guidance.’ (Statutory Guidance Para 11). 

 
Nottinghamshire County council can confirm that all NCC employed staff in such 
roles will be subject to the appropriate checks under the Childcare 
Disqualification legislation. 

  
2. Agency, or third-party organisations, contracted to work in relevant childcare in 

schools. The agency must confirm that they comply with the legislation. 
(Statutory Guidance Para 12). 

 
3. Self employed contractors employed to work in childcare provision (Statutory 

Guidance Para 13). 
  
4. Trainee and student teachers. Again the teacher training provider must confirm 

that they comply with the legislation. (Statutory Guidance Para 14). 
 
5. Volunteers and casual workers who work in childcare. (Statutory Guidance Para 

17). 
 

‘Volunteers and casual workers who are directly concerned with the 
management of childcare provision, or who work on a regular basis, whether 
supervised or not, in relevant childcare, are within the scope of the legislation 
and are covered by this guidance.’ 

 
5  Raising awareness of visitor safety with students 

  
5.1 Students should be reminded on a regular basis and especially prior to any VIP or 

celebrity visits that they should remain with a staff member and not wander off/ leave 
an area which is not supervised by a member of staff. They should also be reminded 
of any other relevant actions identified by a risk assessment relating to the visit. 

 
6 Concerns related to a visitor 
 
6.1 Students, staff and parents should be made aware of who they should report 

concerns to or go to for help and advice if they have concerns about a visitor. This 
would be any teacher in the first instance, who should then report the concerns to the 
designated person for safeguarding. 
 

6.2 Any issues regarding the suitability of visitors to the Academy should be noted by the 
designated person for safeguarding and promptly brought to the attention of the 
Principal. If the behaviour of a visitor causes safeguarding concerns the designated 
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person for safeguarding should contact the Nottinghamshire Safeguarding Children 
in Education Officer (SCIEO) for advice. 

 
7 Unknown, uninvited or malicious visitors to the Academy 

 
7.1 Any visitor to the Academy site who is not wearing an identity badge and lanyard 

should be challenged politely by staff and escorted to reception to sign the visitors’ 
book and be issued with an identity badge and lanyard. Failure to comply should 
result in them being asked to leave the site and the Principal or other member of 
Exec Group informed. In extreme circumstances or if the person refuses to leave, the 
police could be called. 
 

7.2 Schools’ Emergency Plans should include arrangements for responding to ‘intruders’ 
and ‘lockdown arrangements’ in the event of a ‘malicious visitor.’ Relevant guidance 
can be found at: 

 
http://www.nottinghamshire.gov.uk/learning/Academies/information-for-
Academies/Academy-emergency-planning/. 
 
  

http://www.nottinghamshire.gov.uk/learning/Academys/information-for-Academys/Academy-emergency-planning/
http://www.nottinghamshire.gov.uk/learning/Academys/information-for-Academys/Academy-emergency-planning/

