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Introduction 
 
The policy is in line with: 
 
 

• West Yorkshire Consortium Inter Agency Safeguarding and Child Protection Procedures  
 

• Working Together to Safeguard Children (2018) 
 

• Keeping Children Safe in Education (2023)   
 

• Information Sharing (2018)   
 

• What to do if you are worried a child is being abused (2015) 
 

• Children Act 1989  and   Children Act 2004 
 

• Education Act 2002   
 

• Teaching Standards (updated Dec 2021)  
 

• Guidance for Safer Working Practice for those working with Children and Young People 
in Education Settings (SR Consortium Feb 2022)  

• Sharing nudes and semi-nudes: advice for education settings working with children and 
young people  

 

• Children Missing Education - Statutory Guidance 2016  
 

• Alternative Provision – Statutory Guidance 2013     
 

• Behaviour in Schools - Advice for headteachers and school staff – Sept 2022   
 

• Searching, Screening and Confiscation – Advice to Schools July 2022   
 

• Keeping Children Safe in Out-Of-School settings April 2022      
 

Meeting digital and technology standards in schools and colleges March 2022 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://westyorkscb.proceduresonline.com/contents.html#:~:text=%20West%20Yorkshire%20Consortium%20Inter%20Agency%20Safeguarding%20and,4%20Child%20Death%20Reviews%205%20Appendices%20More%20
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/729914/Working_Together_to_Safeguard_Children-2018.pdf
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/419604/What_to_do_if_you_re_worried_a_child_is_being_abused.pdf
https://www.legislation.gov.uk/ukpga/1989/41/contents
https://www.legislation.gov.uk/ukpga/2004/31/contents
https://www.legislation.gov.uk/ukpga/2002/32/section/175
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/665520/Teachers__Standards.pdf
https://c-cluster-110.uploads.documents.cimpress.io/v1/uploads/d71d6fd8-b99e-4327-b8fd-1ac968b768a4~110/original?tenant=vbu-digital
https://c-cluster-110.uploads.documents.cimpress.io/v1/uploads/d71d6fd8-b99e-4327-b8fd-1ac968b768a4~110/original?tenant=vbu-digital
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/942014/alternative_provision_statutory_guidance_accessible.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1089687/Behaviour_in_Schools_guidance_July_2022.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1091132/Searching__Screening_and_Confiscation_guidance_July_2022.pdf
https://www.gov.uk/government/publications/keeping-children-safe-in-out-of-school-settings-code-of-practice/keeping-children-safe-during-community-activities-after-school-clubs-and-tuition-non-statutory-guidance-for-providers-running-out-of-school-settings
https://www.gov.uk/guidance/meeting-digital-and-technology-standards-in-schools-and-colleges/filtering-and-monitoring-standards-for-schools-and-colleges


 
 
Safeguarding and promoting the welfare of children is defined as: 
 

• Protecting children from maltreatment; 

• Preventing impairment of children’s mental and physical health or development;  

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

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

(Working Together to Safeguard Children, 2018) 
(Keeping Children Safe in Education, 2023) 

 
The term “Child” or “Children” refers to as anyone under the age of 18 years 
 
We believe that: 

• Schools/Academies play a key role in the prevention of abuse. 
 

• All children have the right to be protected from harm. 
 

• Children need support which matches their individual needs, including those who may 
have experienced abuse.  

 
Section 1 Academy Commitment   
 
This policy applies to all adults, including volunteers, working in or on behalf of the academy. 
 
The school considers it essential that everybody working in our school understands their 
safeguarding responsibilities. 

 
The purpose of this policy is: 
 

• To inform staff, parents, volunteers and governors about the academy’s responsibility 
for safeguarding children and to develop awareness and identification of abuse 

• To establish and maintain an environment where children are and feel safe, can learn, 
and are encouraged to talk and are listened to.  

 
Everyone working in or for our academy shares an objective to help keep children and young 
people safe by: 
 

 

• Reading and understanding Part 1 of Keeping Children Safe in Education 2023 (or Annex A 
as directed by SLG*) 

  

• Providing a safe environment for children and young people to learn and develop in our 
academy setting, and 

• Identifying children and young people who are suffering or likely to suffer significant 



harm at the earliest opportunity, and taking appropriate action with the aim of making 
sure they are kept safe both at home and in our academy setting. 

Our school leaders and governing body promote a whole school approach to safeguarding 
pupils, ensuring safeguarding and child protection are at the forefront and underpin all 
relevant aspects of process and policy development with the best interests of the child at 
their heart. There is a focus around ensuring the child’s wishes and feelings are taken into 
account when determining what action should be taken following the raising of any 
safeguarding concern. 
 
The school ensures this policy and procedures document will be reviewed on an annual basis 
to reflect changes in national and local guidance. 
 
The Academy is committed to safeguarding and promoting the wellbeing of all of its students. 
Each student’s welfare is of paramount importance. We recognise that some children may be 
especially vulnerable to abuse, especially those with identified special educational needs 
and/or a disability (SEND.  We recognise that children who are abused or neglected may find 
it difficult to develop a sense of self-worth and to view the world in a positive way. Whilst at 
our academy, their behaviour may be challenging. We recognise that some children who have 
experienced abuse may harm others. We will always take a considered and sensitive 
approach in order that we can support all of our students. The diagram below indicates what 
we consider under the umbrella of safeguarding and indicates some of the other policies that 
relate to safeguarding. The academy ensures that all policies are cross-referenced and 
reviewed annually. All policies are available to staff, and a register is kept and signed by staff 
as evidence that they have read, understood and thus agreed to adhere to any policies. 
Specific policies relating to the use of mobile phones by staff should be noted and are 
covered by the (MAT) Acceptable Use of ICT (workforce) Policy and the (MAT) Social Media 
Policy whilst for EYFS provision there is simply a policy of no use of mobile phones/cameras 
by staff. 
 

*Annex A: Safeguarding information for school and college staff, is a condensed version of 
KCSIE Part 1. It can be provided (instead of Part one) to those staff who do not directly work 
with children, if the governing body think it will provide a better basis for those staff to 
promote the welfare and safeguard children.  
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Section 2 Providing a Safe and Supportive Environment  

 
 
2.1   Safer Recruitment and Selection 
 
The academy pays full regard to DfE guidance ‘Keeping Children Safe in Education’ (KCSIE) 2023.  
 
We ensure that all appropriate measures are applied in relation to everyone who works in the 
school, who is likely to be perceived by the children as a safe and trustworthy adult including 
e.g. volunteers and staff employed by contractors.  
 
Safer recruitment practice as laid out in KCSIE 2023 Part 3, is adhered to in terms of scrutinising 
applicants and DBS Checks, appropriate to the level required for the role.  
  
This academy is committed to keeping an up to date Single Central Record (SCR) or Register 
which covers the following people: 

• all staff (including supply staff) who work at the academy; 

• all members of the school Governing body 

• all others who work in regular contact with children in the school, including volunteers  

• (for independent schools/academies/free academies) all members of the proprietor 
body 

The Single Central Record (SCR) records the safer recruitment checks and states whether the 
checks have been carried out or certificates obtained, the date on which the checks were 
completed and by whom. 

If we have staff from an agency or third-party organisation, we will obtain written notification 
from that agency or organisation that they have carried out the checks, and we will ensure that 
we check the identification of the person presenting themselves for work and that this is the 
same person on whom the checks have been made.   

Kat Cafferky…………………………………… (Principal) 

 Tim White…………………. …………………  (Academy Governor) and  

Richard Gouland………………………………(other)  
 
The above people have undertaken Safer Recruitment Training within the last 3 years, and at 
least one of the above will be involved in all staff and volunteer appointments and 
arrangements (including, where appropriate, contracted services). 
 
Home-stays (Exchange Visits) 
 
Where children from overseas are staying with UK parents as part of an exchange organised 
by the academy, those parents will be deemed to be in ‘Regulated Activity’ for the duration of 
the stay and as such will require to submit to an enhanced DBS check including barring check. 



As a volunteer, all checks will be processed free of charge by the DBS. Where additional 
people in the host family are aged over 16 (i.e. elder siblings) the academy will consider on a 
case by case risk assessment basis whether such checks are necessary.  
 
 
2.2 Safe Working Practice 
 
The Teaching Standards (Updated December 2021) state that teachers, including head 
teachers should safeguard children’s wellbeing and maintain public trust in the teaching 
profession as part of their professional duties. All staff who work within our school are 
responsible for their own actions and behaviour and should avoid any conduct which would 
lead any reasonable person to question their motivation and intentions. 
 
In accordance with the Safer Recruitment Consortium’s ‘Guidance for Safer Working Practice 
for those with Children and Young People in Education Settings’ (February 2022) and linked to 
our Staff Behaviour Policy (Code of Conduct) and Whistleblowing Policy; safe working practices 
in our school ensure that pupils are safe and that all staff: 
 

• understand their responsibilities to safeguard and promote the welfare of pupils 

• are responsible for their own actions and behaviour and should avoid any conduct which 
would lead any reasonable person to question their motivation and intentions 

• should work, and be seen to work in an open and transparent way including self-
reporting if their conduct or behaviour falls short of these guiding principles  

• should acknowledge that deliberately invented/malicious allegations are rare and that all 
concerns should be reported and recorded 

• should apply the same professional standards regardless or culture, disability, gender, 
language, racial origin, religious belief and sexual orientation 

• should not consume or be under the influence of alcohol or any other substance, 
including prescribed medication, which may affect their ability to care for children  

• should be aware that breaches of the law and other professional guidelines could result 
in disciplinary action being taken against them, criminal action and/or other proceedings 
including barring by the Disclosure and Barring Service (DBS) from working in regulated 
activity, or for acts of serious misconduct, prohibition from teaching by the Teaching 
Regulation Agency (TRA) 

• should continually monitor and review practice to ensure this guidance is followed  

• should be aware of and understand the school/college safeguarding policy and child 
protection procedures including arrangements for managing allegations against staff, 
staff behaviour policy, whistleblowing procedures and the procedures of the local 
safeguarding children partnership  

Whistleblowing is the mechanism by which staff can voice their concerns, made in good faith, 
without fear of repercussion. 

No disciplinary action will be taken against any member of staff who acts in good faith in 
reporting concerns about a colleague. If the staff member or volunteer feels unable to raise a 
concern within school, or feels that their genuine concerns are not being addressed or taken 
seriously they can contact the NSPCC Whistleblowing Helpline (0800 028 0285: 8.00am – 
8.00pm Mon to Fri; email address: help@nspcc.org.uk ). 

mailto:help@nspcc.org.uk


 
 
2.3  Risk Assessments 
 
Risk assessments are taken seriously and used to good effect to promote safety. Risk 
assessments are available for all aspects of the academy’s work.  
 
Where relevant, risk assessments are carried out for individual students, and supported by 
action plans identifying how potential risks would be managed.  
 
Individual risk assessments are also used when deciding a response to a child demonstrating 
potentially harmful behaviour such as sexually harmful behaviour or when identifying whether 
a child who may be particularly vulnerable, such as a child at risk of Child Sexual Exploitation.  
 
2.4 Safeguarding Information for students 
  
All students in our academy are aware of a number of staff who they can talk to.  The academy 
is committed to ensuring that students are aware of behaviour towards them that is not 
acceptable and how they can keep themselves safe. We aim for all students to know that we 
have a Designated Safeguarding Lead (DSL), who is a senior member of staff with responsibility 
for child protection. Likewise, students are informed that there is a Deputy DSL who they can 
talk to if the DSL was not in the academy, we inform students of whom they might talk to, both 
in and out of the academy, their right to be listened to and heard and what steps can be taken 
to protect them from harm.  
 
Students in our academy are treated with dignity and respect and their views are listened to. 
Academy’s arrangements for consulting with and listening to students are through the one 
curriculum but also through weekly student voice and the equality pledge. Each team in school 
also has an elected Team ambassador who meets with the Principal through Principal’s 
breakfast to discuss any concerns. 
 
We make students aware of these arrangements through morning recall, TEAM time and 
elements of our curriculum. 
 
Safeguarding is a priority which is reflected in the curriculum, which is used to promote 
safeguarding and is tailored to local concerns.  
 
 
2.5  Partnership with Parents  
 
The academy shares a purpose with parents to educate and keep children safe from harm. 
Further information for parents on how to keep their children safe is available through the 
academy website and academy planner. 
 
We are committed to working with parents positively, openly and honestly. We ensure that all 
parents are treated with respect, dignity and courtesy. We respect parents’ rights to privacy 
and confidentiality and will not share sensitive information unless we have permission to do so, 
or it is necessary to do so, in order to protect a child. 
 
Trinity Academy Leeds will share with parents or those persons with parental responsibility, 
any concerns we may have about their child unless to do so may place a child at increased risk 



of harm. 
 
The academy DSL may consult with the Local Authority Children Social Work Service’s, Multi-
agency screening Team (MAST), where safeguarding concerns arise that require the advice or 
guidance from other safeguarding professionals.   
 
We encourage parents to discuss any concerns they may have with their child’s TEAM leader, 
Head of Year, member of the Pastoral Team or member of the Senior Leadership Group. 
Parents know that this policy and others are accessible at all times via the school website. 
 
Posters and displays also ensure that Safeguarding has a high profile within the whole academy 
community.  
 
 
2.6  Partnerships with others 
 
Information sharing is vital in identifying and tackling all forms of abuse and neglect, and in 

promoting children’s welfare, including their educational outcomes. The Data Protection 
Act 2018 and UK GDPR do not prevent the sharing of information for the purposes of 
keeping children safe. Fears about sharing information must not be allowed to stand in 
the way of the need to safeguard and promote the welfare and protect the safety of 
children.  

 
The academy has both a duty and clear powers to share, hold and use information for these 

purposes. Further detail can be found in the following HM Govt guidance: Information 
sharing - advice for practitioners  

 
 
Our academy recognises that it is essential to establish positive and effective working 
relationships with other agencies. The academy works closely, but not exclusively, with 
agencies such as the Local Authority, the Local Authority screening team, CAMHS, Police, 
Health and NSPCC. There is a joint responsibility on all these agencies to share information to 
ensure the safeguarding of all children. 
 
As an academy we will cooperate with Social Care where they are conducting child protection 
enquiries. Furthermore, school will endeavour to attend appropriate multi-agency meetings 
such as Early Intervention Panels, Early Help Pathways, Team Around the Child meetings, Child 
In Need reviews, Initial and Review Child Protection Case Conferences, and Children Looked 
After (CLA) reviews. We will provide written reports as required for these meetings and, 
wherever possible, these reports will be shared with parents prior to the meetings. We 
appreciate that attendance and contribution to these meetings may require key members of 
staff to be contactable and available during school holidays.  
 
Where partner agencies such as the police and/or social care attend school to conduct 
enquiries under section 47 of The Children Act 1989, staff will inform the headteacher or 
principal as to the nature of the enquiries. Consideration will always be given to the 
requirement for children to have an Appropriate Adult present. Further information can be 
found in the DfE guidance:  
 Searching, Screening and Confiscation - Advice to schools July 2022 
 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1091132/Searching__Screening_and_Confiscation_guidance_July_2022.pdf


 
 
2.7  Academy Training and Staff Induction 
 
The academy’s Designated Safeguarding Lead and any person undertaking the role of Deputy 
Designated Safeguarding Lead undertakes refresher training at 2 yearly intervals. The DSL also 
attends other opportunities such as DSL Network events and Multi-Agency Training to ensure 
that they are up to date with current practices and procedures and in order to further their 
continuous professional development.   
 
The Principal and all other academy staff, including non-teaching staff and volunteers, 
undertake appropriate induction training to equip them to carry out their responsibilities for 
child protection effectively, which is kept up to date by refresher training in Basic/Foundation 
Safeguarding Awareness on an annual basis. Trinity Academy ensures that this takes place by 
the DSL providing face-to-face training and regular safeguarding updates. Staff who join the 
academy during the academic year receive the same training as part of their induction.  
 
All staff (including temporary staff and volunteers) are provided with the academy’s 
safeguarding policy and child protection procedures and are informed of the academy’s child 
protection arrangements on induction. All staff sign a register to say that they have received, 
read and understood the policy.  
 
In line with KCSIE 2023, all staff upon induction will also receive: 

• Copy of the school’s behaviour policy  

• Copy of the school’s procedures for managing children who are missing education 

• Copy of the staff code of conduct/staff handbook 

• Copy of the Safeguarding and Child Protection Policy 

• Copy of KCSIE Part One (including Annex A as directed by SLG)  
 
 
2.8  Support, Guidance and Supervision for Staff  
 
Staff will be supported by the academy’s DSL and receive further guidance when necessary, 
from the Student Wellbeing Team as well as the Local Authority and other professional 
associations if required. 
 
The designated safeguarding lead and deputy designated safeguarding lead for 
Safeguarding/Child Protection will be supported by the HR Manager and Safeguarding 
Governor.  
 
Advice is available from the Academies Safeguarding Advisor from the Local Authority.  
 
Weekly safeguarding meetings take place with all key pastoral staff where concerns and 
information are shared. 
 
It is recognised that staff should receive regular Safeguarding Supervision and support if they 
are working directly and regularly with children whose safety and welfare are at risk, and 
therefore the Designated Safeguarding Lead and the Deputy Designated Safeguarding Lead 
receive supervision training on a termly basis.  
 
 



2.9 Alternative Provision including Work Placements 
 
This academy is committed to safeguarding our children even if they are placed in alternative 
provision for a period of time within the academy day/week. We therefore seek written 
reassurance that any Alternative Provision provider has acceptable safeguarding practices in 
place including; their response to concerns about a child; safer recruitment processes; 
attendance and child missing education procedures; and appropriate information sharing 
procedures. The academy will also obtain a written statement from the provider that they 
have completed all the vetting and barring checks that are necessary on their staff. 
 
When organising work placements, the academy will ensure that the placement provider has 
policies and procedures in place to safeguard students. 
 
Alternative Provision – Statutory Guidance 2013    (alternative provision statutory guidance) 
 
 
Section 3 Ensuring that Children are Safe at the Academy and at Home 

 
3.1  Child Abuse and Neglect 
 
Teachers and other adults in the academy are well placed to observe any physical, emotional 
or behavioural signs which indicate that a child may be suffering significant harm. The 
relationships between staff, students, parents and the public which foster respect, confidence 
and trust can lead to disclosures of abuse, and/or academy staff being alerted to concerns.  
 
Definitions: 
(‘Working Together’ 2018 and ‘Keeping Children Safe in Education’ 2023) 
  
A child: any person under the age of 18 years. 
 
Harm means ill-treatment or impairment of health and development, including, for example, 
impairment suffered from seeing or hearing the ill-treatment of another;  
 
Development means physical, intellectual, emotional, social or behavioural development;  
 
Health includes physical and mental health; maltreatment includes sexual abuse and other 
forms of ill-treatment which are not physical.  
 
Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting 
harm or by failing to act to prevent harm. Harm can include ill treatment that is not physical as 
well as the impact of witnessing ill treatment of others. This can be particularly relevant, for 
example, in relation to the impact on children of all forms of domestic abuse. Children may be 
abused in a family or in an institutional or community setting by those known to them or, more 
rarely, by others. Abuse can take place wholly online, or technology may be used to facilitate 
offline abuse. Children may be abused by an adult or adults or by another child or children. 

Physical abuse: a form of abuse which may involve hitting, shaking, throwing, poisoning, 
burning or scalding, drowning, suffocating or otherwise causing physical harm to a child. 
Physical harm may also be caused when a parent or carer fabricates the symptoms of, or 
deliberately induces, illness in a child (Fabricated Induced Illness). 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/942014/alternative_provision_statutory_guidance_accessible.pdf


Emotional abuse: the persistent emotional maltreatment of a child such as to cause severe and 
adverse effects on the child’s emotional development. It may involve conveying to a child that 
they are worthless or unloved, inadequate, or valued only insofar as they meet the needs of 
another person. It may include not giving the child opportunities to express their views, 
deliberately silencing them or ‘making fun’ of what they say or how they communicate. It may 
feature age or developmentally inappropriate expectations being imposed on children. These 
may include interactions that are beyond a child’s developmental capability as well as 
overprotection and limitation of exploration and learning, or preventing the child participating 
in normal social interaction. It may involve seeing or hearing the ill-treatment of another. It 
may involve serious bullying (including cyberbullying), causing children frequently to feel 
frightened or in danger, or the exploitation or corruption of children. Some level of emotional 
abuse is involved in all types of maltreatment of a child, although it may occur alone.  

Sexual abuse: involves forcing or enticing a child or young person to take part in sexual 
activities, not necessarily involving a high level of violence, whether or not the child is aware of 
what is happening. The activities may involve physical contact, including assault by penetration 
(for example rape or oral sex) or non-penetrative acts such as masturbation, kissing, rubbing 
and touching outside of clothing. They may also include non-contact activities, such as involving 
children in looking at, or in the production of, sexual images, watching sexual activities, 
encouraging children to behave in sexually inappropriate ways, or grooming a child in 
preparation for abuse (including via the internet). Sexual abuse can take place online, and 
technology can be used to facilitate offline abuse. Sexual abuse is not solely perpetrated by 
adult males. Women can also commit acts of sexual abuse, as can other children. The sexual 
abuse of children by other children is a specific safeguarding issue in education.   

Neglect: the persistent failure to meet a child’s basic physical and/or psychological needs, likely 
to result in the serious impairment of the child’s health or development. Neglect may occur 
during pregnancy as a result of maternal substance abuse. Once a child is born, neglect may 
involve a parent or carer failing to: provide adequate food, clothing and shelter (including 
exclusion from home or abandonment); protect a child from physical and emotional harm or 
danger; ensure adequate supervision (including the use of inadequate care-givers); or ensure 
access to appropriate medical care or treatment. It may also include neglect of, or 
unresponsiveness to, a child’s basic emotional needs.  
 
All staff follow the academies Child Protection Procedures which are consistent with ‘Working 
Together to Safeguard Children 2018’. 
 
It is not the responsibility of the school staff to investigate welfare concerns or determine the 
truth of any disclosure or allegation. All members of staff however, have a duty to recognise 
concerns and maintain an open mind.  Accordingly all concerns regarding the welfare of pupils 
will be recorded and discussed with the Designated Safeguarding Lead with responsibility for 
child protection (or the deputy DSL in the absence of the designated person) prior to any 
discussion with parents or those with parental responsibility.  
 
Where a member of staff is recognising signs or indicators that a child may have unmet needs 
or welfare concerns these will always be passed on to the Designated Safeguarding Lead to 
ensure that any appropriate interventions and/or referrals can be actioned. The DSL will use 
the Continuum of Need to determine the threshold of concern and then will determine 
whether this can be dealt with within school or whether this may require an Early Help Pathway 
Assessment, Single Assessment, Referral into the Early Intervention Panels or a referral into 
the Local Authority screening team if the child may be at the threshold of Child In Need or 
there is concern that the child is at risk of significant harm and thus Child Protection Enquires 



(S47) may be needed. These signs or indicators may be of one of the main four types of abuse 
or neglect or may relate to other specific safeguarding issues.  
 
 
3.2 Supporting the child and partnership with parents 
 
The academy recognises that the child’s welfare is paramount, however good child protection 
practice and outcomes rely on a positive, open and honest working partnership with parents 

Whilst we may, on occasion, need to make referrals without consultation with parents, we will 
make every effort to maintain a positive working relationship with them whilst fulfilling our 
duties to protect any child 

We will provide a secure, caring, supportive and protective relationship for the child 

Children will be given a proper explanation (appropriate to age and understanding) of what 
action is being taken on their behalf and why 

We will endeavour always to preserve the privacy, dignity and right to confidentiality of the 
child and parents. The Designated Safeguarding Lead will determine which members of staff 
“need to know” personal information and what they “need to know” for the purpose of 
supporting and protecting the child. 

 

3.3 The Prevent Duty 

Children are vulnerable to extremist ideology and radicalisation. Just like any other form of 
abuse, protecting them is a vital part of the school’s approach to safeguarding. 

Extremism is the vocal or active opposition to our fundamental values including democracy, 
rule of law, liberty and the mutual respect and tolerance of different faiths and beliefs  

Radicalisation refers to the process by which a person comes to support terrorism and 
extremist ideologies associated with terrorist groups.  

Under section 26 of the Counter-Terrorism and Security Act 2015, the school is aware that we 
must have due regard to the need to prevent people from being drawn into terrorism, and that 
this is known as the Prevent Duty.  

In order to fulfil the Prevent Duty, staff have received training to help them to identify children 
who may be vulnerable to radicalisation, and the school is committed to accessing further 
training to ensure that all staff are up to date and aware of this duty. If staff do identify children 
for whom this may be a concern, they will apply the usual referral process and Child Protection 
procedures and pass this information to the Designated Safeguarding Lead (DSL) with 
immediate effect.  

The Designated Safeguarding Lead will contact the Prevent Coordinator should there be 
concerns about a child or family linked to potential radicalisation or extremism. The Prevent 
Coordinator will then assist the DSL regarding whether a referral is appropriate and whether 
this child or family will need to be referred to the Channel Panel. 
 



Trinity Academy Leeds will also incorporate the promotion of fundamental British Values into 
the RS and PD curriculum and through team time in order to help build students’ resilience and 
enable them to challenge extremist views. The academy will provide a safe space in which 
children and staff can understand the risks associated with terrorism and develop the 
knowledge and skills to be able to challenge extremist arguments. This will be done through 
Inspire assemblies, Team Time and the PD curriculum. 

Radicalisation will also be considered within current Online Safety policies, procedures and 
curriculum in terms of having suitable filtering and monitoring in place and also raising 
awareness with staff, parents and children about the increased risk of online radicalisation, 
through the use of the internet, Social Media and Gaming. (See additional information on roles, 
responsibilities, and requirements in respect of filtering and monitoring in Section 6.1 of this 
document) 

3.4 Child Criminal Exploitation (CCE) 

County Lines 

The academy recognise that specific forms of CCE can include children being forced or 
manipulated into transporting drugs or money through county lines, working in cannabis 
factories, shoplifting or pickpocketing. They can also be forced or manipulated into committing 
vehicle crime or threatening/committing serious violence to others.  

Children can become trapped by this type of exploitation as perpetrators may threaten victims 
(and their families) with violence, or entrap and coerce them into debt. They may be coerced 
into carrying weapons for a sense of protection and may often commit crimes themselves. Such 
vulnerability is not always recognised and victims may be criminally exploited even if the activity 
appears to be something they have agreed to or consented to. 

Criminal exploitation of girls can be different from boys with girls often being at a higher risk of 
sexual exploitation.  

Key indicators to identifying potential involvement in child criminal exploitation involve: 
• children who appear with unexplained gifts or new possessions; 
• children who associate with other young people involved in exploitation; 
• children who suffer from changes in emotional well-being; 
• children who misuse drugs and alcohol; 
• children who go missing for periods of time or regularly come home late; and 
• children who regularly miss school or education or do not take part in education. 
 
When identifying missing episodes, the victim may have been trafficked for the purpose of 
transporting drugs. The school will therefore consider whether a referral to the National 
Referral Mechanism (NRM) should be undertaken in order to safeguard that child and/or other 
children.  
 
National Referral Mechanism - Guidance 2023 

Child Sexual Exploitation 

The academy is aware that; Child Sexual Exploitation (CSE) is a form of child sexual abuse. It 
occurs where an individual or group takes advantage of an imbalance of power to coerce, 

https://www.gov.uk/government/publications/human-trafficking-victims-referral-and-assessment-forms/guidance-on-the-national-referral-mechanism-for-potential-adult-victims-of-modern-slavery-england-and-wales


manipulate or deceive a child or young person under the age of 18 into sexual activity (a) in 
exchange for something the victim needs or wants, and/or (b) for the financial advantage or 
increased status of the perpetrator or facilitator. The victim may have been sexually exploited 
even if the sexual activity appears consensual. Child sexual exploitation does not always involve 
physical contact; it can also occur through the use of technology. 

CSE - A Guide for Practitioners 

CSE can occur over time or be a one-off occurrence and may happen without the child’s 
immediate knowledge. CSE can affect any child who has been coerced into engaging in sexual 
activities including 16 and 17 year olds who can legally consent to have sex. Some children may 
not realise they are being exploited. 

Staff have been made aware of some of the key indicators of CSE. In addition, the school 
appreciates that it has a role to play in the prevention of CSE within its Safeguarding curriculum.  

If staff do identify children for whom CSE may be a concern they will follow normal safeguarding 
process and child protection procedures. Staff must pass this information to the Designated 
Safeguarding Lead (DSL) immediately. The DSL will then assess the level of concern and 
consider referring cases where relevant to MAST and the Child Exploitation (CE) Hub. 

The academy also appreciates that we have a role to play in sharing intelligence relevant to 
perpetrators of CSE, and therefore if such information should come to light within school, the 
DSL will share this appropriately with the police. 

Modern Slavery and the National Referral Mechanism 

Modern slavery encompasses human trafficking and slavery, servitude and forced or 
compulsory labour. Exploitation can take many forms, including: sexual exploitation, forced 
labour, slavery, servitude, forced criminality and the removal of organs. 

Tackling modern slavery is a complex process involving partner agencies. The academy has a 
part to play in identifying signs and indicators of this form of exploitation, ensuring appropriate 
referrals are made through the DSL to the Police, the Local Authority screening team and the 
National Referral Mechanism (NRM)  Further details can be found at:  National Referral 
Mechanism - Guidance 2023 

3.5 Female Genital Mutilation 

Trinity Academy understands that Female Genital Mutilation (FGM) comprises all procedures 
involving partial or total removal of the external female genitalia, and know that FGM is illegal 
in the UK, is a form of child abuse and has long-lasting harmful consequences. The academy is 
aware that Section 5B of the Female Genital Mutilation Act 2003 (as inserted by section 74 of 
the Serious Crime Act 2015) places a statutory duty upon teachers to report to the police where 
they discover that FGM appears to have been carried out on a girl under 18 years of age. This 
mandatory duty commenced in October 2015.  

Staff are trained in the awareness of the indicators of FGM. If they were to directly observe (if 
involved in intimate care) or indirectly become aware of other potential indicators they must 
follow  the normal safeguarding  process and Child Protection procedures passing  this 
information to the Designated Safeguarding Lead (DSL) immediately. The DSL will then assess 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/591903/CSE_Guidance_Core_Document_13.02.2017.pdf
https://www.gov.uk/government/publications/human-trafficking-victims-referral-and-assessment-forms/guidance-on-the-national-referral-mechanism-for-potential-adult-victims-of-modern-slavery-england-and-wales
https://www.gov.uk/government/publications/human-trafficking-victims-referral-and-assessment-forms/guidance-on-the-national-referral-mechanism-for-potential-adult-victims-of-modern-slavery-england-and-wales


this information and make appropriate referrals to MAST and the Police as per their mandatory 
reporting duty. Staff will not undertake any examination of a pupil.   
 
3.6 Domestic Abuse (DA) and Relationship Conflict 
 
Healthy relationships between parents and carers are critical to the holistic wellbeing of 
children. Where conflict is frequent and unresolved it can be harmful to both adults and 
children. Staff working with children may be the first to identify signs of anxiety in children that 
may be linked to parental conflict. School staff will work to support families and signpost for 
early help.  
 
Further information can be secured from: relationshipmatters.org.uk a programme supported 
by all West Yorkshire local authorities. 
 
 
Trinity Academy Leeds understands that the cross-government definition of domestic violence 
and abuse is: 

 
any incident or pattern of incidents of controlling, coercive, threatening behaviour, 
violence or abuse between those aged 16 or over who are, or have been, intimate 
partners or family members regardless of gender or sexuality.  
The abuse can encompass, but is not limited to: psychological, physical, sexual, 
financial, emotional harm. 

 
Children can be victims of domestic abuse. They may see, hear, or experience the effects of 
abuse at home and/or suffer domestic abuse in their own intimate relationships (teenage 
relationship abuse). All of which can have a detrimental and long-term impact on their health, 
well-being, development, and ability to learn. 
 
Controlling behaviour is a range of acts designed to make a person subordinate and/or 
dependent by isolating them from sources of support, exploiting their resources and capacities 
for personal gain, depriving them of the means needed for independence, resistance and 
escape and regulating their everyday behaviour. 
 
Coercive behaviour is an act or a pattern of acts of assault, threats, humiliation and intimidation 
or other abuse that is used to harm, punish, or frighten their victim. 

If staff do identify children for whom domestic abuse (DA) may be a concern, they must follow 
the normal safeguarding process and Child Protection procedures, passing this information to 
the Designated Safeguarding Lead (DSL) immediately. The DSL will then refer cases where 
relevant to Early Intervention Panels or MAST and share information where necessary with the 
Domestic Abuse Hub within the context of the daily MARAC meetings. Where DA Notifications 
are received from the Domestic Abuse Hub, this information will be added to a child’s 
chronology and child protection record to ensure that appropriate support can be provided 
where necessary.  

Operation Encompass.  

Operation Encompass is an initiative that directly connects the police with schools to ensure 
better outcomes for children who are subject or witness to police-attended incidents of 
domestic abuse. 

https://relationshipmatters.org.uk/


One of the principles of Operation Encompass is that all incidents of domestic abuse are shared 
with schools, not just those where an offence can be identified. 

It is a system that provides rapid support within the school environment meaning children are 
better safeguarded against the short, medium and long term effects of domestic abuse. 

Operation Encompass provides an efficient, confidential channel of communication between 
the police, via the Domestic Abuse Hub to the Designated Safeguarding Leads. This enables the 
immediate and discrete recognition of the child's situation by key school staff, ensuring a 
secure and sympathetic environment is provided and the broader effects of abuse are 
addressed. 

This information is shared by the Police with schools regardless of whether parental permission 
to share the information has been provided at the time of Police attendance at the domestic 
incident. All records are managed at Child Protection level and are recorded securely and 
directly onto the individual child safeguarding record in school in full accordance with General 
Data Protection Regulations (GDPR 2018) and the Data Protection Act 2018. 

3.7 Forced Marriage 

Forcing a person into a marriage is a crime in England and Wales. A forced marriage is one 
entered into without the full and free consent of one or both parties and where violence, 
threats or any other form of coercion is used to cause a person to enter into a marriage. Threats 
can be physical or emotional and psychological. A lack of full and free consent can be where a 
person does not consent or where they cannot consent (if they have learning disabilities, for 
example). Nevertheless, some perpetrators use perceived cultural practices to coerce a person 
into marriage. Schools and colleges can play an important role in safeguarding children from 
forced marriage. 

Since February 2023 it has also been a crime to carry out any conduct whose purpose is to 
cause a child to marry before their eighteenth birthday, even if violence, threats or another 
form or coercion are not used. As with the existing forced marriage law, this applies to non-
binding, unofficial ‘marriages’ as well as legal marriages. 

Academy staff receive training to understand that forced marriage is a safeguarding concern 
and they will follow the normal safeguarding process and child protection procedures passing 
this information to the Designated Safeguarding Lead (DSL) immediately. The DSL will then 
assess this information and where necessary make appropriate referrals to the local authority. 
In dealing with such a concern the safeguarding team will work with other safeguarding 
agencies following national guidance: 

The Right to Choose - HM Govt. guidance on Forced Marriage  

 
3.8 Child on Child Abuse 
 
Children can and sometimes do, abuse other children (sometimes referred to as child on child 
abuse). This can happen both inside and outside of school and online (known as cyber bullying).  
 
Child on child abuse is most likely to include, but may not be limited to: 
 

https://www.gov.uk/government/publications/the-right-to-choose-government-guidance-on-forced-marriage


• bullying (including cyberbullying, prejudice-based and discriminatory bullying); 

• abuse in intimate personal relationships between peers; 

• physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise causing 
physical harm (this may include an online element which facilitates, threatens and/or 
encourages physical abuse); 

• sexual violence, such as rape, assault by penetration and sexual assault; (this may 
include an online element which facilitates, threatens and/or encourages sexual 
violence); 

• sexual harassment, such as sexual comments, remarks, jokes and online sexual 
harassment, which may be standalone or part of a broader pattern of abuse; 

• causing someone to engage in sexual activity without consent, such as forcing someone 
to strip, touch themselves sexually, or to engage in sexual activity with a third party; 

• consensual and non-consensual sharing of nudes and semi-nude images and or videos 
(also known as sexting or youth produced sexual imagery); 

• upskirting, which typically involves taking a picture under a person’s clothing without 
their permission, with the intention of viewing their genitals or buttocks to obtain 
sexual gratification, or cause the victim humiliation, distress or alarm; and 

• initiation/hazing type violence and rituals (this could include activities involving 
harassment, abuse or humiliation used as a way of initiating a person into a group and 
may also include an online element). 

 
School staff have received training in recognising the indicators and signs of child on child abuse 
and know how to identify it and respond to reports.  
 
Staff understand, that even if there are no reports of such abuse in school it does not mean it 
is not happening, it may be the case that it is just not being reported. Staff are aware that it is 
important that if staff have any concerns regarding child on child abuse, they speak to the 
designated safeguarding lead. 
 
All staff are trained to understand the importance of challenging inappropriate behaviours 
between peers, that are abusive in nature. Downplaying certain behaviours, for example 
dismissing sexual harassment as “just banter”, “just having a laugh”, “part of growing up” or 
“boys being boys” can lead to a culture of unacceptable behaviours, an unsafe environment for 
children and in worst case scenarios a culture that normalises abuse leading to children 
accepting it as normal and not coming forward to report it. 
 
Staff are clear that whilst these may be responded to through behaviour management 
processes, there is also a need for this information to be shared with the DSL in order to address 
any underlying safeguarding concerns.  
 
School staff are particularly vigilant of students with identified Special Educational Needs 
and/or Disabilities who may be particularly vulnerable to peer on peer abuse. 
 
Such behaviour should never be considered as ‘banter’ or part of growing up. Child on child 
abuse often meets the threshold for the recording and investigation of criminal offences by the 
Police. 

Staff becoming aware of any incident of child on child abuse must follow the safeguarding 
process and Child Protection procedures, passing this information to the Designated 
Safeguarding Lead (DSL) immediately. The DSL will then assess this information and where 



necessary make appropriate referrals to MAST and potentially the Police, should criminal 
offences be identified. 

Child on child allegations that do not meet the threshold for police investigation will be subject 
of internal school investigation by the Designated Safeguarding Lead and/or senior leaders at 
the school. This will involve speaking to the victim and any witnesses to secure accounts of the 
allegation. All findings including any additional information secured, will be considered when 
making decisions around resolution of the allegation. Outcomes may involve application of the 
school behaviour policy.  

School recognises that victims of child on child abuse need to be supported and with parental 
consent, may secure external agency support where this is deemed appropriate. 

All staff will reassure victims that they are being taken seriously and that they will be supported 
and kept safe. A victim should never be given the impression that they are creating a problem 
by reporting child on child abuse, nor should a victim ever be made to feel ashamed for making 
a report. 

School recognises that perpetrators of child on child abuse may have identified un-met needs 
of their own and with parental consultation, may secure external agency support where this is 
deemed appropriate. 

In certain circumstances a risk assessment may need to be carried out in order to further 
safeguard all individuals involved. A risk assessment should be considered if: 

• The students involved are in the same class 

• The students involved are in the same year group and therefore may come into 
contact at break and lunch time 

• The students involved may come into contact when making their way to and 
from the academy 

• An incident that has been resolved and deemed low risk in the first instance is 
repeated  

• The incident is potentially a criminal offence 

• The incident is of a physical nature of any kind 

• In consultation with the victim/alleged victim and their parents/carers a risk 
assessment is deemed necessary 

• Additional information is known by the academy which is relevant to the 
incident 

School recognises that victims of child on child abuse need to be supported and with parental 
consent, may secure external agency support where this is deemed appropriate. 

All staff will reassure victims that they are being taken seriously and that they will be supported 
and kept safe. A victim should never be given the impression that they are creating a problem 
by reporting peer on peer abuse, nor should a victim ever be made to feel ashamed for making 
a report. 

School recognises that perpetrators of peer on peer abuse may have identified un-met needs 
of their own and with parental consultation, may secure external agency support where this is 
deemed appropriate. 



 
3.9 Youth Produced Sexual Imagery 
 
 
Where there is a disclosure from a child or young person and/or the school becomes aware 
that a child may have been involved in sending ‘youth produced sexual imagery’ which is 
sometimes referred to as ‘sexting’ or sending ‘nudes or semi nudes’, it will refer to the guidance 
in the UKCIS document ‘Sharing nudes and semi-nudes: advice for education settings working 
with children and young people (Dec 2020). 
 
Sharing Nudes and Semi-Nudes - Guidance to education settings 
 
Staff understand that when an incident involving youth produced sexual imagery comes to their 
attention: 
 

• The incident must be referred to the DSL immediately 

• The DSL should hold an initial review meeting with appropriate school staff 

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

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

• The DSL will assess the information available and with the use of appropriate risk 
assessment tools, decide the appropriate response by the school to such an incident 
 

If at any point in the process it has been established a young person has been harmed or is at 
risk of harm, or such behaviour involves a young person communicating with an adult, then a 
referral will be made to children’s social care and/or the police immediately 
 
3.10 Attendance and Children Missing from Education 
 
Children being absent from education for prolonged periods, and/or on repeat occasions can 
act as a vital safeguarding warning sign. Staff receive training to understand the impact of 
persistent absence of children and the effect that absence places on their safeguarding and 
well-being. 
 
The school maintains a whole school culture that promotes the benefits of high attendance and 
has robust procedures in place to monitor absence and where it becomes a concern, that 
information is shared between the attendance lead and DSL each day. Likewise school 
understands that a parent failing to inform the school that a child has an authorised absence 
could be a cause for concern and thus will follow the school’s ‘First Day Calling’ procedure in 
these circumstances in order to try and locate the child and ensure that they are safe.  
 
The school has a duty to investigate such unauthorised absences to establish if safeguarding 
concerns are evident. 

 
Once identified as a concern, the school will work with the Local Authority Education Welfare 
Service and other partner agencies as necessary to support children and their families to 
achieve high school attendance following the below DfE guidance:   

 
DfE Guidance: Working Together to Improve School Attendance – May 2022 

 

https://www.gov.uk/government/publications/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people/sharing-nudes-and-semi-nudes-advice-for-education-settings-working-with-children-and-young-people
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance


The school appreciates that the Local Authority has a statutory duty to ensure that all children 
and young people of compulsory school age receive suitable and appropriate education. 
The school will therefore support the Authority in ensuring that this duty is carried out 
effectively.  

 
There are specific duties in respect of Children Missing Education (CME) and there are strict 
guidelines in respect of both the definition of CME and the legalities of deleting a pupil from a 
school roll.  

 
The Local Authority will be informed when a pupil has been added or removed from the 
admissions register at non-standard transition times, within five days of them joining.  

 
Where a pupil leaves the School, the Local Authority will be notified as soon as grounds for the 
deletion are met but no later than when the name is deleted from the register. The grounds 
for deletion are where a pupil: 

• has been taken out of school by their parents and is being educated outside the 
school system e.g. is in home education 

• has ceased to attend school and no longer lives within reasonable distance of the 
school at which they are registered  

• has been certified by the school medical officer as unlikely to be in a fit state of 
health to attend school before ceasing to be of compulsory school age, and neither 
he/she nor his/her parent has indicated the intention to continue to attend the 
school after ceasing to be of compulsory school age  

• is in custody for a period of more than four months due to a final court order and 
the school does not reasonably believe they will be returning at the end of that 
period  

• has been permanently excluded 
 
The school understands that it is essential that contact is made with the Education Welfare 
Service as soon as a child or young person is believed to have left the school without suitable 
education provision being provided. In addition, the school will contact the Local Authority to 
inform them where any pupil has been absent for 10 consecutive days without a reason being 
provided for the absence. 

DfE Guidance: Children Missing Education - September 2016 

 
 
3.11 Serious Violence 

 

Staff are aware of the indicators, which may signal children are at risk from, or are involved 
with serious violent crime. These may include increased absence from school, a change in 
friendships or relationships with older individuals or groups, a significant decline in 
performance, signs of self-harm or a significant change in wellbeing, or signs of assault or 
unexplained injuries. Unexplained gifts or new possessions could also indicate that children 
have been approached by, or are involved with, individuals associated with criminal networks 
or gangs and may be at risk of criminal exploitation 

Factors which heighten risk and increase the likelihood of involvement in serious violence, 
include being male, having been frequently absent or permanently excluded from school, 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf


having experienced child maltreatment and having been involved in offending, such as theft or 
robbery.  

The academy’s response to such concerns will involve a partnership approach, which may 
involve local authority services via a MAST referral, the Police and other partnership services. 
 
Serious Violence - Home Office Dec. 2022 

3.12 Contextual Safeguarding 

The academy recognises that safeguarding incidents and/or behaviours can be associated with 
factors outside the academy and/or can occur between children outside the academy. This 
extra-familial harm can take a variety of different forms which can include sexual exploitation, 
criminal exploitation and serious youth violence. All staff, but especially the designated 
safeguarding lead will consider the context within which such incidents and/or behaviours 
occur. This is known as contextual safeguarding, which simply means assessments of children 
should consider whether wider environmental factors are present in a child’s life that are a 
threat to their safety and/or welfare. The academy will provide as much information as possible 
to children’s social care (and if appropriate, the police) as part of any referral undertaken.  

3.13 Children with Family Members in Prison 

The academy understands that children who have members of their family in prison are more 
likely to underachieve and fail to reach their potential than their peers and may require specific 
services and support. Families and children of people in prison will be seen as families first and 
the academy will work to ensure their needs are appropriately met. This will include providing 
support to ensure the voice of the child is considered when seeking contact with a family 
member in prison. 
 

3.14 Child on Child Sexual Violence and Sexual Harassment  

Sexual violence and sexual harassment involving children at the school is a form of child on 
child  abuse. It can occur between children of any age and sex. It can happen inside or outside 
of school and online. It can also occur through a group of children sexually assaulting or sexually 
harassing a single child or group of children.  

Children who are victims of sexual violence and sexual harassment will likely find the experience 
stressful and distressing. This will, in all likelihood, adversely affect their educational 
attainment.  

Sexual violence and sexual harassment exist on a continuum and may overlap, they can occur 
online and offline (both physical and verbal). 

Children with Special Educational Needs and Disabilities (SEND) are 3 times more likely to be 
abused than their peers. 

Additional barriers can sometimes exist when recognising abuse in SEND children. These can 
include: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1125001/Final_Serious_Violence_Duty_Statutory_Guidance_-_December_2022.pdf


• assumptions that indicators of possible abuse such as behaviour, mood and injury relate to 
the child’s disability without further exploration; 

• the potential for children with SEND being disproportionately impacted by behaviours such 
as bullying and harassment, without outwardly showing any signs; and 

• communication barriers and difficulties overcoming these barriers. 

Any reports of abuse involving children with SEND will therefore require close liaison with the 
DSL and the SENCO. 

Academy staff are made aware through safeguarding training of the specific stance to school 
take on this subject including:   

• making clear that sexual violence and sexual harassment is not acceptable, will never 
be tolerated and is not an inevitable part of growing up;  

• not tolerating or dismissing sexual violence or sexual harassment as “banter”, “part of 
growing up”, “just having a laugh” or “boys being boys”; and  

• challenging behaviours (potentially criminal in nature), such as grabbing bottoms, 
breasts, and genitalia, flicking bras, and lifting up skirts.  

Staff awareness training also includes: 

• not recognising, acknowledging, or understanding the scale of harassment and abuse 
and/or downplaying some behaviours related to abuse can lead to a culture of 
unacceptable behaviour, an unsafe environment and in worst case scenarios a culture 
that normalises abuse leading to children accepting it as normal and not coming 
forward to report it 

• understanding that all of the above can be driven by wider societal factors beyond the 
school and college, such as everyday sexist stereotypes and everyday sexist language 

A whole academy approach is taken to such safeguarding concerns and includes preventative 
education through the school PD/RSHE curriculum.  

All staff will reassure victims that they are being taken seriously and that they will be supported 
and kept safe. A victim will never be given the impression that they are creating a problem by 
reporting abuse, sexual violence, or sexual harassment. Nor should a victim ever be made to 
feel ashamed for making a report. 

Sexual violence involves the criminal sexual offences defined in the Sexual Offences Act 2003 
which include: Rape, Assault by Penetration, Sexual Assault and Causing someone to engage in 
sexual activity without consent.  

In relation to the issue of consent the following legal definitions apply: 

• a child under the age of 13 can never consent to any sexual activity 

• the age of true consent is 16 

• sexual intercourse without consent is rape 

Sexual Harassment is defined as unwanted conduct of a sexual nature and can include online 
behaviour.  



The academy takes all such reports seriously and they will receive the same high standard of 
care that any other safeguarding concern receives. 

 A multi-agency approach will be undertaken when responding to all such complaints; however, 
the school will always take immediate action to protect children despite the actions of any 
other agency. These actions may include an immediate risk assessment in respect of the needs 
of the child victim and will address any risks identified to any child in respect of an alleged 
perpetrator of sexual violence or sexual harassment to ensure children are protected from 
harm.  

Any risk assessment will be fluid and may change to reflect any developments during the 
management of the case.  

All such reports will be managed by the Designated Safeguarding Lead.  

There are a number of options the academy may consider in respect of the management of a 
report of sexual violence or sexual harassment between children and each case will receive an 
appropriate bespoke response once all the facts are known.  

Irrespective of any potential criminal outcome, the school have a duty to safeguard all children 
and may deal with any such report on a balance of probability basis when considering the 
outcomes for the children involved. Should an outcome involve a move to an alternative school 
for any child, then full information sharing of the case will be undertaken with the Designated 
Safeguarding Lead professional at that school.   

3.15  Homelessness   

The academy are aware that being homeless or being at risk of becoming homeless presents a 
real risk to the welfare of a child. Indicators that a family may be at risk of becoming homeless 
include household debt, rent arrears, Domestic Abuse and Anti-Social Behaviour. The academy 
recognise that referrals to the Local Authority Housing Options Service may be necessary. 
Concerns around homelessness may also require an accompanying referral to Children’s Social 
Care where welfare concerns are identified or a child has been harmed or is at risk of harm. In 
some cases children over the age of 16 could be living independently of their parents or carers 
for example through exclusion from the family home. Where this situation is identified 
Children’s Social Care will be the lead agency and the Designated Safeguarding Lead at school 
will ensure that an appropriate referral has been made to the Local Authority screening team  
in the first instance. 

The Homeless Reduction Act 2017 places a legal duty on councils to provide advice and support      

3.16  Private Fostering   

A ‘privately fostered’ child is a child under the age of 16 (18 if disabled) who is cared for and 
accommodated by someone other than a parent or close relative for more than 28 consecutive 
days 

Any child separated from their parent is potentially vulnerable and thus there is a responsibility 
to ensure that the alternative care meets their welfare and safety needs. 



The parents or those with parental responsibility and the private foster carer have a duty to 
notify the local authority of this arrangement.  

In accordance with Part 9 of The Children Act 1989, where a private fostering arrangement is 
identified in respect of any child, the academy will inform the relevant local authority of such 
an arrangement in order to ensure the child will be satisfactorily safeguarded and their welfare 
promoted.  

3.17 Child Mental Health 

Our staff recognise 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 trained professionals should attempt to make a diagnosis, however academy staff are well 
placed to observe children on a day-to-day basis and identify behaviour that might suggest a 
child is experiencing a mental health problem or be at risk of developing one.  

Where children have suffered potentially harmful adverse childhood experiences, this can have 
a lasting effect throughout childhood and into their adult life. 

The Local Authority have a number of support services with access to trained professionals 
that are available to support schools.  

All concerns identified about child mental health problems identified by a member of staff will 
be referred to the DSL so the most appropriate follow up action can be taken. 

Section 4 Allegations made against/Concerns raised in relation to teachers, including supply 
teachers, other staff, volunteers, and contractors  

Where an allegation is made against any person working in or on behalf of the academy the 
procedures detailed in Keeping Children Safe in Education 2023 (Part 4) and the Local Authority 
Managing Allegations procedures will be followed.  

 

4.1 Managing allegations that may meet the harm threshold 

Whilst we acknowledge such allegations may be false, malicious, or misplaced, we also 
acknowledge that they may be founded and shall therefore be treated with respectful 
uncertainty, investigated properly and in line with agreed procedures of the Local Authority 
Designated Officer (LADO). 

Allegations made against a member of staff will be dealt with by the Principal (Kat Cafferky). 

Where an allegation is made against the Principal the matter will be dealt with by the Chair of 
the Governing Body (Tim White). 

The needs of the child or children will remain at the centre of all action taken. With this in 
mind, any referral to the Local Authority Designated Officer should also be accompanied by 
consultation with the Local Authority screening team. This is to establish from the outset 
whether the concerns identified meet the threshold for a Section 47 child protection 
investigation and/or the police in respect of any criminal investigation. 

 



 

4.2 Managing concerns that do not meet the harm threshold 

Where lower-level concerns and allegations that do not meet the harms test are reported or 
identified, the school will ensure that they are shared responsibly and with the right person 
and that the are appropriately dealt with and recorded.  

The academy will encourage an open and transparent culture; to identify concerning, 
problematic or inappropriate behaviour early; minimising the risk of abuse; and ensuring that 
adults working in or on behalf of the school are clear about professional boundaries and act 
within these boundaries, and in accordance with the ethos and values of the school. 

Concerns identified at the lower level indicate that an adult may have acted in a way that: 

• is inconsistent with the staff code of conduct, including inappropriate conduct 
outside of work, and 

• does not meet the allegations threshold or is otherwise not considered serious 
enough to consider a referral to the LADO.  

Where considered relevant, the school will ensure parents/carers are informed.   

 
Child Protection Procedures 

 
The aims of these procedures are: 

• To clarify roles and responsibilities of everyone within the academy in relation to 

safeguarding 

• To have clear procedures that are followed when a child is identified as needing more 

than universal services can provide 

 

The term “child “or “children” refers to anyone under the age of 18 years. 

 

Section 5 Pupil Information 
 
5.1 Pupil Information 
 
In order to keep children safe and provide appropriate care for them, the academy requires 
accurate and up to date information regarding: 
 

• names, contact details and relationship to the child of any persons with whom the child 
normally lives. 

• names and contact details of all persons with parental responsibility (if different from 
above) 

• emergency contact details (if different from above), ensuring that if the person(s) with 
parental responsibility is unable to collect this person, who could collect the child and 
keep them safe until either the person(s) with parental responsibility is available or a 
more suitable arrangement is made. The school encourages all parents and carers to 
provide more than one emergency contact, providing the school with additional options 



to make contact with a responsible adult when a child missing education is identified as 
a welfare and/or safeguarding concern 

• details of any persons authorised to collect the child from school (if different from above) 

• any relevant court orders in place including those which affect any person’s access to the 
child (e.g. Residence Order, Contact Order, Care Order, Injunctions etc.)  

• if the child is or has been subject to a Child Protection Plan  

• if the child is or has been subject to the Early Help Pathway or Child In Need (CIN) 
processes. 

• If the child is a Child Looked After (CLA) 

• name and contact detail of G.P. 

• any other factors which may impact on the safety and welfare of the child  
 
 
The school will collate, store and agree access to this information, ensuring all information held 
electronically is stored securely with due regard to meeting the requirements of the Data 
Protection Act 2018 and safeguarding requirements. 
 
 
5.2 Transfer of files 
 
It is the responsibility of our school to maintain the original child protection file whilst the child 
is a pupil here.  
 
When a child leaves the academy their original child protection file is transferred to their new 
school as soon as possible and within 5 days for an in-year transfer or within the first 5 days of 
the start of a new term. This original file will be transferred separately from the main pupil file. 
This is usually undertaken between Designated Safeguarding Leads at both schools and may be 
undertaken electronically. If the child moves out of area the child protection file is transferred 
by recorded delivery and signed for and is clearly marked confidential. A receipt is obtained 
which states when the file was transferred and who delivered and received the file.  
 
A transferring academy does not need to keep copies of child protection files, however, may 
have good reason to do so, such as a copy of the child’s chronology and any documents that 
the school created e.g. risk assessments and documents in relation to involvement with 
ongoing proceedings, in an archive file. Any such files must be kept in accordance with the 
school data retention policy and rules.  
 
The receipt of the transferred file is kept alongside this archive. Any archived files are stored 
securely in the same way as an active file  
 
Section 6 Roles and Responsibilities 

 
6.1 The Governing Body 

 
Our Governing Body will ensure that: 
 

• all governors and trustees receive appropriate safeguarding and child protection 
(including online) training at induction. This training will equip them with the 



knowledge to provide strategic challenge to test and assure themselves that the 
school’s safeguarding policies and procedures are effective and support the delivery 
of a robust whole school approach to safeguarding. The training will be regularly 
updated. 
 

• there is a named Safeguarding Governor that takes the lead on safeguarding 
arrangements ensuring that safeguarding and child protection are at the forefront and 
underpin all relevant aspects of process and policy development with a focus on the 
best interests of the child  

 

• the school has an effective Safeguarding policy and Child Protection procedures in 
place that are in accordance with local authority guidance and locally agreed inter-
agency procedures, and the policy is available publicly via the school website or other 
means. The policy will be reviewed and updated on an annual basis; 
 

• the school has a behaviour policy, which includes measures to prevent bullying 
(including cyberbullying, prejudice-based and discriminatory bullying);  
 

• the school has a staff behaviour policy or code of conduct and that this is provided to 
all staff and volunteers on induction. The policy includes acceptable use of technology, 
staff/pupil relationships and communications including the use of social media; 
 

• the school has appropriate safeguarding arrangements in place to respond to children 
who go missing from education, particularly on repeat occasions; 

• the school operates safer recruitment procedures and makes sure that all appropriate 
checks are carried out on staff and volunteers who work with children; and that any 
panel involved in the recruitment of staff has at least one member who has undertaken 
safer recruitment training; 

• the school has procedures for dealing with allegations against staff and volunteers that 
comply with guidance from the local authority and locally agreed inter-agency 
procedures; 

• online safety policy and procedures are in place and training and support is provided 
for staff and pupils to ensure that there is a good understanding of child protection 
issues related to electronic media; 

• a senior member of the school’s leadership team is appointed to the role of DSL who 
will take lead responsibility for safeguarding and child protection; 

• the school has one or more deputy DSL’s who are trained to the same standard as the 
lead DSL; 

• that children are taught about safeguarding, including online safety as part of providing 
a broad and balanced curriculum; 

• they remedy, without delay, any deficiencies, or weaknesses regarding child protection 
arrangements; 

• a governor is nominated to be responsible for liaising with the LA and /or partner 
agencies in the event of allegations being made against the head teacher;  



• where services or activities are provided on the school premises by another body, the 
body concerned has appropriate policies and procedures in place with regard to 
safeguarding children and liaises with the school on these matters where appropriate; 

• they review their safeguarding related policies and procedures annually;  

• will ensure the appointment of an appropriately trained designated teacher with 
responsibility for “promoting the educational achievement of children who have left 
care through adoption, special guardianship or child arrangement orders or who were 
adopted from state care outside England and Wales” in addition to Children who are 
Looked After (LAC); 

In respect of Filtering and Monitoring systems: 

• the school has in place appropriate electronic filtering and monitoring systems to 
ensure that children are safeguarded from potentially harmful and inappropriate 
online material; whilst recognising that “over blocking” should not lead to 
unreasonable restrictions as to what children can be taught;   

• staff including the head teacher, undertake appropriate safeguarding and child 
protection training (including online safety which, amongst other things, includes an 
understanding of the expectations, applicable roles and responsibilities in relation to 
filtering and monitoring. This will be updated annually; 

• an annual review of the filtering and monitoring provision at the school is undertaken 
to ensure that the school is meeting standards provided by the DFE in their guidance 
document :  

Filtering and Monitoring standards for schools and colleges - March 2023 

 

• that a member of the senior leadership team and a governor, is responsible for 
ensuring the above standards are being met. 

 
6.2    The Principal 
 
The Principal will ensure that: 
 

• the policies and procedures adopted by the Governing Body or Proprietor are fully 
implemented, and followed by all staff; 

• sufficient resources and time are allocated to enable the designated safeguarding lead 
and other staff to discharge their responsibilities including taking part in strategy 
discussions and other inter-agency meetings and contributing to the assessments of 
children; 

• there are arrangements in place for safeguarding supervision for the Designated 
Safeguarding Lead and the deputy Designated Safeguarding Lead(s); 

• all staff and volunteers feel able to raise concerns about poor or unsafe practice in 
regard to children, and such concerns are addressed sensitively and effectively in a 
timely manner in accordance with agreed whistle blowing policies; 

• the Designated Safeguarding Lead is supported in providing a contact for the academy 
to provide a report and attend Initial Child Protection Case Conferences, Reviews and 
Children Looked After Reviews out of academy term time when needed; 

 

https://www.gov.uk/guidance/meeting-digital-and-technology-standards-in-schools-and-colleges/filtering-and-monitoring-standards-for-schools-and-colleges
https://www.gov.uk/guidance/meeting-digital-and-technology-standards-in-schools-and-colleges/filtering-and-monitoring-standards-for-schools-and-colleges


• allegations regarding staff or any other adults in the academy are referred to the Local 
Authority Designated Officer (LADO), as set out in the Managing Allegations procedure.  

• individuals are referred to the Disclosure and Barring Service in cases where a person is 
dismissed or removed due to risk/harm to a child. This is a legal duty placed upon the 
academy. 

• where a teacher is dismisses or school ceases to use the services of a teacher because 
of serious misconduct or might have dismissed them or ceased to use their services 
had they not left first, our head teacher must consider whether to refer the case to the 
Secretary of State (via the Teaching Regulation Agency).  

Details about how to make a referral to the Teaching Regulation Agency can be found on 
https://www.gov.uk/guidance/teacher-misconduct-referring-a-case  

6.3 The Designated Safeguarding Lead  
 
The Designated Safeguarding Lead (DSL) as stated in Keeping Children Safe in Education (2023) 

will ensure that they:  
 
Manage referrals  
 
The designated safeguarding lead is expected to refer cases: 
 

• of suspected abuse and neglect to the local authority children’s social care as required 
and support staff who make referrals to local authority children’s social care; 

• to the Channel programme where there is a radicalisation concern as required and 
support staff who make referrals to the Channel programme; 

• where a person is dismissed or left due to risk/harm to a child to the Disclosure and 
Barring Service as required; and 

• where a crime may have been committed to the Police as required. 
 
Work with others  
 

• act as a source of support, advice and expertise for all staff; 

• act as a point of contact with the safeguarding partners; 

• liaise with the headteacher or principal to inform him or her of issues- especially 
ongoing enquiries under section 47 of the Children Act 1989 and police investigations; 

• as required, liaise with the “case manager” (as per Part four) and the local authority 
designated officer(s) (LADO) for child protection concerns in cases which concern a 
staff member; 

• liaise with staff (especially teachers, pastoral support staff, school nurses, IT 
Technicians, senior mental health leads and special educational needs coordinators 
(SENCOs), or the named person with oversight for SEN in a college and Senior Mental 
Health Leads) on matters of safety and safeguarding and welfare (including online and 
digital safety) and when deciding whether to make a referral by liaising with relevant 
agencies so that children’s needs are considered holistically; 

• liaise with the senior mental health lead and, where available, the Mental Health 
Support Team, where safeguarding concerns are linked to mental health; 

https://www.gov.uk/guidance/teacher-misconduct-referring-a-case


• promote supportive engagement with parents and/or carers in safeguarding and 
promoting the welfare of children, including where families may be facing challenging 
circumstances; 

• work with the headteacher and relevant strategic leads, taking lead responsibility for 
promoting educational outcomes by knowing the welfare, safeguarding and child 
protection issues that children in need are experiencing, or have experienced, and 
identifying the impact that these issues might be having on children’s attendance, 
engagement and achievement at school or college. This includes: 

• ensure that the school or college knows who its cohort of children who have or have 
had a social worker are, understanding their academic progress and attainment, and 
maintaining a culture of high aspirations for this cohort; 
and, support teaching staff to provide additional academic support or reasonable 
adjustments to help children who have or have had a social worker reach their 
potential, recognising that even when statutory social care intervention has ended, 
there is still a lasting impact on children’s educational  outcomes. 

 
Training, knowledge and skills  
 
The DSL (and any deputies) will undergo training to provide them with the knowledge and skills 
required to carry out the role. This training will be updated at least every two years. They will 
also undertake Prevent awareness training.  
 
In addition to the formal training, their knowledge and skills will be refreshed at regular 
intervals, as required, but at least annually, to allow them to understand and keep up with any 
developments relevant to their role so they:  
 

• understand the assessment process for providing early help and statutory intervention, 
including local criteria for action and local authority children’s social care referral 
arrangements; 

• have a working knowledge of how local authorities conduct a child protection case 
conference and a child protection review conference and be able to attend and 
contribute to these effectively when required to do so; 

• understand the importance of the role the designated safeguarding lead has in 
providing information and support to children social care in order to safeguard and 
promote the welfare of children; 

• understand the lasting impact that adversity and trauma can have, including on 
children’s behaviour, mental health and wellbeing, and what is needed in responding 
to this in promoting educational outcomes; 

• are alert to the specific needs of children in need, those with special educational needs 
and disabilities (SEND), those with relevant health conditions and young carers; 

• understand the importance of information sharing, both within the school and college, 
and with the safeguarding partners, other agencies, organisations and practitioners; 

• understand and support the school or college with regards to the requirements of the 
Prevent duty and are able to provide advice and support to staff on protecting children 
from the risk of radicalisation; 

• are able to understand the unique risks associated with online safety and be confident 
that they have the relevant knowledge and up to date capability required to keep 
children safe whilst they are online at school or college; 

• can recognise the additional risks that children with special educational needs and 
disabilities (SEND) face online, for example, from online bullying, grooming and 



radicalisation and are confident they have the capability to support children with SEND 
to stay safe online; 

• obtain access to resources and attend any relevant or refresher training courses; 
and, 

• encourage a culture of listening to children and taking account of their wishes and 
feelings, among all staff, in any measures the school or college may put in place to 
protect them. 

 
Providing support to staff  
 
The school will support the designated safeguarding lead in developing expertise, so 
they can support and advise staff and help them feel confident on welfare, safeguarding 
and child protection matters. This includes specifically to: 
 

• ensure that staff are supported during the referrals processes; and 

• support staff to consider how safeguarding, welfare and educational outcomes are 
linked, including to inform the provision of academic and pastoral support. 

 
Understanding the views of children 
 
It is important that children feel heard and understood. Therefore the designated 
safeguarding leads will be supported in developing knowledge and skills to: 
 

• encourage a culture of listening to children and taking account of their wishes and 
feelings, among all staff, and in any measures the school or college may put in place to 
protect them; and,  

• understand the difficulties that children may have in approaching staff about their 
circumstances and consider how to build trusted relationships which facilitate 
communication. 

 
 
Availability  
 

• during term time the designated safeguarding lead (or a deputy) will always be 
available for staff in the academy to discuss any safeguarding concerns. (The term 
‘available’ includes by means of communication using a mobile device);  

• there will also be a DSL or deputy available to be contacted out of hours/out of term 
for urgent enquiries such as an Initial Child Protection Case Conference.  

 
 
6.4  Staff and Volunteers 

 
All staff and volunteers will: 

 

• read and sign to say that they understand and will fully comply with the school’s 

safeguarding policy and child protection procedures; 

• read and sign to say that they understand Part 1 of ‘Keeping Children Safe in 

Education’ 2023 (or Annex A as directed by the school senior leadership team) and 

know how to apply the guidance; 

• attend annual whole academy safeguarding training and other appropriate training 



identified; 

• identify concerns as early as possible and provide help, to prevent concerns from 

escalating and identify children who may be in need of extra help or who are 

suffering or are likely to suffer significant harm; 

• provide a safe environment in which children can learn; 

• be aware that they may be asked to support a Social Worker to take decisions about 

individual children; 

• inform the designated safeguarding lead of any concerns about a child immediately; 

• inform the head of any concerns regarding an adult within school at the earliest 

opportunity; 

• inform the Chair of Governors of any concerns regarding the head at the earliest 

opportunity. 

 

Section 7 Responding to concerns and follow up actions 

 

7.1 Concerns that staff must immediately report  
 
It is not the responsibility of the academy staff to investigate welfare concerns or determine 
the truth of any disclosure or allegation. All members of staff, however, have a duty to 
recognise concerns and maintain an open mind. Accordingly, all concerns regarding the 
welfare of pupils will be recorded and discussed with the designated safeguarding lead (or 
the deputy DSL in the absence of the DSL) prior to any discussion with parents.  
 
Concerns that staff must immediately report: 
 

• any suspicion that a child is injured, marked, or bruised in a way which is not readily 
attributable to the normal knocks or scrapes received in play; 

• any explanation given which appears inconsistent or suspicious; 

• any behaviours which give rise to suspicions that a child may have suffered harm (e.g. 
worrying drawings or play); 

• any concerns that a child may be suffering from inadequate care, ill treatment, or 
emotional maltreatment; 

• any concerns that a child is presenting signs or symptoms of abuse or neglect; 

• any significant changes in a child’s presentation, including non-attendance;  

• any hint or disclosure of abuse from any person; 

• any concerns regarding person(s) who may pose a risk to children (e.g. living in a 
household with children present); 

• any potential indicators of Child Exploitation (CE);  

• any potential indicators of FGM; 

• any potential indicators of Radicalisation; 

• any potential indicators of living in a household with Domestic Abuse. 

 
7.2 Responding to Disclosure  



 
Disclosures or information may be received from pupils, parents or other members of the 
public. The academy recognises that those who disclose such information may do so with 
difficulty, having chosen carefully to whom they will speak. Accordingly all staff will handle 
disclosures with sensitivity. Where students find communicating difficult a suitable member of 
staff will be provided with the necessary skills.  
 
Such information cannot remain confidential and staff will immediately communicate what 
they have been told to the designated safeguarding lead and make a contemporaneous record.  
 
 
Principles: 
 
Staff will not investigate but will, wherever possible, elicit enough information to pass on to 
the designated safeguarding lead in order that s/he can make an informed decision of what 
to do next.  
 
The Designated Safeguarding Lead will ensure that the child’s wishes and feelings are taken 
into account when determining what action to take and what services to provide. Child 
protection processes will operate with the best interests of the child at their core. 
 
 
Staff will: 

• listen to and take seriously any disclosure or information that a child may be at risk of 
harm; 

• try to ensure that the person disclosing does not have to speak to another member 
of school staff;  

• clarify the information;  

• try to keep questions to a minimum and of an ‘open’ nature e.g. using TED technique 
– ‘Tell me, Explain to me, Describe to me….’; 

• try not to show signs of shock, horror or surprise; 

• not express feelings or judgements regarding any person alleged to have harmed the 
child; 

• explain sensitively to the person that they have a responsibility to refer the 
information to the designated safeguarding lead, children need to know that staff 
may not be able to uphold confidentiality where they are concerns about their safety 
or someone else’s; 

• reassure and support the child as far as possible; 

• explain that only those who ‘need to know’ will be told; 

• explain what will happen next and who will be involved as appropriate; 

• record details including what the child has said, in the child’s words on a ‘Record of 
Concern’/’Cause for Concern’ form (Example available in Appendix 1) or on electronic 
system eg. CPOMS and record any visible signs, injuries or bruises on a Body Map 
(Example available in Appendix 2). 

• record the context and content of their involvement, and will distinguish between 
fact, opinion and hearsay. 



 

 
7.3 Action by the Designated Safeguarding Lead (or deputy DSL in their absence)  

 
Following any information raising a concern, the designated safeguarding lead will consider: 
 

• any urgent medical needs of the child; 

• whether the child is subject to a child protection plan; 

• discussing the matter with other agencies involved with the family; 

• consulting with appropriate professionals known to the child e.g. Early Help Service 
Manager, Multi-Agency Screening Team (MAST), medical professional working with 
the child and/or Safeguarding Advisor for Education; 

• the child‘s wishes.  
 
 
Then decide: 
 

• to talk to parents, unless to do so may place a child at risk of significant harm, impede 
any police investigation and/or place the member of staff or others at risk; 

• whether to make a child protection referral to the Multi-Agency Screening Team 
(MAST) because a child is suffering or is likely to suffer significant harm and if this 
needs to be undertaken immediately; 

OR 

• not to make a referral at this stage; 

• if further monitoring is necessary; 

• if it would be appropriate to undertake an assessment (e.g. Early Help assessment) 
and/or make a referral to the Early Intervention Panel and/or to other services. 

 
All information and actions taken, including the reasons for any decisions made, will be fully 
documented and the process depicted in the flowchart in Appendix 3 will be followed. All 
referrals to the Local Authority screening team  will be followed up in writing. 
 
If the DSL is of the view that concerns are not being responded to appropriately then these 
concerns will be escalated until the DSL feels that some resolution has been achieved. Initial 
escalation would be to the appropriate Practice or Team Manager, however, may also involve 
escalation to the appropriate Service Manager if it is felt necessary to do so.   
 
 
 
 
7.4 Action following a child protection referral  
 
The designated safeguarding lead or other appropriate member of staff will: 
 

• make regular contact with the social worker involved to stay informed; 

• wherever possible, contribute to the strategy discussion; 



• provide a report for, attend and contribute to any subsequent child protection 
conference;  

• if the child or children are made the subject of a child protection plan, contribute to 
the child protection plan and attend core group meetings and review conferences; 

• where possible, share all reports with parents prior to meetings; 

• where in disagreement with a decision made by Multi-Agency Screening Team (MAST) 
e.g. not to apply child protection procedures or not to convene a child protection 
conference, follow the guidance in the West Yorkshire Consortium Safeguarding 
Children Procedures – 2.8 Resolving Multi Agency Professional Disagreements and 
Escalation; 

https://westyorkscb.proceduresonline.com/p_res_profdisag.html   

• where a child subject to a child protection plan moves from the academy or goes 
missing, the academy will immediately inform the Multi-Agency Screening Team 
(MAST). 

 
 
7.5 Recording and monitoring  
 
Accurate records of concerns, discussions and decisions will be made as soon as practicable 
and will clearly distinguish between observation, fact, opinion, and hypothesis. All records will 
state who is providing the information, the date and time, information will be recorded in the 
child’s words where possible and a note made of the location and description of any injuries 
seen, if this is a paper record than this should be signed.  
 
An example of how this is done can be found in Appendix 1.  
 
The DSL ensures that the method for other members of staff of volunteers passing on 
concerns or information is always adhered to as consistency is paramount in ensuring that 
nothing gets missed.  
 
Safeguarding records will include: 

• a clear and comprehensive summary of the concern; 

• details of how the concern was followed up and resolved; 

• a note of any action taken, decisions reached and the outcome. 
 
All documents will be retained in a ‘Child Protection file’, separate from the child’s school file. 
This will be locked away and only accessible to the head teacher and the DSL if a paper file. If 
an electronic file eg. using CPOMS (Child Protection Online Management System), it will be 
stored securely with appropriate levels of access. The creation, retention and maintenance of 
all child protection files will meet the requirements of the Data Protection Act 2018 (which 
includes the General Data Protection Regulations 2018)  
 
It is the responsibility of the final school the child attends to maintain the original child 
protection file until the child reaches the age of: date of birth plus 25 years.  
 
If the child goes missing from education or is removed from roll to be educated at home, any 
child protection file will be transferred and sent to the Education Welfare Service.     

https://westyorkscb.proceduresonline.com/p_res_profdisag.html


 

 

Appendix 1 
 
Useful Contacts within the academy and the local authority 
 
Trinity Academy Leeds 
 

Role / Agency 
 

Name and role Contact Details 

School Designated 
Safeguarding Lead 
(DSL) / Child 
Protection 
Coordinator 
 

Richard Gouland – 
Assistant Principal 

rgouland@leeds.trinitymat.org  

Deputy DSL 
 

Kat Cafferky - Principal 
Hannah Collins – Vice 
Principal 

principal@leeds.trinitymat.org  
hcollins@leeds.trinitymat.org  

Other DSLs 
 

Kirsty Winfield – Lead 
Safeguarding Officer 
Claire Spink – Vulnerable 
Learners Officer 

kwindfield@leeds.trinitymat.org 
cspink@leeds.trinity.org  

Governor with 
responsibility for 
Child Protection and 
Safeguarding 
 

Jeremy Ward jward@leeds.trinitymat.org  

Chair Of Governors 
 

Tim White contactus@leeds.trinitymat.org  

Designated Teacher 
for Looked After and 
previously Looked 
After Children 

Richard Gouland – 
Assistant Principal 

rgouland@leeds.trinitymat.org  

SENDCo 
 

Oliver Harrison oharrison@leeds.trinitymat.org  

PSHE Coordinator 
 

Rebecca Goult rgoult@leeds.trinitymat.org  

Mental Health Lead Oliver Harrison oharrison@leeds.trinitymat.org  

Online Safety 
Coordinator 

Steve Marshall smarshall@leeds.trinitymat.org  

CSWS Duty and 
Advice / Front Door 
Safeguarding Hub 
 

Urgent Child Protection 
concerns / initial referral 

Professionals – 0113 3760336 
Members of the public – 0113 2223301 

CSWS Emergency 
Duty Team (out of 
hours) 
 

Urgent Child Protection 
concerns 

0113 535 0600 
childrensEDT@leeds.gov.uk 

mailto:rgouland@leeds.trinitymat.org
mailto:principal@leeds.trinitymat.org
mailto:hcollins@leeds.trinitymat.org
mailto:kwindfield@leeds.trinitymat.org
mailto:cspink@leeds.trinity.org
mailto:jward@leeds.trinitymat.org
mailto:contactus@leeds.trinitymat.org
mailto:rgouland@leeds.trinitymat.org
mailto:oharrison@leeds.trinitymat.org
mailto:rgoult@leeds.trinitymat.org
mailto:oharrison@leeds.trinitymat.org
mailto:smarshall@leeds.trinitymat.org
mailto:childrensEDT@leeds.gov.uk


Education 
Safeguarding Team 
 

Advice / Training / 
Safeguarding Audit 

0113 3789685 
estconsultation@leeds.gov.uk 

Local Authority 
Designated Officer 
 

Allegations against adults in 
school 

0113 3789687 
lado@leeds.gov.uk 

NSPCC 
Whistleblowing 
Helpline 
 

Allegations against adults in 
school 

0800 028 0285 

Cluster Targeted 
Services Lead 
 

Family Support / 
Attendance / Early Help / 
Pupil Counsellor 

 
 

PREVENT Team Prevent training/advice 0113 535 0810 
prevent@leeds.gov.uk 
 

 
 
Appendix 2 
 
Body Map Guidance for Schools 
 
Body Maps should be used to document and illustrate visible signs of harm and physical injuries.   
 
Always use a black pen (never a pencil) and do not use correction fluid or any other eraser.   
 
Do not remove clothing for the purpose of the examination unless the injury site is freely 
available because of treatment. 
 
*At no time should an individual teacher/member of staff or school take photographic evidence 
of any injuries or marks to a child’s person, the body map below should be used.  Any concerns 
should be reported and recorded without delay to the appropriate safeguarding services, e.g. 
MAST or the child’s social worker if already an open case to social care. 
 
When you notice an injury to a child, try to record the following information in respect of each 
mark identified e.g. red areas, swelling, bruising, cuts, lacerations and wounds, scalds and 
burns: 
 

• Exact site of injury on the body, e.g. upper outer arm/left cheek. 

• Size of injury - in appropriate centimetres or inches. 

• Approximate shape of injury, e.g. round/square or straight line. 

• Colour of injury - if more than one colour, say so. 

• Is the skin broken? 

• Is there any swelling at the site of the injury, or elsewhere? 

• Is there a scab/any blistering/any bleeding? 

• Is the injury clean or is there grit/fluff etc.? 

• Is mobility restricted as a result of the injury? 

• Does the site of the injury feel hot?  

• Does the child feel hot? 

• Does the child feel pain? 

• Has the child’s body shape changed/are they holding themselves differently? 

mailto:estconsultation@leeds.gov.uk
mailto:lado@leeds.gov.uk
mailto:prevent@leeds.gov.uk


 
Importantly the date and time of the recording must be stated as well as the name and 
designation of the person making the record.  Add any further comments as required. 
 
Ensure First Aid is provided where required and then recorded appropriately. 
A copy of the body map should be kept on the child’s concern/confidential file. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 

(This must be completed at time of observation) 
 

Name of Pupil:  Date of 
Birth: 

 

Name of Staff:  Job title:  

Date and time of 
observation: 

 

 

  
 

BODYMAP 



 
Name of pupil:  Date and time of 

observation: 
 

 
 

FRONT BACK 

  

RIGHT LEFT 
 

    



Name of pupil: Date and time of 
observation: 

  
R L 

BACK 

 
 

FRONT 



Name of Pupil:  Date and time of 
observation: 

 

 
 

 

R TOP L R BOTTO
M 

L 

  
R L 

INNER 

 
 

R L 
OUTER 

Name: 
 

 

Signature:  

Job title of staff:  
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Appendix 4  
 
Risk Assessment for Child-on-Child Sexual Abuse/ Harmful Sexual Behaviour Process and Risk 

Assessment 

 

The terms victim and alleged perpetrator are used to identify the children involved. NB: there 
should be no assumption of guilt on the part of the alleged perpetrator, pending 
investigation. 

 

Each section/question will be considered from the perspective of both pupils. Considerations 
will be given for the impact on, and needs of, the wider school community. All concerns and 
proposed actions will be recorded.  

 

The academy will work with the local multi-agency safeguarding teams in each local authority 
and other agencies as necessary when completing this risk assessment. This document should 
be reviewed frequently to ensure it is fit for purpose. 

 

*A risk assessment should be completed for all cases relating to sexual violence or alleged 
sexual violence. Sexual violence is defined by the sexual offences act 2002 as “criminal acts: 
rape, assault by penetration and sexual assault”. 

*This risk assessment should be completed with reference to Keeping Children Safe In 
Education, DFE Sexual Violence and Sexual Harassment in schools and colleges and the local 
policies on the intranet and publish on our internet sites 

SV&SHBCiS&C Link 

TAH  S&CPA (for example) 

 

CONSIDERATIONS RISK (CONSIDER 
VICTIM,  ALLEGED 
PERPETRATOR, 
OTHER PUPILS AND 
STAFF) 

RISK 
LEVEL 
(HIGH, 

MEDIUM 
OR LOW) 

ACTIONS TO 
REDUCE RISK 

REVISED 
RISK 

LEVEL 
(HIGH, 

MEDIUM 
OR LOW) 

What was the nature 
of the incident?  

    

Was it a crime?     

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fassets.publishing.service.gov.uk%2Fgovernment%2Fuploads%2Fsystem%2Fuploads%2Fattachment_data%2Ffile%2F719902%2FSexual_violence_and_sexual_harassment_between_children_in_schools_and_colleges.pdf&data=04%7C01%7CPKnight%40trinitymat.org%7C7a06cbae2c464bc71d1a08d8fd899cb6%7Cae3d210892e840b79cfc9b463f21fd37%7C1%7C0%7C637538114775662984%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=LLNiLFHT75Fq197HEb015XB8vxt6tF1FcpMIQ2HOi10%3D&reserved=0
https://halifax.trinitymat.org/wp-content/uploads/2021/02/A-TAH-COVID-19-Safeguarding-and-Child-Protection-Arrangements-Schools-and-School-Hubs-Update-2021.pdf


CONSIDERATIONS RISK (CONSIDER 
VICTIM,  ALLEGED 
PERPETRATOR, 
OTHER PUPILS AND 
STAFF) 

RISK 
LEVEL 
(HIGH, 

MEDIUM 
OR LOW) 

ACTIONS TO 
REDUCE RISK 

REVISED 
RISK 

LEVEL 
(HIGH, 

MEDIUM 
OR LOW) 

Is it necessary to 
limit contact 
between the 
children involved?  

Refer to KCSiE and 
DFE guidance on 
sexual harassment 
and sexual 
violence in schools 
and colleges. 

    

Is there an actual or 
perceived threat 
from the alleged 
perpetrator to the 
victim and/or 
others? 

    

Is either the victim 
or the alleged 
perpetrator at risk 
of physical harm 
as a result of this 
incident (for 
example, bullying 
or ‘retribution’ by 
peers)? 

    

Do they share 
classes? 

    

Do they share break 
times? 

    

Do they share 
transport to/from 
school? 

    



CONSIDERATIONS RISK (CONSIDER 
VICTIM,  ALLEGED 
PERPETRATOR, 
OTHER PUPILS AND 
STAFF) 

RISK 
LEVEL 
(HIGH, 

MEDIUM 
OR LOW) 

ACTIONS TO 
REDUCE RISK 

REVISED 
RISK 

LEVEL 
(HIGH, 

MEDIUM 
OR LOW) 

Are they likely to 
come into contact 
with each other 
(or anyone else 
involved in/with 
knowledge of the 
incident) outside 
of school?  

    

How can such 
contact be 
limited? 

    

Is there a risk of 
harm from social 
media and gossip? 

    

 

 

Further action taken by the school or college: 
 

Action YES/NO Date  

Police informed   

Referral to MASH   

Referral to external support services   

Referral to internal support services   

Referral to CAMHS    

Referral to early help   

Other   

 
 
 
The following Appendices reflect our LSCP referral pathways and procedures for responding 
to specific circumstances, which must be read and followed by all   staff as appropriate when 
responding to individual concerns and circumstances and pre-appointment checks...  
 
 
 
 
 
 



Appendix 5  SMART Plan 

 
 Example:  Overview of Pupil Support/SMART Plan 
 

Child Protection Pupil Support Plan Information 

 
Name of Pupil: 

Current Care/living arrangements  
 
 

Support needs identified  

 

Support/Intervention 

Type of support/intervention Provider Start Date End Date 

    

    

    

    

    

 

Agencies Involved 

Name of professional Agency 
 
Email 
 

Telephone 

    

    

    

    

    

 
 
 



Appendix 6 Child Exploitation Response Checklist 
 
 
 
 
 
 

https://www.leedsscp.org.uk/LSCB/media/Images/Police-information-report-for-CSE.doc
https://www.leedsscp.org.uk/LSCB/media/Images/CSE-Checklist-Tool-for-Partner-Agencies.docx


Appendix 7  MACE Panel Referral Form 

 
Please submit this form via email to CHS.MACE@leeds.gov.uk  

Referrer’s Details 

Referrer’s Name: 
 

 

Referrer’s Agency: 
 

 

Telephone: 
 

 

Email: 
 

 

Date of Referral: 
 

 

 

Child’s Details 

Name: 
 

 

DOB: 
 

 Mosaic ID:  

Ethnicity:  
 

 Gender:  

Address: 
 
 

 Sibling(s):  

Is the child open to 
CSWS? 

Yes / No 
 

Is the child open 
to Early Help? 

Yes / No 
 

Does the child have a 
disability or SEN? 
 

 Is the child 
attending an 
educational 
provision? (Please 
state) 

Yes / No 
 

What type of educational 
provision does the child 
attend? (Please state 
details of their timetable 
and attendance) 

 

What service(s) are 
currently working with 
the child? 

   

Type of Exploitation: 
(please tick) 

CSE 
 

CCE 
 

Both CSE & CCE 
 

Has the child experienced 
online abuse?  
(If yes, please state which 
online platforms/names) 

Yes / No 
 
 
 

Has a Child Exploitation Risk Assessment 
(Toolkit) been completed? (please tick) 

(please delete) 
Yes / No 

Date of last toolkit: 
 

Assessed Level of Risk: No Risk         Low Risk         Medium Risk        High Risk 
                                                                                            

 

mailto:CHS.MACE@leeds.gov.uk


VRMP in place? Yes / No Has there been an 
FGC? 

Yes / No 

Has a Mapping Meeting 
taken place? 

Yes / No Is the child part of 
a peer group of 
children identified 
as being at risk of 
exploitation? 

Yes / No 

Has the child been 
discussed at MACE 
previously?   
If so, please provide a 
summary of previous 
MACE actions / 
interventions. 

 

What is the main 
presenting issue(s): 
What is happening right 
now for the child that you 
are concerned about in 
relation to potential 
exploitation?  (eg. If the 
child is going missing, 
how often, where do they 
go missing to if known, 
what do missing episodes 
look like?) 
Consider what the 
associated risk(s) are. 

 
 
 
 
 
 
 
 
 

What concern(s) are the 
presenting issue(s) 
causing? 
What are you worried will 
happen to the child? 

  
 
 
 
 
 
 

What or who are 
protective factor(s) in the 
child’s life? 
 

 
 
 
 
 

 

 

TO BE COMPLETED INTERNALLY: 

Screened By: Date: 
 

Has the referral been 
accepted? 

Yes / No 

MACE Panel Date: 

If referral not accepted, 
please state why: 
 

 
 
 
 

 



Appendix 8 Radicalisation Response Checklist 

 
Summary of in-school procedures to follow where there are potential radicalisation concerns 
about a child/member of staff 
 

Further information and relevant guidance documents are available from the Prevent Team 

or directly upon request from education.training@leeds.gov.uk 

 
  

Cause for concern 

Complete “Cause for Concern” form 
Speak to designated safeguarding lead (staff) 

Discussion 

Concerned party discuss with: 

Designated Staff /Head teacher 

 

Seek advice from other agencies: 

Education Safeguarding Team (0113 3789685) / 

Prevent Education Officer –   

Helen Heath (07891271011) / Prevent Team 

prevent@leeds.gov.uk (0113 535 0810) 

Information Gathering 

 Channel gathers information to determine 

whether there is a risk of radicalisation. 

Channel Referral Process 

Local Authority and Police consult with 

colleagues to decide whether the referral meets 

the threshold for Channel / link into existing 

Child in Need or Child Protection Plan 

 

Immediate Risk 

Safeguarding 

lead contacts 

emergency 

services 

Risk of significant 

harm to a child 

Contact: Children’s 

Social Work 

Service – Duty & 

Advice Team 

(0113 3760336) 

 

Child & family 

assessment 

(CSWS) within 10 

working days 

Referrer 

informed of 

decision and 

where 

appropriate 

pupil referred 

to other existing 

safeguarding 

panels  / 

interventions 

for support. 
Leeds LSCP S47 

enquiries procedures 

continue  

http://westyorkscb.p

roceduresonline.com  

If further 

concerns 

identified 

mailto:education.training@leeds.gov.uk
mailto:prevent@leeds.gov.uk
http://westyorkscb.proceduresonline.com/
http://westyorkscb.proceduresonline.com/


Appendix 9  Missing from School Response Checklist 

Referral pathway for reporting children and young people missing /absconded during the 
school day 
 

 
  

Referral pathway for reporting children and young people missing/absconded during the school day 
 

PUPIL IDENTIFIED AS MISSING – REPORT IMMEDIATELY 

to a member of the senior leadership team when child or young 

person is known to have absconded from lesson/school. 

Determine the nature/reason for absconding/going 

missing from lesson (consider recent events or 

precipitating factors) 

Search of school premises including grounds and immediate locality.  

Make contact with the child, establish (where possible) their location, 

undertake (if appropriate) home visit or suspected/known destination. 

Notify parents and/or carers. 

FOUND NOT FOUND 

Child located, but refuses to return to 

school.  

Risk assessment to be made with regards 

to circumstances considering the 

following likelihoods:  

• To visit known abuser 

• Of being at risk of Child Exploitation 

• To use drink or drugs 

• Of self-harm or expressing suicidal 

ideation 

Child located, returned to school 

Risk assessment to be made with regards 

to circumstances considering the 

following likelihoods:  

• To visit known abuser 

• Of being at risk of Child Exploitation 

• To use drink or drugs 

• Of self-harm or expressing suicidal 

ideation 

CONCERNS 

No concerns/low risk 

Child is truanting/whereabouts of child 

have been established i.e child has gone 

home, refusing to return to school 

DO NOT REPORT TO POLICE AS MISSING 

Notify Safer School Officer Ring 101 where no officer 

is available. 

NO CONCERNS 

Update ALL 

relevant 

professionals and 

parents/carers 

Safer School Officer should check 

Police systems for existing 

vulnerabilities and follow West 

Yorkshire Police truancy policy. 

Pass all relevant information including a 

detailed description of the absconder and 

where possible an up-to-date photo.  Follow 

West Yorkshire Police truancy policy. 

Update parents/carers and 

advise to contact West Yorkshire 

Police if child does not return 

home at the expected time. 

If Designated Safeguarding Lead 

wishes to challenge West Yorkshire 

Police decision – follow the LSPC 

concerns resolution process 

On student’s return to school – designated safeguarding lead to talk to pupil to establish reason behind absconding.  Discussion should:  

1. Ascertain child’s views and perceptions. 

2. Explore reason for absconding (push/pull factors). 

3. Allow DSL to undertake an assessment of any presenting safeguarding risks. 

4. Ensure that appropriate interventions/referrals/support are actioned to address identified risk and minimalise any further reocurrance 

of absconding. 

CONCERNS 

Follow the 

school’s 

safeguarding 

procedures 



 

Appendix 10  LADO Notification Form 

 

 
ALLEGATIONS OR CONCERN ABOUT A PERSON WORKING WITH CHILDREN 

This form has been designed to help all agencies working with children record and refer 
information when it has been alleged that a person who works with children 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 towards a child or children in a way that indicates she or he may 
pose a risk of harm to children. 

 
PLEASE PROVIDE AS MUCH INFORMATION AS YOU CAN AND SEND TO LADO@leeds.gov.uk 

WITHIN ONE WORKING DAY 
 

Date of Notification:  

Date of Alleged Incident:  

Name of Referrer:  

Agency:  

Contact Details:  

 

Professional’s Details : 

 

Name : D.O.B : 
Employment 
Sector: 

Occupation:  Employer: 

     

 

Home Address :  

 

Child/ren’s Details (if applicable): 

 

Name : D.O.B : 
Legal Status i.e. 
Looked after child 
(S.31,S.20,LASPO) 

Social Worker or 
Case Worker: 

Independent 
Reviewing Officer: 

     

     

 

Address :   

mailto:LADO@leeds.gov.uk
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Detail of Allegation 

Referral Details (to include name of referrer,  date, time, detail of allegation and 
professional (s) involved)  
 
 
 
 
 
 
 
 
 
 
 
 

 

Child or young person’s 
view 

Has the young person’s  views been sought: Yes/No (to include: when, by whom and 
detail of interview) If not please specify reason and date when young person will been 
seen)  
 
 
 
 
 
 
 

 
Parent or carer’s view 

Has the parent/carer been notified and their  views sought: Yes/No (to include: when, by 
whom and detail of interview) If not please specify reason )  
 
 
 
 
 
 

 

 
Have you discussed this concern with the appropriate Line Manager and Human Resources within your organisation?  
 

 What is their view 
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   Does the professional have children of their own? if known please give names & ages 
 

 
 
 
 
 
 
 
 

 

Previous concerns of a 
safeguarding nature: 

Please identify (in chronological order) any previous/historical concerns of a safeguarding 
nature by the professional concerned. 
 
 
 
 
 
 

 

 
   Does the professional work with children in any other capacity? 
 

 
 
 
 
 
 

 

 
 Does the professional  acknowledge the concern?  
 Please consult with HR if advice is required about talking to the member of staff  

 What is their view 
 
 
 
 
 
 

 

 
   Do you believe that the individual concerned poses a current risk of significant harm to children and       young 
people in your organisation?  
 

 Please explain your rationale for both a Yes or No response. 
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In your professional opinion what action should be taken in regard to the individual facing the allegation or concern?  
 

   
 
 
 
 
 
 

 
 

 

 
If the professional who these concerns are about, is not a member of staff directly employed by your organisation 
(i.e. an agency worker). Have you discussed this concern with   the appropriate Line Manager for the organisation 
concerned?  (If not, please contact the employer and complete the section below, prior to submitting this notification) 
 

 What is their view 
 
 
 
 
 
 

Name of employer: 

Contact details: 

 

LADO Discussion 

 Please provide relevant details 
 
 
 
 
 
 
 

 
 
Form Completed by:  
 
Contact details: 
 
Information entered on MOSAIC: YES  
       

NO 
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Appendix 11  Prevent Referral Form 

REFERRAL PROCESS 

Once you have completed this form, please email via secure email arrangements to: prevent@leeds.gov.uk 

and nectu.fimu@westyorkshire.pnn.police.uk 

All public sector organisations (including schools) have appropriate email security in place.  Please contact 

prevent@leeds.gov.uk if you wish to refer from outside this sector.  

If you have any questions whilst filling in the form, please call: 0113 535 0810 (Leeds City Council Prevent 

Team) or 0113 395 4141 (Police Prevent Team). 

INDIVIDUAL’S BIOGRAPHICAL & CONTACT DETAILS 

Forename(s): First Name(s) 

Surname: Last Name 

Date of Birth (DD/MM/YYYY): D.O.B. 

Approx. Age (if DoB unknown): Please Enter 

Gender: Please Describe 

Known Address(es): Identify which address is the Individual’s current residence 

Nationality / Citizenship: Stated nationality / citizenship documentation (if any) 

Immigration / Asylum Status: Immigration status? Refugee status? Asylum claimant? Please describe. 

Primary Language: 
Does the Individual speak / understand English? What is the Individual’s first 
language? 

Contact Number(s): Telephone Number(s) 

Email Address(es): Email Address(es) 

Any Other Family Details: Family makeup? Who lives with the Individual? Anything relevant. 

 

DESCRIBE CONCERNS 

 
In as much detail as possible, please describe the specific concern(s) relevant to 
Prevent.  
 

Please Describe 

mailto:prevent@leeds.gov.uk
mailto:nectu.fimu@westyorkshire.pnn.police.uk
mailto:prevent@leeds.gov.uk
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FOR EXAMPLE:  
 

• How / why did the Individual come to your organisation’s notice in this instance?  

• Does it involve a specific event? What happened? Is it a combination of factors? Describe them.  

• Has the Individual discussed personal travel plans to a warzone or countries with similar concerns? 

Where? When? How? 

• Does the Individual have contact with groups or individuals that cause you concern? Who? Why are 

they concerning? How frequent is this contact? 

• Is there something about the Individual’s mobile phone, internet or social media use that is worrying 

to you? What exactly? How do you have access to this information? 

• Has the Individual expressed a desire to cause physical harm, or threatened anyone with violence? 

Who? When? Can you remember what was said / expressed exactly? 

• Has the Individual shown a concerning interest in hate crimes, or extremists, or terrorism? Consider 

any extremist ideology, group or cause, as well as support for “school-shooters” or public-massacres, 

or murders of public figures. 

• Please describe any other concerns you may have that are not mentioned here. 

 

  



 

  3 Safeguarding Policy 2022/23 V1   

COMPLEX NEEDS 
Is there anything in the Individual’s life that you think might be affecting their 
wellbeing or that might be making them vulnerable in any sense?  

Please Describe 

 
FOR EXAMPLE:  
 

• Victim of crime, abuse or bullying. 

• Work, financial or housing problems. 

• Citizenship, asylum or immigration issues.  

• Personal problems, emotional difficulties, relationship problems, family issues, ongoing court 

proceedings. 

• On probation; any erratic, violent, self-destructive or risky behaviours, or alcohol / drug misuse or 

dependency. 

• Expressed feelings of injustice or grievance involving any racial, religious or political issue, or even 

conspiracy theories. 

• Educational issues, developmental or behavioural difficulties, mental ill health (see Safeguarding 

Considerations below).  

• Please describe any other need or potential vulnerability you think may be present but which is not 

mentioned here. 

 

OTHER INFORMATION 
Please provide any further information you think may be relevant, e.g. social media 
details, military service number, other agencies or professionals working with the 
Individual, etc.. 

Please Describe 

 
 
 


