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5. The Children’s Services ‘Prevent’ Lead 

6. Dorset Virtual School for children who are in care/ Looked After 01305 228307 

7. Dorset Governor Services (for governor safeguarding training) 01305 224382 
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Introduction 
 

At Sturminster Newton High School we are committed to providing an environment that 

nurtures and transforms the lives of children and young people attending Sturminster 

Newton High School and take seriously our responsibilities to safeguard and promote 

their welfare.   In addition, we undertake our responsibilities to work in partnership with 

agencies as part of the wider, multi-agency, safeguarding system, always acting in the 

best interest of the child or young person where concerns are identified, in accordance 

with the School Safeguarding (Child Protection) Policy and Procedures, statutory 

guidance and Pan-Dorset Inter-Agency Safeguarding Policies and Procedures. 

 

Personal sensitive information is processed in accordance with the Data Protection Act 

2018 and Part 3, the General Data Protection Regulations (GDPR). Consent to share 

information will be sought unless we are required to share information where there are 

child protection concerns (and consent has been withheld) or we are requested to share 

information with other statutory agencies such as the police or children’s social care in 

pursuit of their enquiries in order protect and safeguard children and young people. 
 

Definition of safeguarding 
Safeguarding and promoting the welfare of 
children is defined in statutory guidance as: 
protecting children from maltreatment; preventing 
impairment of children’s health or development; 
ensuring that children grow up in circumstances 
consistent with the provision of safe and effective 
care; taking action to enable all children to have 
the best outcomes. 
 
Safeguarding and promoting the welfare of 
children is everyone’s responsibility. In order to 
fulfil this responsibility effectively we ensure our 
approach is child centered, considering always, 
what is in the best interests of the child or young 
person.  
 
Most children grow up in loving families and supportive communities and become 
independent, resilient adults.  Wherever possible we want this for all children and young 
people in Dorset, so that they and their families can support themselves by engaging with 
and contributing to their local communities. In order to achieve this children, young people 
and their families should receive the right intervention as early as possible to tackle 
problems and prevent issues escalating.  All practitioners will adopt an Early Help/Think 
Family approach meaning they look at the whole family situation and what needs to 
happen to improve that situation whether that means working with adults, children or the 
whole family 
 
 
 
 
 

Our commitment  
To safeguard and promote the welfare of children and young people through: 
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 The provision of a safe environment in which children and young people can  learn 

 Provision which nurtures and develops our children and young people to achieve 
and thrive identifying any concerns early and providing appropriate help to prevent 
them from escalating, to a point whereby intervention would be required under the 

Children Act 1989, including working with parents/carers and other agencies as 
appropriate.  

 Being fully aware of Local Issues and Contextual safeguarding Safeguarding incidents 
which can be associated with factors outside the setting and between children outside of 
School. This is called contextual safeguarding. Our staff are aware of the definition of 
contextual safeguarding when reporting concerns and must ensure all information and 
background detail will be given to the DSL when discussing concerns. We are aware in 
Somerset there are many local issues that can impact on the safeguarding of children, we 
will endeavour to be aware of all local issues around the School and work with children to 
ensure they are safe. 

 Examples of our commitment at SHNS include employing a school counsellor, 
ELSA trained staff, work with Behaviour Support Service, use of TAC and TAF 
meetings, involving NDFPZ in supporting young people and families and ensuring 
regular training for the DSL which is cascaded to all appropriate staff. 

 

Statutory responsibilities 
All action taken by Sturminster Newton High School will be in accordance with: 

Current legislation namely:  

 The Children Act 1989 and 2004; Education Act 2002 and 2011; Education and 
Inspections Act 2006; The Non-Maintained Special Schools (England) 
Regulations 2015; The Children’s Homes (England) Regulations 2015; The 
Education (Independent School Standards) Regulations 2014 

 
Statutory guidance and Advice namely: 

 Working Together to Safeguard Children (2018) which sets out the multi-
agency working arrangements to safeguarding and promote the welfare of 
children and young people  

 Keeping Children Safe in Education (September 2019) which sets out what 
schools should do and sets out the legal duties with which school must comply 
with in order to keep children and young people safe 

 Teacher Standards 2012 which sets out that teachers, including Headteachers, 
should safeguard children’s well-being and maintain public trust in the teaching 
profession as part of their professional duties 

 Guide to the Children’s Homes Regulations including the quality Standards 
(April 2015) that set out the responsibility of the registered manager in meeting 
the standards which include the protection of children standard (regulation 12) 

 The Independent School Standards: Guidance to Independent Schools (April 
2019) and Independent Schools Standards: Advice for Independent Schools 
(September 2019) 

 National Minimum Standards for Residential Speical Schools, Boarding 
Schools and 14 – 18 Colleges providing accommodation and Academies 16 -
19 

 Other specific guidance and advice issued by the DfE in relation to the wider 
safeguarding agency, e.g. behaviour, health and safety, bullying, e-safety and 
medical needs  

 

The role of the Designated Safeguarding Lead (DSL) 
Keeping Children Safe in Education (September 2019) requires each school and 
college to have a designated safeguarding lead (DSL) who has the status and authority 
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with the to carry out the duties of the post including committing resources and where 
appropriate, supporting and directing staff.  The provided advice and support to other 
staff on child welfare and child protection matters, take part in strategy discussions, 
inter-agency meeting (or support other staff to do so) and to contribute to the 
assessment of children and young people.   
 

The Deputy Designated Safeguarding Lead (DDSL) 

Supports the DSL in discharging their responsibilities and whilst they may deputise for 
the DSL the lead responsibility for child protection remains with the DSL.  Some 
schools and colleges have more than one DDSL so you will need to reflect this here.   
 
Details of Sturminster Newton High School key safeguarding personnel can be found 
at Appendix D 
 
Both the DSL and DDSL must complete single agency and multi-agency training to 
undertake the role which is provided by the Local Authority Education Safeguarding 
Service and Dorset Safeguarding Partnership.  In addition, they will access DSL 
briefings, attend annual refresher training and remain up to date in relation to early 
help, safeguarding and child protection. More information about the roles and 
responsibilities of the DSL and DDSL can be found here  
 

What all staff should know 
All schools and colleges are required to issue Part One of Keeping Children Safe in 
Education (September 2019) - in full - to their staff and ensure that they have read and 
understood its contents.   At Sturminster Newton High School we are adopting this 
guidance and its contents across the whole organisation and whilst the language refers 
to “school” or “headteacher” it applies to both care and education provision provided 
at Sturminster Newton High School. School should be interpreted to be “Sturminster 
Newton High School” and “headteacher” should be interpreted as “principal” 
 
Part One can be accessed here  
 

Staff Induction 
As part of the induction process for new employees they will attend an induction 
briefing or if they commence part way through the year receive a one to one induction 
meeting with either  the DSL DDSL that signposts staff to relevant safeguarding 
documentation including this policy and procedure, guidance for safer working 
practice, what to do if you’re worried a child may be abused and whistleblowing advice 

see Appendix A: Staff Induction Record  
 

Action to be taken if there are concerns in relation to safeguarding 

practices at Sturminster Newton High School and residential provision 
All staff, volunteers and agency staff should feel able to raise concerns about poor or 
unsafe practice and any potential failures in the safeguarding regime and know that such 
concerns will be taken seriously by the senior leadership team and designated 
safeguarding leads.  Should staff feel unable to raise concerns within the organisation 
advice and guidance has been produced to ensure that they are aware of how to raise 

such concerns externally see Appendix B: NSPCC Whistleblowing advice and 
information.  Which is also available on the safeguarding notice board in the staff room. 
In addition, the whistleblowing policy is available via the website/internal intranet 
https://www.mysnhs.net/school-policies 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/811513/DRAFT_Keeping_children_safe_in_education_2019.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/811515/DRAFT_Keeping_children_safe_in_education_Part_one_2019.pdf
https://www.mysnhs.net/school-policies
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The Sturminster Newton High School concerns flowchart provides additional information 
about how to make a referral to children's social care, the LADO or to report concerns to 
the NSPCC advice line in instances where they have concerns about the organisation’s 
response to child protection, the conduct of staff or they do not feel that appropriate action 

has been taken in relation to concerns they have raised is at   Appendix C: Concerns 
Flowchart  

 

Abuse and neglect (definitions) 
All staff should be aware that abuse, neglect and safeguarding issues are rarely 

standalone events that can be covered by one definition or label. In most cases, 

multiple issues will overlap with one another.   

 

Abuse is the maltreatment of a child or young person; they may be abused or neglected 

through harm being inflicted or by parents or carers failing to prevent harm. Children and 

young people may be abused in a family or in an institutional or community setting by those 

known to them or by being targeted by others via the internet for example. They may be 

abused by an adult or adults or by another child or children.  The following are the statutory 

definitions of abuse and neglect as set out in Working Together to Safeguard Children (2018) 

however, the ultimate responsibility to assess and determine the type category of abuse is 

that of the Police and Children's Social Care – our responsibility is to understand what each 

category of abuse is and how this can impact on the welfare and development of our children 

and where we have concerns that a child or young person may be at risk of abuse and neglect 

(one or more categories can apply) to take appropriate action as early as possible 

 

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. Statutory guidance 
Safeguarding Children in whom Illness is Fabricated or Induced (2008) sets out a national 
framework within which agencies and professionals at local level – individually and jointly 
– draw up and agree upon their own more detailed ways of working together where illness 
may be being fabricated or induced in a child by a carer who has parenting responsibilities 
for them 

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); ensure access to appropriate medical 
care or treatment. It may also include neglect of, or unresponsiveness to, a child’s 
basic emotional needs. 
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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. Sexual 
abuse can take place online, and technology can be used to facilitate offline abuse.  
Sexual abuse is not sole perpetrated by adult males.  Woman can also commit acts 
of sexual abuse, as can other children. 
 

Safeguarding in specific circumstances: 
In addition to the above there are other areas of safeguarding that the organisation has to 

have due regard to.  Annex A of  Keeping Children Safe in Education (September 2019) 

highlights specific forms of abuse and safeguarding issues which staff who work with children 

and young people should read the following is a synopsis of the areas addressed but are not 

a fully replica of the guidance which can be accessed here  

 

Children and the court system may be required to give evidence in the criminal 

courts, either for crimes committed against them or for crimes they have witnessed.  There 

are a range of guides to support child witnesses.  In the civil courts children and young 

people may be involved in child arrangement hearing and the Ministry of Justice has 

launched an online child arrangement information tool detaining the dispute resolution 

service. 

 

Children Missing Education (CME) All staff should be alert to children going 

missing as this can be a vital warning sign of a range of safeguarding risks, including abuse 

and neglect, sexual abuse or exploitation (Child Sexual Exploitation and Criminal), travel 

to conflict zones, Female Genital Mutilation (FGM), forced marriage.  Early intervention is 

necessary to protect and safeguard a child or young person 

 

Children with family members in prison are more likely to have poor outcomes, 

including poverty, stigma, isolation and poor mental health.  More information to support 

schools and colleges can be found on the Nicco website 

 

ttps://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/811513/DRAFT_Keeping_children_safe_in_education_2019.pdf
https://www.nicco.org.uk/
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Child Sexual Exploitation (CSE) is child sexual abuse, whereby an individual or 

group takes advantage of an imbalance of power to coerce, manipulate or deceive a child 

or young person under 18 to engage in 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  

 

Child Criminal Exploitation (CCE) is geographically widespread form of har that is 

a often referred to as county lines, which involves drug networks or gangs that groom and 

exploit children and young people to carry drugs and money.  A key indicator is that victims 

are often missing from home, care or education and trafficked for the purpose of 

transporting drugs.  

 
Child and Adolescent Mental Health: Good mental health and resilience are 
fundamental to our physical health, our relationships, our education and to achieving our 

potential.  DfE advice for schools in relation to Mental health and behaviour in schools 
(2018) which can be accessed here.  This is non-statutory advice which clarifies the 
responsibility of the school, outlines what they can do and how to support a child or young 
person whose behaviour - whether it is disruptive, withdrawn, anxious, depressed or 
otherwise - may be related to an unmet mental health need. Whist it considers the school 
environment it is also relevant for work within our residential provision. 
 

Bullying Sturminster Newton High School has a separate Anti-Bullying policy which 

is accessible at https://www.mysnhs.net/school-policies 

 

Domestic abuse, Domestic violence, Gender-based violence and violence 

against women and girls (VAWG), teenage relationship abuse:  is defined as 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 irrespective 

of gender or sexuality. Exposure to domestic abuse or violence can have a serious, long 

lasting emotional and psychological impact on the development of children and young 

people.  Further advice and guidance accessed via the NSPCC,  Refuge and Safelives  

spotlight on young people and domestic abuse  

Further resources relating to violence against women and girls (VAWG) can be accessed 

here 

 

Homelessness or the being at risk of being made homeless is a significant risk for 

children or young people.  The DSL should refer to the local housing authority at the earliest 

opportunity.  The Homelessness Reduction Act 2017 places a new legal duty on English 

councils to provide meaningful help, including an assessment of need and circumstances.  

The DfE and the Ministry of Housing, Communities and local government have published 

joint statutory guidance on the provision of accommodation for 16 and 17 year old’s who 

may be homeless or require accommodation A series of fact sheets can be access here  

 

Online Safety:  Annex C of Keeping Children Safe in Education (September 2019) 

addresses the use of technology which can be a significant component of many 

safeguarding issues including CSE, CCE, radicalisation, sexual predation etc., whereby 

technology provides the platform that facilitates harm.  Schools and colleges must adopt a 

range of effective safeguarding approaches that both safeguards and empowers children 

and young people to access support and remain safe online by reducing the risk of harm 

through the use of filters, monitoring and appropriate use policies for those accessing our 

IT system, whilst at the same time providing a safe environment in which children and 

young people can learn to keep themselves safe online.   

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/755135/Mental_health_and_behaviour_in_schools__.pdf
https://www.mysnhs.net/school-policies
https://www.nspcc.org.uk/what-is-child-abuse/types-of-abuse/domestic-abuse/
http://www.refuge.org.uk/get-help-now/support-for-women/what-about-my-children/
http://www.safelives.org.uk/knowledge-hub/spotlights/spotlight-3-young-people-and-domestic-abuse
https://www.gov.uk/crime-justice-and-law/violence-against-women-and-girls
https://www.gov.uk/government/publications/homelessness-reduction-bill-policy-factsheets
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Peer on Peer abuse: children and young people can abuse their peers which can take 

many forms, including but not limited to: bullying (including cyber bullying); sexual violence 

or harassment; physical abuse including hitting, kicking, shaking, biting, hair pulling or 

otherwise causing physical harm; sexting and initiating/hazing type violence or rituals. 

Sexual violence and sexual harassment between children in schools and colleges: can 

occur between two children of any age and sex and occur through a group of children or 

young people sexually assaulting or harassing an individual or group of children.  

It can also involve Upskirting which involves taking a picture under a person’s clothing 

without them knowing, with the intention of viewing their genitals or buttocks to obtain 

sexual gratification or cause the victim humiliation, distress or alarm.  This is now a criminal 

offence 

Further guidance is available here  

 

Preventing extremism: Children and young people can be vulnerable to extremist 

ideology and radicalisation and forms part of schools and colleges safeguarding 

responsibilities, as set out in the Prevent Duty  Extremism is the vocal or active opposition 

to our fundamental values and radicalisation refers to the process by which a person come 

to support terrorism and extremist ideologies associated with terrorist groups.  Further 

information can be access below in relation to 

Extremism  Radicalisation       Prevent 

 

Any concerns about pupils becoming radicalised or being drawn into extremism will be 

reported to the Designated Safeguarding Lead who will not speak to parents/carers or other 

family members at this stage but will take prompt advice from the Police by e-mailing the 

Safeguarding Referral Unit: sru@dorset.pnn.police.uk. 

 

 

Private Fostering: is when a child under the age of 16 (under 18 if disabled) is 

cared for by someone who is not their parent or a 'close relative'. This is a private 

arrangement made between a parent and carer, for 28 days or more. Close 

relatives are defined as step-parents, grandparents, brothers, sisters, uncles or 

aunts (whether of full blood, half blood or marriage/affinity).  A private foster carer 

may be a friend of the family, the parent of a friend of the child, or someone 

previously unknown to the child’s family who is willing to privately foster a child.  

[Any School] has a responsibility to refer to Children's Social Care of any private 

fostering arrangement we become aware of, in order for Children's Social Care to 

undertake an assessment to ensure the needs and welfare of the child or young 

person is being met and that adults caring for them have access to advice and 

support. 

 

Special Education Needs and disabilities: There’s a concern sometimes that, for 
children with SEN and disabilities, that their SEN or disability needs are seen first, and 
the potential for abuse second. If children are behaving in particular ways or they’re 
looking distressed or their behaviour or demeanour is different from in the past, our 
staff should think about that being a sign of the potential for abuse, and not simply see 
it as part of their disability or their special educational needs. 
The Governing Body (including Trusts or Directors)  

Governing bodies and proprietors will ensure that they comply with their duties under 
legislation. They will also have regard to this guidance to ensure that the policies, 
procedures and training in the provision are effective and comply with the law at all times. 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/719902/Sexual_violence_and_sexual_harassment_between_children_in_schools_and_colleges.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/470088/51859_Cm9148_Accessible.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/445977/3799_Revised_Prevent_Duty_Guidance__England_Wales_V2-Interactive.pdf
https://www.gov.uk/government/publications/prevent-duty-guidance
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The responsibilities placed on governing bodies and proprietors include:  
 

 Contributing to ensure the provision is carrying out inter-agency working, which 
includes providing a coordinated offer of early help when additional needs of 
children are identified.  

 Ensuring that an effective child protection policy is in place, together with a staff 
behaviour code of conduct policy and behaviour policy.  

 Ensuring staff are provided with Part One of Keeping Children Safe in Education 
(DfE 2019) –and are aware of specific safeguarding issues. 

 Ensuring that staff induction is in place with regards to child protection and 
safeguarding. 

 Appointing an appropriate senior member of staff to act as the Designated 
Safeguarding Lead.  

 Ensuring that all of the Designated Safeguarding Leads (including deputies) 
undergo formal child protection training every two years (in line with Dorset 
Safeguarding Board guidance) and receive regular (annual) safeguarding 
refreshers (for example via e-bulletins, meeting other DSLs, or taking time to read 
and digest safeguarding developments).  

 Prioritising the welfare of children and young people and creating a culture where 
staff and volunteers are confident to challenge senior leaders over any 
safeguarding concerns.  

 Ensuring that children are taught about safeguarding in an age appropriate way. 

 Ensuring appropriate filters and appropriate monitoring systems are in place to 
safeguard children from potentially harmful and inappropriate online material 

 Having a senior board level lead to take leadership responsibility for the 
organisation’s safeguarding arrangements. 

 Ensure scrutiny and effectiveness of the single central record and child protection 
recording is undertaken.  

 Ensure safeguarding is regularly discussed and outcomes recorded at Governor 
meetings. 

 Ensure the requirements of The Governor’s Safeguarding Audit Section 175 are 
met and actions when needed completed in a timely way  

 

 

Looked after children: The staff have the necessary skills and understanding to keep 
looked after children safe.  Appropriate staff have information about a child’s looked 
after legal status and care arrangements, including the level of authority delegated to 
the carer by the authority looking after the child. The designated teacher for looked 
after children and the DSL have details of the child’s social worker and the name and 
contact details of the local authority’s virtual head for children in care. 

 

 

So-called ‘honour-based’ violence (including Female Genital Mutilation, 

Forced Marriage Breast Ironing) encompasses incidents or crimes which have 

been committed to protect or defend the honour of the family or community. All forms of 

honour based violence (HBV) is abuse, regardless of the motivation and should be handled 

and escalated as such.  There are specific mandatory reporting duties for teachers to report 

to the police where they discover (either through disclosure or visual evidence) that FGM 

appears to have been carried out on a girl under 18.   

Additional guidance and publications 

FGM: Mandatory reporting procedural information can be accessed here  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/573782/FGM_Mandatory_Reporting_-_procedural_information_nov16_FINAL.pdf
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FGM Fact sheet can be access here  

Forced Marriages:  Multi- agency guidelines(2014) pages 35 and 26 pertain to schools can 

be accessed here along with statutory guidance (2014) which can be access here 

 

 

 

 

Allegations of abuse made against teachers, other staff, Volunteers 

and Agency Staff: People in a Position of Trust 
Working Together to safeguard Children (March 2018) states that organisations 

should have in place clear policies in line with those from the Dorset Safeguarding 

Partnership to manage allegations against people who work with children and young 

people.  Such policies should make a clear distinction between an allegation, a 

concern about the quality of care or practice or a complaint. Full details are available 

https://www.mysnhs.net/school-policies 

 

In addition, Keeping Children Safe in Education (September 2019) Part Four, sets how 

allegations may indicate that a person would pose a risk of harm if they continue to 

work in regular or close contact with children in their present position, or in any capacity 

in a school or college under the age of 18 years. Part 4 of the Keeping Children Safe 

in Education (September 2019) which can be accessed here  

 

An allegation may relate to a person who works with children who 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 they may pose a 

risk of harm 

 

The Sturminster Newton High School Management of Allegations policy and 

procedure is available on the website https://www.mysnhs.net/school-policies  

 

What staff should do if they have concerns about another staff member  

If any member of staff, volunteer or agency staff have concerns relating to an 

individual’s conduct or behaviour, whether they be a colleague, member of the 

management or senior leadership team, they should refer their concerns to the 

designated safeguarding lead or the Headteacher.  

 

Where concerns or allegations relate to the Headteacher, these should be referred to 

the chair of governors 

 

Staff Code of Conduct; In addition to the Safeguarding and Child Protection policy, 

We have a staff Code of Conduct that outlines an acceptable level of staff behaviour. 

During their induction training, new staff will be given and have read: • Staff Code of 

Conduct (inc. use of social media, and the Position of Trust Offence) • The school’s 

Safeguarding and Child Protection policy • Keeping Children Safe in Education (2019) 

(Part One and Annex A) • Behaviour Policy • Procedures for children missing 

education.  

The Governing Body (including Trusts or Directors)  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/496415/6_1639_HO_SP_FGM_mandatory_reporting_Fact_sheet_Web.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/322307/HMG_MULTI_AGENCY_PRACTICE_GUIDELINES_v1_180614_FINAL.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/322310/HMG_Statutory_Guidance_publication_180614_Final.pdf
https://www.mysnhs.net/school-policies
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/811513/DRAFT_Keeping_children_safe_in_education_2019.pdf
https://www.mysnhs.net/school-policies
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Governing bodies and proprietors will ensure that they comply with their duties under 
legislation. They will also have regard to this guidance to ensure that the policies, 
procedures and training in the provision are effective and comply with the law at all times. 
 
The responsibilities placed on governing bodies and proprietors include:  
 

 Contributing to ensure the provision is carrying out inter-agency working, which 
includes providing a coordinated offer of early help when additional needs of 
children are identified.  

 Ensuring that an effective child protection policy is in place, together with a staff 
behaviour code of conduct policy and behaviour policy.  

 Ensuring staff are provided with Part One of Keeping Children Safe in Education 
(DfE 2019) –and are aware of specific safeguarding issues. 

 Ensuring that staff induction is in place with regards to child protection and 
safeguarding. 

 Appointing an appropriate senior member of staff to act as the Designated 
Safeguarding Lead.  

 Ensuring that all of the Designated Safeguarding Leads (including deputies) 
undergo formal child protection training every two years (in line with SCSB 
guidance) and receive regular (annual) safeguarding refreshers (for example via 
e-bulletins, meeting other DSLs, or taking time to read and digest safeguarding 
developments).  

 Prioritising the welfare of children and young people and creating a culture where 
staff and volunteers are confident to challenge senior leaders over any 
safeguarding concerns.  

 Ensuring that children are taught about safeguarding in an age appropriate way. 

 Ensuring appropriate filters and appropriate monitoring systems are in place to 
safeguard children from potentially harmful and inappropriate online material 

 Having a senior board level lead to take leadership responsibility for the 
organisation’s safeguarding arrangements. 

 Ensure scrutiny and effectiveness of the single central record and child protection 
recording is undertaken.  

 Ensure safeguarding is regularly discussed and outcomes recorded at Governor 
meetings. 

 Ensure the requirements of The Governor’s Safeguarding Audit Section 175 are 
met and actions when needed completed in a timely way  
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Appendix A 
 

 

 

 

 

Employees 

Safeguarding Induction 
 

 

 

Staff Member: 
Name and Role:  
 

 

Date of 
Commencement: 

 

Inductor: 
Name and Role 

 

Date of Induction: 
 

 

Signed by Inductee: 
 

 

Signed by Inductor: 
 

 

 

Notes of guidance – to be removed when adopted by the School 

Keeping Children Safe in Education (2019) states:  ALL staff should 

be aware of systems within their school or college which supports 

safeguarding, and these should be explained to them as part of staff 

induction.  This should include the: 

 Safeguarding (Child Protection) policy 

 Behaviour policy 

 Staff behaviour policy (code of conduct) 

 Safeguarding response to child who go missing from education 

and 

 The role of the designated safeguarding lead (including the 

identity of the DSL and Deputy 
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Agenda: 

Welcome to Sturminster Newton High School 

Outline of the induction meeting 

 SNHS Vision and Ethos 

 What is Safeguarding (Child Protection)  

 What safeguarding means for children or young people at SNSH 

 Voice and influence 

 Action to be taken if you have a concern 
 

What is Safeguarding (Child Protection) 
Safeguarding is an overarching term used to ensure that the welfare of children and 
young people is paramount, and they are protected from abuse and neglect.  We all 
have a statutory duty to safeguard and promote the welfare of children.   This 
means protecting children and young people from abuse and neglect; preventing 
impairment of health or development; ensuring they are growing up in circumstances 
consistent with the provision of safe and effective care and taking action to enable all 
children and young people to have the best life chances. 
 

Every member of staff, irrespective of their role in the organisation, has a responsibility 

to keep children or young people safe and to take appropriate action whenever they 

hear, observe or are told information that could impact on their welfare and safety. 

 

Child protection is the statutory threshold for intervention in family life whereby a child 

or young person is suffering or at risk of significant harm.  As an organisation [Any 

School] has a number of statutory responsibilities that must be fulfilled which are set 

out in legislation and statutory guidance. 

 

You have been issued with Part 1 of Keeping Children Safe in Education 

(September 2019) and you will have been asked to read the document ahead of 

today’s induction.  Have you had an opportunity to do so?  Do you have any questions?   

What Safeguarding means for children or young people at Sturminster 

Newton High School 
 

We expect our staff to exercise high standards of behaviour and provide high quality 

professional support to our children.  It is therefore important that we all understand 

that the nature of our work and the responsibilities related to it, which places us in 

unique position of trust.  During the course of your induction you will have the 

opportunity to access a range of training that will provide you with the knowledge and 

skills you need to do your job.  In addition, you will be required to read a number of 

different policies and procedures that will provide you with contextual information and 

guidance.    

 

All staff, irrespective of their role in the organisation, have a responsibly to ensure that 

illegal, unsafe, unprofessional or irresponsible behaviour exhibited by staff is 

challenged and reported.  It is always difficult to raise concerns about a colleagues’ 
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behaviour, but you must discuss any concerns with the designated or deputy 

safeguarding lead.   

 

If you do not feel you can raise concerns within the organisation then you can access 

the NSPCC Whistleblowing helpline on 0800 028 0285 between 8 a.m. and 8 p.m. or 

email help@nspcc.org.uk   

 

You should familiarise yourself with the following polices which are available on the 

Safeguarding Notice Board (Staff Room) and on the School Website: 

 

1. Guidance on safer working practice for those working with children and 

young people in education settings (May 2019) Sturminster Newton High 

School has adopted this as our staff code of conduct which is available in the 

staff room on the safeguarding notice board   

 

2. What to do if you’re worried a child is being abused (DfE March 2015) 

advice for practitioners  

 

3. Safeguarding (Child Protection) Policy and Procedures can be accessed in 

the staff room and on the school website. 

 

4. Sturminster Newton High School Behaviour policy and  

 

5. Children Missing Education procedures  

 

Voice and influence 
When working with children and young people communication is crucial, especially in 

relation to safeguarding.   Communication is a two-way process and doesn’t just relate 

to a child’s ability to communicate via speech therefore, we need to approach 

communication in its broadest terms, considering body language, gestures, behaviour 

and presentation.  We must also support our children to make positive choices. 

 

Action to be taken if you have a concern about the welfare of a pupil 

or the conduction/actions of a member of staff or visitor to Sturminster 

Newton High School 
 

You should discuss your concerns, observations or any information that may impact 

on the welfare of a child with a designated or deputy safeguarding lead.  The flowchart 

overleaf has been developed to offer you guidance on what you should do.  It is not 

intended to cover all eventualities, but it aims to provide a framework for action. 

What is important is that you take action and raise your concerns, the designated or 

deputy safeguarding lead may hold other relevant information, but your information 

may be new and important - the final part of the information jigsaw. 

 

 

Updated July 2019 

mailto:help@nspcc.org.uk


17 
 

Appendix B 
Date of issue July 2019 

 

 

The NSPCC whistleblowing Advice Line offers free advice and support to 

professionals with concerns about how child protection issues are being 

handled in their own or another organisation. 

What is whistleblowing? 

Whistleblowing is when someone raises a concern about a dangerous or illegal 

activity or any wrongdoing within their organisation. 

Raising a concern is known as “blowing the whistle” and is a vital process for 

identifying risk to children, young people and vulnerable adults.  In recent years 

there have been several high-profile cases of institutional abuse which have 

come to light as a result of whistleblowing. 

Sharing information or talking through a concern can be the first step to helping 

an organisation identify problems, improve practice and safeguard the welfare 

of children, young people and vulnerable adults. 

 

 

The government website www.gov.uk also has valuable information for 

whistleblowers in relation to their rights, support and who to tell. This can be 

accessed here: 

http://www.gov.uk/
https://www.gov.uk/whistleblowing
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Action to be taken where there are concerns about the welfare of a 

child or young person or the conduct/actions of Staff or Visitors 
  Appendix C 

 

General Information and Advice 

 

 

 

 

 

 

 

 

 

 

 

 

How to report child welfare or child protection concerns at Sturminster Newton High School 

Always maintain an attitude of ‘it could happen here’:  Learning 
lessons from Serious Case Reviews e.g. Daniel Pelka and Nigel Leat 

 

Always act in the best interests of the child or young person:  

the welfare of the child is paramount Children Act 1989 

Be alert to the signs of abuse and neglect supporting documents include: 

Sturminster Newton High School Safeguarding (Child Protection) Policy & Procedures: Part One: Keeping Children Safe in Education (September 2019): 

What to do if you’re worried a child is being abused (DfE March 2015) Advice for Practitioners:  Working Together to Safeguard Children (2018)  

These can be accessed on the SNSH website and the safeguarding notice board in the staff room 

 

 

 

 

Immediate Concerns and/or immediate action is required 

 

 

Child Welfare 

Discuss your concerns with your 

immediate line manager  

Or  

Discuss your concerns with the 

Designated or Deputy 

Safeguarding Lead (DSL)  

 

You must act to safeguard 

Safeguarding/Child Protection 

Concerns 

The DSL will consider what information 

is already known consider indicators of 

risk and following multi-agency 

guidelines take appropriate action 

Concerns relating to the conduct or actions of a staff 

member:   The DSL will liaise with the Headteacher or you 

can refer your concerns directly.   If concerns relate to 

Headteacher the Chair of Governors must be notified.  All 

allegations will be investigated following statutory guidance 

and Dorset Safeguarding Partnership procedures by the 

Local Authority Designated Officer (LADO) 

If, a child or young person is in immediate danger or is at risk of significant harm 
Anyone can make a referral to Children’s Social Care and/or the Police (but the Designated Safeguarding Lead (DSL) should be informed if a referral 

has been made).   Contact details: MASH: 01202 228866 
  : Emergency Duty Team (EDT) outside office hours, weekends or bank holidays 01202 657279 or contact the Police on 999  
If you have a concern relating to dangerous or illegal activity or any wrongdoing within the organisation and you do not feel you can raise a concern directly you 

can contact the NSPCC Whistleblowing helpline 0800 028 0285 – line is available from 8:00 AM to 8:00 PM, Monday to Friday or  Email:  help@nspcc.org.uk  
 

 
 

Insert School Logo 

Updated July 2019 

Appendix C 

mailto:help@nspcc.org.uk
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Appendix D 
 

Record Keeping: Best Practice 

 

To be read and followed by all DSLs and Deputies 
1. Introduction 

1.1 The importance of good, clear child welfare and child protection record keeping has been 

highlighted repeatedly in national and local Serious Case Reviews. 

1.2 It is the Designated Safeguarding Lead (DSL)’s responsibility to ensure that child 

protection files, access, storage and transfer meet the required professional standards as 

detailed in this document. 

1.3 The common law of confidentiality, Data Protection and Human Rights principles must 

be adhered to when obtaining, processing or sharing personal or sensitive information or 

records. In summary, the Data Protection Act requires that records should be securely kept, 

accurate, relevant, up to date and kept for no longer than is necessary for the purpose for 

which they were made. 

1.4 Any electronic record keeping system should comply with the general standards set out 

below. (The ‘My Concern’ system in use in many local schools has been checked for 

compliance.) 

 

2. Record to be made by an adult receiving a disclosure of abuse (when a child talks 

about abuse) 

2.1 This record should be made as soon as possible after the individual hearing the 

disclosure has reported it verbally to the DSL. The facts, not opinions (unless of particular 

relevance), should be accurately recorded in a non-judgemental way. It is important to 

remember that expressing an opinion as to whether the child is telling the truth is not helpful 

and can prejudice how a case proceeds. 

2.2 The record should ideally be on a standard ‘concerns’ form (LA model available from the 

Safeguarding and Standards Team or on Nexus) but if this is not used, should include: 

The child’s name, gender and date of birth 

Date and time of the conversation 

What was the context and who was present during the disclosure? What did the child say? 

– verbatim if possible 

What questions were asked? – verbatim 

Responses to questions –verbatim 

Any observations concerning child’s demeanour and any injuries 

The name of the person to whom the disclosure was reported 

Printed name and job title of the author, followed by signature and date 

2.3 The record about a disclosure of abuse should be passed to the DSL and retained in the 

pupil’s child protection file in its original and contemporaneous form (as it could be used as 

evidence in court proceedings), even if later typed or if the information is incorporated into 

a report. 

2.4 Schools should never ask pupils, regardless of their involvement in a child protection 

matter (i.e. the subject of an allegation, a witness or the alleged ‘perpetrator’), to write out 

their ‘statements’ of what has happened. In some cases this could have the unintended 

consequence of jeopardising a child protection investigation. This applies regardless of 

whether the incident(s) took place within or outside school. 
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3. Records kept by the Designated Safeguarding Lead 

3.1 As stated at 2.2 above it is useful and recommended practice for school staff to have 

one standard pro forma for recording all ‘welfare’ and child protection concerns. 

3.2 The concern form should be passed to the DSL who will make a judgement about what 

action needs to be taken, in accordance with local inter-agency safeguarding procedures, 

using the Threshold Tool, if necessary. The decision about any action, whether or not a 

referral is made to Social Care, will be recorded clearly by the DSL. 

3.3 Concerns which initially seem trivial may turn out to be vital pieces of information later, 

so it is important to give as much detail as possible. A concern raised may not progress 

further than a conversation by the DSL with the parent, or, at the other end of the scale, 

could lead to matters being heard in a court. 

3.4 All ‘lower level’ / pastoral concerns about a child’s welfare, which will generally have 

been discussed with parents/carers, are kept in the child’s main file. Alternatively, some 

schools have adopted their own systems of collating such welfare concerns, but whichever 

system is in place, these records should not be labelled ‘child protection’. 

3.5 It is never good practice to keep pupil welfare records in a diary or day- book system. 

Often it is only when a number of seemingly minor issues relating to an individual pupil over 

a period of time are seen as a whole that a pattern can be identified indicating a child 

protection concern. 

 

4. Starting a school child protection file 

4.1 A school child protection file does not necessarily mean that the pupil is or has been the 

subject of a child protection conference or plan. ‘Child protection file’ denotes a high level of 

school concern which has warranted referral to/ involvement of, and in most cases 

assessment by, child care social workers. 

4.2 It is the responsibility of the DSL to start a school child protection file when a social 

worker is or was involved. 

A formal referral is made by the school to Children’s Social Care on an inter-agency referral 

form or Social Care inform the school they have commenced an assessment in relation to a 

pupil resulting from information from another source or A child protection file is forwarded to 

the school by a previous school or pre-school attended by the pupil or A child who is in 

care/looked after transfers into the school or A pupil is privately fostered 

4.3 It is own record which includes information specific to him/her and which will be sent to 

the next school at the time of transfer. The names of siblings and/or other children who live 

in the household who also attend the school should be clearly noted on individual files. 

4.4 If two (or more) pupils at the school are referred to Social Care for the same concern 

(for example, an allegation of sexually harmful behaviour), then child protection files will be 

started on both/all pupils. 

4.5 ‘Document wallet’ - type files are not ideal as the papers therein can easily fall out or get 

‘out of order’. 

4.6 School child protection files are never ‘closed’ or de-categorised. Once a school has 

started a child protection file, the chronology is maintained so that any future concerns can 

be considered in the context of past events, even if Social Care ceases involvement. 

4.7 Note - If there is an allocated social worker because a child is disabled or a young carer 

and there are no child protection concerns then a child protection file should not be started. 

 

5. Adopted children 

5.1 When a pupil is admitted to a school in Reception class and parents provide the 

information that s/he was adopted prior to commencing education, this should be recorded 

with their permission on the main school file in order that appropriate support can be 
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provided in future if necessary. In these situations it is not necessary to start a child 

protection file unless the criteria described above (at 4.2a and 4.2b) also apply. 

5.2 Some older adopted children will have school child protection files because they were 

initially in care/looked after and were subsequently adopted. During the period when the 

child is ‘placed for adoption’ (prior to an adoption order being made) any file that contains 

information that identifies both the birth not good practice to make ‘family files’; each child 

should have his/her family and the adoptive family must be classed as highly sensitive and 

this information should only be shared on a strictly ‘need to know’ basis. 

5.3 Once the adoption order has been made the DSL in the school that holds the child 

protection file must overhaul the file. The principle is that there must be nothing that identifies 

the child’s birth name or the birth family. In sifting the file it is acceptable to destroy 

documents that will continue to be held by other agencies: for example, child protection 

conference minutes and LAC review minutes which will be in Social Care records. 

5.4 A chronology should be prepared that gives an overview of the information previously 

held in the file but without giving the child’s birth name or any details which would identify 

the birth family. 

5.5 The overhauled file should only contain the new chronology and any information that 

has originated from within school (for example concern forms). This file should now be in 

the child’s new name, contain no information which identifies the birth name or birth family, 

will be held in the school as long as the child remains or sent onto a new school as described 

(at 9) below. 

5.6 Please note that once a child is adopted, all school records, not just cp files, must be 

amended so that there is nothing which gives the birth name or identifies the birth family. 

 

6. The format of child protection files 

6.1 It is helpful if individual files have a front sheet with key information about the pupil and 

contact details of parents/carers, social worker and any other relevant professionals. 

6.2 If the child is Looked-After the front sheet should include important information about 

legal status, parental responsibility, arrangements for contact with birth parents and 

extended family, levels of authority delegated to carers and the name of the virtual school 

head in the authority that looks after the child. 

6.3 If a pupil is or was subject of a child protection plan or in care/looked after, this should 

be highlighted in some way to make it immediately obvious to anyone accessing the record. 

6.4 It is a multi-agency standard that children’s child protection files must have at the front 

an up to date chronology of significant incidents or events and subsequent 

actions/outcomes. Maintaining the chronology is an important part of the DSL role; it aids 

the DSL, Deputy and others to see the central issues ‘at a glance’ and helps to identify 

patterns of events and behaviours. 

6.5 It should make sense as a ‘stand alone’ document: anyone else reading the chronology 

should be able to follow easily what the concerns are/have been, whether the concerns have 

escalated and why plus the actions taken by the school to support and protect the child. This 

will be particularly useful for DSLs in receiving schools when pupils transfer, for 

professionals involved in collating information for Serious Case Reviews and for 

parents/pupils/ex-pupils if they view the record. 

6.6 Once a chronology is started it should be updated as appropriate even if Social Care 

later ceases involvement (see 4.6 above). 

6.7 The file should be well organised and include, as appropriate, school ‘concern forms’, 

copies of correspondence, school reports to and minutes of child protection conferences, 

documents relating to children in care/’looked after’ etc. The DSL will decide which relevant 

information which pre-dates the starting of the child protection file, such as CAF or other 

pastoral care documentation, will also be included. 
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7. Storage 

7.1 All records relating to child protection concerns are sensitive and confidential so will be 

kept in a secure (i.e. locked at all times) filing cabinet, separate from other school files, and 

accessible through the DSL, the Deputy(ies) and other senior staff in larger schools. 

7.2 The pupil’s general school file should be marked in some way (e.g. a yellow star) to 

indicate that a child protection file exists. All staff who may need to consult a child’s school 

file should be made aware of what the symbol means and to speak to the DSL if necessary 

if they see this symbol and have concerns. For example, a member of the office staff who is 

looking in the main file for a parent’s contact details because of unexplained absence might 

decide to report this to the DSL if they see the indicator, in case the absence is significant. 

 

8. Sharing of and access to child-protection records 

8.1 It is highly unlikely that all members of staff need to know the details of a child’s situation, 

or that there should be widespread access to the records. Access to, and sharing of, 

information should be on a need-to-know basis, decided case by case. The DSL is the best 

person to decide this. Consideration must also be given to what needs to be shared. 

Generally speaking, the closer the day-to-day contact with the child, the more likely the need 

to have some information. 

8.2 The child who is the subject of a child protection record has the right to access the file, 

unless to do so would affect his/her health or well-being or that of another person, or would 

be likely to prejudice a criminal investigation or a Section 47 assessment (which relates to 

significant harm) under the Children Act 1989. 

8.3 Parents (i.e. those with parental responsibility in law) are entitled to see their child’s child 

protection file, with the same exemptions as apply to the child’s right to access the record. 

Note that an older pupil may be entitled to refuse access to the record by his/her parents. 

As a guide, this applies to pupils who are 12 years of age or above, if they are of normal 

development or maturity. 

8.4 References by name to children other than the pupil who is the subject of the file should 

be removed when disclosing records, unless consent is obtained from the individual/s 

concerned (or their parents/carer on their behalf). Care must be taken to ensure all 

identifying information is removed from the copy of the record to be shared. 

8.5 Always seek advice from your legal advisor or Dorset Data Protection Officer (01305 

225175) if there are any concerns or doubt about a child or parents reading records. 

However, it is generally good practice to share all information held unless there is a valid 

reason to withhold it, e.g. to do so would place the child or any other person at risk of harm. 

Any requests to see the child’s record should be made in writing to give time for confidential 

information, such as any details of other pupils, to be removed. 

8.6 In respect of requests from pupils or parents for information which wholly or partly 

consists of an educational record, access should be granted within 15 school days. This 

might be relevant to ‘welfare’ concerns in a main school file, for example. Viewing-only 

access to these records is free but it is reasonable to charge for copies on a sliding scale 

from £1 - £50 (maximum) depending on the number of pages. 

8.7 However, should the request only seek access to a child protection file (which is not 

classed as an educational record), access should be granted within 40 calendar days. A 

discretionary maximum fee of £10 can be charged for viewing access to or a copy of a child 

protection record. 

8.8 If the record to be disclosed contains information about an adult professional, that 

information can be disclosed if it relates to the performance by that person of their job or 

other official duties e.g. a reference to a teacher in their teaching role or a school nurse in 

their nursing role. However, if the reference refers to that individual’s private life, it should 

be removed (unless this relates to a child protection matter which is relevant to the record 

to be disclosed). 
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8.9 Child protection information should not normally be shared with professionals other than 

those from Social Care, the Police, Health or the Local Authority. OfSTED and other school 

inspectors can view individual child protection files. Information should not be released to 

parents’ solicitors on request; advice should be sought from the school’s legal advisor in 

such cases. 

8.10 Governors, including the Nominated Governor, should not access the records. 

 

9. Transfer of child protection records 

9.1 When a pupil transfers to another school (including to a Learning Centre because of 

permanent exclusion) the DSL should inform the receiving school as soon as possible in 

person or by telephone that child protection records exist. The original records must be 

passed on either by hand or sent by recorded delivery, separate from the child’s main school 

file. Care must be taken to ensure confidentiality is maintained and the transfer process is 

as safe as possible. 

9.2 If the records are to be posted, they should be copied and these copies retained until 

there has been confirmation in writing that the originals have arrived at the new school. They 

can then be shredded. 

9.3 Whether child protection files are passed on by hand or posted, there should be written 

evidence of the transfer (such as a form or slip of paper signed and dated by a member of 

staff at the receiving school.) This receipt should be retained by the originating school for 6 

years (in line with guidance from the Records Management Society). 

9.4 If the pupil is removed from the roll to be home educated, the school should pass the 

child protection file to the LA EHE Administrator and a receipt obtained as described above. 

9.5 If a pupil with a child protection record leaves the school without a forwarding address 

and no contact is received from a new school the DSL should follow the school’s Child 

Missing Education (CME) procedures. If there is reason to suspect the pupil is suffering 

harm then the DSL will refer to Social Care in the usual way. 

9.6 If a child arrives in the school in an unplanned way and / or there are concerns about 

them from the outset, it is worth contacting the previous school for a discussion with the 

DSL. There might be a cp file which has not been passed on. 

9.7 School ‘welfare’ or pastoral records (i.e. where concerns or issues have been raised but 

there has been no referral to or involvement by a social worker) should also be passed on 

to the next school for their information and can be included in the main school file, for 

example. In respect of data protection, parents/carers should be made aware (either 

individually or through newsletters, for example) that information is transferred in this way to 

enable the next school to properly support their child. Most parents will understand the 

reason for this but if for whatever reason a parent disagrees with you passing on non child 

protection documents, you should not do so. 

10. ‘Dual registered’ pupils 

10.1 Where a pupil is on roll at the school and starts to attend a Learning Centre (LC), the 

chronology and other relevant information in the child protection file should be copied and 

passed to the DSL at the LC at the earliest opportunity. Because of the nature of such 

‘bespoke’ arrangements for individual pupils, the two DSLs should agree on which one of 

them will keep the chronology updated and how best to communicate to each other 

significant events and issues in relation to that pupil. 

  

11. Retention of records 

11.1 The school should retain the record for as long as the pupil remains in school and then 

transferred as described above. 

11.2 Guidance from the Records Management Society is that when a pupil with a child 

protection record reaches statutory school leaving age (or where the pupil completed 6th 

form studies), the last school attended should keep the child protection file until the pupil’s 
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25th birthday. It should then be shredded (and a record kept of this having been done, date, 

and why). 

11.3 The Independent Inquiry into Child Sexual Abuse has instructed relevant organisations, 

including schools and colleges, that they should NOT destroy, for the foreseeable future, 

any of their records that could potentially come within the scope of the inquiry (i.e. any 

records relating to sexual abuse). 

 

12. Electronic child protection records 

12.1 Electronic records must be password protected with access strictly controlled in the 

same way as paper records. 

12.2 They should be in the same format as paper records (i.e. with well maintained 

chronologies etc.) so that they are up to date if/when printed, if necessary. 

12.3 Electronic files must not be transferred electronically to other schools unless there is a 

secure system in place (such as cjsm, GCSX or IronPort) but should be printed in their 

entirety, linked with paper documentation such as conference minutes and transferred as 

described in section 9 above. When the receipt has been returned to confirm that the file 

has been received at the new school, the computer record should be deleted. 

 

13. Sharing information with Further Education (FE) Colleges 

13.1 A protocol is in place with DSLs at FE colleges: at the start of each academic year they 

will send to secondary school DSLs a list of newly enrolled students who have previously 

attended the school, requesting any relevant information. Secondary school DSLs will use 

their professional judgement but should always disclose if a young person is in care/looked 

after, is or has been subject of a child protection plan or is assessed as posing a risk to 

themselves or other students. 

13.2 Note this applies only to Dorset schools and FE Colleges with whom the protocol has 

been agreed. 


