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Highfield Primary School 
Safeguarding Policy 

 

Purpose and Principles 

Highfield Primary School will strive to ensure that all its pupils remain safe and free from harm 

and is committed to playing a full and active part in the multi-agency response to child 

protection concerns.  The purpose of this document is to ensure that all staff are aware of the 

arrangements that the school has in place for safeguarding the welfare of its pupils.  It gives 

guidance to help staff who may have concerns about the safety or welfare of a child, and sets 

out the school’s position to all aspects of the child protection process. 

 

Introduction 

The duties imposed by the Education Act 2014 make explicit the responsibility and duties of all 

stakeholders to safeguard and promote the welfare of children as part of their common law 

duty of care towards the all the children at Highfield Primary School .  The responsibility for 

making sure arrangements are in place, in accordance with the guidance given by the Secretary 

of State, lies with the school’s Governing Body. 

 

There are two aspects to safeguarding and promoting the welfare of children.  They are that 

arrangements are in place: 

 To take all responsible measures to ensure that risks of harm to children’s welfare are 

minimised, and 

 To take all appropriate actions to address concerns about the welfare of any child, or 

children, working to agreed local policies and procedures in full partnership with other 

local agencies. 

 

The arrangements that Highfield Primary School has in place will provide for both these aspects 

of safeguarding children’s welfare. 

 

The document entitled “Working Together to Safeguard Children” (March 2014) places a 

general duty on schools to work and co-operate with other agencies to safeguard and promote 

the welfare of children, and Highfield is committed to do this by open and honest 

communication.  Schools are also required to have in place policies and procedures, which should 

be shared with parents, to address concerns about the safety and protection of children. 

 

In addition, the school’s responsibilities outlined in the DCSF document “Safeguarding Children 

and Safer Recruitment in Education” (2010) are considered essential as part of Highfield’s 

commitment to child protection. 

 

 

This policy document and related procedures are underpinned by the national ‘Every Child 

Matters’ framework, and build on the information contained in the publications referred to 

above.  It is also closely linked to the Local Authority Children and Young People’s Plan and 

Framework for Action. 



Key Definitions and Concepts 

 

Child 

In this document, as in the Children’s Acts 1989, 2004 and 2014, a child is anyone who has not 

reached their 18th birthday.  The commitment to safeguarding and promoting the welfare of 

children however will extend to all children who visit all state schools in Bolton, as well as all 

pupils of Highfield Primary School.  

           RIGHTS OF THE CHILD 

 Children and young people have rights of their own, independent of those of their 

parents, guardians and carers. These rights should be recognised and respected. 

 Where there is conflict of interest between parents and children, and in all decisions 

relating to their future, the child’s interests must be given primary consideration. 

 

 
Designated Safeguarding Lead (DSL) 
The Designated Safeguarding Lead has the responsibility to ensure that if there are specific 

statutory concerns regarding the welfare and safeguarding of children at Highfield, they are 

dealt with and recorded.   

Responsibilities 

1. The Designated Safeguarding Lead is the first point of contact for all staff and 

volunteers to go to for advice if they are concerned about a child (this may also need to 

be out of hours so staff and volunteers should always know how to contact them or 

Deputy Safeguarding Lead 

2. They have a higher level of safeguarding training and knowledge than the rest of the 

staff and should have completed Working Together to Safeguard Children and Young 

People; 

3. They are responsible for ensuring that their organisation’s safeguarding policy is kept up 

to date  

4. They ensure that they comply with safe recruitment procedures for new staff members 

and their induction. 

5. They assess information from staff regarding concerns about children and make  

decisions about whether staff concerns are sufficient enough to notify Children’s Social 

Work Services or whether other courses of action are more appropriate, for example 

the completion of an Early Help Assessment; 

6. They make formal referrals to the Duty and Advice Team; 

7. They ensure that concerns are logged and stored securely 

8. They have joint responsibility with the Governing Body to ensure that the organisation’s 

safeguarding policy and related policies and procedures are followed and regularly 

updated; 

9. They are responsible for promoting a safe environment for children and young people; 

10. They know the contact details of relevant statutory agencies eg Children’s Social Work 

Services (CSWS), Police, Local Safeguarding Children Board, and the Local Authority 

Designated Officer (LADO) for allegations against staff. 

It is not the responsibility of the designated safeguarding officer to decide whether a child has 

been abused or not - that is the responsibility of investigative statutory agencies such as 



Children’s Social Work Services or the police. However keeping children safe is everybody’s 

business and all staff should know who to go to and how to report any concerns they may have 

about a child being harmed or at risk of being harmed. 

 

The Deputy Head Teacher, Miss D. Helme, is the DSL at Highfield.  Her Deputy is Mr. D. Glyn-

Jones.   

 

Designated Looked After Children (LAC) Teacher 

The Designated Teacher should have lead responsibility for helping school staff to understand 

the things which affect how looked after children learn and achieve. 

The designated teacher should: 

 promote a culture of high expectations and aspirations for how looked after  children 

learn 

 make sure the young person has a voice in setting learning targets be a source of advice 

for staff about differentiated teaching strategies appropriate for individual children 

and in making full use of Assessment for Learning 

 make sure that looked after children are prioritised in one-to-one tuition arrangements 

and that carers understand the importance of supporting learning at home have lead 

responsibility for the development and implementation of thechild’s personal education 

plan (PEP) within the school. 

The Designated LAC Teacher at Highfield is Mr. D. Glyn-Jones.   

 

 

Staff Responsibilities  

All members of the school staff have responsibilities within the Child Protection structure and 

may be involved in multi-agency meetings, including core group meetings. All members of staff 

have access to the HM Government document: “What to do if you’re worried a child is being 

abused.” 

Because of their day to day contact with individual children, members of staff are particularly 

well placed to observe outward signs of neglect, abuse, changes in behaviour or failure to 

develop. In isolation, these signs may do no more than give rise to suspicion, but when 

information is appropriately shared, a more complete picture emerges and pupils benefit from 

the clearly defined procedures to be followed. 

 

For further information and guidance about any aspect of this policy, members of staff 

should refer to the Framework for Action handbook that is kept in Miss Helme’s office. 

 

Safeguarding and Promoting the Welfare of Children 

This policy sets out how all employees of Highfield Primary School work together to safeguard 

and promote the welfare of children. This means: 

 Protecting children from maltreatment 

 Preventing impairment of children’s health or development 



 Ensuring that children are growing up in circumstances consistent with the provision of 

safe and effective care 

 Enabling children to have optimum life chances and to enter adulthood successfully 

 

Children Acts 1989, 2004 and 2014 

 

Safeguarding children’s welfare encompasses matters such as bullying and health and safety, 

(about which there are specific statutory requirements) together with a range of other issues, 

for example, arrangements for meeting the needs of children with medical conditions, providing 

first aid, school security, drugs and substance misuse, etc, about which the Secretary of State 

has issued guidance.  Details of the school’s policies in these areas are contained in other 

documents. 

 

 

Child Protection 

This is one part of safeguarding and promoting the welfare of children and refers to the 

activity that is undertaken to protect children who are suffering, or at risk of suffering, 

significant harm. 

 

 

Significant Harm 

The definition of significant harm is not prescriptive.  The interpretation will depend largely on 

professional judgement, based on known facts.  It can include inappropriate touching, an assault, 

or a series of compounding events, e.g. bullying.  Other factors to be considered include the age 

and vulnerability of the child, the degree of force used, the frequency of the harm, the nature 

of the harm in terms of ill treatment, and the impact on the child’s health and development.   

 

Often, it is only when information from a number of sources has been shared and is then put 

together that it becomes clear that a child is at risk of, or is suffering harm. 

 

 

General Principles 

 The child’s welfare is paramount 

 All children have an absolute right to a childhood free from abuse, neglect or 

exploitation 

 All members of Highfield Primary School staff have a responsibility to be mindful of 

issues related to children’s safety and welfare and duty to report and refer any concerns 

however “minor” they appear to be. 

 Parents have the right to be informed in respect of any concerns about their child’s 

welfare, or any action taken to safeguard and promote the child’s welfare, providing this 

does not compromise the child’s safety. 

 Children are best protected when professionals work effectively together and share 

responsibility for protective action. 



 Where there are possible concerns about a child’s safety, unconditional confidentiality 

cannot be guaranteed and should not be offered.  When a child is subject to Child 

Protection Plan information about the child and their circumstances will only be shared on 

a “need to know” basis. 

 Highfield Primary School is proactive and takes positive steps to inform children of their 

rights to safety and protection and the options available to express their fears of 

concerns. 

 Highfield Primary School has in place robust systems that deter possible abusers and will 

manage effectively on allegations or concerns about abuse if they arise. 

 When children make allegations about abuse or neglect they will always be listened to, 

have their comments taken seriously and, where appropriate, the allegations will be 

investigated thoroughly. 

 

 

Scope 

This policy and its procedures do not form part of the contract of employment; however, they 

apply to all full and part time employees of the school, including those employed on temporary 

or fixed-term contracts.  Volunteers and contractors who offer their services to the school and 

parents will be made aware of this document. The school’s Policy and Procedures will apply at all 

times when the school is providing services or activities directly under the management of 

Highfield Primary School staff.  This policy and procedures will be reviewed annually and may be 

amended from time to time.  Should any deficiencies or weaknesses in child protection 

arrangements become apparent, these will be remedied without delay. 

 

 

Arrangements 

Prevention 

Highfield Primary School takes seriously its duty of pastoral care and is proactive in seeking to 

prevent children becoming the victims of abuse, neglect or exploitation.  It does this in a 

number of ways: 

 Through the creation of an open culture which respects all individuals’ rights and 

discourages bullying and discrimination of all kinds 

 By identifying members of staff who have overall responsibility for Child Protection 

matters 

 By ensuring these members of staff receive training in this field and act as a source of 

advice and support to other school staff 

 By informing children of their rights to be free from harm, and encouraging them to talk 

to school staff if they have any concerns, and 

 Through PSHE and an ongoing programme of support, at an age appropriate level, to 

promote self-esteem and social inclusion, and to address the issue of children protection 

in the wider context of child safety in general. 

 

 

 



Operation Encompass 

 
The purpose of Operation Encompass is to safeguard and support children and young people who 

have been involved in or witness to a domestic abuse incident. Domestic abuse impacts on 

children in a number of ways. Children are at increased risk of physical injury during an incident, 

either by accident or because they attempt to intervene. Even when not directly injured, 

children are greatly distressed by witnessing the physical and emotional suffering of a parent.  

Operation Encompass has been created to address this situation. It is the implementation of 

key partnership working between Police, Local Authorities, Children’s Services,  Health agencies 

and nominated ‘Key Adults’ in schools. The aim of sharing information with local schools is to 

allow ‘Key Adults’ the opportunity of engaging with the child and to provide access to support 

that allows them to remain in a safe but secure familiar environment.   

 

Starting in October 2015, Highfield became involved in the pilot scheme to introduce this 

practice initially into Farnworth schools, which will be known as Bolton Encompass.  

 

Following the report of an incident of domestic abuse, by 9.00am on the next school day the 

school’s Key Adult will be informed that the child or young person has been involved in a 

domestic incident. This knowledge, given to schools through Bolton Encompass, allows the 

provision of immediate early intervention through silent or overt support dependent upon the 

needs and wishes of the child. 

The purpose and procedures in Bolton Encompass have been shared with all parents and 

governors, is detailed as part of the school’s Safeguarding Policy and published on our school 

website. 

At Highfield our Key Adult is Miss D Helme. 

Parents and guardians are made fully aware of the purpose of Bolton Encompass and its 

procedures through a letter that is sent home each September and when a new child enrols in 

school and is a part of our Safeguarding Policy for Parents that is distributed and signed for at 

the Autumn Parents’ Evening. 

 

Roles and Responsibilites in Child Protection 

Bolton Safeguarding Board – co-ordinates and monitors Child Protection training and 

procedures, the majority of the membership being drawn from Health, Education, Social Care 

and Police.  

Bolton Encompass – see information in this policy 

Head Teacher and Deputy - monitor Child Protection work within the school, advice and assist 

other staff members with Child Protection issues, disseminate information and liaise with 

external agencies.  In consultation with governors, they decide policy and practice in school. 

http://www.sylvesterprimaryschool.co.uk/?attachment_id=1853


Class teachers and other members of staff – recognise emotional, physical or behavioural 

signs of children who may be at risk, then share their concerns with the DSO or their deputy. 

School nurses – provide an essential part of the care that a child receives in school, being the 

link between parent and child, the Health Service and school.  Primary schools in Bolton no 

longer have one named school nurse. Highfield Primary School is linked to the team of school 

nurses based at Little Lever Health Centre. School nurses are concerned with preventative and 

reactive health care. They have a general recognition and referral role within the Child 

Protection Scheme. 

Early Intervention Team (EIT)– monitors school attendance, but also has a wider social work 

role with pupils and families.  The ESW may be directly involved in recognition and response or 

be working with school staff on known child protection issues. 

 

Concerns 

All staff employed by Highfield Primary School have a duty to report and refer any concerns to 

the DSL or their deputy.  Definitions/categories of abuse may be of limited help were signs are 

inconclusive; however staff will be expected to familiarise themselves with the 

definitions/categories of abuse and the indicators as shown below. 

 

 

Categories of Abuse 

What is abuse and neglect? (adopted from Framework for Action section B3) 

Abuse or neglect of a child is caused by inflicting harm or failing to act to prevent harm. 

Children may be abused in a family or in an institutional or community setting by those known to 

them or, more rarely, a stranger.  

Physical Abuse  

 causing significant harm to a child by, for example, hitting,  shaking, throwing, poisoning, 

scalding, drowning, suffocating or other means 

  The giving of drugs, including alcohol 

 Excessive training in sport 

 Physical harm may also be caused when a parent or carer feigns the symptoms of or 

deliberately causes ill health to a child. This situation is known as fabricated or induced 

illness  

Sexual Abuse  

 forcing or enticing a child to take part in sexual activities whether or not the child 

understands what is happening. The activities may involve physical contact, including 

penetrative or non-penetrative acts 

 exposure to pornographic images and child sexual exploitation 

We need to be aware that the internet has become a significant tool for the perpetration of 

child abuse and that “trafficking” can involve both sexual and labour exploitation of children and 



young people. There are also specific circumstances that put some groups of children at 

particular risk: domestic abuse, professional abuse, bullying, religious and cultural traditions, 

disability and substance misuse. 

 

Emotional Abuse  

 the persistent emotional ill treatment of a child which causes severe or persistent 

adverse effects on the child’s emotional development 

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

far as they meet the needs of another person 

 the imposition of age or developmentally inappropriate expectations, including high 

expectations 

 constant overprotection 

 constant threatening behaviour 

 exposure to violence to other(s) within the child’s household 

  

Neglect  

 persistent failure to meet a child’s basic needs 

 persistent or severe neglect 

 failure to protect a child from exposure to any kind of danger, including cold or 

starvation 

 extreme failure to carry out important aspects of care, results in the significant 

impairment of the child’s health or development 

 failure in ensuring access to medical treatment 

 leaving a child without supervision 

 actions that single out a pupil (or a child who is linked to the school in some way) for 

special attention and could therefore be interpreted as ‘grooming’  

 staff need to be fully aware of the dangers and risks associated with electronic 

communications.  Consequently, they MUST ensure that they do NOT engage in 

inappropriate electronic communications of any kind with a child (see ICT e-safety Policy) 

 

Indicators 

Highfield Primary School acknowledges that members of staff will not be experts at recognising 

where abuse may occur, or has already taken place, however staff will be expected to look out 

for any of the following indicators and take the appropriate action.  The child may: 

 show unexplained or suspicious injuries such as bruising, cuts or burns, particularly if 

situated on a part of the body not normally prone to such injuries 

 

 have an injury for which the explanation seems inconsistent  



 describe what appears to be an abusive act in which they were involved – verbally or in 

written form, such as an essay or drawing 

 show unexplained changes in behaviour – e.g. becoming very quiet, withdrawn, or 

displaying sudden outbursts in temper or hysteria.  Academic work may suddenly 

deteriorate at this time 

 demonstrate age inappropriate sexual awareness 

 engage in sexually explicit behaviour in games/PE or other areas of the school 

 be distrustful of adults, particularly those with whom a close relationship will normally be 

expected 

 be prevented from socialising with other children 

 show depression, self-injury, suicidal tendencies 

 display variations in eating patterns including overeating or loss of appetite 

 lose weight for no apparent reason 

 become increasingly dirty or unkempt, with inadequate or damaged clothing 

The above list is not exhaustive and the presence of one of more of the indicators will not be 

proof that abuse is actually taking place.  It is NOT the responsibility of members of staff to 

decide that child abuse is occurring, but it is their responsibility to act upon any concerns. 

 

Promoting Safeguarding and Anti-Bullying polices and Procedures 

At Highfield we ensure that we promote the safeguarding of all children and address all aspects 

of bullying, both if they arise and overtly within classroom teaching (See Anti-Bullying Policy and 

Anti-Homophobic Name Calling Policy). 

  

E-Safety and Cyber-bullying 

The Head Teacher and Governing body have a legal responsibility to safeguard children and 

staff and this includes online activity. As such, our E-Safety Policy is an integral part of our 

Safeguarding provision. This policy applies to all members of Highfield Primary School (including 

staff, pupils, volunteers and visitors) who have access to and are users of school ICT systems, 

both in and out of the school. The School fully appreciates the fundamental relationship 

between E Safety and Pupil Safeguarding and its legal obligations to safeguard all its pupils. The 

School also recognises that the Education and Inspections Act 2006 empowers Head Teachers 

to regulate reasonably the behaviour of pupils when they are away from the school site. This is 

especially pertinent to incidents of cyber-bullying, or other e-safety incidents, which may occur 

away from the school premises, but are linked to membership of the school. The 2011 Education 

Act gave greater powers to Head Teachers with regard to the searching of electronic devices 

and the deletion of data. The School will deal with E-Safety incidents with regard to this policy 

and other relevant policies and seek to keep Parents and Guardians fully informed of any E-

Safety incidents or threats. 

 

 

 

 



Photography and video 

Each September, or when a child starts school once the school year has started, parents sign a 

form if they do/do not wish their child to have their photograph take and used on the school 

website or be published in a local or national newspaper.  A record is kept and shared with staff, 

of any child how does not have parental permission for photographs to be published. 

 

 

Procedures 

Concerns may arise in a manner of ways and the procedure to follow is outlined below. 

 

Action 

What to do in the event of any concern about a child 

 the member of staff must discuss the matter immediately with the DSL or their deputy 

 complete a Concern Sheet kept in MAIN – SAFEGUARDING – SAFEGUARDING 

CONCERN RECORD SHEET.  There will be one sheet per child so that incidents, 

outcomes and action can be monitored. 

It is the responsibility of the DSL or their Deputy to ensure that the appropriate advice is 

obtained from the Children’s Social Care Department and that the relevant paperwork is 

completed. 

 

If an incident occurs outside normal school hours or during an extra-curricular activity, and the 

DSL, their deputy or any senior member of staff is unavailable, then the member of staff will 

contact the Police or Children’s Social Care within the Children’s Services Department of the 

Local Authority as soon as possible.  The member of staff will inform the DSL, Head Teacher or 

other senior member of staff as soon as possible. 

 

 

What to do in the event of a child approaching an individual teacher/adult 

It is recognised that a child may seek out an individual teacher/adult to share information 

specifically about abuse or neglect, or a child may talk spontaneously, individually or in a groups 

when school staff or volunteers are present. 

 

All staff at Highfield have a copy the disclosure procedures here stated: 

Highfield Primary School 

Child Safeguarding – Disclosures 

Designated Safeguarding Lead: Miss D Helme 

Deputy: Mr D Glyn-Jones 

If a child discloses an issue that causes concern you should:- 

 Keep calm and listen carefully 
 Communicate appropriately (age/language etc.) 
 Reassure them: they are right to tell you and are not to 

blame 



 

 

 

 

 

 

 

 

The individual who receives the information will be expected to pass it on as a matter of 

urgency to the DSL to ensure that the matter can be dealt with as soon as possible. 

 

What to do if a member of staff receives information from another source 

If a member of staff receives information about a child which suggests that they have been 

actually abused or neglected or that this is likely, the school has a duty to refer these concerns 

to a member of staff at the Local Authority Children’s Social Care Office of the area in which 

the child lives or to the Police if a child is in immediate danger.  The school has no discretion in 

this matter. 

 

In these circumstances the member of staff concerned, likely to be the DSL, will be clear with 

the person who has reported the abuse or neglect that they have a duty to report any 

allegations of this kind, and will encourage the person to make a direct referral to the relevant 

Children’s Social Care Office themselves.  In these cases clear notes of any such allegation will 

be kept within the child’s record.  The referral will be made by telephone within 24 hours and, if 

necessary, followed up by a completed Early Help within 24 hours. 

In some cases the issue may not be clear-cut and the relevant member of staff will be expected 

to use the Framework for Action procedures and consult with colleagues from an appropriate 

agency usually, but always, Children’s Social Care. 

Consultation will allow those working with children to have access to consistent information and 

advice from suitably qualified and experienced staff, in order to explore a situation and to 

decide together on an appropriate course of action.  It will not be seen as a way of transferring 

ownership of a “problem”, unless this is agreed outcome of the discussion, when a referral will 

be made. 

In these circumstances Social Care staff may decide to begin a child protection investigation in 

which case their procedures will apply.  In either case parents will be informed of what has 

happened at the earliest opportunity consistent with the child’s best interests. 

A referral or consultation with Social Care staff us an expression of concern about a child’s 

welfare.  It is not an accusation of a presumption of responsibility about a parent/carer. 

 Explain what you are going to do and why 
 Place the child in a safe environment 
 Record as much information as soon as you can – Concern  
     Sheet on Main (see DSL) 

 Consult with your Designated Safeguarding Lead/  
     Second-in-command SL 

If a child discloses an issue that causes concern you should NOT:- 

 Promise confidentiality 
 Interrupt the child’s account 
 Ask leading questions 
 Make negative comments about the alleged perpetrator 
 Make assumptions 
 Ask the child to repeat their account unnecessarily 

 



 

In the course of an investigation Social Care staff or the Police may wish to speak to a child, 

without parental knowledge or consent.  The Head Teacher, or Deputy, acting ‘in loco parentis’, 

will have discretion to agree to this in order to allow the authorities to explore concerns and 

determine whether there are grounds for further action.  In these cases the Head Teacher, or 

Deputy, will ensure that the child’s welfare is secured and that they have access to a trusted 

adult. 

  

The Head or Deputy will not allow a child to be removed from the school premises without 

either: 

 Parental consent 

 An order of the Court or a Police Protection Order, or 

 The child’s own consent (providing the child is of an age and understanding to give 

informed consent). 

 

Allegations against members of staff 

There are clearly defined procedures in the case of accusations being made against a member 

of staff. The Head Teacher should be notified IMMEDIATELY of any accusation made by a 

parent or child. 

 

 

 

 

 

 

 

 

 

 

On receipt of an allegation the Head Teacher or Chair of Governors will contact the Local 

Authority’s lead officer, currently Jacqueline Parkinson (337472) and report the matter to 

them and seek advice on the way forward. They will then consult with the Local Authority 

Designated Officer (LADO), currently Paula Williams (337474).  If the LADO is unavailable, 

then another professional will be consulted. 

 

If the allegation concerns the Head Teacher, the member of staff receiving the allegation will 

speak immediately to the LADO or other professional and the Chair of Governors will be 

notified. 

 

 

Abuse of Trust 

All Highfield Primary School staff will be made aware that inappropriate behaviour with, or 

towards children is unacceptable.  In particular, under the Sexual Offences Act 2003 it is an 

Highfield Primary School 

Managing Allegations 

If there is an allegation against a member of staff you must:- 

 Reassure the child/adult and place them in a safe environment 
 

 Inform the Head Teacher immediately, unless the allegation is against them –  then contact the 
Chair of Governors 

 Not contact or discuss the disclosure with the alleged Perpetrator 
 



offence for a person over 18 to have a sexual relationship with a child under 18 where that 

person is in a position of trust in respect of that child, even if the relationship is consensual.  

This applies where the child is in full-time education and the person works in the same 

establishment as the child, even if they do not teach the child. 

 

 

Physical Contact with Pupils/Restraint 

It is not considered realistic for the school to suggest that staff should never touch children. 

 

The Use of Reasonable Force in Schools guidance (2013) states that teachers and other staff in 

schools have the right to use reasonable force to control or restrain children in certain 

circumstances.   

Staff need to ensure that any physical contact with children is both appropriate and 

proportionate to the circumstances.  

  

Staff must be mindful of their own vulnerability when dealing with children, particularly in a one 

to one situation, without letting undue anxiety get in the way of their normal practice. 

 

 

Child/Child Abuse 

In the event of physical or emotional abuse of one child by another the matter will be taken 

seriously and dealt with initially, through the school’s anti-bullying policy.  

 

If it emerges that a sibling, who may not be a pupil, is bullying another pupil of Highfield 

Primary School, the school will inform the appropriate authorities, and where appropriate, the 

children’s parents of its concerns.  It the problem persists and the child continues to be a 

victim of abuse, then the school will communicate its concerns to the appropriate Children’s 

Social Care Office immediately. 

 

 

Information about children on the Child Protection Register 

Children’s Services should inform the school if a pupil’s name has been placed on (or removed 

from) the Child Protection Register, or when a child whose name is on the register starts school. 

When a registered child leaves Highfield School, the Head Teacher immediately informs the 

receiving school, and, through the EIT, notifies the new EIT team. 

All members of staff at Highfield School carefully monitor pupils whose names have been 

included on the Child Protection Register, being vigilant to detect any signs which suggest 

deterioration in a pupil’s home circumstances. Key members of staff attend Core Group 

meetings and liaise with social workers.  

Any absence from school of a ‘registered’ pupil is reported to the Early Intervention Team, even 

if a ‘reason’ for absence has been provided. The EIT will arrange a home visit.  

 



Emotional and Behavioural difficulties 

Pupils who are victims of abuse often display emotional or behavioural difficulties.  Concerns can 

be discussed with the Head Teacher and the INCO’s. Through them, the school may need to 

seek advice from the local Social Care team, the EIT, the Educational Psychology Service or the 

Child and Adolescent Mental Health Unit. It may also be decided that the child would benefit 

from in-house mentoring or from involvement in a SEAL group or a Sunflower Club. 

 

Concerns about absence – all pupils 

All class teachers and the office staff monitor pupil attendance. Specific concerns about 

absence are discussed with the Head Teacher and, when appropriate, the EIT.  

The Attendance Officer, Mrs Sheridan Wakes, monitors absence each morning and will contact 

parents if a child is not in school and no message has been given.  Any Vulnerable Children or 

where there are recurring patterns of absence are passed on to the EIT. 

 

Inter - agency consultation and/or referral to Social Services 

With reference to the Early Help Assessment and Action Plan Form (formally Common 

Assessment Framework model and the Child Index), the Head Teacher and relevant members of 

staff will assess the child’s level of need and decide the appropriate course of action. The Early 

Help Assessment helps us to identify the nature of the child’s needs, if there is a need to 

access additional support from other services, which needs must be prioritised, the actions to 

be taken to meet those needs, which services to access and which of the five outcomes for 

children are to be addressed. Different levels of need will draw different responses: 

a) Multi - agency response to the needs identified in the Early Help form 

b) Immediate referral to the Social Care Team in Children’s Services  

 

If an immediate referral is required, the DSL or Deputy SL will contact the Client Reception 

Team for the district in which the family resides.  

 

Staff Recruitment 

Highfield Primary School ensures that all persons, including volunteers and contractors, who 

come into direct contact with children, undergo a rigorous checking process in line with the 

guidance contained in the document ‘Safeguarding Children and Safer Recruitment in Education’ 

(DCSF 2010).  That process scrutinises applicants, verifying their identity and any academic or 

vocational qualifications, obtains professional and character references, checks previous 

employment history and ensures that a candidate had the health and physical capacity for the 

job.  Full details of school procedures for safer recruitment can be found in our Safer 

Recruitment, Barring and Disclosure Policy. 

 

The Head Teacher, Deputy Head Teacher, members of the SLT, governing body and Business 

Manager have completed the NCSL Safer Recruitment training, which is renewed every two 

years. 

 



Training and Support 

Members of staff do not carry individual responsibility for Child Protection.  They have the 

support of the Head Teacher, Deputy Head Teacher and the SLT who, in turn, have the school’s 

well established links with other agencies. 

The Head Teacher, Deputy Head Teacher and members of the governing body have received 

multi-agency Child Protection training in recognition of and response to child abuse. It is a  

priority for the school that all new members of staff undertake up to date Child Protection 

training in their induction period.  Safeguarding training is renewed every three years for staff 

and every two years for the DSL and their deputy. 

Information for Parents 

All members of staff at Highfield work with parents to build an understanding of the school’s 

responsibility to ensure the welfare of all pupils.  The school brochure includes the following 

statement:  

“Because of day-to-day contact with children, schools are particularly well placed to 

observe outward signs of abuse, changes in behaviour, or failure to develop. Parents 

should be aware that, where it appears to a member of school staff that a child may 

have been abused, the school is required (as part of the local Child Protection 

Procedures) to report the concern to the Children’s Social Care Services immediately.” 

All parents/carers are provided with a copy of Highfield Primary School’s ‘Child Protection and 

Safeguarding Children Policy for Parents and Carers’.  They are given a copy at the Autumn 

Parents’ Evening meeting and asked to sign that they are received it.  

 

Record Keeping  

Highfield Primary School maintains separate confidential child protection records as necessary.  

Such files are NOT subject to the requirements of Data Protection legislation and will NOT be 

open for inspection other than by relevant school staff. 

 

If a pupil moves to another school any child protection information will be passed directly to the 

named person at a new school.  When a pupil reaches the end of their school career, either at 16 

or 18 years of age any child protection information will be held securely by the school for an 

indefinite period. 

 

Confidential Child Protection records are kept in the Deputy Head Teacher’s room. Initial 

concerns about pupil welfare that are referred to the DSL are noted and dated on MAIN in the 

SAFEGUARDING folder. Factual information from these records may be needed if a Child 

Protection investigation arises. Single agency reports are no longer prepared for Child 

Protection conferences. One all-embracing report will be prepared by the lead professional 

(usually a social worker) after consultation with school and other agencies involved with the 

family. Education Social Work and Attendance records are held by the DSL and Attendance 

Officer. 

 



Confidentiality 

Child Protection raises issues of confidentiality which are understood by all members of staff. 

We all have a professional responsibility to share relevant information about the protection of 

children with other professionals, particularly investigative agencies. If a child confides in a 

member of staff and requests that the information is kept secret, it is important that the 

member of staff tells the child sensitively that he or she has a responsibility to refer cases of 

alleged abuse to the appropriate agencies for the child’s own sake. Within this context, the 

child should, however, be assured that the matter will only be discussed with people who need to 

know about it, and that they will treat the matter confidentially.  Members of staff who receive 

information about children and their families in the course of their work should share that 

information only within appropriate professional contexts.  

 

Child Protection issues should never be discussed in the presence of parents, students or 

volunteer helpers in school. 

Detailed guidance of how Highfield Primary School ensures that its pupils stay safe can be 

found in the following policies and documentation: 

Safeguarding  

Safer Recruitment, Disclosure and Barring 

Safeguarding Code of Conduct 

Health and Safety 

Anti-Bullying 

Anti-Homophobic Name Calling  

Equality  

Confidentiality  

Drugs Education 

Food 

E-Safety 

Sex and Relationships 

Whistle Blowing 

Asbestos 

Risk Assessments 

Emergency/Critical Incidents Plan 

Fire Procedures 

Accident Reporting 

Visitors in School 

Attendance 

Educational Visits 

References:   

Human Rights Act 1998 

Education Act 1996 and 2002 

The Children Act 1989, 2004 and 2014 

Working Together to Safeguard Children 2013 

Special Educational Needs and Disability Act 2001 

Data Protection Act 2003 



Bolton Children and Young People’s Plan 

Framework for Action, Bolton Safeguarding Board 2013 

Safeguarding Children and Safer Recruitment in Education 2010 

The Role and Responsibility of the Designated Teacher for Looked After Children 2009 

Procedures for Managing Allegations against people who work with children and young people 

2013 

Keeping Children Safe in Education 2014 


