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SAFEGUARDING POLICY 
Foundation 

Policy Statement 
 
This policy has been authorised by the Governors, is addressed to all members of              
staff and volunteers in The Foundation, is available to parents on request and is              
published on the School website. It is written using all statutory guidance and the              
expertise and experience of staff and governors. It applies wherever staff or            
volunteers are working with pupils even where this is away from the School, for              
example at an activity centre or on an educational visit. This Policy also applies to               
staff and volunteers operating within our EYFS setting. This policy has been            
approved by Calderdale Safeguarding Children Board. The School works closely          
with the local authority and contributes to inter‐agency working on individual           
cases and training. The School’s address places it within Calderdale authority           
although pupils, parents, staff and governors may live in another authority. In            
discussion with these authorities it is Calderdale who will be the first contact for              
the School on any referral or allegation. The level at which a referral meets the               
threshold for an investigation will be decided by the LSCB and is covered in DSL               
training. Should the case involve a pupil, parent, member of staff or governor             
whose home address is not within Calderdale we will take advice from Calderdale             
Safeguarding Children Board as to whether the case should be referred to an             
alternative authority. 
 
This policy should be used in conjunction with the School’s Staff Induction Policy,              

Anti Bullying Strategy including how to keep safe online as well as the Policy on               
Data Protection which includes details on online protection, as appropriate. (See           
http://www.hgsf.org.uk/about/policies/) 
 
Every pupil should feel safe and protected from any form of abuse which, in this               
policy, means any kind of neglect, non‐accidental physical injury, sexual          
exploitation or emotional ill‐treatment. The School provides an environment of          
openess enabling all pupils, parents and staff to be listened to. Pupils are made              
aware of who they should speak to if there is a concern. Pupils will be instructed                
through PSHE and assemblies regarding online dangers and the need to protect            
yourself online. This includes social media. 
 
The Hipperholme Grammar School Foundation is committed to safeguarding and          
promoting the welfare of children and young people and expects all staff and             
volunteers to share this commitment. The School recognises its duty both to            
children in need and children at risk of harm. The School will take all reasonable               
measures to: 
 
• ensure that we practise safer recruitment in checking the suitability of staff and              
volunteers (including staff employed by another organisation) to work with          

 

 



children and young people in accordance inline with the guidance given in ‘Keeping             
Children Safe in Education (updated May 2016)’. 
 
• ensure that we carry out all necessary checks on the suitability of people who               
serve on the School's governing body in accordance with the above regulations and             
guidance given in Safeguarding children and safer recruitment in education. The           
School’s policy on Safer Recruitment is followed in all cases.  
(http://www.hgsf.org.uk/about/policies/) 
 
• ensure that where the School ceases to use the services of any person (whether               
employed, contracted, a volunteer or student) because that person was considered           
unsuitable to work with children, a prompt and detailed report is made to the              
Disclosure and Barring Service (DBS). 
 
• respond to requests from the DBS for information the School holds in relation to               
a child protection matter  
 
• ensure that where staff from another organisation are working with our pupils on              
another site, we have received assurances that appropriate child protection checks           
and procedures apply to those staff. 
 
• follow the local inter‐agency procedures of the Calderdale Safeguarding Children 
Board. 
 
• protect each pupil from any form of abuse, whether from an adult or another 
pupil. 
 
• be alert to signs of abuse both in the School and from outside. 
 
• deal appropriately with every suspicion or complaint of abuse. 
 
• design and operate procedures which promote this policy. 
 
• design and operate procedures which, so far as possible, ensure that teachers             
and others who are innocent are not prejudiced by false allegations. 
 
• support children who have been abused. 
 
• be alert to the medical needs of children with medical conditions. 
 
• operate robust and sensible health & safety procedures. 
 
• take all practicable steps to ensure that School premises are as secure as              
circumstances permit. 
 
• operate clear and supportive policies on drugs, alcohol and substance misuse. 

 

 



 
• consider and develop procedures to deal with any other safeguarding issues            
which may be specific to individual children in our School or in our local area. 
 
• have regard to guidance issued by the Secretary of State for Education (DfE). 
 
• act in the best interests of the individual child. 
 
A Child in Need refers to a pupil whose circumstances may require them to have               
extra support in order for them to live a life which does not compromise their               
ability to fulfil their potential. The School will refer to external agencies such as              
CAMHS (Child and Adolescent Mental Health Service) or Children’s Social Services           
for advice and support.  
 
A Child at Risk is a pupil who is in immediate risk of abuse and such cases will be                   
referred to the MAST as a matter of urgency. 
 
Every complaint or suspicion of abuse from within or outside the School will be              
investigated and will be referred to the First Response Team. If there is any              
suspicion that a crime may have been committed this will be reported to the              
Police immediately. 
 
Safeguarding is everyone’s responsibility and anyone including all staff,         
parents, pupils and visitors can make a referral to children’s social care. All             
staff are required to adhere to the Staff Code of Conduct with regard to their               
responsibilities. 
 
Definitions of different types of child abuse 
 
Definitions of child abuse can be found within KCSIE (amended May 2016) which is              
available on the School’s website. This also links to school policies on Children             
Missing in Education and Anti Bullying (www.hgsf.org.uk/about/policies).  
 
Types of abuse and neglect ‐ as described by KCSIE (amended May 2016) 
 
Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child               
by inflicting harm or by failing to act to prevent harm. Children may be abused in a                 
family or in an institutional or community setting by those known to them or, more               
rarely, by others (e.g. via the internet). They may be abused by an adult or adults                
or another child or children. 
 
Physical abuse: a form of abuse which may involve hitting, shaking, throwing,            
poisoning, burning or scalding, drowning, suffocating or otherwise causing physical          
harm to a child. Physical harm may also be caused when a parent or carer               
fabricates the symptoms of, or deliberately induces, illness in a child. 
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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 abuse (including via the internet). Sexual abuse             
is not solely perpetrated by adult males. Women can also commit acts of sexual              
abuse, as can other children. 
 
Neglect: the persistent failure to meet a child’s basic physical and/or           
psychological needs, likely to result in the serious impairment of the child’s health             
or development. Neglect may occur during pregnancy as a result of maternal            
substance abuse. Once a child is born, neglect may involve a parent or carer failing               
to: provide adequate food, clothing and shelter (including exclusion from home or            
abandonment); protect a child from physical and emotional harm or danger;           
ensure adequate supervision (including the use of inadequate care‐givers); or          
ensure access to appropriate medical care or treatment. It may also include            
neglect of, or unresponsiveness to, a child’s basic emotional needs. 
 
 
The Designated Safeguarding Lead 
 
The School has appointed senior members of staff with the necessary status and             
authority to be responsible for matters relating to child protection and welfare.            
The main responsibilities of the Designated Person are: 
 
• to be the first point of contact for parents, pupils, teaching and non‐teaching              
staff and external agencies in all matters of child protection. 

 

 



 
• to co‐ordinate the child protection procedures in the School. 
 
• to maintain an ongoing training programme for all School employees and give 
guidance to staff who have concerns about a child. This would also involve using 
the NSPCC (www.nspcc.org.uk) for support in guidance and training. 
 
• to monitor the keeping, confidentiality and storage of records in relation to child              
Protection. 
 
• to liaise with the child protection officer appointed by the SSD. 
 
● Induct all new staff and volunteers in the School’s safeguarding procedures as 

specified in the School’s induction policy including full training in this policy, 
ensuring the understanding of KCSIE (Part 1) and the School’s Whistleblowing 
Policy 

 
 
The DSL for The Senior School is Mrs Jackie Griffiths, Head of Senior School,              
who can be contacted on 01422 202256. 

 
The DSL for The Junior School is Mrs Sarah Weller, Head of Junior School, who               
can be contacted on 01422 201330.  

 
The DSL for EYFS is Mrs Sarah Weller, Head of Junior School, who can be               
contacted on 01422 201330.  
 
Should the DSL not be available the other DSL, the Headmaster or the Designated              
Governor can be contacted except in circumstances where they are the subject of             
an allegation (see section of this policy on allegations against staff) 
 
The Designated Governor for Safeguarding is Mrs Patricia Atkinson, who can be            
contacted via the Senior School on 01422 202256 (by asking for the Clerk to the               
Governors who will contact her to pass on any contact details) or by writing to the                
School marking an envelope ‘Private and Confidential.  
 
The role of the DSL is specified in Annex B of KCSIE (Amended May 2016) and is                 
appended to this policy. 
 
Should there be a case involving a family with children at both schools the DSL for                
Senior School will take the lead role. 
 
The Designated Person will: 
 
• advise and act upon all suspicion, belief and evidence of abuse reported to them. 
 

 

 



• keep the Headmaster, Mr Jack Williams, informed of all actions unless the             
Headmaster is the subject of a complaint. In this situation, the Designated Person             
should consult with the Chair of Governors or in his absence the Vice Chair of               
Governors. 
 
• liaise with the SSD and other agencies on behalf of the School. 
 
If the Designated Person is unavailable or is herself the subject of a complaint, her               
duties will be carried out by the Headmaster, or the other DSL or the Designated               
Governor for Safeguarding. 
 
The Designated Person has undertaken basic child protection training and training           
in interagency working and will attend training at two yearly intervals provided by             
the local safeguarding board. The DSLs and the Headmaster have been trained in             
Extremism and Radicalisation as specified under the Prevent strategy. 
 
 
Signs of Abuse 
 
Possible signs of abuse include (but are not limited to): 
 
• the pupil says he/she has been abused or asks a question which gives rise to that 
Inference. This includes female genital mutilation which must be immediately 
reported. 
 
• the pupil reveals information which could be classed as child sexual exploitation.             
This could be overt or simply inferred. 
 
• there is no reasonable or consistent explanation for a pupil's injury; the injury is               
unusual in kind or location; there have been a number of injuries; there is a               
pattern to the injuries. 
 
• the pupil's behaviour is extremely challenging, or there is a sudden change in the               
pupil's behaviour. 
 
• the pupil asks to drop subjects with a particular teacher and seems reluctant to               
discuss the reasons. 
 
• the pupil's development is significantly and inexplicably delayed. 
 
• the pupil loses or gains weight. 
 
• the pupil appears neglected, e.g. dirty, hungry, inadequately clothed. 
 
• the pupil is reluctant to go home, or has been openly rejected by his / her                 
parents or Carers. 

 

 



• the pupil is missing from School. Staff should implement the Missing Children             
policy (www.hgsf.org.uk/about/policies) 
 

Duty of  Employees, Governors and Volunteers 
 
Every employee and governor of the School as well as every volunteer who assists              
the School is under a general legal duty: 
 
• to protect children from abuse. 
 
• to be in receipt of, read and understand the School's child protection procedures              
and to follow them (With reference to EYFS statutory framework and KCSIE 2016). 
 
• to know how to access and implement the procedures, independently if            
necessary. 
 
• to keep a sufficient record in the child's individual records of any significant              
complaint, conversation or event and to pass any evidence of abuse to the             
Designated person. 
 
• to report any matters of concern to the Designated Person. 
 
• to undertake appropriate training including refresher training at three‐yearly          
intervals. 
 

Guidance to Staff 
Staff should always conduct themselves in a way to avoid placing pupils or             
themselves at risk of harm or of allegations of harm to a pupil, for example, where                
there exists 1:1 tuition (Learning Support, Music lessons), Sports coaching (with the            
possible allegations of touching a child); conveying a pupil in a personal car.             
Electronic communication with pupils (eg texting) is to be avoided. Should requests            
for personal tuition be received, these must be referred to the Headmaster for             
approval and all such tuition should be conducted on school premises. On no             
account should personal tuition be conducted in the pupil’s home. If a member of              
staff has any concerns about a possible situation, they should first seek guidance             
from the Designated Person of the Headmaster. This guidance can also be found in              
the Staff Handbook. 
 

Whistleblowing 
All staff are required to report, in the first instance, to the Headmaster, any              
concern or allegations about school practices or the behaviour of colleagues which            
are likely to put pupils at risk of abuse or other serious harm. In exceptional cases                
such reports should be made to Ofsted. There will be no retribution or disciplinary              

 

 



action taken against a member of staff for making such a report provided that it is                
done in good faith. 
 
Senior pupils: Senior pupils who hold positions of responsibility over other pupils            
will be briefed on appropriate action to take should they receive any allegations of              
abuse. 
 

Procedures 
 
Initial concern: A member of staff suspecting or hearing a complaint of abuse: 
 
• must listen carefully to the child and keep an open mind. Staff should not take a                 
decision as to whether or not the abuse has taken place. 
 
• must not ask leading questions, that is, a question which suggests its own answer 
 
• must reassure the child but not give a guarantee of confidentiality. The member              
of staff should explain that they need to pass the information to the Designated              
Person who will ensure that the correct action is taken. 
 
• must keep a sufficient written record of the conversation. The record should             
include the date, time and place of the conversation and the essence of what was               
said and done by whom and in whose presence. The record should be signed by the                
person making it and should use names, not initials. The record must be kept              
securely and handed to the Designated Person. 
 
Preserving evidence: All evidence, (for example, scribbled notes, mobile phones          
containing text messages, clothing, computers), must be safeguarded and         
preserved. 
 
Reporting: All suspicion or complaints of abuse must be reported to the Designated             
Person, or if the complaint involves the Designated Person, to the Head or other              
designated senior leader. 
 
Action by the Designated Person: The action to be taken will take into account: 
 
• the local inter‐agency procedures of the Calderdale Safeguarding Children Board. 
 
• the nature and seriousness of the suspicion or complaint. A complaint involving a              
serious criminal offence will always be referred to the First Response Team. 
 
If the Designated Person is concerned that disclosing information to parents would            
put a child at risk, he or she will take further advice from the relevant               
professionals before making a decision to disclosure. 
 

 

 



• duties of confidentiality, so far as applicable. 
 
• the lawful rights and interests of the School community as a whole including its               
employees and its insurers. 
 
• if there is room for doubt as to whether a referral should be made, the                
Designated Person may consult with the MAST team or the Early Intervention Team             
(except in the case of an allegation against a member of staff when the Local               
Authority Designated Officer should be contacted in all cases) or other appropriate            
professionals on a no names basis without identifying the family. However, as soon             
as sufficient concern exists that a child may be at risk of significant harm, a               
referral will be made immediately. If the initial referral is made by telephone, the              
Designated Person will confirm the referral in writing to SSD within 24 hours. If no               
response or acknowledgment is received within three working days, the Designated           
Person will contact Social Services again. 
 
• all cases of Female Genital Mutilation (FGM) must be reported to the police (as               
required by law since October 2015) 
 
Referral guidelines: A referral to the SSD or police will not normally be made              
(although advice may be sought) where: 
 
• the complaint does not involve a serious criminal offence. 
 
• the case is one that can be satisfactorily investigated and dealt with under the               
School's internal procedures, the parents being kept fully informed, as          
appropriate. However, if during the course of the internal procedures, it appears            
that the situation is more serious, the Designated Person will again consider            
whether a referral should be made. 
 
External agencies: Whether or not the School decides to refer a particular            
complaint to the SSD or the police, the parents and pupil will be informed in               
writing of their right to make their own complaint or referral to the Social Services               
Department or the Child Protection Unit of the police and will be provided with              
contact names, addresses and telephone numbers, as appropriate. 
 

Allegations against staff: 
 
The School will contact the LADO (Local Authority Designated Officer) in all             

circumstances when an allegation is made against a member of staff. The            
LADO provides advice and presides over the investigation of any allegation           
or suspicion of abuse directed against anyone working at the School.           
Suspension will not be an automatic response to an allegation. Full           
consideration will be given to all the options, subject to the need to ensure: 
 

● the safety and welfare of the pupils or pupil concerned. 

 

 



 
● the need for a full and fair investigation.  

 
● Where an allegation or complaint is made against the Designated Person, 

the matter should be reported immediately to the Headmaster. 
 
● Where an allegation or complaint is made against the Headmaster, the           

person receiving the allegation should immediately inform the Chair of          
Governors, or in his absence the Vice Chair, without first notifying the            
Head. 
 

● Detailed guidance during induction is given to staff to ensure that their            
behaviour and actions do not place pupils or themselves at risk of harm or of               
allegations of harm to a pupil. [The School's policy on physical restraint is             
included in the behaviour policy]. 
 

● If the School ceases to use the services of a member of staff (or a governor                
or volunteer) because they are unsuitable to work with children, a           
compromise agreement will not be used and there will be a prompt and             
detailed report to the Disclosure and Barring Service within one month of            
them leaving the school. Any such incidents will be followed by a review of              
the safeguarding procedures within the School, with a report being          
presented to the Governors immediately. The Headmaster, in consultation         
with the Governing Body will make a referral to the NCTL should a member              
of teaching staff leave the School under circumstances of misconduct, along           
with informing the DBS. 
 

 
 
Allegations against pupils: A pupil (or pupils) against whom an allegation of abuse             
has been made may be suspended from the School during the investigation and the              
School's Policy on Behaviour, Rewards and Sanctions will apply 
(http://www.hgsf.org.uk/about/policies/). There is a legal threshold as to        
whether a referral will lead to criminal proceedings. Staff are not expected to             
understand or be trained in the legal framework but need to understand that             
immediate referral to the safeguarding board is essential should there be a            
suspicion of a crime having been committed. 
 
Staff should recognise that children are capable of abusing their peers. Abuse            
should never be tolerated or passed off as “banter” or “part of growing up”. The               
School’s PHSE programme is intended to engender tolerance and the understanding           
that such activities as ‘sexting’ are unacceptable. Suspicions of peer on peer abuse             
should be reported to the DSL immediately. Victims of peer on peer abuse will be               
supported in the same way as for other forms of abuse through the pastoral care               
systems in place throughout the School. 
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Suspected harm from outside the School: A member of staff who suspects that a              
pupil is suffering harm from outside the School should seek information from the             
child with tact and sympathy using "open" and not leading questions. A sufficient             
record should be made of the conversation and if the member of staff continues to               
be concerned he or she should refer the matter to the Designated person. 
 
Monitoring 
 
The Designated Person will monitor the operation of this policy and its procedures             
and make an termly report to the Governors. 
 
The Governors will undertake an annual review of this policy and how their duties              
under it have been discharged. 
 
The Governors will ensure that any deficiencies or weaknesses in regard to child             
protection arrangements are remedied without delay. 
 
Contact numbers 

 
The telephone numbers of the Calderdale Referral and Assessment Team are as 
follows. These telephone numbers are valid for all areas of safeguarding specified 
in KCSIE (amended May 2016). It may be necessary to contact other authorities 
depending on the home address of a pupil, parent or member of staff. 
 
Children’s Safeguarding Board: 01422 394074 
MAST Team: 01422 393336 
LADO: 01422 394088 
Schools Safeguarding Advisor: 01422 394088 
Emergency Duty Team(for out of hours)‐ 01422 288000 

The following telephone number may be useful for pupils: 
 
Childline 0800 1111 
 
 
 
 
 
 
 
 
 

 

 



Preventing Radicalisation  
 
The Counter‐Terrorism and Security Act 2015 places a duty on specified 
authorities, including local authorities and childcare, education and others 
children’s services providers, in the exercise of their functions, to have due regard 
to the need to prevent people from being drawn into terrorism (“the Prevent 
duty”). Young people can be exposed to extremist influences or prejudiced views, 
in particular those via the internet and other social media. Schools can help to 
protect children from extremist and violent views in the same ways that they help 
to safeguard children from child sexual exploitation, drugs, gang violence or 
alcohol. 
The Prevent strategy aims to protect vulnerable people from being drawn into 
terrorism. While it remains rare for children and young people to become involved 
in terrorist activity, young people from an early age can be exposed to terrorist & 
extremist influences or prejudiced views. We recognise that as with other forms of 
safeguarding strategies, early intervention is always preferable. Our school is 
committed to working with other local partners, families and communities, and we 
will play a key role in ensuring young people and their communities are safe from 
the threat of terrorism. 
We also recognise that our School has a duty of care to our pupils and staff which 
includes safeguarding them from the risk of being drawn into terrorism. Being 
drawn into terrorism includes not just violent extremism but also non‐violent 
extremism, which can create an atmosphere conducive to terrorism and can 
popularise views which terrorists exploit. Prevent can work within both violent and 
non‐violent extremism arenas can include topics such as hate crime, racism, 
bullying, online safety and extreme political views.  
 
Our school is committed to: 
 

● Establishing a single point of contact in terms of safeguarding (the DSL) 
● Assessing risk of students being drawn into terrorism. 
● Developing an action plan to reduce the risk. 
● Training staff to recognise radicalisation and extremism. 
● Referring vulnerable people to Channel ‐ via the Prevent Co‐ordinator 
● Prohibiting extremist speakers and events. 
● Managing access to extremist material through ICT filters. 
● Being confident about British Values (see alternative policies) 

 

 

 



We recognise that some young people, who are vulnerable to extreme views, may 
find it difficult to develop a sense of self worth and to view the world in a positive 
way. We also recognise that their behaviour may be challenging at times, and that 
some may cause offence or harm to others. 
Contact numbers 
The contact details for the West Yorkshire Channel Team are 
 
Sadia Hussain: sadiahussain@calderdale.gov.uk 07702656834 
West Yorkshire Police: 101 (ask for Channel Team for Calderdale) 
 
 
 
 

EYFS 
Policy statement 
The Hipperholme Grammar Junior School EYFS will work with children, parents and the 
community to ensure the rights and safety of the children and to give them the very best 
start in life. 
 
A Unique Child Positive 

Relationships 
Enabling 
Environments 

Learning & 
Development 

1.3 Keeping Safe 2.1 Respecting each 
other 
2.2 Parents as 
partners 

3.4 The wider 
context 

4.4 Personal, social 
& emotional 
development 

 

Procedures 
Staff and volunteers 

 
● Our designated officer (a committee member) who oversees this work is the 

Headteacher of Junior School 
● We ensure all staff and parents are made aware of our safeguarding policies and 

procedures. 
● We provide adequate and appropriate staffing resources to meet the needs of 

children. 
● Applicants for posts within the setting are clearly informed that the positions are 

exempt from the Rehabilitation of Offenders Act 1974. 
● Candidates are informed of the need to carry out 'enhanced disclosure' checks in 

accordance with the guidelines from the DBS before posts can be confirmed. 
● Where applications are rejected because of information that has been disclosed, 

applicants have the right to know and to challenge incorrect information. 
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● We abide by Ofsted requirements in respect of references and DBS  checks for staff 
and volunteers, to ensure that no disqualified person or unsuitable person works at 
the setting or has access to the children. 

● All use of personal mobile phones, cameras and other recording devices while 
working directly with the children is prohibited, including use by all staff, parents 
and volunteers 

● Volunteers do not work with children unsupervised. 
● We have procedures for recording the details of visitors to the setting. 
● We take security steps to ensure that we have control over who comes into the 

setting so that no unauthorised person has unsupervised access to the children. 
 

Responding to suspicions of abuse 
● We acknowledge that abuse of children can take different forms ‐ physical, 

emotional, and sexual, as well as neglect. 
● When children are suffering from physical, sexual or emotional abuse, or may be 

experiencing neglect, this may be demonstrated through the things they say (direct 
or indirect disclosure) or through changes in their appearance, their behaviour, or 
their play. 

● Where such evidence is apparent, the child's key person makes a dated record of 
the details of the concern and discusses what to do with the Head teacher/Head of 
Nurseries who is acting as the 'designated person'. The information is stored on the 
child's personal file. 
 

● We refer concerns to the LSCB department and co‐operate fully in any subsequent 
investigation. 
NB In some cases this may mean the police or another agency identified by the 
Local Safeguarding Children’s Board. 

● We take care not to influence the outcome either through the way we speak to 
children or by asking questions of children. 

● The Head teacher holds the relevant forms necessary when dealing with incidents 
or if a member of staff has a ‘cause for concern’. 
 

Recording suspicions of abuse and disclosures 
● Where a child makes comments to a member of staff that gives cause for concern 

(disclosure), observes signs or signals that gives cause for concern, such as 
significant changes in behaviour; deterioration in general well‐being; unexplained 
bruising, marks or signs of possible abuse or neglect that member of staff:  

● listens to the child, offers reassurance and gives assurance that she or he will take 
action; 

● does not question the child; 
● makes a written record that forms an objective record of the observation or 

disclosure that includes: 
● the date and time of the observation or the disclosure; 
● the exact words spoken by the child as far as possible; 
● the name of the person to whom the concern was reported, with date and time; 

and 

 

 



● the names of any other person present at the time. 
● These records are signed and dated and kept in the child's personal file which is 

kept securely and confidentially. All disclosures are referred to the First Response 
Team 
 

Informing parents 
● Parents are normally the first point of contact. 
● If a suspicion of abuse is recorded, parents are informed at the same time as the 

report is made, except where the guidance of the Calderdale Safeguarding Children 
Board does not allow this. 

● This will usually be the case where the parent is the likely abuser. In these cases 
the investigating officers will inform parents. 

 

Making a referral to MAST and liaising with other agencies 
● We work within the Calderdale Safeguarding Children Board guidelines. 
● We have a copy of Working Together to Safeguard Children' 2015 for parents and 

staff and all staff are familiar with what to do if they have concerns. 
● We notify the registration authority (ISI) of any incident or accident and any 

changes in our arrangements which may affect the wellbeing of children. 
● If a referral is to be made to the local authority social care department, we act 

within the area’s Safeguarding Children and Child Protection guidance in deciding 
whether we must inform the child's parents at the same time. 

● We will inform OFSTED (0300 123 1231) of any allegation of serious harm or 
abuse by a member of our staff working within the EYFS setting within 14 days of 
the allegation. 
 

Planning 
● The layout of the rooms allows for constant supervision. No child is left alone with 

staff or volunteers in a one‐to‐one situation without being visible to others. 
 

Curriculum 
● We introduce key elements of keeping children safe into our programme to 

promote the personal, social and emotional development of all children, so that 
they may grow to be strong, resilient and listened to  and that they develop an 
understanding of why and how to keep safe. 

● We create within the setting a culture of value and respect for the individual, 
having positive regard for children's heritage arising from their colour, ethnicity, 
languages spoken at home, cultural and social background. 

● We ensure that this is carried out in a way that is developmentally appropriate for 
the children. 
 

 

 



Support to families 
● We believe in building trusting and supportive relationships with families, staff and 

volunteers. 
● We make clear to parents our role and responsibilities in relation to child 

protection, such as for the reporting of concerns, providing information, monitoring 
of the child, and liaising at all times with the local children’s social care team. 

● We will continue to welcome the child and the family whilst investigations are 
being made in relation to any alleged abuse. 

● We follow the Child Protection Plan as set by the child’s social care worker in 
relation to the setting's designated role and tasks in supporting that child and their 
family, subsequent to any investigation. 

● Confidential records kept on a child are shared with the child's parents or those 
who have parental responsibility for the child in accordance with the 
Confidentiality and Client Access to Records procedure and only if appropriate 
under the guidance of the Calderdale Safeguarding Children Board. 
 
Allegations against staff: 
 
The School will contact the LADO immediately and at most within one            
working day in all circumstances when an allegation is made against a            
member of staff. Suspension will not be an automatic response to an            
allegation. Full consideration will be given to all the options, subject to the             
need to ensure: 
 

● the safety and welfare of the pupils or pupil concerned. 
 

● the need for a full and fair investigation.  
 

● where an allegation or complaint is made against the Designated Person, the 
matter should be reported immediately to the Headmaster. 

 
● where an allegation or complaint is made against the Headmaster, the           

person receiving the allegation should immediately inform the Chair of          
Governors, or in his absence the Vice Chair, without notifying the Head. The             
Head should not be informed at any point of an allegation against him by              
any Governor, Member of Staff, Parent or Pupil. 
 

● Detailed guidance is given to staff to ensure that their behaviour and            
actions do not place pupils or themselves at risk of harm or of allegations of               
harm to a pupil. This guidance is contained in the Staff Handbook. [The             
School's policy on physical restraint is included in the behaviour policy and            
the Staff Handbook]. 
 

● If the School ceases to use the services of a member of staff (or a governor                
or volunteer) because they are unsuitable to work with children, a           
compromise agreement will not be used and there will be a prompt and             

 

 



detailed report to the Disclosure and Barring Service within one month of            
them leaving the school. Any such incidents will be followed by a review of              
the safeguarding procedures within the School, with a report being          
presented to the Governors immediately. 
 

 
Monitoring 
 
The designated person will monitor the operation of this  policy and its procedures and 
make an annual report to the Governors. 
 
The Governors will undertake an annual review of this policy and how their duties under it 
have been discharged. 
 
The Governors will ensure that any deficiencies or weaknesses in regard to child 
protection arrangements are remedied immediately. 
 
 

Safer Recruitment for EYFS 

Employment and Staffing 
The Foundation employs sufficient staff to comply with legislation and adhere to 
good practice. 
 
The Hipperholme Grammar Junior School EYFS provides a staffing ratio in line with the 
Welfare Requirements of the Early Years Foundation Stage to ensure that children have 
sufficient individual attention and to guarantee care and education of a high quality. Our 
staff are appropriately qualified and we carry out checks through the Disclosure and 
Barring Service  in accordance with statutory requirements. 
 
 
Ratios 

● We use the following ratios of adult to children: 
● children in EYFS: 1 adult : 13 children. 
● A minimum of two staff/adults are on duty at any one time. 
● We use a key person approach to ensure that each child, and their family, has a 

named member of staff with whom to form a relationship (see key person policy). 
● We hold regular staff meetings to undertake curriculum planning and to discuss 

children's progress, their achievements and any difficulties that may arise from 
time to time. 

 
Vetting and staff selection 

● We work towards offering equality of opportunity by using non‐discriminatory 
procedures for staff recruitment and selection. 

● Job descriptions set out staff roles and responsibilities. 

 

 



● We welcome applications from all sections of the community. Applicants will be 
considered on the basis of their suitability for the post, regardless of marital 
status, age, gender, culture, religious belief, ethnic origin or sexual orientation. 
Applicants will not be placed at a disadvantage by our imposing conditions or 
requirements that are not justifiable. 

● We use ISI guidance on obtaining references and enhanced criminal record checks 
through the DBS for staff and volunteers who will have unsupervised access to 
children. This is in accordance with requirements under the Safeguarding 
Vulnerable Groups Act 2006 for the vetting and barring scheme. 

● We keep all records relating to employment of staff and volunteers, including the 
date and number of the enhanced DBS check. 

● References must be taken. 
 

Training and staff development 
● We provide in‐service training to all staff ‐ whether paid or volunteers. 
● Our budget setting allocates resources to training. 
● We provide staff with  induction training. This induction includes our policies. 
● We support the work of our staff by holding supervision meetings and appraisals. 
● We are committed to recruiting, appointing and employing staff in accordance with 

all relevant legislation and best practice. 
 

Managing staff absences and contingency plans for emergencies 
● Where staff may need to take time off for any reason other than sick leave or 

training, this is agreed with the manager with sufficient notice. 
● Managers organise staff leave so that ratios are not compromised. 
● Where staff are unwell and take sick leave in accordance with their contract of 

employment, we organise cover to ensure ratios are maintained. 
● Sick leave is monitored and action taken where necessary in accordance with the 

employment contract. 
● We have contingency plans to cover staff absences as follows: staff members            

contact the HoS in case of sickness before 7.30 am and they arrange cover to meet                
ratios. 

 
 
  

 

 



Policy on Adult Volunteer Helpers 
Foundation 

Introduction 
We want our school to be open and welcoming to all who would like to support the 
children. We also want to encourage parents and other adults to help teachers in a 
variety of ways. However, our overriding concern is for the safety of the children in 
our care. This document sets out our school’s policy, which is to ensure that the 
children benefit from as much help and support as possible, and are provided at 
the same time with the best possible security. 

The school has a variety of adults working on the premises at any one time. They 
can be categorised as follows: 

 Paid full‐ or part‐time staff employed by the Foundation 

● teachers 
● teaching assistants, nursery nurses 
● caretakers  
● cleaners 
● lunch time supervisors 
● kitchen staff 
● administrative staff 
● instructors 

 
Adult workers employed by the Foundation 

peripatetic music teachers 
trainee teachers 
grounds maintenance staff 
contract workers (e.g. an electrician or heating engineer) 
 

Volunteer helpers: 

parents or other adult helpers working alongside teachers 
students on work experience 
 

This policy sets out the arrangements for volunteer helpers only. 

Volunteer helpers 
 Volunteer helpers support the school in a number of ways, including: 

supporting individual pupils 
hearing pupils read 
helping with classroom organisation 
helping with the supervision of children on school trips 
helping with group work 
helping with art or subjects involving other practical activities 
helping with extra‐curricular activities 

 

 



 
 Volunteer helpers are not allowed to do the following activities: 

take responsibility for all or some of the whole class; 
change very young children, or supervise them changing; 
take children off the school site without a teacher in charge. 
 

The responsibility for the health and welfare of the child remains with the class 
teacher at all times. 

Signing in  
 When helpers arrive in the school, they must sign in at the office. The signing‐in 

sheet will give the date and time of arrival. They must also sign out, stating the 
time they are leaving. 

Police checks 
 For the children’s safety, all volunteer helpers are required to have police 

clearance through the Disclosure and Barring Service (DBS) before they work in the 
school. 

 The Headmaster has the authority not to accept the help of volunteers if he or she 
believes it will not be in the best interests of the children. 

Deployment of classroom helpers 
It is the policy of this school that parent helpers do not support in their own child’s 
classroom, as this can be distracting for the child, and perhaps place the class 
teacher in an uncomfortable situation. 

 Helpers will be asked to support in classes in which there is the most need for 
individual support. 

Monitoring and review 
 The day‐to‐day monitoring of this policy is the responsibility of the Headmaster, 

who will notify the Business Manager, stating the number of adult volunteer helpers 
in the school. The Business Manager will ensure all helpers have the correct 
documentation and that that documentation complies with that of the 
SafeGuarding Board. 

 This policy will be reviewed by the governing body every two years, or earlier if 
considered necessary. 

 
  

 

 



Appendix: Role of the DSL as specified in Annex B of KCSIE (amended May 2016) 
 
Role of the designated safeguarding lead Governing bodies and proprietors should 
ensure that the school or college designates an appropriate senior member of staff 
to take lead responsibility for child protection. This person should have the status 
and authority within the school to carry out the duties of the post including 
committing resources and, where appropriate, supporting and directing other 
staff. 
 
The broad areas of responsibility for the designated safeguarding lead are:  
 
Managing referrals  
 
Refer all cases of suspected abuse to the local authority children’s social care and: 

● The designated officer(s) for child protection concerns (all cases 
which concern a staff member), 

● NCTL in cases where a person is dismissed 
● Disclosure and Barring Service (cases where a person is dismissed or 

left due to risk/harm to a child); and/or 
● Police (cases where a crime may have been committed). 

 
Liaise with the headteacher or principal to inform him or her of issues especially 
ongoing enquiries under section 47 of the Children Act 1989 and police 
investigations. 
 
Act as a source of support, advice and expertise to staff on matters of safety and 
safeguarding and when deciding whether to make a referral by liaising with 
relevant agencies.  
 
Training 
 
The designated safeguarding lead should receive appropriate training carried out 
every two years in order to: 

● Understand the assessment process for providing early help and 
intervention, for example through locally agreed common and shared 
assessment processes such as early help assessments. 

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

● Ensure each member of staff has access to and understands the school’s or 
college’s child protection policy and procedures, especially new and part 
time staff. 

● Be alert to the specific needs of children in need, those with SEND and 
young carers who can be especially vulnerable. 

● Be able to keep detailed, accurate, secure written records of concerns and 
referrals. 

 

 



● Obtain access to resources and attend any relevant or refresher training 
courses. 

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

 
Raising Awareness 
 
The designated safeguarding lead should ensure the school or college’s policies are 
known and used appropriately: 
 

● Ensure the school or college’s child protection policy is reviewed annually 
and the procedures and implementation are updated and reviewed 
regularly, and work with governing bodies or proprietors regarding this. 

● Ensure the child protection policy is available publicly and parents are 
aware of the fact that referrals about suspected abuse or neglect may be 
made and the role of the school or college in this. 

● Link with the local LSCB to make sure staff are aware of training 
opportunities and the latest local policies on safeguarding. 

● Where children leave the school or college ensure their child protection file 
is transferred to the new school or college as soon as possible. This should 
be transferred separately from the main pupil file, ensuring secure transit 
and confirmation of receipt should be obtained. 

 

 


