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Buxlow Preparatory School 

Safeguarding Policy 

Policy Checklist: 

Date Of Last Review Next Policy Review* Sign Off (Proprietor) Policy On Website Copies To Staff 

September 2016 September 2017 √ √ √ 

September 2017 September 2018 √ √ √ 

* Or in light of governmental directives / updates

Buxlow Preparatory School is committed to equal treatment for all regardless of sex, disability, religion or belief, sexual orientation, gender 
reassignment, age, race, ethnic origin, marital status, pregnancy or maternity. We aim to create a friendly, caring and perceptive environment 
in which every individual is valued.  We endeavor to contribute positively towards the growing autonomy, self-esteem and safety of each pupil.  
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DEFINITIONS:  Safeguarding 
Protecting children from maltreatment, preventing the impairment of health or development, ensuring children 
grow up in circumstances consistent with the provision of safe and effective care and taking actions to enable all 
children to have the best outcomes.  

DEFINITIONS:  Child Protections  
Refers to processes undertaken to protect children who have been identified as suffering or being at risk of suffering 
significant harm. 

DEFINITIONS:  Staff  
Refers to all those working for or on behalf of the school, full time or part time, temporary or permanent in either a 
paid or voluntary capacity. 

DEFINITIONS:  Parent 
Refers to birth parent and other adults who are in a parenting role, for example, step-parents, foster carers and 
adoptive parents. 
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SAFEGUARDING CONTACT LIST 

BUXLOW CONTACTS   
Designated Safeguarding Lead (DSL) for Child Protection, including EYFS, based full-time at BPS: 

Miss Sharon Sethi (DSL)  
Designated Safeguarding Lead 
Year 1 Teacher 

Tel: 020 8904 3615 
Sharon.sethi@buxlowschool.org.uk 

Mr Ralf Furse  (DDSL) 
Deputy Designated Safeguarding Lead 
Head 

Tel: 020 8904 3615 
head@buxlowschool.org.uk 

INSPIRED LEARNING GROUP (ILG) GOVERNANCE CONTACTS 

Mr Amit Mehta Proprietor 020 7127 9862 

Mrs Michelle Fennelly Operations 07789882597 

KEY CONTACTS WITHIN THE LOCAL AUTHORITY AND OTHER OUTSIDE AGENCIES:  BRENT SOCIAL CARE 

Brent Family Front Door 020 8937 4300 

To make a referral 020 8937 4300 

EDUCATION CHILD PROTECTION ADVISOR/ LADO 

Any LADO enquiries should be directed to this email address and will be responded to within one working day: 

family.frontdoor@brentgcsx.gov.uk 
Please Note: Confidential information should NOT be sent to this email address 

If you wish to have a discussion prior to making a referral, please contact Brent Family Front Door (see above). 

BRENT AND HARROW POLICE CHILD ABUSE INVESTIGATION TEAM (CAIT) 

24 HOURS 020 8733 3503 

POLICE NON EMERGENCY 111 

POLICE EMERGENCY 999 

NSPCC  0808 800 5000 

OFSTED  0300 123 1231 

CHILDLINE (for children’s use) 0800 1111 

Helpline and non-emergency advice for staff and governors    101 

counter-extremism@education.gsi.gov.uk  020 7340 7264 

Forced Marriage Unit 020 7008 0151 

tel:020
mailto:family.frontdoor@brentgcsx.gov.uk
mailto:counter-extremism@education.gsi.gov.uk
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INTRODUCTION 

This policy, which applies throughout the school from EYFS to Year 6, is drawn up in accordance with ‘Keeping 
Children Safe in Education (KCSIE) Sept, 2016’ and ‘Working Together to Safeguard Children (WT) March, 2015. 
Further guidance has been sought from the London Safeguarding Children Board Child Protection Procedures, the 
Statutory Framework for the Early Years Foundation Stage and from Brent LSCB.   

As Education and Childcare professionals, at Buxlow, we all have a duty to safeguard and promote the welfare of 
children and are, therefore, committed to the protection of all children. The ILG Directors seek to ensure that there is 
at least one Designated Safeguarding Lead (DSL), and one Deputy Designated Safeguarding Lead (DDSL) in each of 
our Schools, and commit to offering (Whole School including EYFS) safeguarding training to staff to ensure all are 
equipped with the knowledge to maintain the welfare and safety of children in our care. 

While everyone in the School, including pupils, is also made aware that the most common referral route is through 
the DSL or DDSL, there is a duty to report concerns directly to the LADO for Brent Family Front Door if staff feel that 
the School has made an inadequate response to expressed concerns. 

This Safeguarding Policy should be read in conjunction with the policies and guidelines listed in Appendix 1.  
Appendices 2-12 are integral components of this Safeguarding Policy and must be read and understood by all staff. 

AIMS 

 To support the child’s development in ways that will foster security, confidence and independence.

 To raise the awareness of both teaching, administrative and support staff of the need to safeguard children
and of their responsibilities in identifying and reporting possible cases of abuse.

 To provide a systematic means of monitoring children known or thought to be at risk of harm.

 To emphasise the need for good levels of communication between all members of staff.

 To develop a structured procedure within the school; this will be followed by all members of the school
community in cases of suspected abuse and to ensure that children receive effective support, protection
and justice.

 To support children who have suffered abuse in accordance with his/her agreed child protection plan.

 To create a warm and supportive environment where children feel safe, secure and able to disclose
information

 To raise awareness of different types of abuse and children in need issues

 To ensure that the fundamental rights and needs of children are observed

 To prevent abuse through the teaching and pastoral support offered to all children in our care

 To make links between parents and staff and to respond quickly to requests and concerns received.

 To develop and promote effective working relationships with other agencies, especially the Police and Social
Services.

 To ensure that all adults within our school who have access to children have been checked as to their
suitability.

 To provide guidelines for staff in handling matters relating to actual or suspected child abuse

STATUTORY REQUIREMENTS 
ILG Schools have a statutory requirement under Sections 27 and 17 of the Children Act 1989 to assist the Local 
Authority Social Services Department acting on behalf of children in need or related agencies conducting enquiries 
into allegations of child abuse.   We will act in accordance with the statutory framework outlined in Appendix 2. 
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STAFF RESPONSIBILITIES 
Schools and colleges and their staff form part of the wider safeguarding system for children. This system is described 
in statutory guidance Working Together to safeguard children (WT) March 2015. 

Everyone has a statutory and moral duty to protect children. Therefore, it is the responsibility of everyone in contact 
with children to have a role to play in safeguarding children and providing a safer environment in which children can 
learn.  This means we should all consider, at all times, what is in the best interests of the child.  If Buxlow staff hear, 
or become aware of anything that leads them to believe that the safety or welfare of any child is at risk due to 
neglect, physical, emotional or sexual abuse; THEY MUST pass on the information. 

As stated in KCSIE Sept 2016, all school staff should be prepared to identify children who may benefit from Early 
Help. Early Help means providing support as soon as a problem arises at any point of a child’s life.  Staff should 
discuss early help requirements with the Designated Safeguarding Lead and may be required to support other 
agencies and professionals in an Early Help Assessment (EHA). 

DESIGNATED SAFEGUARDING LEAD (DSL) 

 Keeps all safeguarding policies and procedures up to date and in line with current legislation and
government guidance, working with governors and proprietors regarding this.

 Has the status and authority within the school to carry out the duties of the post, including committing
resources and supporting and directing other staff

 Is appropriately trained, with updates every two years to ensure best practice is shared and knowledge is
updated.

 Acts as a support and expertise to the school community.

 Ensure that all existing, new and temporary staff receives the necessary training to familiarise them with
child protection responsibilities and are given schools safeguarding policy with DSL contact

 Keeps a record of and ensures all staff sign to indicate that they have read and understood the
Safeguarding policy and any other further updates.

 In consultation with the Head, decide upon the appropriate level of response to specific concerns of a child
e.g. discuss with parents, offer an assessment under the Common Assessment Framework (CAF).

 Develop effective working relationships with other agencies and services including the LSCB.

 Will make prompt contact with children’s social care where there are concerns that a child may be in need
of help or at risk and/or with the LADO in relation to allegations against someone working in the School
and/or with the police if a criminal offence is suspected.

 Provide guidance to parents, children and staff about obtaining suitable support

 Will also take lead responsibility for safeguarding children within the EYFS setting and liaising with the local
children’s agencies as appropriate.

 Keep written records of all concerns when noted and reported by staff or when disclosed by a child,
ensuring that such records are stored securely in a locked cabinet in the Head’s office and kept separately
from the child’s general file.

 If a pupil who is/or has been the subject of a child protection plan changes school, the DSL will inform the
social worker responsible for the case and the transfer the appropriate records to the DSL at the receiving
school, in a secure manner, and separate from the child’s academic file.

The DSL/DDSL maintain contact with the Local Safeguarding Children Board (LSCB) for Brent and report termly to the 
person designated to take responsibility for safeguarding arrangements on behalf of the Proprietor and annually with 
the Proprietor, on the child protection issues outlined in this policy.   The person appointed to have responsibility for 
Safeguarding on behalf of the Proprietor is Michelle Fennelly. The DSLs will ensure that the London Child Protection 
Procedures, Keeping children safe in Education 2016 and the Brent Local Safeguarding Children Board Policies and 
Procedures are easily accessible to all staff and volunteers. A copy is held in the Head Teacher’s Office and is 
available from www.brentlscb.org.uk 

The DSL/DDSL are appropriately trained and, in the absence of the DSL, the DDSL carries out those functions 
necessary to ensure the ongoing safety and protection of pupils. 

http://www.brentlscb.org.uk/
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ILG 
ILG has overall responsibility for ensuring that there are sufficient measures in place to safeguard children in this 
establishment.  In particular ILG, through its governance and management structures must ensure: 

 Child protection policy and procedures are in place

 Safe recruitment procedures are in place

 Procedures are in place for safe management of allegations

 Deficiencies or weaknesses in safeguarding arrangements are remedied without delay

 The proprietor is nominated responsible in event of an allegation of abuse against the Head.

 Safeguarding policies and procedures are reviewed every year and information provided to the local
authority about them and about how the above duties have been discharged.

THE HEAD 

 Ensures that safeguarding/child protection policy and procedures are implemented & followed by all staff.

 Allocates sufficient time, training, support and resources including cover arrangements when necessary, to
enable the DSL to carry out the role effectively, including other necessary meetings.

 Ensures that all staff feel able to raise concerns about poor or unsafe practice and that such concerns are
handled sensitively and in accordance with the whistle blowing procedures.

 Decides whether the concern should be referred, or in the absence of the Head, the Deputy Head, to
Children’s Services: Safeguarding and Specialist services. If it is decided to make a referral, this will be
discussed with parents, unless to do so is thought to place a child at further risk of harm.

 Ensures that pupils are provided with opportunities throughout the curriculum to learn about safeguarding,
including keeping themselves safe online.

 Liaises with the designated officer or team in the local safeguarding children board (LSCB) where an
allegation is made against a member of staff.

 Ensures that anyone who has harmed or may pose a risk to a child is referred to Disclosure & Barring
Service (DBS).

STAFF  
Add stuff about pastoral care folder…sensitivity 
All staff have a duty to safeguard and promote the welfare of children. Consequently, staff: 

 Should be alert to signs of abuse as outlined in this policy (See Appendix 3)

 Must inform the DSL if they are concerned about a child.

 Must know how to respond to a child who discloses abuse.

 Who are Year Group teachers must keep and maintain a class pastoral care folder.  Records and comments
kept are confidential and will assist Buxlow to build a picture of any developing issues.

 Must record information regarding concerns the same day.  The recording must be a clear, precise and
factual account of the observations using a Record of Concern form (See Appendix 8)

 Must raise awareness of both teaching and non-teaching staff of the need to safeguard children and of their
responsibilities in identifying and reporting possible cases of abuse.

 Should feel free to discuss any general concerns about a child’s progress and well-being at any time
including at weekly staff meetings and to emphasise the need for good levels of communication between all
members of staff.

 Must pay particular attention to the attendance and development of any child about whom the school has
concerns, or who has been identified as being the subject of a child protections plan and a written record
will be kept.

 Must be prepared to contribute to whatever actions are needed to safeguard the child and promote welfare

 Must read at least Part One of Keeping Children Safe in Education (KCSIE) September 2016.

CONFIDENTIALITY 

 We recognise that all matters relating to Child Protection are confidential.

 The Head and DSL will disclose information about students to other staff on a need to know basis only.

 All staff must be aware that they have a professional responsibility to share information with the DSL/DDSL
and with other agencies in order to safeguard children.

 All staff must be aware that they cannot promise a child to keep secrets.
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DEFINITIONS OF ABUSE 
All staff should be aware that the main categories of abuse are: 

 Physical abuse

 Emotional abuse

 Sexual abuse

 Neglect
A list of the main categories of abuse and indicators is attached in Appendix 3 to this policy. This is a non-exclusive
list and shall only be regarded as a basic guideline.

All staff should be concerned about a child if he/she presents with indicators of possible significant harm e.g. their 
behaviour may have changed or they act in a way that is inappropriate to their age.  There will be occasions when a 
child may be at serious risk, but there seems to be no ‘real’ evidence.  These signs may be due to a variety of factors. 
A concerned person who is unsure whether any action or omission amounts to abuse must always seek guidance 
from the DSL or Head. 

PROCEDURES FOR DEALING WITH CASES 
Safeguarding plays an integral part in Inspired Learning Group’s policies and procedures.  Staff receive compulsory 
training which supports all aspects of safeguarding including an understanding of signs of abuse in children and 
examples of abuse by staff. It is important that children receive the right help at the right time to address risks and 
prevent issues escalating, acting on and referring the early signs of abuse and neglect, keeping clear records, listening 
to views of the child, reassessing concerns when situations do not improve, sharing information quickly and 
challenging inaction (See Appendix 7). 

DEALING WITH A CHILD DISCLOSURE 
If a child discloses that he or she has been abused in some way, the member of staff/volunteer should: 

Remain calm, listen carefully and allow the child to speak for as long as they want to 

Reassure him or her that what has happened is not his or her fault.  

Explain to him or her what has to be done next and who has to be told. 

Not promise confidentiality – it might be necessary to refer to other services 

Record statements and observations rather than interpretations or assumptions. 

Record the disclosure and pass it to the DSL promptly. Copies should not be retained.  

The DSL will ensure that all safeguarding records are managed in accordance with statutory legislations. 

NOTIFYING PARENTS 
The school will normally seek to discuss any concerns about a child with their parents.  This must be handled 
sensitively and the DSL will make contact with the parent in the event of a concern, suspicion or disclosure.  
However, if the school believes that notifying parents could increase the risk to the child or exacerbate the problem 
then advice will first be sought from the Family Front Door. 

SUPPORTING STAFF 
We recognise that staff working at Buxlow may become involved with a child who has suffered harm, or appears to 
be likely to suffer harm and may find the situation stressful and upsetting.  We will support such staff by providing 
opportunity to discuss anxieties with the Head or DSL and to seek further support as appropriate. 

CHILDREN AT RISK 
If, at any point, there is a risk of immediate serious harm to a child a referral should be made to Brent Front Door 
immediately. Anybody can make a referral. If the child’s situation does not appear to be improving the staff member 
with concerns should press for re-consideration. Concerns should always lead to help for the child at some point. 

Buxlow Preparatory Safeguarding Policy, September 2017 
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TRANSPARENCY AND WORKING WITH PARENTS 
The School prides itself on its respect and mutual tolerance.  Parents/guardians have an important role in supporting 
the School.  Copies of this policy, together with our other policies relating to issues of child protection are available 
from the School office.  We hope that parents and guardians will always feel able to take up any issues or worries 
that they may have with the School.  We will never ignore an allegation of child abuse and will always refer them to 
the appropriate statutory agencies.  Open communications are essential. We expect parents to inform the School of 
any concerns they have about any child.  

ALLEGATIONS OF ABUSE AGAINST TEACHERS AND OTHER STAFF, INCLUDING VOLUNTEERS 
Part 4 Keeping Children Safe in Education, including “What to do if the allegation is against the head teacher” 

If an allegation is made against a teacher a quick resolution must be a clear priority to the benefit of all concerned. 

If a child makes a disclosure regarding a member of staff or volunteer the allegation is reported to the Head. 
If a child makes a disclosure regarding the DSL the allegation should be reported to the Head. 
If a child makes a disclosure regarding the Head, the allegation is reported to the Proprietor who reports to LADO. 
In the case of serious harm the Police should be informed at the outset. 

Once the DSL has been notified, the Local Authority Designated Officer (LADO) family.frontdoor@brent.gcsx.gov.uk 
must be contacted immediately to discuss the allegation, consider its nature, content and context and agree a course 
of action including any involvement of the police.  

Discussions should be recorded in writing (See Appendix 7: Record of Discussion Form), and communication with 
both the individual and the parents of the child/children agreed.  

Any LADO enquiry’s should be directed to the email address above and will be responded to within one working day. 
Click on link to Brent website http://www.brentlscb.org.uk/ to download LADO form. 

PLEASE NOTE: Confidential information should NOT be sent to this email address 

If you wish to have a discussion prior to making a referral please contact in order: 

Brent Family Front Door Tel: 020 8937 4300 Option 1 

In the absence of the Head an allegation should be reported directly to Amit Mehta, the Proprietor, 07818 458424. 

If an allegation is made against the DSL/Head, this is reported directly to the Proprietor who will inform the LADO.   

The Head must inform the NCTL as soon as possible and in any event within 14 days of any allegation against staff. 

1. The School will take advice from the LADO until all enquiries are complete. The School must not undertake their
own investigations of allegations without prior consultation with the LADO, or in the most serious cases, the
Police, so as not to jeopardize statutory investigations. In borderline cases discussions with the LADO can be held
informally and without naming the School or individual.

2. Staff have a duty to report any safeguarding concerns; therefore, any staff who hears an allegation of abuse
against another member of staff/volunteer should report this immediately.  If the allegation is made against the
Head, the Proprietor must be informed as in 3.

3. Consideration will be given as to whether the circumstances of the case warrant suspension or whether
alternative arrangements should be put in place. The School will give due weight to the views of the LADO and
the policy when making a decision about suspension.  If a member of staff is suspended, it must be made clear to
the parent of the child making the allegation and the member of staff who has been suspended, that the
suspension is not a finding of guilt.  The suspension is to allow a full investigation to take place, whilst ultimately
safeguarding the School.  An individual should be suspended only if there is no reasonable alternative.  If
suspension is deemed appropriate, the reasons and justification should be recorded by the employer and the
individual notified of the reasons.

Buxlow Preparatory Safeguarding Policy, September 2017 
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4. From 1st October 2012, there are restrictions on the reporting or publishing of allegations against teachers and so
schools must make every effort to maintain confidentiality and guard against unwanted publicity. These
restrictions apply up to the point where the accused person is charged with an offence, or the DfE/NCTL
publishes information about an investigation or decision in a disciplinary case.

5. Inspired Learning Group recognises the member of staff’s need for support at this time and will identify the
support required. If an allegation is made against a teacher the quick resolution of that allegation should be a
clear priority to the benefit of all concerned.  Any unnecessary delays should be eradicated.

6. Allegations that are found to be malicious should be removed from personnel records; and any that are
unsubstantiated, are unfounded or malicious should not be referred to in employer references.

7. Where it is found that pupils have made malicious allegations, consideration will be given as to whether to apply
an appropriate sanction.

8. If an allegation is founded, staff may have their details recorded on the barred list register and any future DBS
checks may also detail this information if a conviction is made. It is a requirement to report promptly to the DBS
any person who has harmed or poses a risk of harm to a child and who has been or would have been removed
from employment. Consideration will be given to referring the staff member to the National College for Teaching
and Leadership (NCTL) where there is a dismissal or the staff member resigns before a dismissal.

9. The School will provide for a report to be sent promptly to the Disclosure and Barring Service, if the School
dispenses with a person’s services because of unsuitability to work with children, or would have done so had the
person not resigned. A report is made to Ofsted within 14 days if there is an allegation of serious harm or abuse
by a person living, working or looking after children at the premises or elsewhere, or any other abuse on the
premises.

The address for referral is:  

The Disclosure and Barring Service 
PO Box 181 
Darlington  
DL1 9FA  
Tel: 01325 953 795 
Email: dbsdispatchteam@dbs.gsi.gov.uk 
Website: www.homeoffice.gov.uk/DBS 

Ofsted 
Piccadilly Gate 
Store Street 
Manchester 
M1 2WD 
Tel: 0300 123 1231 
enquiries@ofsted.gov.uk 

Ceasing to use a person’s services includes: dismissal; non-renewal of a fixed-term contract; no longer 
engaging/refusing to engage a supply teacher provided by an employment agency; terminating the placement of a 
student teacher or other trainee; no longer using staff employed by contractors; no longer using volunteers; 
resignation; and voluntary withdrawal from supply teaching, contract working, a course of initial teacher training, or 
volunteering.  

It is important that reports include as much evidence about the circumstances of the case as possible. Failure to 
make a report constitutes an offence.’ Compromise agreements’ cannot apply in this connection, or where the 
individual refuses to cooperate with an investigation. The proprietors of independent Schools have a legal duty to 
respond to requests from the DBS for information they hold already, but they do not have to find it from other 
sources. Schools will be asked, as part of routine inspection, to confirm that they have disclosed to inspectors all 
instances of action in relation to safeguarding concerns. 
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Independent Schools are also under a duty to consider making a referral to the National College for Teaching and 
Leadership (NCTL) where a teacher has been dismissed (or would have been dismissed had he/she not resigned) and 
a prohibition order may be appropriate.  The reasons such an order would be considered are: “unacceptable 
professional conduct”, “conduct that may bring the profession into disrepute” or a “conviction, at any time, for a 
relevant offence”. Further guidance is published on the NCTL website. Where a referral has been made to the DBS, it 
is not necessary for a referral also to be made to NCTL, as information is shared between the two bodies. Where a 
dismissal does not reach the threshold for DBS referral, separate consideration must be given to an NCTL referral. 

The address is: 

NCTL 
Department for Education 
Piccadilly Gate 
Store Street 
Manchester 
M1 2WD 
0370 000 2288 
https://www.education.gov.uk/contactus/nctl 

WHISTLEBLOWING 
All staff should be aware of their duty to raise concerns, where they exist about the attitude or actions of colleagues. 
See our Whistleblowing Policy for procedures to raise concerns. 
General guidance can be found at https://www.gov.uk/whistleblowing   or contact NSPCC advice line on Tel:0800 
028 0285. 

SAFER EMPLOYMENT (to be read in conjunction with Safer Recruitment Policy) 
The School follows the Government’s recommendations for the safer recruitment and employment of staff who 
work with children (Part 3 Safer Recruitment) “Keeping Children Safe in Education” (20l5). All members of the 
teaching and non-teaching staff at the School including part time staff, temporary and supply staff, and visiting staff, 
such as musicians and sports coaches are subject to the statutory child protection checks before starting work.   

RECRUITMENT PROCEDURE 
In order to ensure safer recruitment, the School will: 

 Ensure that when a post is advertised the advertisement makes clear the School's commitment to safeguarding
and promoting the welfare of children.

 Ensure that the job description makes reference to the responsibility for safeguarding and promoting the
welfare of children and young people and that a DBS enhanced check will be a requirement of the position.

 Ensure that the person specification includes specific reference to suitability to work with children, the Barred
List check.

 Ensure that the appropriate prohibition checks are made on those appointed to leadership and management
positions.

 Ensure that Disqualification by Association checks are made.

 New: EU Sanctions check on the Employer Access (EA) Online - A new EU requirement on European Economic
Area (EEA) authorities responsible for regulating the teaching profession is to share teacher
prohibitions/sanctions with other EEA teacher regulators.  This means: Schools must therefore access the
‘teachers prohibited from the profession’ list to check EEA authority restrictions in force.

 Note: restrictions imposed by another EEA authority do not prevent an individual from taking up teaching
positions in England. However, schools should consider the circumstances leading to the restriction when
considering a candidate’s suitability. The EA Online service explains how to get additional information about EEA
restrictions.

 Ensure that applicants for the position complete an application form and that a CV is not acceptable. On the
application form the applicant will supply the names and addresses of two professional referees, one being their
current employer.

Buxlow Preparatory Safeguarding Policy, September 2017 
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 The School will contact the referees to obtain two independent professional references. It will include a
statement asking the referee to state whether they are aware of anything that might give rise for concern about
the applicant’s suitability to work with children. Personally written references addressed ‘To Whom it May
Concern’ will not be acceptable.

 At interview gaps in employment history will be questioned and a record made of the reasons given.

 Visiting speakers are required to be appropriately supervised whilst in School.

APPOINTMENT PROCEDURE 
The following checks must be made before an appointment is confirmed. 

 Evidence of identity, including name address and date of birth;

 Application form with checks on any gaps in employment and a record that the reasons for any gaps are
satisfactory;

 Number and date of DBS or Barred List  check (the ‘disclosure’ itself should normally be destroyed within 6
months, except in the case of supply staff);

 A prohibition order check for teaching staff;

 Two references requesting referees to give any reason why the applicant should not be employed for work with
children); if a reference is taken over the telephone, detailed notes should be taken, dated and signed;

 Evidence of qualifications (if relevant);

 Medical declaration;

 Evidence of permission to work (for any member of staff who is not a national of a European Economic Area
(EEA) country);

 Evidence of checks provided by another country for an applicant who has worked abroad (if applicable);

 Interview with written record of outcome.

THE PROCEDURE SHOULD INCLUDE 

 Informing applicants that any previous employer may be contacted;

 Following up references with telephone calls where this is considered desirable;

 Making contact with the School at which the applicant last worked, if he or she is not currently working in a
School (in order to confirm employment details and reasons for leaving;

 Making clear that checks must be completed before an appointment can be confirmed.

All these checks for newly appointed staff will be recorded on the School’s Single Central Register. 
Senior staff will complete online training for Safer Recruitment in Education. There is not a set frequency for staff 
refresher training. The training is available from NSPCC:  www.nspcc.org.uk.    

All volunteer helpers and contractors working regularly during term time are also vetted. All regular volunteers who 
work in regulated activity with children require an enhanced DBS check.  Regular parent volunteers, assisting with 
trips and visits in an unsupervised capacity must have a DBS check.  If it is not possible to obtain an enhanced DBS in 
a reasonable time scale, a List 99 check will be carried out.  Visitors and volunteers for specific functions will be 
expected to sign in via the office visitor’s log and to display a visitors badge whilst on school site (see visiting and 
hosting policy).  Any individual who is not know or identifiable should be challenged for clarification and reassurance. 

POLICY REVIEW PROCESSES 
The Head Teacher reports termly to the Proprietor on all matters relating to Safeguarding – this is usually in the 
termly Safeguarding Meeting. The annual review of the School’s child protection policies, including an update and 
review of their implementation, is carried out by the Head Teacher and the Proprietor. It is the responsibility of the 
Proprietor to: 

 Review the procedures for and the efficiency with which the child protection duties have been discharged;

 Ensure that any deficiencies or weaknesses in child protection arrangements are remedied without delay;

 Approve amendments to child protection arrangements in the light of changing Regulations or recommended
best practice

 Ensure that the School contributes to inter-agency working in line with Working Together to Safeguard
Children (WT 2015) through effective implementation of the child protection policy and procedures and good
cooperation with local agencies.
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 Ensure that staff have the skills, knowledge and understanding necessary to keep safe children who are looked
after by a local authority. This includes ensuring that staff have the information they need about the child’s
status, contact arrangements with parents, care arrangements and delegated authority to carers, and
information available to the DSP.

Minutes of the annual review are taken. 

If there has been a substantial allegation against a member of staff, the School should work with the LADO to 
determine whether there are any improvements to be made to the School’s procedures or practice to prevent 
similar events in the future. 

Should any deficiencies or weaknesses in child protection arrangements be identified, these will be remedied 
without undue delay.  

INDUCTION, TRAINING AND STAFF QUALIFICATIONS  
Every new member of staff, including part-timer staff, temporary, visiting and contract staff working in the School, 
should receive appropriate briefing / training on: 

 their responsibilities in being alert to the signs of abuse and other stated ‘children in need’ issues

 The procedures for recording and referring any concerns to the Designated Safeguarding Lead.

All staff, including temporary staff and volunteers, will be provided with induction training that includes: 

 The School’s safeguarding policy

 The staff code of practice policy including Whistleblowing procedures

 The identity of the DSL

 A copy of Part 1 of KCSIE 2016 and Annex A which they must read

 Other related policies stated herein this policy

Staff will receive additional training / information where necessary in relation to policy updates as required but at 
least annually to provide them with relevant skills and knowledge to safeguard children effectively. 

All staff will receive effective supervision and will be provided with support, coaching and training, promoting a 
culture of mutual support, teamwork and continuous improvement, which encourages the confidential discussion of 
sensitive issues.   

Opportunity should be provided for staff to contribute to and shape safeguarding arrangements and child protection 
policy. 

All School staff, all teaching staff and those support staff who routinely have contact with the children, are trained 
and receive refresher training regularly, in line with advice from Brent LSCB, about their safeguarding responsibilities 
and the School’s safeguarding policy and procedure. All existing staff have been provided with a copy of Part 1 of the 
guidance KCSIE 2016 and a list indicating that they have read it is kept by the Head Teacher. Training will also be 
given to staff concerning the risks of radicalization and how to identify children/young people at risk. 

The DSL and Deputy DSL will have appropriate level 2/3 training as specified by (LSCB). 

Where staff are employed by another organisation and are working with pupils outside of the School’s premises, 
assurance is obtained that the appropriate child protection checks have been undertaken and that the staff are 
familiar with the appropriate child protection policies and procedures.  

At least one person who has a current paediatric first aid (PFA) certificate must be on the premises at all times when 
children are present, and must accompany children on outings. The School aims to provide a PFA trained staff 
member per boy and girl group whilst students are ‘segregated’ for changing for swimming excursions. 
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PHOTOGRAPHY AND IMAGES 
To protect children we will: 

 Seek parental consent for photographs to be taken or published

 Use only the child’s first name when displaying work

 Photographs should not be linked to children’s names

 Ensure that children are appropriately dressed

 Encourage children to tell us if they are worried about any photographs that are taken of them.

Separate guidelines, to be found in the School Code of Practise, exist on the use of Mobile Phones and Cameras and 
all staff must be aware of expectations relating to the use of personal digital devices in the school environment.  

INTERACTION WITH PUPILS: STAFF CODE OF PRACTICE 
New members of staff and regular volunteers are given copies of the School Handbook and the School Code of 
Practice (See Appendix 1).  These documents are vital components of our induction procedures.  The Handbook and 
Code provide guidance for teachers and other members of staff.  The Code is placed on the agenda of a staff meeting 
once a year so that it can be reviewed and updated by staff themselves before Proprietor approval.  If staff have any 
concerns relating to the Code then they should inform the Head and the DSL.  

RAISING AWARENESS WITH PUPILS 
The School prides itself on its culture of open and effective communication between staff and pupils.  We prepare all 
of our pupils to make reasoned, informed choices, judgments and decisions. Children are taught about safeguarding, 
including on-line e-safety, and how to build resilience against forms of radicalization through the curriculum and 
designated PSHEE lessons.  Our pastoral care programme includes, amongst other things, assemblies, a weekly focus 
on a virtue, a vertical house system, pupil leadership roles and opportunities and an active Student Council.  In this 
way the school helps to raise pupil awareness of expectations and responsibilities. 

HEALTH AND SAFETY 
Our Health and Safety policy, set out in a separate document, reflects considerations given to the protection of our 
children both within the school environment and when offsite undertaking school trips, visits or residentials. 

SECURITY 
All staff have a responsibility for maintaining awareness of buildings and grounds security and for reporting issues 
that may come to light. We operate with a whole-school community ethos and welcome comments, celebrationary 
or advisory, from pupils, parents and others about our school. 

COMPLAINTS 
We hope that you and your child do not have any complaints about our School, however, if you do wish to make a 
complaint, please refer to the Buxlow Complaints Policy, available on the school website or from the school office.  

Email address: head@buxlowschool.org.uk 
Postal address:  
Buxlow Preparatory School & Nursery 
5-6 Castleton Gardens
Wembley
Tel: 020 8904 3615

Ralf Furse, Head  

Amit Mehta, Proprietor 

Dated:  September 2017 
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APPENDICES 

1. Other relevant policies

2. Additional Guidance – Statutory Framework

3. Information on different types of abuse

4. Specific Safeguarding Issues

5. Other types of abuse

6. Indicators of vulnerability to radicalisation

7. Procedures for Dealing with cases

8. Record of child concern sheet

9. Body Map

10. Flowchart for child protection procedures
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APPENDIX 1 

Other relevant regulation, policies, guidelines: 

 Keeping Children Safe in Education(DfE 2016)
 Working Together to Safeguard Children (DfE 2015)
 Prevent

 SEND Policy
 Missing or Lost Child Policy
 Health and Safety Policy
 First Aid Policy
 Anti-bullying Policy
 Staff Code of Conduct
 Safer Recruitment Policy
 Behaviour Policy
 Whistleblowing Policy
 Induction Policy
• On-line Safety (E-Safety) Policy
• Sex Relationship Education Policy

• Mobile Phones and  Cameras Guidelines
• No Smoking – E Cigarettes Guidelines
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APPENDIX 2 

STATUTORY FRAMEWORK 
Working Together to Safeguard Children (WT) March 2015, requires all schools to follow the procedures for 
protecting children from harm which are established by the Brent Local Safeguarding Children Board. Schools 
and colleges should work together with social care, the police, health services and other services to promote the 
welfare of children and protect them from harm. 

It describes the role of the Local Authority Designated Officer (LADO) who works within children’s services and 
should be alerted to all cases where there are child protection concerns about anyone who works with children. 

Education Act 2002, S175 states: 
Functions of education authority, governing body to be 
 “exercised with a view to safeguarding and promoting the welfare of children.” 

Children Act 1989 & Children Act 2004 
Introduced LSCBs duty to safeguard, cooperate, share information and determine reasonable punishment (s58). 

London Child Protection Procedures 2015 
This document is underpinned by Working Together to Safeguard Children 2015. It sets out how agencies and 
individuals should work together to safeguard and promote the welfare of children and young people.  All 
agencies and professionals should: 

 Be alert to potential indicators of abuse or neglect

 Be alert to potential indicators of domestic abuse and violence.

 Be vigilant in monitoring children missing from Education, Home and Care.

 Share and help to analyse information so that an assessment can be made of the child’s needs and
circumstances.

 Contribute to whatever actions are needed to safeguard and promote the child’s welfare

 Take part in regularly reviewing the outcome for the child against specific plans.

 Work cooperatively with parents, unless this is inconsistent in assuring the child’s safety.

Brent Local Safeguarding Children Board Inter-agency Child Protection and Safeguarding Children Procedures 

Working Together to Safeguard Children (HM Government 2015) 

Keeping Children Safe in Education 2016 (HM Government 2016) 
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APPENDIX 3 (i) 

What Signs May A Child Exhibit If They Are A Victim Of Physical Abuse? 

Definition: Physical Abuse may involve hitting, shaking, throwing, poising, 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 causes ill health to a child whom they are looking after. This 

situation is commonly described using terms such as facilities illness by proxy or uncaused syndrome by proxy. 

SIGNS: 

 Marks and Bruises

 Suspicious stories about how the mark are made

 Frequent bumps etc.

 Broken Bones

 Frightened/ nervous at simple movement

 Tearful

 Poor behaviour

 Repeating inappropriate behaviour/ Bullying

 Violent Outbursts

 Hair missing

 Scratches/ burns

 Sleeping in class

 Use of bad language

 Shouting

 Poor attendance

 Little contact with other children

 Restless and fidgeting

 Mood swings

Additional Signs 
Constant injuries that can always be explained/ Change of mood/ Change of Character of Behaviour/ Self 

Comfort/ Non-Cooperation/ Change of character or behaviour / Absences/ Frequent medical Appointments/ 

Forgotten PE kit/ Do not want to go home at the end of the day/unable to form relationships with adults/ Self 

Protection 

Impact of physical abuse: 
It can lead to neurological damage, physical injuries, disability and occasionally death. Harm may be caused directly 
by the abuse itself or by the abuse taking place in a wider family context of conflict. Physical abuse has been linked to 
aggressive behaviour, emotional and behavioural problems and educational difficulties 
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APPENDIX 3 (ii) 

What Signs May A Child Show When They Are A Victim of Emotional Abuse? 

Definition: Emotional Abuse is the persistent emotional ill- treatment of a child such as to cause severe and 

persistent adverse effects on the child emotional development. It may involve conveying to children that they 

are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another person. It may 

feature age or developmentally inappropriate expectations being imposed on children. It may involve causing 

children frequently to feel frightened or in danger, or the exploitation or corruption of children. Some level of 

emotional abuse in involved in all types of ill- treatment of a child, though it may occur alone. Children’s 

witnessing domestic abuse between the parents or carers is also emotional abuse. 

SIGNS 
 Low self esteem
 Withdrawn/ frightened/ shy
 Secretive
 Makes little eye contact
 Emotionally finds it difficult to maintain relationships with peers and adults
 Jumpy or stuttering during conversations with adults
 Cries a lot/ very sensitive
 A Loner
 Stealing
 Lack of Concentration
 Poor Social Skills
 Very unsettled
 Bullies others
 Anti-social Behaviour
 Lack Of Confidence
 Additional Signs
 Wetting/ Soiling
 Self-Harm

Additional Signs 
Wetting/soiling/self-harming/rocking /change in appetite/timid/tearful/anorexic/changes in attitude/changes 
in attitude with others/extremes of emotion/ lien to praise/needy/clingy/bulimic/attention seeking. 

Impact of emotional abuse: 

Emotional abuse has an important impact on a developing child’s mental health, behaviour and self-esteem. It can be 
especially damaging in infancy. Domestic violence, adult mental health problems and parental substance misuse may 
be features in families where children are exposed to such abuse. Some level of emotional abuse is involved in all 
types of mistreatment of a child or young person, though it may occur alone 
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APPENDIX 3 (iii) 

What Signs May a Child Show If They Are a Victim of Domestic Violence? 

Definition: Domestic abuse is any incident of threatening behaviour, violence or abuse (psychological, physical, 

sexual, financial or emotional) between adults who are or have been intimate partners or family members, 

regardless of gender or sexuality. A child who is subjected to domestic abuse either through directly observing 

it or is exposed to its effects is affected emotionally and is under a lot of stress. Domestic abuse is emotional 

abuse. 

SIGNS: 

 Disproportionate reactions (overly apprehensive, tearful, angry or fearful)

 Withdrawn or quiet

 Negative relationships with opposite sex (children and peers)

 Aggression or bullying

 Tantrums

 Vandalism

 Problems in School, truancy

 Difficulty with speech problems that were not there before

 Difficulties with learning

 Attention needing

 Struggle to make or keep friendships

 Reluctance to come to school

 Reluctance to go home with parents

 Aggressive comments or language 9 sometime not expected for that age)

 Self- harming

 Nightmare or insomnia

 Bed Wetting

 Anxiety, depression, fear of abandonment

 Feeling of inferiority

 Constant colds, headaches, mouth ulcers, asthma, eczema

 Seem afraid or anxious to please

 Need for constant acceptance

 Be possessive over friends and belongings

Additional Signs: 

Change of mood/withdrawn or aggressive/change of character or behaviour/strange behaviour after 

weekends/sudden movements/self-protection/unable to form relationships with adult/lack of eye contact. 

Buxlow Preparatory Safeguarding Policy, September 2017 



20 | P a g e

APPENDIX 3 (iv) 

What Signs May A Child Show if They Are A Victim Of Sexual Abuse? 

Definition: Sexual Abuse involves forcing or enticing a child or young person to take part in sexual activities, 

whether or not the child is aware of what is happening. The activities may involve physical contact, including 

penetrative (e.g. rape or oral sex) or non- penetrative acts. They may include non- contact activities, such as 

involving children in looking at, or in the production of, pornographic material or watching sexual activates, or 

encouraging children to behave in sexually inappropriate ways. 

SIGNS: 

 Hides under clothes/ Baggy clothes

 Inappropriate contact with other children

 Withdrawn/ shy

 Aggressive to children of the opposite sex

 Scare of others

 Don’t like being touched

 Touch themselves or others

 Won’t change for PE

 Very quiet or loud

 Use of sexual language

 Stories or drawings include sexual connotations

 Exposing self

 Hesitate when wanting to talk to teacher

 Soiling/ wetting/ Stains underwear

 Repeated Urine Problems

 Re-enacting sexualise behaviour as part of play

 Bruising

 Sexually specific behaviour or/ and language

 Abusive to other children

 Little physical contact, finds hugs touching difficult to deal with will move away.

Additional Signs: 

Sexual play- Home corner/playground/inappropriate behaviour/provocative sexual language/medical 

difficulties/change of mood/withdrawn or aggressive /change of character or behaviour/masturbation/ 

anorexic/bulimic /self-harming /do not want to go home/secretive/withdrawn/change in physical appearance/ 

dress or body language/ unable to form relationships with adults. 

Impact of sexual abuse:  
Self-harm, inappropriate sexualised behaviour, depression, loss of or poor self-esteem, aggressive behaviour, lack of 
trust, running away from home. 
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APPENDIX 3 (v) 

What Signs May A Child Exhibit If They Are A Victim Of Neglect? 

Definition: Neglect is the persistent failure to meet child basic physical and / or psychological needs, likely to 

result in the serious impairment of the child health or development. It may involve a parent or carer failing to 

provide adequate food, shelter and clothing, failing to protect a child from physical harm or danger, or the 

failure to ensure access to appropriate medical care or treatment. It may also include neglect of, or 

unresponsiveness to child basic emotional needs. 

SIGNS: 

 Child smells, clothes are dirty, hair unbrushed

 Appears unhealthy but is always in school when unwell

 Low attendance- EWO (Educational Welfare Officer) involvement

 No Breakfast

 Is unfamiliar with basic routines of feeding self and toileting etc.

 Always hungry

 Late before and after school

 Attention seeking/ need praise to feel confident

 Poor hygiene, does not know how to use toilet properly

 Angry

 Parents have little contact with school. Do not attend parents evening

 Homework not completed/ PE kit repeatedly forgotten

 Correct clothes not worn to school i.e. not warm enough in winter, not cool enough in summer

 Steal things

 Lying

 Older siblings care for younger children and take on the parent role

 Cries a lot

 Makes slow progress

 Packed lunch does not provide child with a balanced diet

 Over eats at lunchtime

 Untidy/ unkempt

 Parents do not follow up medical requests from school i.e. nee for eyes to be tested.

 Instability in family, different carers/ boyfriends

 Sleeps in class / Goes to sleep late, little routine at home

Additional Signs: 

Inadequate packed lunch/unkempt/scruffy/sleeping during lessons/overly tired/repeated health problems 

that go unchecked or are not dealt with/head lice/ringworm not dealt with and constantly 

reoccurring/disorganised/attendance/punctuality (end and beginning of the day)/do not want to go home at 

the end of the day/Overweight/unable to form relationships with adult/content of writing or 

drawing/underachieving. 

Impact of neglect: 
Severe neglect of young children is associated with major impairment of growth and intellectual development. 
Persistent neglect can lead to serious impairment of health and development and long-term difficulties with social 
functioning, relationships and educational progress. 
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APPENDIX 4 

SPECIFIC SAFEGUARDING ISSUES 

All staff should be aware of safeguarding issues (please see list below). 
Expert and professional organisations are best placed to provide up-to date guidance and practical support on 
specific safeguarding issues. For example, NSPCC offers information for Schools and colleges on the TES website 
and also on its own website (ww.nspcc.org.uk). Schools can also access broad government guidance on the issues 
listed below via the GOV.UK website: 

 child sexual exploitation (CSE)

 bullying including cyber bullying

 domestic violence

 drugs

 fabricated or induced illness

 faith abuse

 female genital mutilation (FGM)

 Honour-based violence (HBV)

 forced marriage

 gangs and youth violence

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

 mental health,

 private fostering

 radicalization, extremism and terrorism (Prevent – see paragraph below)

 sexting (peer on peer abuse)

 teenage relationship abuse

 trafficking

CHILDREN IN NEED / CHILD PROTECTION ISSUES 
This policy does not only refer to children who may have suffered an abuse outlined above. All staff are expected to 
be aware of and look out for other potential issues such: 

 pupils’ medical conditions (refer to our First Aid policy)

 mental health problems (refer to our Welfare, Health & Safety policy)

 long term absence (refer to our Attendance policy and DfE statutory guidance on missing children)

 children missing from education (contact local authority)

Working with Children in Need may lead to inter-agency assessment using local processes such as Common 
Assessment Framework (CAF) or Team Around the Child (TAC). Staff receives information, briefing / training on all 
of the above issues.  

Further information is provided on some of the above as other safeguarding issues; please see other types of 
abuse (Appendix 5) 
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APPENDIX 5 

OTHER TYPES OF ABUSE 

FEMALE GENITAL MUTILATION (FGM) 

Definition: Female Genital Mutilation involves procedures that include the partial or total removal of the 

external female genital organs for cultural or other non-therapeutic reasons. The practice is medically 

unnecessary, extremely painful and has serious health consequences, both at the time when the mutilation is 

carried out and in later life. FGM is against the law except when performed by a registered medical 

professional on medical or mental health grounds. It is also illegal for someone to arrange for a child to go 

abroad with the intent of having her circumcised. Female Genital Mutilation (FGM) is Physical Abuse. 

SIGNS 

 Difficulty walking, sitting or standing

 Spending longer that in normal in the bathroom or toilet due to difficulties urinating.

 Fracture or dislocation of legs/ arms as a result of restraint

 Spend long periods of time away from the classroom during the day with bladder and menstrual problems

 Severe problems in the groin area

 Haemorrhage

 Being withdrawn- emotional and psychological shock (exacerbated by having to reconcile being subjected

to the trauma by loving parents, extended family and friends)

 Urinary infections

 Detached/ isolated

 Change in physical appearance/ dress and body language

 Withdrawn aggressive

 Unable to form relationships with adults

 Changes in attitude, personality and behaviour

 Changes in interaction with others

 Feelings shown through writing or art work

 Peer group problems

 Extremes of emotion

 Underachieving

Any suspicions of a child at risk of having or having had FGM must be reported immediately to the Head or 

Safeguarding Officer. Girls aged 5 to 8 years are most at risk. 

NB: If a teacher in the profession, discovers that an act of Female Genital Mutilation appears to have been 

carried out on a girl under the age of 18 the teacher must report this to the police. 
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CHILD SEXUAL EXPLOITATION (CSE) 

This involves exploitative situations, contexts and relationships where young people receive something (for 
example food, accommodation, drugs, alcohol, gifts, money or in some cases simply affection) as a result of 
engaging in sexual activities. Children are often groomed for future sexual exploitation. 

Sexual exploitation can take many forms ranging from the seemingly ‘consensual’ relationship where sex is 
exchanged for affection or gifts, to serious organised crime by gangs and groups. What marks out exploitation is an 
imbalance of power in the relationship. The perpetrator always holds some kind of power over the victim which 
increases as the exploitative relationship develops. 

Sexual exploitation involves varying degrees of coercion, violence, intimidation or enticement, including unwanted 
pressure from peers to have sex, sexual bullying including cyberbullying and grooming. However, it also important 
to recognise that some young people who are being sexually exploited do not exhibit any external signs of this 
abuse. 

In all cases, those exploiting the child/young person have power over them by virtue of their age, gender, intellect, 
physical strength and/or economic or the resources. Involvement in exploitative relationships are in the main 
characterised by the child or young person’s limited availability of choice resulting from their social/economic 
and/or emotional vulnerability. 

SIGNS 

 Underage sexual activity

 Inappropriate or sexualised behaviour

 Changes in the way they dress

 Injuries from physical assault, physical restraint, sexual assault.

FORCED MARRIAGES (FM) 
“A forced marriage is a marriage conducted without valid consent of one or both parties where duress is a factor.”  

This is an entirely separate issue from arranged marriage.  An arranged marriage involves the full consent from 

both persons involved, whilst in a forced marriage one or both persons will be subjected to coercion, manipulation, 

pressure or threat to fulfil the vows of marriage. Forced marriage is not religious or cultural issue – it is a human 

rights abuse.  Forced marriage means just that – where you are that you have to get married, and you do not want 

to. 

UK legislation has been in place since November 2008 to help protect victims of forced marriage: The Forced 

Marriage (Civil) Protection Act 2007.  If you suspect a child or young person being at risk, you must contact LSCB at 

0208 937 4300. 

CHILD TRAFFICKING 

Child trafficking is the recruitment and movement of children for the purpose of exploitation.  It is a form of child 

abuse and requires a child protection response. 

CHILDREN MISSING FROM EDUCATION 

Pupils’ attendances are monitored on a daily basis and all unexplained absences are addressed by the school.  All 
Schools must inform the local authority of any pupil who fails to attend School regularly, or has been absent 
without the School’s permission for a continuous period of 10 School days or more, at such intervals as are agreed 
between the School and the local authority. 
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BULLYING 
Our school policy on anti-bullying is set out in a separate document and acknowledges that to allow or condone 
bullying may lead to consideration under child protection procedures. This includes all forms e.g. cyber, racist, 
homophobic and gender related bullying.  We keep a record of known bullying incidents.  All staff are aware that 
children with SEND and/or differences/perceived differences are more susceptible to being bullied/victims of child 
abuse.  We keep a record of bullying incidents. 

If an allegation is child on child abuse; steps should be followed as stated in section ‘Dealing with a disclosure.’ 
Also refer to our Behaviour and Inclusion Policy. 

ON-LINE SAFETY 
Pupils increasingly use electronic equipment on a daily basis to access the internet and share content and images 
via social networking sites such as facebook, twitter, MSN, Google and instagram. 
Unfortunately some adults and young people will use these technologies to harm children.  The harm might ranges 

from sending hurtful or abusive texts and emails, to grooming and enticing children to engage in sexually harmful 

conversations, webcam photography or face-to-face meetings. 

 The schools E-Safety Policy explains how we try to keep pupils safe in school and protect and educate pupils in

the safe use of technology. Cyberbullying and sexting by pupils will be treated as seriously as any other type of

bullying and will be managed through our anti-bullying procedures.  Serious incidents may be managed in line

with our child protection procedures.

 Many pupils own or have access to hand held devices and parents are encouraged to consider measures to keep

their children safe when using the internet and social media at home and in the community.  All staff receives

online safety training and children received training and reminders at the beginning of lessons.

GANGS AND YOUTH VIOLENCE 
We aim to provide a safe environment to promote diversity. All pupils can explore and share values between and 
within communities. Pupils are encouraged to express their views and participate in open discussions. 

Staff should be alert to the risk factors that may point to a child becoming involved in violence and crime, and they 
have the knowledge to intervene at the earliest opportunity to help that child and family.  The school would 
provide practical support and advice to parents which would include working with external agencies. 

In addition to the above types of abuse, staff and volunteers should be on the alert for the potential need of early 
help for a child who is: 

 Disabled and has specific additional needs

 Has special educational needs

 A young carer

 Is in a family presenting with substance abuse, domestic violence or adult mental health

 Persistent illness

 In private fostering

 A Look After Child

 Who is showing signs of engaging in anti-social or criminal behaviour
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RADICALISATION/ PREVENT 
Children and young people can suffer harm when exposed to extremist ideology.  This harm can range from a child 

adopting or complying with extreme views which limit their social interaction and full engagement with their 

education, to children being groomed for involvement in violent attacks.  Children can be exposed to harmful, 

extremist ideology in the immediate or extended family, or relatives/family friends who live outside the family 

home but have influence over the child’s life.  Older children or young people might self-radicalise over the internet 

or through the influence of their peer network – in this instance their parents might not know about this or feel 

powerless to stop their child’s radicalisation. (See Appendix 6 on indicators to vulnerability to radicalisation). 

School staff receives training to help identify extremism. If a member of the staff has a concern about a particular 
pupil they should follow the School’s normal safeguarding procedures, including discussing with the Schools 
designated safeguarding lead, and where deemed necessary, with children’s social care. In prevent priority area, 
the local authority will have a prevent lead who can also provide support. 

Staff can also contact the local police force or dial 101 (the non emergency number). The police can talk with staff 
in confidence about their concerns and help staff gain access to support and advice. 

The Dept of Education has a dedicated helpline (Tel: 020 7340 7264) to enable staff and governors to raise 
concerns relating to extremism directly. Concerns can also be raised by email to 
counter.extremism@education.gsi.gov.uk. Please note that the helpline is not intended for use in emergency 
situations, such as a child being at immediate risk of harm or a security incident, in which case the normal 
emergency procedures should be followed. 

Staff have access to the link below to a range of information and videos which have been received. 

http://counterextremism.lgfl.org.uk/. 

The Government has launched ‘Educate against Hate’ website designed to equip schools with information, tools 
and resources they need to recognise and address extremism and radicalisation in young people. 

http://educateagainsthate.com   

Channel is part of the Prevent strategy this is a programme which focuses on providing support at the early stages 
of people who are identified as vulnerable to being drawn into terrorism. Further government guidance is provided. 

KCSIE 2016 (ANNEX A) has further information on preventing radicalisation in line with: 

Prevent Duty Guidance: For England and Wales published in March 2015 as part of Counter Terrorism strategy. 

FURTHER INFORMATION AND SUPPORT 
There is a list of websites provided by the government as a starting point to help keep children safe online. 

www.thinkuknow.co.uk 
www.disrespectnobody.co.uk 
 www.saferinternet.org.uk  
www.internetmatters.org  
www.childnet.com/cyberbullying-guidance 
 www.pshe-association.org.uk 
 www.gov.uk/government/publications/the-use-of-social-media-for-online-radicalisation 

All staff should be aware of the early help process with support or in some cases, acting as lead professional in 
undertaking an early help assessment along with SENDCO Lead.  

Staff members should maintain an attitude of ‘it could happen here’ where safeguarding is concerned and should 
act in the best interests of the child. 

Any of the above concerns should be reported immediately to the DSL. 

Buxlow Preparatory Safeguarding Policy, September 2017 

mailto:counter.extremism@education.gsi.gov.uk
http://counterextremism.lgfl.org.uk/
http://educateagainsthate.com/
http://www.thinkuknow.co.uk/
http://www.disrespectnobody.co.uk/
http://www.saferinternet.org.uk/
http://www.internetmatters.org/
http://www.childnet.com/cyberbullying-guidance
http://www.pshe-association.org.uk/
http://www.gov.uk/government/publications/the-use-of-social-media-for-online-radicalisation


27 | P a g e

APPENDIX 6 

INDICATORS OF VULNERABILITY TO RADICALISATION 

Radicalisation refers to the process by which a person comes to support terrorism and forms of extremism 

leading to terrorism. 

Extremism is defined by the Government in the Prevent Strategy as: 

Vocal or active opposition to fundamental British values; including democracy, the rule of law, individual 

liberty and mutual respect and tolerance of different faiths and beliefs. We also include in our definition 

of extremism calls for the death of members of our armed forces, whether in this country or overseas. 

Extremism is defined by the Crown Prosecution Service as: 

The demonstration of unacceptable behaviour by using any means or medium to express views which: 

 Encourage, justify or glorify terrorist violence in furtherance of particular beliefs;

 Seek to provoke others to terrorist acts;

 Encourage other serious criminal activity or seek to provoke others to serious criminal acts; or

 Foster hatred which might lead to inter-community violence in the UK.

There is no such thing as a “typical extremist”: those who become involved in extremist actions come 

from a range of backgrounds and experiences, and most individuals, even those who hold radical views, 

do not become involved in violent extremist activity. 

Pupils may become susceptible to radicalisation through a range of social, personal and environmental 

factors – it is known that violent extremists exploit vulnerabilities in individuals to drive a wedge between 

them and their families and communities. It is vital that school/ academy staff are able to recognise those 

vulnerabilities. 

INDICATORS OF VULNERABILITY INCLUDE: 

 Identity Crisis – the student / pupil is distanced from their cultural / religious heritage and experiences
discomfort about their place in society;

 Personal Crisis – the student / pupil may be experiencing family tensions; a sense of isolation;  and low

self-esteem; they may have dissociated from their existing friendship group and become involved with

a new and different group of friends; they may be searching for answers to questions about identity,

faith and belonging;

 Personal Circumstances – migration; local community tensions; and events affecting the student /

pupil’s country or region of origin may contribute to a sense of grievance that is triggered by personal

experience of racism or discrimination or aspects of Government policy;

 Unmet Aspirations – the student / pupil may have perceptions of injustice; a feeling of failure; rejection

of civic life;

 Experiences of Criminality – which may include involvement with criminal groups, imprisonment, and

poor resettlement / reintegration;

 Special Educational Need – students / pupils may experience difficulties with social interaction,

empathy with others, understanding the consequences of their actions and awareness of the

motivations of others.

However, this list is not exhaustive, nor does it mean that all young people experiencing the above are at 

risk of radicalisation for the purposes of violent extremism. 
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More critical risk factors could include: 

 Significant changes to their style of dress or appearance and

 Their day to day behaviour becoming increasingly centred around an extremist ideology, group or
cause;

 Loss of interests in other friends and activities not associated with extremist views

 Attempts to recruit others to the group/cause/ideology

 Being in contact with extremist recruiters;

 Accessing violent extremist websites, especially those with a social networking element;

 Possessing or accessing violent extremist literature;

 Using extremist narratives and a global ideology to explain personal disadvantage;

 Justifying the use of violence to solve societal issues;

 Joining or seeking to join extremist organisations; and

 Experiencing a high level of social isolation resulting in issues of identity crisis and / or personal crisis.
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APPENDIX 7 

PROCEDURES FOR DEALING WITH CASES 

1. All staff should discuss concerns with the Designated Safeguarding Lead.

2. A Record of Child Concern Form must be completed immediately detailing as much information as possible.

3. The Designated Safeguarding Lead has specific responsibility for co-ordinating action in the school and for
liaising with social services departments and other agencies over suspected or actual case of child abuse.

4. The DSL will contact Brent Family Front Door (0208 937 4300) and the Front Door team will determine
whether a concern regarding a child reaches the social care/child protection threshold. If you are calling
outside normal office hours (9am - 5pm) please call their emergency duty team on (20 8863 5250).

5. The Designated Safeguarding Lead must use the Online Referral Form (https://forms.brent.gov.uk/) to
record details if the concern is to be reported to the appropriate investigating agencies or Brent Local
Authority Designated Officer (LADO) Email: family.frontdoor@brent.gcsx.gov.uk or the Police (020 8733
3503 anytime).

6. The Designated Safeguarding Lead will refer the case or discuss the issues with the appropriate
investigating agencies within 24 hours, for example CSC (Children’s Social Care) for children in need or at
risk and LADO for allegations against staff, following up in writing within 48 hours using the Brent Children’s
Social Care referral form for Professionals that is accessible from the Brent LSCB website
(http://www.brentlscb.org.uk/) The DSL will inform the Proprietor if a referral is made. Safeguarding is
ultimately everyone’s responsibility and any one may make a referral to external agencies.

7. All conversations regarding the disclosure must be in a written format and sent to Social Care/ LADO.

8. Following the referral, the investigating agency will acknowledge receipt of the referral and decide the next
course of action.

9. A Case folder must be created, including a Chronology/Significant Events Sheet when advised of an issue by
Social Care or the LADO. These folders are kept in the Head’s office

10. Staff must NOT question any other persons implicated in the disclosure. To do so may prejudice any
potential police investigations.

11. Staff should familiarise themselves with the guidance in KCSIE  Sept 2016 and Annex A.

12. It should be remembered that all staff can refer a child to children’s social care if necessary. Where
referrals are not made by the designated safeguarding lead (DSL) then the DSL should be informed as soon
as possible.

13. If a child is in immediate danger or is at risk of harm, a referral should be made to children’s social care
and/or the police immediately.
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APPENDIX 8 

BUXLOW PREPARATORY RECORD KEEPING FORMS 

The cause for concern record adn discussion record is for completion by staff or volunteers when they become aware 
of child welfare concerns, in accordance with government guidance and the school’s child protection policy. 

The Designated Safeguarding Lead will monitor concerns raised in this way by staff and is responsible for record 
keeping and oversight of completed Cause for Concern Records.  These are filed in the Head’s office. 

The DSL may report where appropriate to Children’s Social Care if a child is deemed at risk of significant harm. 

Concerns should usually be shared with parent/child, unless to do so may place a child/ren at increased risk of harm 
(if in doubt about this, consult with social care). 

Staff must write legibly and should not use acronyms. Exact words must be used even if they may offend. Records of 
discussion must be kept using the School Record of Discussion Form, with particular importance given to completing 
all details concerning any discussion. 
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Buxlow Preparatory School Cause for Concern Record 

Date Concern Filed Date of Disclosure 

Name of child/ren Class 

Who is recording 
this? 

Role in school 

Nature of Concern Attach additional sheet(s) if necessary.  include observations as well as professional opinions) 

Body Map Used? YES NO 

Any other Information? 
Previous Concerns?  
Patterns of Behaviour? 
Entries: Class Pastoral Care 
Folder? 

Current Status +  
Brent Front Door / LADO 

None Prev. Known Open Case Child P. Plan 

Contact Log 
Names/Position/Date 

Sch. DSL reviewing concern Review Date 

Initial 
Actions 
Dates 

Further  
Action 
Dates 
Concerns raised: 
Parents? 
Carers? 
Front Door? 

Final Outcome 
Dates 
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Buxlow Preparatory School Record of Discussion

Date: Venue: Time: 

Telecon.   /   Meeting Parent/Child/Other: Staff: 

Initiated by: 

Matter: 

Notes: 

Outcomes / Actions: 
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APPENDIX 9 

BODY MAP GUIDANCE 

Body Maps should be used to document and illustrate visible signs of harm and physical injuries. Always 
use a black pen (never a pencil) and do not use correction fluid or any other eraser. 

Do not remove clothing for the purpose of the examination unless the injury site is freely available because 
of treatment. 

*At no time should an individual teacher/member of staff or school take photographic evidence of any

injuries or marks to a child’s person, the body map below should be used. Any concerns should be

reported and recorded without delay to the appropriate safeguarding services- Brent Front Door / LADO

or child’s social worker if already an open case to social care.

When you notice an injury to a child, try to record the following information in respect of each mark 

identified e.g. red areas, swelling, bruising, cuts, lacerations and wounds, scalds and burns: 

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

 Size of injury - in appropriate centimeters or inches.

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

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

 Is the skin broken?

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

 Is there a scab/any blistering/any bleeding?

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

 Is mobility restricted as a result of the injury?

 Does the site of the injury feel hot?

 Does the child feel hot?

 Does the child feel pain?

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

Importantly the date and time of the recording must be stated as well as the name and designation of the 

person making the record. Add any further comments as required. 

Ensure First Aid is provided where required and record 

A copy of the body map should be kept on the child’s concern/confidential file. 
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APPENDIX 9 (i) 

BODYMAP 

Name of child: Date of Birth: 

Name of staff: Job title: 

Staff Witness: Job title: 

Date and time of observation: 
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APPENDIX 9 (ii) 

BODYMAP 

FRONT BACK 

Name of child: Date of Birth: 

Name of staff: Job title: 

Name of child: Date of Birth: 

Name of staff: Job title: 

Staff Witness: Job title: 

Date and time of observation: 
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RIGHT LEFT 
APPENDIX 9 (iii) 

R L 

Name of child: Date of Birth: 

Name of staff: Job title: 

Staff Witness: Job title: 

Date and time of observation: 
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APPENDIX 9 (iv) 

R TOP L R BOTTOM L 

R L 

INNER 

R L 

OUTER 

Name of child: Date of Birth: 

Name of staff: Job title: 

Staff Witness: Job title: 

Date and time of observation: 
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Appendix 10 

Flowchart for Child Protection Procedures at Buxlow Preparatory School: Staff Concern About A Child 

Staff records and report a 
disclosure/incident/concern to DSL 
about a child 

Disclosure/concern is discussed 
with DSL and Head 

Head and DSL decide whether a 
referral to another agency is 
necessary. 

Head/DSL call the parents (where 
appropriate) to inform them of 
action to be taken. 

Head/DSL makes the referral. If a referral to another agency 
is not needed, DSL will 
monitor child and may refer 
for assessments to an 
Educational Psychologist or 
CAF with school SENCO.  

Agency deals with referral 

DSL keeps records in a secure 

location, separate to the personal 
files. 

WEBSITES FOR KEEPING CHILDRE SAFE: 

Local Area Designated Officer – Brent LADO - 020  8937 4834 
Brent Local Safeguarding Children Boards (LSCB): www.brentlscb.org.uk 
National Society for the Prevention of Cruelty to Children (NSPCC): www.nspcc.org.uk 
CEOPSThinkuknow: https://www.thinkuknow.co.uk 
Childline: http://www.childline.org.uk/pages/home.aspx 

Designated Safeguarding Lead – DSL 

Special Educational Needs Coordinator - SENCO 
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Appendix 10 

Flowchart for allegations against a staff and volunteers at Buxlow Preparatory School. 

Staff have a concern about a 
member of staff/volunteer who 
may have posed a risk of harm 
towards a child or may have 
harmed a child. 

The child or accused abuser 
SHOULD NOT be questioned but 
a record made of what was 
reported. 

Report it immediately to the 
Head (or the Proprietor, if the 
allegation is about the Head).  

Report/concern is discussed with 
the Head. 

Head decides if a referral to the 
LADO is necessary. The police 
may be involved at this stage. 

Head handles allegation 
internally. 

The LADO handles the referral. 

Yes No 

Head may seek 
advice from HR. 

Local Area Designated Officer – LADO 
Brent LADO: 020  8937 4834 
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