Fosse Way School

Child Protection Policy and Guidelines

Rationale

This is written with reference to the Care Standards for Residential Special Schools Act 2003, Working Together to Safeguard Children (DCSF) and BANES ‘Safeguarding Children in Education’ July 2005.

This policy applies to both children and vulnerable adults

The governors, Headteacher and all staff have a responsibility to safeguard and promote the welfare of the children in their care and to take steps to prevent children in their care from suffering ill treatment or neglect. Pupils at Fosse Way are particularly vulnerable as all have special needs, many experiencing difficulties in communication. It is crucial that these difficulties are recognised and that staff continually strive to ensure equitable treatment for the students in their care. This policy is written in conjunction with the BANES Children in Need Policy and Procedures and conforms to all the requirements of that document.

The ICT coordinator is responsible for checking the BECTA web site termly for any updates on child protection and ICT, keeping staff informed and school procedures up to date.

The ICT coordinator is responsible for keeping a record of cyber bullying and organising e safety training for staff.
The PSHE coordinator is responsible for ensuring internet safety modules are incorporated into the PSHE scheme of work at age appropriate levels.

Aims

· A key member of staff to be designated Child Protection Officer.

· All staff to have received training in Child Protection issues which will be regularly updated.

· All staff to be aware of the Child Protection procedures adopted within the school.

· Child Protection to be a part of the induction procedures for new members of staff, students and volunteers.
· Whole school training on ‘Guidance for Safer Working Practice for Adults who work with Children and Young People’ this document also forms part of new staff induction

· Where possible pupils to be made aware of the role staff have in supporting them through issues relating to Child Protection.

Guidance to staff in Child Protection Procedures

Procedures
1.
If you have a concern that a child has been mistreated, either physically, emotionally, sexually or by neglect, you must:

· Report the matter immediately to the Designated Teacher for Child Protection.
· The Designated Teacher is Emily Massey, Assistant Head (See addendum A for roles and responsibilities of the designated teacher).

· The Designated Governor for Child Protection is Marian Bodman, Chairperson

· Keep the matter confidential to as few people as need to know. If there is anyone who needs to be informed the designated teacher or Head teacher will ensure this happens. Confidentiality is crucial. (See Confidentiality Policy). Staff not adhering to the confidentiality policy and procedures may be liable to disciplinary action. (See section 1.5 Children in Need Booklet; copies in staff room, heads and designated teachers offices)

(This procedure applies to all allegations, including those which may be made against staff. Allegations against the Head teacher may also be directed to the Chair of Governors. Any member of staff may contact the Commission for Social Care directly (see point 7)
2.  It is important to keep an accurate written record of what has occurred or been noticed and to pass a copy, signed and dated, to the Designated Teacher. Staffs are advised to keep their own copy. These records are filed into a locked drawer in the Deputy Heads office, with access only by the Child Protection Officer and Head teacher. Information from notes may be passed onto social care and other agencies as required. 

3. Following a referral to the Child Protection Officer or Head teacher (if appropriate) a decision will be made to either

(i) Refer to social care
(ii) Gain advice from social care
Once a referral has been made, social services may

(i) Require school to contact parents to inform them that a referral has been made

(ii) Convene a strategy meeting (which is multi agency) to decide how to move forwards

(iii) Log the event but take no action

(iv) Contact the family to investigate further

4
It is not your job to investigate the matter.  It will be the duty of those responsible for child protection to gather enough information to decide whether or not to contact the Social Services Department.

If appropriate, referral to Social Services must be made within 24hours.

5
The Social Services Department and the Police have a duty to investigate cases of suspected abuse.  Those who work in the education service have a duty to co-operate with any such investigation.  This might involve providing information, monitoring the child or in some cases attending a child protection conference. Failure to pass on information or to cooperate may result in disciplinary action being taken against a member of staff.

6
The Headteacher must notify the Commission for social care of both the   initiation  

              and the  outcome of child protection enquiries affecting any child within the school.

The Commission should also be informed of the death of a child within the school setting.

Parents or staff may contact the Commission for Social Care directly:

Commission for Social Care 

Bristol North LO

300 Aztec West

Almondsbury

South Glos.

BS32 4RG

7
All staff, students and volunteers working in the school will be subject to the appropriate recruitment checking requirements i.e. two references must be given and checked, CRB forms completed and returned before anyone can start to work in the school. Clear guidance on Child Protection matters is given at the time of induction. Further training is given annually. The designated teacher will update training every three years. 


All selection panels must contain a person who has completed the Safer Recruitment in Education Training provided by CWDC and NCSL
8
All staff employed in the school has their child protection responsibilities clearly outlined in their job description and must sign to confirm that they have read and understand the Child Protection Policy.  All staff will receive a copy of ‘Guidance for Safer Working Practice for Adults who work with Children and Young People’
9.
Volunteers will also receive a copy of the Child Protection Policy and sign that it has been read and understood.

10.
Child Protection Policy and Procedures are not discretionary and must be complied with.

11.
A record of staff training in Child Protection is be kept by the school on the   single central register
12
The school has written guidance (disciplinary procedures) for staff against whom an allegation is made. (See BANES Disciplinary Procedures and Grievance Policy)

 Refer to appendix 1 
General Advice
1. Staff and adults are well placed to notice possible signs of abuse in children, because of their regular contact.

2. Signs of abuse may be:

Obvious and sudden, for example an injury; or part of a picture over a longer period, perhaps including 

· behaviour which is unusual for the child or its age

· work falling off or a lack of interest

· isolation or introversion

3. Alternatively you may become concerned:

· When a child tells you about ill-treatment which has happened to him or her, or to a friend, brother or sister; 

· or when an adult claims that a child has been mistreated;

· Or as a result of witnessing the actions of a carer or colleague

4. In all of these cases there are things that you should do:

· Treat the matter seriously and reassure the child if necessary

· React to what the child tells you with belief

· Make it clear that you will have to inform others

· Tell only those who need to know

· Seek advise if in doubt

· Keep a careful watch on the child

· Keep an accurate record of what you have noticed, what has happened and what you have done

· If a child has made a disclosure to you, tell the child what action you must take

5. There are things you must not do:

· Do not promise to keep the matter confidential
· Do not interrogate children or ask leading questions

· Do not speak to anyone about whom the allegations are made, even if the allegations are about a colleague or another adult.

6. Students with special needs are particularly vulnerable to abuse and often lack the communication skills to inform anyone. Indirect signs of abuse may be a sudden change in a child’s behaviour, a reluctance to come to school, appearing depressed. Staff should be aware of indirect signs and report them to the head or designated teacher if they should occur.

7.
Any child on the Child Protection List will have a nominated member of staff to provide pastoral support (this will normally be the tutor).

Reviewed November 2010
 (To be reviewed annually)

Reviewed March 2010 to include reference to new safeguarding documentation.
Addendum 1

Extract from the Deputy Headteacher’s Job Description

7.8 To act as the Designated teacher for Child Protection and Looked After Children

As Designated teacher for Child Protection the Deputy Head will

· Liase with the Head teacher, Governors and Social Services in all matters related to Child Protection

· Be responsible for keeping records of all Child Protection referrals

· Inform the LA and Commission for Social Care of a Child Protection referral at the time of the referral 

· Ensure all staff are given guidance on Child Protection at induction

· Ensure that all staff have received, read and signed the Child Protection policy

· Keep the Head, Governors and staff  informed of any changes to Child Protection Procedures or guidance

· Ensure that staff receive regular training in Child Protection issues

Appendix 1 Child Protection Procedures
Appendix 2 Child Protection Proforma

Appendix 3 Child Protection Injury Report Form

All Appendices are kept on staff share in the child protection folder
Name ……………………………………

I have read and understood the Child Protection Policy and Guidance.

Signed …………………………………. (Member of Staff)

Date ……………………………

Guidelines on Record Keeping and Management of Child Protection Information

General

· It is vital for records to be kept up to date so that the school can monitor its safeguarding practices and then school should identify any causes for concern early on.

· Any records should be made at the time of event or as soon as possible afterwards.  Records should be factual, if possible use the child’s own words and they must be signed, dated and filed chronologically.  Any handwritten notes must be kept even if they are ‘typed up’.

· All records must be given to and stored by the designated person/teacher; this person will make a decision as to what action (if any) is needed.  Other members of staff only should have access of records on a ‘need to know’ basis, pupils should be told that disclosures will be treated with sensitivity but some info may need to be shared with other professionals in order to protect the child.

· All records are confidential and are to be filed away from a child’s main school file.  The main school file should have a symbol of some kind to highlight that there are child protection notes on this child.

· A concern of any kind should be recorded.  

· Record sheet to have:

· a front sheet (name, dob, address, brief family details

· date and time of event/concern

· nature of concern raised

· action taken and by whom

· With a disclosure the record should also include: 

· as full an account as possible of what the child said

· questions put to child

· time and place of disclosure and who was present

· demeanour of the child, where child was taken at end of disclosure

· a record/copy of any referral made   

· If the child is on the Child Protection Register notes of any child protection case conferences etc…         

· If information is taken from a file, a date note should be placed in the file indicating where info has gone and who has it.

Access to Files

· The child in question has a right to access their personal records unless’ the health or well-being of the date subject or another child or prejudice an ongoing criminal investigation’.

· Those with parental responsibility do not have access to their child’s CP file.  If a parent wants access such a request should be done in writing and the same applies (as with a child above).

· CP information should not be shared with agencies (other than SS, Health, Police or the LEA as described in local procedures (seek advice regarding sharing of info with LEA’s legal service).  When information is shared, references to the children other than the data subject by name should be removed and/or any other info which could lead to their identity being discovered. 

· If any info relates to an adult it can be disclosed if it is relates to the performance by that person in a professional capacity –any reference to that person’s private life should be removed.

Transfer of Records

· When a pupil transfers from one school to another all existing CP records should be forwarded immediately, ideally with the old and new designated CP people meeting to ’hand over’.

· If a child leaves without a forwarding home address/new school information contact your EWO.

· When a child with a CP record leaves school the last school the child attended should keep the records until the child reaches 25years old.

Appendix 1

FOSSE WAY SCHOOL

CHILD PROTECTION PROCEDURES FOR ALL STAFF 

Child Protection Officer (CPO): 
Emily Massey
Deputy Child Protection Officer: 
Hannah Jones
Child Protection issues involve a child being at risk from neglect or abuse.  This may be physical, emotional or sexual.  If you suspect such abuse is, or has taken place, you must report it to the school’s Child Protection Officers.

The following welfare concerns should also be reported: self harming; sexual activity; alcohol/drug abuse; or anything that you feel is odd or may indicate a greater concern.

A.  If a child discloses abuse.

1. Listen to what he/she is saying.  Accept what you are told whether you believe it or not.  (We are not trained social workers – these professionals will make the appropriate decisions as to how to proceed).  Try not to look shocked or disbelieving.
2. Never promise confidentiality.  Make it clear that it will be treated confidentially, but you have to pass the information on.  Reassure the young person that he/she is not to blame.
3. Do not interrogate the child or ask leading questions.  Clarify if necessary what has been said to you so that you are clear.  Use his/her words.  (Give an option to write if appropriate).
4. Explain to the child that Emily Massey or Hannah Jones have to be informed because they deal with all Child Protection issues.
5. The information must be passed on to the Child Protection Officer as soon as possible on the same day.
6. Make notes as soon as you can after the event.  Include date/time.  Describe any observable behavior then complete the Child Protection pro-forma and injury report form if necessary.  These are available on staff share – Child Protection folder.
7. You must seek out the CPO for a direct conversation.  The Child Protection 

pro-forma must be passed onto the Child Protection officer.
B. If you have suspicions about a child being at risk:

(eg; bruising extreme tiredness, unexplained injuries)

1. Talk to the child, but again do not promise confidentiality.
2. If you are uneasy about the explanation, complete an injury report form and pass to a Child Protection Officer in school.  These details will be logged and action taken as appropriate.

Fosse Way House

If a Child Protection issue arises in Fosse Way House contact David Gregory, John Churchill or 

Alison Reevey – they will refer on to the Child Protection Officer – Emily Massey.

If you have concerns about a child outside school hours contact Bath & North East Somerset Social Services Duty Desk – 01225 396318.

Inform school Child Protection staff as soon as possible:-

Appendix 2

	Child Protection
Confidential

Fosse Way School

	Name of child


	Date


	Time

	Reported by/Relationship with



	Details- To be handed to the Child Protection Officer as soon as possible
Nature of concern 
Attach additional sheet(s) if necessary 
(include observations as well as professional opinions) 



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 Child Protection Teacher will monitor concerns and report where appropriate to social care if a child is deemed at risk of significant harm. This information will be disclosed only to those staff who need to know for the purposes of child protection. Concerns will 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).
APPENDIX 3

Fosse Way School

Child Protection: Injury Report Form

Please complete this form if there is an external injury visible or reported.

Complete this in addition to the Child Protection Proforma.

	PUPIL NAME
	

	DoB
	

	Date incident reported
	


Record of injury or injuries reported. Please note;

1. This may be a continuous monitoring record or details about one specific ‘reported’ concern.

2. The outlines below should be used to indicate by arrow)s) the site and date of injury

3. More comprehensive notes can be detailed overleaf.

[image: image1.jpg]



SCHOOL STAFF SHOULD NOT UNDRESS OR EXAMINE A PUPIL TO DISCOVER INJURIES
Signed.......................................................... Name........................................................ Date................

Child Protection : Injury Report Form

Details about the injury or concerns:

	Date Noticed or reported
	Brief details of injury or concern
	How injury was noticed or concern arose
	Pupil’s comments about the injury
	Child Protection Officer fully informed? Give details
	Parents comments or explanation offered:

	
	
	
	
	
	Parents informed  Yes / No

Comments:
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