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This policy is to be implemented in conjunction with the Safeguarding Policy the procedures that 
need to be followed should a member of the staff have any concerns. Our school policy applies to all 
staff, governors and volunteers working in the school. This policy is in line with documents identified 
below and is available in the class folders, school server and school website. 
 

 Working Together to Safeguard Children” (March 2015 Feb update) 
http://www.wolverhamptonsafeguarding.org.uk/images/safeguarding-
children/Working_Together_to_Safeguard_Children_20170213.pdf 
 

 What to do if you are worried a child is being Abused: Advice for Practitioners (March 2015)  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/

419604/What_to_ do_if_you_re_worried_a_child_us_being_abused.pdf 
 

 Keeping Children Safe in Education (September 2016) 
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2 
 

 Information Sharing: Advice for Practitioners providing Safeguarding Services to Children, 
young People, Parents and Carers  ( March 2015)  
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419628/Inf
ormation_sharing-advice_safeguarding_practitioners.pdf 
 

 Guidance for safer working  practice for those pupils working with children and young people 
in education settings ( September 2015) 

 http://www.rrrecruitment.com/wp-content/uploads/2016/04/Guidance-for-Safer-Working-
Practice-October-2015.pdf 
 

 Prevent Duty  - Counter Terrorism and Security Act 2015 

 https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/445977/37
99_Revised_Prevent_Duty_Guidance__England_Wales_V2-Interactive.pdf 
 

 Silverhill Safeguarding Policy 2016 
 
These documents which are available on the school server and all members of staff are expected to 
be familiar with and understand the documents in order to create a culture of vigilance within our 
community. The policy is updated annually and known to everyone working in the school including 
the Governing Board and ensures that our policies, procedures and culture work in the best interests 
of the child. It will be available to parents on request and via the school web site.   
 
Everyone working in or for our school service shares an objective to help keep children and young 
people safe by contributing to: 

http://www.wolverhamptonsafeguarding.org.uk/images/safeguarding-children/Working_Together_to_Safeguard_Children_20170213.pdf
http://www.wolverhamptonsafeguarding.org.uk/images/safeguarding-children/Working_Together_to_Safeguard_Children_20170213.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419604/What_to_%20do_if_you_re_worried_a_child_us_being_abused.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419604/What_to_%20do_if_you_re_worried_a_child_us_being_abused.pdf
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419628/Information_sharing-advice_safeguarding_practitioners.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419628/Information_sharing-advice_safeguarding_practitioners.pdf
http://www.rrrecruitment.com/wp-content/uploads/2016/04/Guidance-for-Safer-Working-Practice-October-2015.pdf
http://www.rrrecruitment.com/wp-content/uploads/2016/04/Guidance-for-Safer-Working-Practice-October-2015.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/445977/3799_Revised_Prevent_Duty_Guidance__England_Wales_V2-Interactive.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/445977/3799_Revised_Prevent_Duty_Guidance__England_Wales_V2-Interactive.pdf
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• providing a safe environment for children and young people to learn and develop in our school 
setting, and 
• identifying children and young people who are suffering or likely to suffer significant harm, and 
taking     appropriate action with the aim of making sure they are kept safe both at home and in our 
school setting 
 
Silverhill Primary School strives to educate all of its pupils within an environment where the traditions 
of learning, respect and community are promoted.  The overall aim of this policy is to safeguard and 
promote the welfare of the children in our care. 

 
The welfare of the child is paramount. 

 
OBJECTIVES 
This will be achieved by: 

 creating an environment where children and young people feel secure, have their viewpoints 
valued and are encouraged to talk and are listened to  

 continuing to develop awareness in all staff of the need for Child Protection and their 
responsibilities in identifying abuse, with particular care being taken with children with 
disabilities and SEN 

 ensuring that all staff are aware of the referral procedures within the school 

 providing a systematic means of monitoring all students who have been identified as ‘having 
protection needs’, whether or not they are on the Child Protection Register 

 ensuring that outside agencies are involved as appropriate 

 ensuring that key concepts of Child Protection are integrated within the curriculum especially 
in Citizenship 

 providing information for parents/carers in the School Prospectus outlining the procedures 
laid down by this policy and ACPC procedures. 

 ensuring we practice safe recruitment in checking 
the suitability of staff and volunteers to work with children 

 ensuring children know that there are adults in the school whom they can approach if they 
are worried. 

 raising awareness of child protection issues through safety education as part of the non-
statutory framework for Personal, Social and Health Education (PSHE) 

 
CHILD PROTECTION CO-ORDINATORS FOR OUR SCHOOL ARE: 
KATE NASH / STEVE BURLEY/ LOUISE NEVIN 
 
GOVERNOR WITH RESPONSIBILITY FOR CHILD PROTECTION IS: 
CLAIRE HUNTER 
 
SCHOOL PROCEDURES 

Children making a Disclosure 

Any member of staff with an issue or concern relating to a child in need of child protection should 
immediately record the concern (see the form you need to complete in appendix 1) and discuss it 
with the Child Protection Co-ordinators. Allegations of child abuse must always be given the highest 
priority and be referred immediately in writing to the class teacher and/or Child Protection Co-
ordinators. 
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Yours is a listening role. Do not interrupt the child if he or she is freely recalling significant events.  If 
you need to ask questions to clarify your understanding, you should frame them in an open manner 
and not lead the child in any way. 
 

 Let them talk  

 Listen to what they are saying 

 Do not ask any leading questions but rather use words such as – tell me about what 
happened, can you describe / explain…. 

 Do not give any promises of keeping anything a secret but explain that you must get some 
help 
 

Do not give understandings of absolute confidentially. 
 
Children with SEND can face additional safeguarding challenges. (KCSIE para 85) the staff and 
governors need to be aware that additional barriers can exist when recognising abuse and neglect in 
this group of children. These can include; 

 Assumptions that indicators of possible abuse such as behaviour, mood and injury relate to 
the child’s disability without further exploration 

 The potential for children with SEND being disproportionally impacted by behaviours such as 
bullying, without outwardly showing any signs; and 

 Communication barriers and difficulties in overcoming barriers 
 

Record the discussion as soon as it is you can, but certainly within 24 hours, and pass onto The Child 
Protection Co-ordinators 

 
It is the responsibility of the Child Protection Co-ordinators to decide upon an appropriate course of 
action appendix 2 and 3 will help to record the reasons for decisions and actions taken. 
 
Parents should be informed of any referral to Social Care unless to do so would put the child at risk of 
further significant harm. 
 
Due to the close professional relationship with pupils, staff are also vulnerable to allegations of abuse 
or misconduct.  These accusations may be false, malicious or misplaced.  They may also be true.  

 
Staff can harm pupils either deliberately or by failing to follow procedures, policies or code of 
conduct. 
 
Staff who hear an allegation of abuse against another member of staff, or indeed themselves, should 
report the matter immediately to the Head Teacher.  If the allegation is against the Head Teacher, the 
Chair of Governors should be contacted.  (see separate DCC policy for Management of Allegations 
against Staff) 

 
Related School Policies to create a vigilant culture 
 
Guidance for safer working  practice for those pupils working with children and young people in 
education settings ( September 2015) provides helpful advice for all adults working in our school to 
enable all pupils to flourish in a safe environment.  
 
The following policies are considered relevant to promoting a safe culture in our school.  
 
o Administration of Medicines 
o Anti-bullying Policy 
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o Behaviour Management Policy 
o Child Protection Policy 
o Confidentiality Policy 
o Drugs 
o E safety including social media and mobile phone use 
o Equal Opportunity Policy and Statement 
o Emergency Evacuation 
o Fabricated or Induced illness 
o Fire Safety 
o First Aid 
o Harassment and Discrimination 
o Health and Safety Policy 
o Induction Policy 
o Intimate Care 
o Lone working - risk assessment 
o Mutual Respect, harassment and Discrimination 
o Pupil Personal Safety Policy 
o Safeguarding Guidelines 
o Safer Recruitment Policy 
o Self-Harm-Derby City practice guidance 
o Special Educational Needs and Disability 
o Staff Code of Conduct including  
o Sun-safety Policy 
o Whistleblowing Policy 
 

Children Missing from Education 
 

The school follows the Derby City procedures “Children Who May Be Missing/Lost From Education 
”.Where children on roll at a school do not turn up, and this school has made the usual enquiries they 
should refer the case to the education Social Work Service in the usual way.  If the allocated worker 
cannot locate the child/family they will inform the Children Missing Education team and the school 
will be advised by them or the EWO Service that they can take the child of roll (normally after 4 
weeks). 
http://derbyshirescbs.proceduresonline.com/chapters/p_abuse_img_ch_ict.html 
 
Confidentiality 
 

School has regard to “Information Sharing: Practitioner’s guide” HM Government, 2015 
www.ecm.gov.uk/deliveringservices/informationsharing  
“Where there is a concern that the child may be suffering or is at risk of suffering significant harm, the 
child’s safety and welfare must be the overriding consideration. “ 
 
The School has a clear and explicit Confidentiality Policy which dictates: 
 

 When information must be shared with police and Social Care where the child/ young 
person is / may be at risk of significant harm 

 When the pupil’s and/or parent’s confidentiality must not be breached  

 That information is shared on a need to know basis 
 
 

http://derbyshirescbs.proceduresonline.com/chapters/p_abuse_img_ch_ict.html
http://www.ecm.gov.uk/deliveringservices/informationsharing
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DEFINITIONS OF ABUSE 
 
CATEGORIES AND SIGNS AND SYMPTOMS 
 
Physical abuse – involves physical injury to a child, including deliberate poisoning, where there is 
definite knowledge or a reasonable suspicion, that the injury was inflicted or knowingly not 
prevented.  It may involve hitting, shaking, throwing, poisoning burning or scalding, drowning, 
suffocating or otherwise causing physical harm to a child, including by fabricating the symptoms of or  
deliberately causing, ill health to a child. 
 
Typical signs of physical abuse are:   
Bruises and abrasions especially about the face, head, genitals or other parts of the body where they 
would not be expected to occur given the age of the child.  Some types of bruising are particularly 
characteristic of a non-accidental injury especially when the child’s explanation does not match the 
nature of injury or when it appears frequently.   

 Unexplained bruising, marks or injuries to any part of the body 

 Slap marks may be visible on any part of the body. 

 Damage to the mouth such as bruised or cut lips or torn skin where the upper lip joins the 
mouth 

 Human bite marks 

 Fractures 

 Poisoning or other misuse of drugs such as over use of sedatives   

 Burns and scalds with upward splash marks 

 Multiple burns with a clearly demarcated edge 

 (a body map is available to assist with recording – appendix 6) 
 
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 buggery) or non-penetrative acts.  They may include involving 
children in looking at, or in the production of pornographic material or encouraging children to 
behave in sexually inappropriate ways. 
 
Typical signs of sexual abuse are: 

 A detailed sexual knowledge inappropriate to the age and  developmental stage of the child 

 Sexually explicit language 

 Increased frequency of visits to the toilet 

 Pain or itching in the genital area 

 Stomach pains 

 Vaginal discharge or infection 

 Discomfort when sitting down 

 Sexually transmitted disease 

 Use of inappropriate sexual language 

 Behaviour that is excessively affectionate or sexual towards other children or adults 

 A fear of medical examinations or of being alone 

 Sudden loss of appetite, compulsive eating, anorexia nervosa or bulimia nervosa 

 Excessive masturbation  

 Nightmares/ lack of sleep 

 Bedwetting 

 Eating problems such as over or under eating 

 Sexual approaches or assaults on other children or adults 
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 Urinary tract infections, sexually transmitted diseases 

 Bruising to the buttocks, lower abdomen thighs, and genitals and other rectal areas bruises 
may be confined to grip marks where a child has been held so that abuse can take place 

 Drawing or pornographic or sexually explicit images/material or writing. 
 

Emotional abuse – emotional abuse is the persistent emotional ill-treatment of a child such as to 
cause severe and persistent adverse effect on the child’s emotional development.  It may involve 
conveying to children that they are worthless or unloved, inadequate, or valued on 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 is involved in all types of 
ill treatment of a child, though it may occur alone. 
 
Signs may include; 

 Neurotic behaviour e.g. Sulking, hair twisting, rocking 

 Being unable to play 

 Fear of making mistakes 

 Sudden speech disorders 

 Self-harm 

 Fear of parent being approached about their behaviour 

 Developmental delay in terms of emotional progress 
 
Neglect - neglect is the persistent failure to meet a child’s basic physical and/or psychological needs, 
likely to result in the serious impairment of the child’s health or development.   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, a child’s basic emotional needs. Signs may 
include; 

 Being constantly dirty or ‘smelly’ 

 Constant hunger sometimes stealing food from other children 

 Losing weight, or being constantly under weight 

 Inappropriate or dirty clothing 
 
Female Genital Mutilation -  is a traditional practice that’s been going on for thousands of years, and 
as such, is deeply entrenched in social, economic and political structures. FGM is illegal in many 
countries, including the UK, but because the laws aren’t always well enforced, and many people in 
rural communities are unaware of them, the practice still goes on. 

Many parents consider it a necessary part of upholding family honour and tradition. Women, 
particularly older generations, who are custodians and key decision makers on FGM, view it as an 
essential part of a girl's cultural and gender identity, and a social obligation. Men and boys often grow 
up expecting that they will marry someone who has undergone the procedure and girls may want to 
be cut due to peer pressure, fear of social exclusion, and where it is a precondition for marriage. 
Individual attitudes against female genital mutilation often remain hidden due to the private nature 
of the issue and lack of open public discussion in communities.  

Though FGM is a cultural, not a religious practice, and not affiliated to any one religion, it is practiced 
among various religious groups, under the misconception that it is a requirement. Refusing FGM can 
have severe social repercussions, including being rejected by one's family, becoming an outcast, and 
in extreme cases - such as certain areas in Uganda - being denied the right to speak in public. If a girl 
refuses, she will usually be forced to be cut anyway, or have to run away to survive.  
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Aside from the agonising pain, FGM has serious immediate and long term consequences. 

Immediate effects include: 

 shock 

 haemorrhage (bleeding) 

 bacterial infections 

 urine retention 

 open sores 

 injury to the nearby genital tissue 

 death 
Long term effects include: 

 bladder and urinary tract infections 

 cysts 

 infertility 

 greater risk of complications when giving birth 

 higher risk of infant deaths during labour  
 
Child Sexual Exploitation 
Statutory Definition (Working Together to Safeguard Children February 2017 page92) 
Child Sexual exploitation is a form of child sexual abuse. It occurs where an individual or group 
takes advantage of an imbalance of power to coerce, manipulate of deceive a child or young person 
under the age of 18 into sexual activity (a) in exchange for something the victim needs or wants 
and/or (b) for the financial advantage or increased status of the perpetrator or facilitator. The 
victim may have been sexually exploited even if the sexual activity appears consensual. Child sexual 
exploitation does not always involve sexual contact; it can occur through the use of technology.  
 
 The term explains what happens when abusers encourage children and young people under 18 into 
exploitative situations, contexts and relationships. These often involve the young person being given 
things such as food, accommodation, drugs, affection, gifts or money in return for performing sexual 
activities. 
The inappropriate relationships usually involve one perpetrator who has inappropriate power or 
control over a young person due to being physically stronger, older or wealthier. This can include 
familial abuse, which includes when an older family member exploits their child or sibling. The older 
adult may be vulnerable owing to metal health problems, drug or alcohol dependency or previous 
experience of exploitation. Sometimes the relative may be forced or threatened into involving the 
young person in exploitation by someone else.  
 
Perpetrators may be: 

 An adult or another young person 

 Male or female 

 Any ethnicity 

 Visible in everyday life 

 Articulate, plausible and ‘savvy’ 
It is important to note that not all perpetrators will involve money or gifts when they exploit young 
people. 

According to the Child Exploitation and Online Protection Centre most child sexual exploitation 
offences take place online. These offences include deceiving children into producing indecent images 
of themselves, engaging in sexual chat online or sexual activity over a webcam. 

Analysis by the centre reveals that 13 and 14 year olds represent the largest single victim group. 

 Online grooming and child abuse 

https://www.ceop.police.uk/
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 Access to age-inappropriate content 

 Bullying and cyber bullying 

 Personal information falling into the wrong hands 

 Talking to strangers or people who misrepresent themselves 

 People hacking their accounts. 
It is important to note they may also be open to prosecution or recrimination from posting offensive 
or inappropriate comments online. 
http://www.derby.gov.uk/health-and-social-care/safeguarding-children/child-sexual-exploitation/ 

Honour based violence is a violent crime or incident which may have been committed to protect or 
defend the honour of the family or community.  It is often linked to family members or acquaintances 
who mistakenly believe someone has brought shame to their family or community by doing 
something that is not in keeping with the traditional beliefs of their culture. For example, honour 
based violence might be committed against people who: 

 become involved with a boyfriend or girlfriend from a different culture or religion 
 want to get out of an arranged marriage 
 want to get out of a forced marriage 
 wear clothes or take part in activities that might not be considered traditional within a 

particular culture 

Women and girls are the most common victims of honour based violence however it can also affect 
men and boys. Crimes of ‘honour’ do not always include violence. Crimes committed in the name of 
‘honour’ might include:  

 domestic abuse / assault 
 threats of violence 
 sexual or psychological abuse 
 forced marriage 
 being held against your will or taken somewhere you don’t want to go 

A forced marriage is one that is carried out without the consent of both people. This is very different 
to an arranged marriage, which both people will have agreed to. There is no religion that says it is 
right to force you into a marriage and you are not betraying your faith by refusing such a marriage. 

Prevent Duties - The school will ensure that all staff, governors and volunteers adhere to their duties 
in the Prevent Guidance 2015 to prevent radicalization. The Headteacher and Chair of Governors will; 

 Ensure all staff, governors and volunteers receive training to understand the risk of 
extremism and build capabilities to deal with issues arising 

 Communicate the importance of the duty and ensure all staff, governors and volunteers 
implement the duty 

The School will respond to any concerns about Prevent as a Safeguarding concerns and will report in 
the usual way using local Safeguarding procedures. We will work in partnership, undertaking risk 
assessments where appropriate and proportional to risk, building our children’s resilience to 
radicalisation. 

Private Fostering - All staff, governors and volunteers are aware of the Private Fostering Policy and 
have an understanding of host families (Annexe E of KCSIE 2016) and recognizing they have a duty to 
notify the local Children’s Social Care Department if it is thought or known that a child or young 

http://www.derby.gov.uk/health-and-social-care/safeguarding-children/child-sexual-exploitation/
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person may be privately Fostered or subject to a host family arrangement which is unclear or 
ambiguous. 

Peer on Peer Abuse – peer abuse is behaviour by an individual or group, intending to physically, 
sexually or emotionally hurt others. All staff should be aware of safeguarding issues from peer abuse 
including; 

 Bullying (including cyber bullying) 

 Gender based violence 

 Sexual assaults and sexting 
This abuse can be motivated by perceived differences e.g. On grounds of race, religion, gender, sexual 
orientation, disability or other differences and may result in significant, long lasting and traumatic 
isolation, intimidation or violence to the victim; vulnerable adults are at particular risk of harm 

 
IF YOU HAVE ANY CONCERNS NO MATTER HOW SMALL IT IS YOUR RESPONSIBILITY TO 
SHARE THE INFORMATION WITH A SAFEGAURDING LEAD TO DISCUSS THE ISSUES AND 

TAKE THE APPROPRIATE ACTIONS. 
Always record any incident within 24 hours 

 

MONITORING AND RECORD KEEPING  
 
 
Written notes must be attached if made separately, the report must be signed with the name printed 
and designation.  A body map is available to record any physical harm (see appendix 6).  When 
recording bruises/injuries the report should describe the shape, colour and size.  It is essential that 
accurate records be made where there are concerns about the welfare of the child.  These records 
should then be kept, by the Child Protection Co-ordinator, (CPC) in secure, confidential files, which 
are separate from the child’s school record, in a locked cabinet. 
The CPC must record reasons for action having analysed the information they have received.  
Appendix 2 provides a format for this analysis. 
Appendix 3 is an aide for the CPC to use when discussing their concerns with social services or other 
agencies. 
 
Appendix 4 is a follow up information sheet where additional conversations with Social Services, 
other agencies, parents/carers or young people can be recorded. 
 
Appendix 5 is the agreed referral form which needs to be completed and sent to Social Services 
within 24 hours of a telephone referral being made about a child protection/children in need 
concern.  A sheet is provided to give further information based on the assessment framework 
dimensions. 
 
A completed copy of Appendix 5 is to be sent to the LA Lead Officer for Child Protection, Middleton 
House, 27 St. Mary’s Gate, Derby DE1 3NN once a referral has been submitted to Social Services. 
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Appendix 1 

  Silverhill Primary School  
 
This form is the formal record of a concern about a child with the school and should 
be completed immediately and in full. 
 

Name of Child: Date of Birth: 

Date of Concern:                                             Time of Concern: 

Concern Identified By: 

Position:                                                           Location: 

 

Circumstances in which issues came to light: 
(include how the issues came to light, who else may have been involved, what action has been taken, if any): 
 
 
 
 
 
 

 

What you know other than from the child: 
(include what information has been gathered and from whom): 
 
 
 
 
 
 
 
 

 

Information from the Child: 
(include what the child has said or communicated, what the child wants or feels and how the child is at this 
moment – if the child has not been spoken to then this section should be completed when this has been done): 
 
 
 
 
 
 
 
 

 

This section completed by:                                    Date & Time: 

Concern passed to/discussed with:                      Date & Time: 

Was there a delay in passing on the concern? YES / NO 
If yes, please comment on the reasons for the delay: 
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Additional Information: 

E.g. family background, parent(s) reactions: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please ensure a factual and true record of the incident is recorded as it may be used as evidence in 
court 
 

 
Signed                                                                                                                   Dated 
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Appendix 2 

  Silverhill Primary School      

For completion by the Child Protection Co-ordinator 
 

Analysis: 
(include impact on the child, whether the child is in danger and whether parents have been contacted) 

This section completed by: 
Date & Time: 
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Action Needed: 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

More info needed at present?  YES / NO 

Comment: 
 
 
 
 

 

Monitoring of Situation:   YES / NO 

Comment: 
 
 
 
 

 

Seek advice from Social Services: YES / NO Date & Time: 

Comment: 
 
 
 
 

 

Formal referral to Social Services: YES / NO 

Comment: 
 
 
 
 

 

Feedback given to originating member of staff: YES / NO 

Date & Time: 

Issues for the child, if any: 
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Appendix 3 

  Silverhill Primary School           
 

To be completed only if a referral has been made to Social Services 
 

Date & Time of Referral: 

SSD Office: 

Name of worker in SSD who took referral: 
 
 

 

Summary of outcome of referral: 
(include what has been agreed in respect of action, contacting parents, involvement of the child, timescales) 
 
 
 
 
 
 
 
 
 

 

Has the referral been followed up in writing? YES / NO 
(If no, comment on reasons) 
 
 

 

Have all appropriate staff been informed of the referral and its implications?  
  YES / NO 
If yes, indicate who has been informed: 
 
 
 
 
 
 
 

 

If no, comment on reasons: 
 
 
 
 
 
 

 
This section completed by: 
Date & Time:          
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Appendix 4 

   
Concern/Child Protection 

 

Follow Up Information Sheet 

Name of Child_______________________        DOB_____________________ 
 

Date of information _________________  Time ________________ 

 

Between___________________ and _____________________ and 

___________________ 

 
Tel:         ___________________        _____________________        ___________________ 
 

Position:___________________        _____________________        

___________________ 

 
 

Circumstances Telephone Conversation/ Letter/ Visit/ Minutes/ Other 
 
 
 
 
 
 
 
 
 
 

 

Action to be taken 
 
 
 
 
 
 
 
 
 

By______________________________     Date ______________________ 
 

 

Signed________________________  Date__________________   Time ______________ 
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CHILD REFERRAL FORM        Appendix 5  
Sent To: SSD Office 

 

REFERRED BY:    

 

Status:  
Base Address:        
 

 

Postcode:   Tel:       

CONFIRMATION OF VERBAL REFERRAL   If Yes Date:  Receiving Worker:  

 
 

Child/Young Person/expected baby details 
Family Name:   Forenames:  DOB:  
   
Gender   Disability:  Ethnic origin:     
Address:  

 

 

Postcode:  Tel:  

 Mobile:  
Main Address if different from above:  Postcode:  Tel:   

 
Child/Young Person's principal carers/expectant mother 
Name  Relationship to 

child/ 
young person 

Address Tel No Parental 

Responsibilit

y 

Ethnic 

Origin 

Disabilit

y 

       

       

 
Other household members (including children and non family members) 

Surname Forename DOB Relationship to Child Concerns Ethnic Origin Disability 

    Yes   
    Yes   
    Yes   
       
    Yes   
    Yes   
Other Contact Address & Tel No: (eg Grandparents)        
 

 
Agencies Involved 

G.P.     Base:   Tel No:   

H.V.      Base:   Tel No:   

Sch N:  Base:   Tel No:   

School(s) Nursery:        
 

 Others Involved (e.g. Child Psychology, Youth Offending Teams, Voluntary group etc):   
 

  

Is the parent/carer aware of this referral?    Re-referral    

Has consent been obtained to refer?           

If No, reason:  

Date Discussed:  

 

Is an Interpreter required?   Language required?  

Additional information (eg communications issues)   
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ADDITIONAL INFORMATION 

 
According to YOUR current knowledge of the family, complete where possible each 

section with information you currently hold.  Be clear and specific about why you feel 

Social Services involvement is warranted now. 

 

CHILD'S NAME:  

  
Child's Developmental Needs (may include health, education, emotional and behavioural development, family 
and social relationships, social presentation, self care skills): 
 
 
 

 

 

 

 

Parenting Capacity (may include basic care, ensuring safety, emotional warmth, stimulation, guidance and 
boundaries and stability): 
 
 
 

 

Family and Environmental Factors  (may include wider family, housing, employment, social/community 
integration): 
 
 

 

Do you believe the information is sufficient to warrant enquiries under child protection procedures?   
 

 

Reason for Request for Social Services Assessment 

 

 

Name:   Date:   

 
IH2162a (1 August 2002)
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Appendix 7 
 

THE ROLE OF THE CHILD PROTECTION CO-ORDINATOR 

 

To be effective they must: 

 

 act as a source of advice, support and expertise within the school and be 

responsible for coordinating action regarding referrals by liaising with 

Social Services and other relevant agencies over cases of abuse and 

allegations of abuse, regarding both children and members of staff 

 

 ensure each member of staff has access to, and is aware of, the school’s 

child protection policy through staff induction process 

 

 liaise with the head teacher (child protection co-ordinator) to inform 

him/her of any issues and on-going investigations and ensure there is 

always cover for the role 

 

 ensure the school’s child protection policy is updated and reviewed 

annually and work with the designated governor for child protection 

about this 

 

 be able to keep detailed, accurate, secure written records of 

referrals/concerns 

 

 ensure parents see copies of the child protection policy to alert them to 

the fact that the school may need to make referrals.  Raising parent’s 

awareness may avoid later conflict if the school does have to take 

appropriate action to safeguard a child 

 

 where children leave the school roll, ensure their file is transferred to 

the new school as soon as possible, this can be done electronically. If a 

child leaves and the new school is not known, the DfES should be alerted 

so that these children can be included on the database for lost pupils. 
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Appendix 8 

 

THE ROLE OF THE GOVERNING BOARD 

 

A governing board should sanction a robust child protection policy, 

review the policy annually, monitor and evaluate its effectiveness and be 

satisfied that it is being complied with.  It should ensure that a designated 

member of staff together with a nominated governor for child protection are in 

place. 

 

It should recognise the importance of the role of the designated member of 

staff and support them, ensuring the training necessary to be effective is 

undertaken.  Ensure cover is provided when needed and appreciate the additional 

duties taken on by the member of staff when carrying out this role especially 

when there are on-going child protection issues. 

 

It should recognise the contribution the school can make to helping children 

keep safe through the teaching of self protection skills and encouragement of 

responsible attitudes to adult life through the Personal, Social and Health 

Education/Citizenship curriculum. 

 

The governing body should ensure that there are safe and effective recruitment 

policies and disciplinary procedures in place which adhere to The Education 

(Prohibition from Teaching or Working with Children) Regulations 2003.  A copy 

of the regulations can be found at: 

 

http://legislation.data.gov.uk/uksi/2003/1184/made/data.htm?wrap=true 

 

Amendments can be found at: 

 

http://www.legislation.gov.uk/uksi/2007/195/contents/made 

 

This area of governance has to be handled with great sensitivity.  All governing 

bodies should: 

 approve the school policy and procedures in accordance with the Derby 

Area Child Protection Committee procedures 

 monitor and evaluate annually the school child protection policy 

 consider the appointment of a nominated governor – who would liaise with 

the Head Teacher/child protection co-ordinator over child protection 

issues. 
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The Role of the Nominated Governor 

 

The nominated governor for child protection will need to be familiar with local 

Area Child Protection Committee procedures, LA procedures and guidance issued 

by the DfES.  They will work with the designated teacher responsible for child 

protection to produce the child protection policy. It will be their duty to liaise 

with relevant agencies if any allegations are made against the Head Teacher.  

They should undertake the training available for nominated governors.  The 

nominated governor should ensure that child protection policy is reviewed 

annually and that any child protection issues are reported to the Governing Body. 

 

If you are your school’s Child Protection Governor you will need to ensure that 

an annual item is placed on the governor’s meeting agenda to report on: 

 

 Changes affecting child protection policy, procedures 

 training undertaken by designated teachers and other staff  

 the number of incidents/cases (without names or details as this is 

strictly confidential) 

 the place of child protection issues in the school curriculum 

 be responsible for the oversight of procedures relating to liaison 

with the Education Service, Social Services and the Police in 

relation to any allegations of child abuse made against the Head 

Teacher. 
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Appendix 9 

 

USEFUL TELEPHONE NUMBERS AND ADDRESSES: 
 

 

Social Services 1st contact team  

Ashtree House 9 – 5      641172 
 

Social Services Care Line 9 – 5 weekdays    641172        

                              Evening/Weekend 786968 

 

Derby Safeguarding Board                     717811 

 

Police Child Protection Unit  

                         01773 572059/01773 572073 

 

Police Domestic Violence Unit                  613052 

 

NSPCC Children’s Services Offices 

Derby CP Team   01773 744877    

 NSPCC main number  0808 800 5000                      

  

 

 
 

 

 

 

 

 

 

 

 

 

 


