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Introduction:
This policy has been developed in accordance with the principles established by the Children Act 1989, Sections 175 and 176 Education Act 2002 and related guidance including The Framework for the Assessment of Children in Need and their Families, Working Together to Safeguard Children and The Care Standards Act 2000, Working Together to Safeguard Children and Every Child Matters 2006 and   Safeguarding Children and Safer Recruitment 2007.
KCC ‘Safeguarding Children Policy Statement’ is included for reference as Appendix 2.

The Governors and staff of Broomhill Bank School take seriously their responsibility to promote the welfare of and safeguarding of all young people entrusted to their care.

The Designated Child Protection Co-ordinators, (DCPCs), who have overall responsibility for Child Protection practice in school are Emma Leitch, Mary Cottle, Katie Whitbread, Sue Barton. (Sharon Cornish Assistant DCPC)
As part of the ethos of the school all Governors and Staff are committed to:

· Maintaining young people’s welfare as their paramount concern

· To plan and provide to meet the five key outcomes of Every Child Matters

· Providing an environment in which young people feel safe, secure, valued and respected; confident to talk openly and sure of being listened to

· Providing suitable support and guidance so that young people have a range of appropriate adults who they feel confident to approach if they are in difficulties

· Using the curriculum to provide opportunities for increasing self awareness, self esteem, assertiveness and decision making so that young people have a range of contacts and strategies to ensure their own protection and understand the importance of protecting others

· Working with parents/carers to build an understanding of the school’s responsibility to ensure the welfare of all young people including the need for referral to other agencies in some situations
· Ensuring all staff are able to recognise the signs and symptoms of abuse and are aware of the school’s procedures and lines of communication

· Monitoring young people who have been identified as “in need” including the need for protection; keeping confidential records which are stored securely and shared appropriately with other professionals

· Developing effective and supportive liaison with other agencies

SECTION ONE

Roles and Responsibilities: 

Parents/Carers:
All Parents/Carers of new young people, on their admission to the School, are expected to read Appendix 3 entitled ‘Broomhill Bank School Child Protection Policy (Parents Information)’ and sign to acknowledge that they have read  and agree with it.

Governors:

The Governing Body is accountable for ensuring that the school has effective policies and procedures in place in accordance with Safeguarding Children in Education.  This is a corporate responsibility (at Broomhill Bank there is a nominated group of Child Welfare governors, part of whose role is to take an interest in Child Protection matters).

School:

The school is responsible for ensuring that all action taken is in line with Kent’s Child in Need/Child Protection procedure.  This process implemented in April 2001 follows the requirements of the central government guidance contained in the Framework for Assessment of Children in Need and their Families, and Working Together to Safeguard Children.  The Child Protection process is now incorporated within a comprehensive policy and procedure for all children in need.
Looked After Children (LAC) Co-ordinator:

In line with national requirements a senior member of staff oversees this process.  The LAC coordinator is Sue Barton.  The LAC governor is Mary Cottle. 
The role of the school in situations where there are Child Protection concerns is NOT to investigate but to recognise and refer.

Designated Child Protection Co-ordinators:

The Designated Child Protection Co-ordinators with responsibility for Child Protection are responsible for:
· Co-ordinating Child Protection action with school

· Liaising with other agencies

· Ensuring that locally established procedures are followed including reporting and referral processes

· Acting as a consultant for staff to discuss concerns

· Making referrals as necessary and supporting keyworkers as they complete Child Protection Referral Forms

· Maintaining a confidential recording system

· Representing or ensuring the school is appropriately represented at inter-agency meetings, in particular Child Protection Conferences

· Managing and monitoring the school’s part in Child in Need/ Protection Plans

· Organising training for all school staff

· Liaising with other professionals
Ofsted Care Inspection 

Child Protection procedures are inspected annually by this body.

Procedures are also monitored half termly during Standard 33 visits.

The role of the school is to contribute to the identification, referral and assessment of young people in need including young people who may have suffered, be suffering or who are at risk of suffering significant harm.  The school may also have a role in the provision of services to young people in need and their families.

All adults in school have a role to play in relation to:

· Protecting young people from abuse

· Promoting the welfare of young people
· Preventing young people from being harmed

SECTION TWO

General Strategies:
Selection and Recruitment of Staff

New members of staff are selected according to rigorous school procedures, which for all staff having unsupervised contact with children, involves multi tasked interview days, obtaining verbal as well written references, an extended induction period on appointment and where appropriate a probationary period.  Statutory Enhanced Record Checks (CRB) are initiated for all new members of staff and are updated as required.  CRB checks are also carried out when a member of staff applies to change their role to a position which will give them increased contact with young people in the school.
Additional checks carried out are:

List 99, previous job history and membership of professional bodies.

24 hour Curriculum
The PSHE and Citizenship curriculum including links with the Safe Schools Initiative relates closely to Child Protection covering topics such as sex and relationships education, health and hygiene etc.  Other areas of the curriculum also lend themselves to these issues, including: 

· Science

· P.E.

· I.C.T and use of the internet (safeguarding on-line)
· Child Care

· Circle Time

· Assemblies / Student Council meetings
· Class tutorials / Unit meetings
· Care planning

· Keyworking

· After school activities

· R.E.

· Independence training 

Communication and Support

These avenues provide the opportunity for staff to promote good practice in Child Protection by sharing information, receiving guidance and developing strategies:

· Supervision

· Handover meetings
· Staff Sharing

· School Based Reviews
· Team meetings
· Review and Planning meetings
· LAC Reviews / PEP meetings
· Working with parents/carers

· Network meetings

· Close liason with other professional bodies

· Regular appointments with school medical officer and school nurse

SECTION 3

POLICIES AND PROCEDURES
Policies

The following policies identify additional ways in which Child Protection is addressed throughout school. Staff are expected to read and have a good working knowledge of these. 
· Behaviour Policy

· Anti Bullying Policy

· Confidentiality and Privacy Policy

· Equality Scheme
· Equal Opportunity Policy

· Parents Policy

· Medication and Health Policy

· Complaints Policy

· Positive Handling Policy

· Rewards and Sanction Policy

· Notifications Policy

· Keyworking policy

· Whistle blowing

Community Initiatives
· The school has in place rigorous procedures that ensure young people are safe in all school activities which take place off site, these include;

· KBP Health and Safety checks on all work experience placements
· School risk assessment visits for new work experience placements

· Close monitoring by staff of all pupils on work experience programmes

· Independence Training programmes

· Following the school procedures and KCC policy when planning any offsite activity
Procedures:
A copy of Kent’s Child in Need/Child Protection procedure is kept in the staff room and contains details of procedures and the categories and definitions of abuse.  All staff are advised to read Chapters 4 and 5 of this handbook.  A copy of the Assessment Framework can also be found in the staff room, together with Safeguarding Children, KCPC Child Protection newsletters and related policies.
SECTION 4

SCHOOL CHILD PROTECTION PROCEDURES

The school procedures for ensuring that national and county requirements are followed are detailed on a flow chart (Appendix 4). All staff are expected to have a good working knowledge of these and adhere to them.

Recognition and categories of abuse:

All staff in school should be aware of the definitions and signs and symptoms of abuse.  There are four categories of abuse these are:

· Physical abuse

· Sexual abuse

· Emotional abuse

· Neglect

The signs and symptoms of abuse are listed in leaflets (Appendix 5) which are distributed to all staff on appointment and/or as part of their tri-annual Child Protection training, and displayed also on the Child Protection notice board.

Child Protection resources including KCPC newsletters are available to all staff and may be found next to the Child Protection notice board.

Responding to concerns:

SERIOUS CONCERNS INVOLVING VISIBLE INJURY TO A CHILD OR DISCLOSURE MUST BE REPORTED VERBALLY IMMEDIATELY to a DCPC.
Concerns for a child or young person may come to the attention of staff in a variety of ways for example through observation of behaviour or injuries or disclosure.  Any member of staff who has a concern for a young person however insignificant this might appear to be should record it for the attention of the DCPC as soon as is practicably possible.  More serious concerns must be verbally reported immediately to ensure that any intervention necessary to protect the young person is accessed as early as possible.

If a young person makes a disclosure of abuse to a member of staff they should.

· Allow the young person to make the disclosure at their own pace and in their own way. This may include taking their communication difficulties into account
· Avoid interrupting except to clarify what the young person is saying (attentive listening/reflective feedback)

· Not ask leading questions or probe for information that the young person does not volunteer

· Reassure the young person that they have been heard and explain what you will do next and to whom you will talk

· Staff should never agree to keep information confidential in these circumstances

· Record the conversation as soon as possible

· Inform the DCPC who will process the concern according to School procedures (See Appendix 4).
Recording Child Protection Incidents/Concerns

Completed Incident/Concern Forms and Body Maps (which are blue) (Appendix 6 & 7) are filed and used for a variety of reasons; including, in some instances, court evidence for the Crown Prosecution Service.

Therefore, it is vital that school Child Protection record keeping is carried out efficiently, and according to school procedures.

General Guidelines require staff to:
1. Complete Incident/Concern Form and Body Maps as soon as possible after the event, while details are still fresh in their mind.

2. Record the Christian and surname of every person mentioned in the report, the first time they make reference to them.

3. Always use black or blue pen to write Incident/Concern Form, and to draw Body Maps – pencil can be rubbed out and coloured pens photocopy badly.
4. Do not use abbreviations in their report – others might not know what they mean!
5. If a member of staff does not feel confident about writing the Incident/Concern Form they can ask for support.
Completing Incident/Concern Form and Body Maps (Appendix 6 and Appendix 7)
1. Antecedents to the Incident/Concern:

a) Record the pupil’s full name.
b) Record the student’s class and (if relevant) residential unit

c) Record the date and time of the incident/concern
d) Record where the incident/concern took place

e) Record an antecedent to the incident/concern
2. Recording the incident/concern: 
a) Staff might be recording something they have seen or something that has been said to them e.g. an injury, a change in normal behaviour or other information, including a disclosure, that could impact on the young person’s welfare.

b) This must be as factual as possible – for example, instead of writing ‘Melissa looked very dirty today’ describe exactly what made her look dirty: ‘Melissa had a large brown stain on her jumper and her face had dried food on it’.

c) Opinion should only be given if it can be backed up with evidence or it is made clear that it is the recorder’s opinion.
d) If a member of staff is recording something that has been said to them, they must record exactly what was said.  For example, if Melissa says “It was what e’ done what hurt my leg”, then this must be written  instead of putting it into their own words: (‘Melissa told me her brother had caused the injury to her leg’).  Best practice is to include a minimum number of names. 
3. Completing a body map: (Appendix 7)
a) A Body Map must be completed if a pupil has any form of visible injury or unexplained mark/bruise; the record should include position, colour, size and shape.

b) The Key on the Body Map indicates how marks etc should be shaded.

c) Completed Body Maps must include the date and time of completion and a signature.

d) The Body Map must then be stapled to the associated Incident/Concern Form.

4. Recording the action taken:
Some form of action must always be taken and recorded in the appropriate section of the form.
5. Completing the final section:

a) Staff must sign and print their full name and enter the date and time of completing the form.
6. All completed Incident/Concern Forms must be entered in the Child Protection Log-book.

7. From January 2008 DCPCs have been using the on-line recording system to record racial, violent, bullying and other incidents, in addition to our internal recording system.

8. Self-harm, anti-bullying and homophobic incidents are audited internally by the DCPCs. 
If necessary The Designated Child Protection Coordinators will give advice/support with any of the above procedures.

Guidance regarding Child Protection Incidents / Concern’s (Appendix 8) is issued to all staff as part of their induction.
Confidentiality
· All Child Protection information is confidential and only shared on a strictly “need to know” basis.

· Once processed, all Child Protection information is kept in Child Protection files which are located in locked filing cabinets.

a. Residential pupils – In the surgery room

b. Day pupils – In Head Teachers office

c. 16+ students – In the surgery room

· Staff requiring access to these files, must do so via one of the DCPC’s, and use the signing in/out system

· No Child Protection information should be photocopied unless by a DCPC.  Any other names on the forms will be erased prior to sharing with other professionals.
· All reports, letters, minutes from meetings etc. which are of a Child Protection nature, must be submitted to the DCPC’s for filing in the Child Protection file; copies must not be taken/kept.

Staff should be aware of and work in accordance with the Privacy and Confidentiality Policy.
Record keeping:

Staff play a vital role in helping young people in need or at risk by effective monitoring and record keeping.  Any incident or behavioural change in a young person that gives cause for concern should be recorded. 
Efficient administration of records
· Blue Child Protection folders are issued to each member of staff and are kept in their pigeon holes and are for Child Protection information only
· Child Protection folders must be checked on a frequent/regular basis
· Child Protection incident/concern forms must be passed on immediately once signed and dated

· Child Protection information is passed on to other colleagues via their Child Protection folders being placed horizontally in their pigeon holes
· All associated action must be addressed by individual staff where relevant

· Child Protection folders, Incident/Concern Forms, and other Child Protection information must not be removed from the staff room

· Staff must report immediately to a DCPC if their Child Protection folder goes missing
Storage of records:

The DCPCs will ensure that records relating to concerns for the welfare or safety of young people e.g. Incident / Concern Forms, Social Services documentation, minutes from meetings are kept separate from other school files and stored securely in the designated filing cabinets.   Information will be shared on a strictly need to know basis and in line with Child Protection policy guidance.

Referrals to Social Services:

It is the responsibility of the DCPCs to decide when to make a referral to the Social Services Directorate.  To help with this decision s/he may choose to consult initially with the other school DCPCs and/or Area Children’s Officer (Child Protection) whose contact number is included as Appendix 9.  Advice may also be sought from Social Services who offer opportunities for consultation as part of the Child in Need / Child Protection process.  Issues discussed during consultations may include the urgency and gravity of the concerns for a child or young person and the extent to which parents/carers are made aware of these.  Some concerns may need to be monitored over a period of time before a decision to refer to Social Services is made.  In all but the most exceptional cases parents/carers will be made aware of the concerns felt for a young person at the earliest possible stage.  In the event of this becoming necessary, parents consent to a referral to Social Services will be sought by one of the DCPCs. 
Referrals to Social Services will be made using Kent’s inter-agency Referral Form.  Other key members of staff will, in most instances be required to assist the DCPCs in collating the information required.  In situations where there are felt to be urgent or grave concerns a telephone referral will be made prior to the form being completed and sent to the County Duty social services office.

If a young person is referred, the DCPC will ensure that the Headteacher and other relevant staff are informed of this.
If after consultation with the DCPCs a member of staff feels that appropriate action is not being taken in respect of his or her concerns for a child s/he should refer directly to Social Services.  The Headteacher should be informed of this decision.

The Child Protection register

The DCPC will inform members of staff who have direct pastoral responsibility for young people whose names are on the Child Protection Register.  These young persons must be monitored very carefully and any concern should be recorded on an Incident Form and passed immediately to one of the DCPCs or the Headteacher in the DCPCs’ absence.

Absence of Children without Authority

Unauthorised Absences

Key staff will take responsibility for ensuring that where young people are registered as absent from school and such absence is unauthorised, that attempts are made to contact the young person’s home for an explanation, and the outcome is recorded.  Detailed guidance highlighting staff responsibilities and the correct procedures to be followed in these instances is included as Appendix 11.  Key staff monitor such absences and if a pattern develops a referral will be made to the Behaviour and Support Service.

Young people who are suspected of leaving the school grounds without consent

· The school will take steps to ensure that young people who leave the school grounds without consent are protected in line with the following procedures.

· A search of the school and grounds

· A report to the Police and Parents

· Information gathering to ensure the safety and welfare of the young person, including a discussion with key members of staff and pupils to establish why the young person absconded.
· A written report of the incident and any action taken
Concerns involving members of staff:

Any concerns that involve allegations against a member of staff should be referred immediately to the Headteacher who will contact the Area Children’s Officer (Child Protection) to discuss and agree further action to be taken in respect of the young person and the member of staff.

Further information regarding the procedure for managing situations involving members of staff, the Headteacher or the DCPC can be found in the Child Protection Procedures for Managing Allegations Against staff.  Copies of this document are included as Appendix 12 as well as being held by the Headteacher and DCPC’s.

The school has adopted the Schools Personnel Service ‘whistle blowing’ policy entitled Fairness at Work – Confidential Procedure (Appendix 13) and all staff need to be aware that it is a disciplinary offence not to report concerns about the conduct of a colleague that could place a child at risk.  When in doubt- consult.  
Code of Practice:
All school staff should take care not to place themselves in a vulnerable position with relation to Child Protection and must read and use the information from the following document as guidance : - Guidance for Safe Working, which is included as Appendix 1.
Supervision and Support:
Any member of staff affected by issues arising from concerns for children’s welfare or safety can seek support from one of the DCPCs.

All staff have a Supervisor or Line Manager with whom they can discuss concerns including the area of Child Protection.

The DCPC can put staff and parents in touch with outside agencies for professional support if they so wish.  Staff can also approach Support Line directly.

SECTION 5:  

Training Opportunities:
The DCPCs are responsible for ensuring that all staff receive training in the area of Child Protection and recognise that this starts with Induction.  The LEA’s Children’s Safeguards Service provides training to all schools in roles and responsibilities of a School DCPC and the Child in Need / Child Protection procedure.  Whole staff training in the area of Child Protection including an overview of the Framework for Assessment is carried out in accordance with county policy at 3 yearly intervals.  

Monitoring and Review

This policy will be reviewed annually by the DCPCs.

All staff should have access to this policy and sign to the effect that they have read and understood its content.

The Policy forms part of our School Development Plan and will be reviewed annually.
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