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6. Safeguarding 

 
mm)          Designated Person 

 
Mrs Christine Havard is the Designated Safeguarding Lead. The Deputy Designated 
Safeguarding Leads are Mrs Rachael Scott-Simons. Mr Bobby Hutton, and Mrs Rachel 

Frisby. 
 

nn) Safeguarding Policy 
 
All members of staff are expected to know and follow the Safeguarding Policy.  

 
oo) Staff Cars 

 
Staff must not transport pupils in their own cars.  Nor should staff travel in a 
pupil’s car. In an emergency, the Headmaster may give permission for a member of 

staff to transport a pupil in their car.  
 

There must be a clear distinction between staff acting in a professional capacity (ie on 
school business, including travel to and from school), and acting as a private 
individual (ie being a parent of a child in school and transporting a family friend at the 

weekend). 
 

pp) Electronic Communications 
 
Staff should generally avoid communication with children electronically, except for 

use of GSuite, other approved Hill House packages, and receiving prep via e-mail. 
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This includes text messaging. On no account should staff involve themselves on 
social networking sites with children. Staff should consider carefully and act 

in a professional manner at all times if using social media with the parenting 
body in any capacity. Any important information passed on in this way MUST 

be recorded on ISAMs. 
 

qq) Visibility 

 
Staff should avoid teaching or meeting individual pupils in closed rooms, 

unless clearly visible at all times through a window in the door. This includes storage 
areas, changing rooms etc. 
 

rr)  Physical contact 
 

Staff should avoid physical contact with pupils; if comforting a distressed pupil, or if 
contact is appropriate in practical subject, ensure the pupil is content to be touched 
prior to doing so, and only then do so in public view. 

 
 

ss) Sexual Relationships 
 
It is an offence for a person aged 18 or over, such as a teacher, to have a 

sexual relationship with a child under 18 or over 18 where that person is in a 
position of trust in respect of that child, even if, in the case of those over 16, 

the relationship is consensual. 
 

tt) Whistleblowing 

 
The school has a culture of safety and of raising concern, of valuing staff and of 
reflective practice. There are procedures for reporting and handling concerns, 
provision for mediation and dispute resolution where necessary. The Policy and 
Procedures for Whistle Blowing are available in the Safeguarding Policy. 
Whistleblowing is not only related to safeguarding, and can be used for concerns in 
any areas. 

uu) Visiting Speakers 

Members of staff who invite external speakers to address pupils whether in person or 
online should be mindful of the Prevent duty, follow the Visiting Speakers’ Policy and 
complete the appropriate form for authorisation by the Deputy Head or Head of Junior 
School. This is available on the school portal. 

vv) Keeping Children Safe in Education 

KCSIE Part 1 2026 must be read prior to the start of the school year. Staff must sign 

to say they have read and understand this. 
 
A guide to the school’s Safeguarding Policy is published with this Code of Conduct; 

staff must know and follow this policy. 
 

ww)  Corporal Punishment  
 

Corporal Punishment is prohibited for all pupils under the School Standards and 
Framework Act 1998. Teachers may use ‘physical intervention’ to avert ‘an immediate 
danger of personal injury to, or an immediate danger to the property of, a person’ 
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(including the child). Please read the school’s Physical Restraint Policy for further 
guidance. 

 
xx) Easy Guide to Safeguarding 

 
All members of staff are supplied with an Easy Guide to Safeguarding key ring. These 
should be attached to planners or keys and be accessible at all times.  

 
yy)  Safeguarding beyond the Workplace 

 
Staff should have serious regard to relationships and associations outside the school, 
including online, which may impact on the safeguarding of children at the school. 

Staff are encouraged to feel able to discuss any concerns in this area with the 
Designated Safeguard Lead, or her Deputy, who may be able to offer support. 

 
zz) Disclosure and Barring Service (DBS) Updates 

 

Staff who fail to keep their DBS updated are at risk of not being allowed to work and 
will become responsible for the cost of a new application, currently around £50.00. 

 
Staff have the responsibility, rather than the school, ensure their DBS check is 
registered with the update service.  

 
The DBS update service allows applicants keep their DBS certificates up to date online 

and allows employers to check a certificate online. Employers and other organisations 
can check an existing DBS certificate status online and get a result straight away. The 
cost of this service is £13.00 annually. This amount can be claimed from school using 

a staff expenses claim form. 
 

 
aaa) Policy for Dealing with Low Level Concerns (Regarding a Member  
          of Staff, Contractor or Volunteer with reference to Safeguarding) 

 

Rationale 

This policy should be read in conjunction with the school’s Safeguarding Policy and 

Procedures, Staff Code of Conduct and Whistleblowing Policy, to enable staff to share 

their concerns, no matter how small, about their own or another member of staff’s 

behaviour. 

The purpose of the policy is to create and embed a culture of openness, trust and 

transparency in which the clear values and expected behaviour which are set out in 

the school’s Code of Conduct are constantly lived, monitored and reinforced by all 

staff. The school deals with all concerns about adults working in or behalf of the 

school appropriately and promptly. 

The school seeks to create an environment where staff are encouraged and feel 

confident to self-refer, where, for example, they have found themselves in a situation 

which could be misinterpreted, might appear compromising to others, and/or on 

reflection they believe they have behaved in such a way that they consider falls below 

expected professional standards. 
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Introduction 

This policy seeks to 

• ensure that staff are clear about, and confident to distinguish between, 

expected and appropriate behaviour from concerning, problematic or 

inappropriate behaviour – in themselves and others, and the delineation of 

professional boundaries and reporting lines 

• empower staff to share any low-level concerns with the Headmaster 

• help staff address unprofessional behaviour and help the individual to correct 

such behaviour at an early stage 

• identify concerning, problematic or inappropriate behaviour – including any 

patterns – that may need to be consulted upon with (on a no-names basis if 

appropriate), or referred to, the LADO 

• provide for responsive, sensitive and proportionate handling of such concerns 

when they are raised 

• help identify any weaknesses in the organisation’s safeguarding system. 

This policy applies to all staff and volunteers at the school 

Defining a Low-Level Concern 

A low-level concern is one that does not meet the harm threshold as stated in the 

school’s Safeguarding Policy. That is, when anyone working in a school (including 

volunteers, supply staff and contractors) has: 

• behaved in a way that has harmed a child, or may have harmed a child 

and/or; 

• possibly committed a criminal offence against or related to a child and/or; 

• behaved towards a child or children in a way that indicates he or she may 

pose a risk of harm to children; and/or 

• behaved or may have behaved in a way that indicates they may not be 

suitable to work with children (which includes behaviour that may have 

happened outside school posing a transferable risk to children). 

 

Responses and actions to behaviours that may meet the harm threshold are 

contained specifically within section 7 of the School’s Safeguarding Policy, Policy for 

Staff/Volunteer facing allegation of abuse. These should be reported to the 

Headmaster without delay. 

A low-level concern is any concern – no matter how small, and even if no more than 

causing a sense of unease or a ‘nagging doubt’ (i.e. they believe it could be a 

concern) – that an adult working in or on behalf of the school may have acted in a 

way that: 

• is inconsistent with the staff code of conduct, including inappropriate conduct 

outside of work; and 
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• does not meet the allegations threshold or is otherwise not considered 

serious enough to consider a referral to the LADO. 

Examples of such behaviour could include, but are not limited to: 

• being over friendly with children; 

• having favourites; 

• taking photographs of children on their mobile phone; 

• engaging with a child on a one-to-one basis in a secluded area or behind a 

closed door; 

• using inappropriate sexualised, intimidating or offensive language. 

 

Such behaviour can exist on a wide spectrum, from the inadvertent or thoughtless, or 

behaviour that may look to be inappropriate, but might not be in specific 

circumstances, through to that which is ultimately intended to enable abuse. 

 

Responsibilities of staff 

It is important that all staff are clear of the expectations the school stipulates from 

them as contained in the Staff Code of Conduct. This is covered annually by the 

Designated Safeguarding Lead, and as part of the school’s induction for new staff. 

It is crucial that any concerns in relation to a staff member’s behaviour, including 

those which do not meet the harm threshold, are shared responsibly and with the 

Headmaster. This should be done without delay. 

Where there are concerns/allegations about the Headmaster, this should be referred 

to the Chair of Governors (whose contact details can be found in the School’s 

Safeguarding Policy document). 

Staff members who are concerned about how their behaviour may have been 

interpreted, or, on reflection, re-evaluate their behaviour as one that may have been 

in contrary to the school’s code of conduct and expectations, should self-refer to the 

Headmaster. 

 

Dealing with Low-Level Concerns 

All low-level concerns may be shared verbally with the Headmaster in the first 

instance, but must then be recorded in writing. 

The record should include: 

• details of the concern 

• the context in which the concern arose 

• action taken 
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The name of the individual sharing their concerns should also be noted, but if the 

individual wishes to remain anonymous then that should be respected as far as 

reasonably possible. 

Where the low-level concern is provided verbally, the Headmaster should make an 

appropriate record of the conversation, either at the time or immediately following 

the discussion, paying heed to the details above. Records will be signed, timed and 

dated. 

Records will remain confidential in accordance with the school’s Data Protection 

policies and GDPR. 

 

Responding to a Low-Level Concern 

The Headmaster will in the first instance satisfy himself that it is a low-level concern 

and should not be reclassified as a higher level concern/allegation and dealt with 

under the appropriate procedure below: 

The circumstances in which a low-level concern might be reclassified are where: 

(a) the threshold is met for a higher-level concern/allegation 

(b) there is a pattern of low-level concerns which collectively amount to a 

higher-level concern/allegation or 

(c) there is other information which, when taken into account, leads to a 

higher-level concern/allegation. 

Where the Headmaster is in any doubt whatsoever, advice will be sought from the 

LADO, if necessary, on a ‘no-names’ basis. 

Having established that the concern is low-level, the Headmaster will discuss it with 

the individual who has raised it and will take any other steps to investigate it as 

necessary. If the concern has been raised via a third party, the Headmaster should 

collect as much evidence as possible by speaking: 

• directly to the person who raised the concern, unless it has been raised 

anonymously; 

• to the individual involved and any witnesses. 

The information collected will help them to categorise the type of behaviour and 

determine what further action may need to be taken. All of this needs to be recorded 

along with the rationale for their decisions and action taken. Reports about supply 

staff and contractors will be notified to their employers, so any potential patterns of 

inappropriate behaviour can be identified. 

Most low-level concerns by their very nature are likely to be minor and will be dealt 

with by means of management guidance, training etc. In dealing with a low-level 

concern with a member of staff, this will be approached in a sensitive and 

proportionate way. In many cases, a low-level concern will simply require a 

conversation with the individual about whom the concern has been raised. 

Details of the concern will be recorded along with the rationale for decisions and 

action taken. 
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Any conversation with a member of staff following a concern will include being clear 

with the individual as to why their behaviour is concerning, problematic or 

inappropriate, what change 

Any conversation with a member of staff following a concern will include being clear 

with the individual as to why their behaviour is concerning, problematic or 

inappropriate, what change is required in their behaviour, enquiring what, if any, 

support they might need in order to achieve and maintain that, and being clear about 

the consequences if they fail to reach the required standard or repeat the behaviour 

in question. Ongoing and transparent monitoring of the individual’s behaviour may be 

appropriate. An action plan or risk assessment may be required. Some concerns may 

trigger the school’s disciplinary, grievance or whistleblowing procedures, which will be 

followed where appropriate. Some concerns may be related to performance 

management and advice may be sought from the school’s HR manager.  

 

Monitoring of Low-Level Concerns 

The Designated Safeguarding Lead will securely retain confidential files on low-level 

concerns. A central log will be shared and monitored by the school’s Senior 

Management Team on a monthly basis to ensure that all such concerns are being 

dealt with promptly and appropriately, and that any potential patterns of concerning, 

problematic or inappropriate behaviour are identified. A record will be kept of this 

review within SMT Minutes. 

No mention will made in job references unless either: 

(a) the concern (or group of concerns) has been reclassified as a higher-level 

concern, or 

(b) the concern (or group of concerns) is sufficiently serious to result in formal 

action under the school’s grievance, capability or disciplinary procedure. 
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Annex A Flow chart for Reporting Concerns 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

  

 

  

Low Level Concern, 

related to a member of 

staff, volunteer or 

contractor  

 

Concern, related to a 

child  

 

Any concern that a 

child is: 

• suffering or likely 

to suffer harm or 

abuse,  

• a concern related 

to specific 

safeguarding 

issues.  

 

Allegation, related to a 

member of staff, 

volunteer or contractor  

 

Staff follow the 

Safeguarding Policy 

and contact the DSL, 

or in their absence, a 

Deputy DSL.  

 

Any concern that an adult 

may have acted in a 

manner which:  

• is not consistent with 

the Staff Code of 

Conduct  

• relates to their 

conduct outside of 

work which has 

caused a sense of 

unease about that 

colleague’s suitability 

to work with children.  

 

If there is a risk of 

immediate serious 

harm to a child a 

referral should be 

made to children’s 

social care 

immediately by the 

member of staff.  

 

Notify the Headmaster 

Behaviour which indicates 

a member of staff has:  

• behaved in a way that 

has harmed a child or 

may have harmed a 

child.  

• possibly committed a 

criminal offence 

against, or related to, 

a child  

• behaved in a way 

towards a child or 

children that would 

indicate they a pose a 

risk of harm to 

children  
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