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Introduction 

 

The aims of this policy is: 

 

• To clarify roles and responsibilities of everyone within our Academy in relation to child 

protection and safeguarding 

• To have clear procedures that are followed when a child is identified as needing more than 

universal services can provide 

 

Safeguarding a definition 
 

In Keeping Children Safe in Education 2020 the definition of safeguarding has been expanded to 
specifically mention ‘mental and physical’ health. 

 

Safeguarding and promoting the welfare of children is defined for the purposes of this guidance as: 

 protecting children from maltreatment; 

 preventing impairment of children’s mental and physical health or development; 

 ensuring that children grow up in circumstances consistent with the provision of safe and 
effective care; and 

 taking action to enable all children to have the best outcomes. 

 

 

 

Mrs E Williams,  Lead Designated Safeguarding Officer. (Assistant Headteacher) 

Mr D Hardy,  Designated Safeguarding Officer.  (Head Teacher) 

Mrs T Gibson, Deputy Safeguarding Officer. 

Mrs N Jelley Deputy Safeguarding Officer. 

Jemma Parkinson/Rachael Powis 01522 554674 Local Authority Designated 

Officer (LADO) 



5 

 

Academy Commitment 

This policy applies to all adults, including volunteers, working in or on behalf of the Academy. 

We aim to work in partnership and have an important role in inter-agency safeguarding 

arrangements as set out by Working Together 2018 and Keeping Children Safe in Education 

2020.  Everyone working in or for the Academy shares an objective to help keep children and 

young people safe. By contributing to providing a safe environment for children and young 

people to learn and develop in the Academy, 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 within the Academy. 

The Sir Robert Pattinson Academy is committed to safeguarding and promoting the well-being 

of all of its pupils. Each pupil’s welfare is of paramount importance. We recognise that some 

children may be especially vulnerable to abuse.   We recognise that children who are abused or 

neglected may find it difficult to develop a sense of self-worth and to view the world in a positive 

way. Whilst at the Academy, behaviour may be challenging. We recognise that they may exhibit 

concerning behaviours and at times, this may affect other children either directly or indirectly. 

We will always take a considered and sensitive approach in order that we can support all of our 

pupils 

The Governors of Sir Robert Pattinson Academy will adopt the following Child Protection Policy 

and Procedures. 

The Children Act 2004 established the ‘Every Child Matters’ agenda and the duty of all public 

services to work together to promote five outcomes for children and young people, of which 

staying safe is one.  

This policy adheres to the requirements of Employment Law, The Education Act 2002, the Academy 

Staffing (England) Regulations 2003, the Academy’s Equal Opportunities Policy and draws upon the 

recent DFE guidance Working Together to Safeguard Children July 2018 and Keeping Children Safe in 

Education September 2020.   

 

Definitions 

For the purposes of this policy the governors recognise the following definitions: 

Staff All Academy employees whether teaching or support as well as volunteers.  

Child / Young Person The legal definition of a child or young person within the Children Act 1989 

is anyone under the age of 18. In addition, any young person under 24 with learning difficulties 

and/or disabilities is legally defined as a child. 

Vulnerable Adult A vulnerable adult can be defined as someone who requires additional support 

to carry out everyday tasks due to physical disability or learning difficulties/ disabilities, where 

their support needs render them open to exploitation.  
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Safeguarding Issues 

All staff should have an awareness of safeguarding issues that can put children at risk of harm.   

Behaviours linked to behaviours such as drug taking, alcohol abuse, deliberately missing 

education and sexting (also known as youth produced sexual imagery) put children in danger. 

 

Children and the court system 

Children are sometimes required to give evidence in criminal courts.   There  are  two  age 

appropriate guides to support children 5-11 year olds 

https://www.gov.uk/government/publications/young-witness-booklet-for-5-to-11-year-olds 

and 12-17 year olds https://www.gov.uk/government/publications/young-witness-booklet-for-

12-to-17-year-olds  

 

Children Missing from Education 

All staff should be aware that children going missing, particularly repeatedly, can act as a vital 

warning sign of a range of safeguarding possibilities.   This may include abuse and neglect, 

which may include sexual abuse or exploitation and child criminal exploitation. It may indicate 

mental health problems, risk of substance abuse, risk of travelling to conflict zones, risk of 

female genital mutilation or risk of forced marriage. Early intervention is necessary to identify 

the existence of any underlying safeguarding risk and to help prevent the risks of a child going 

missing in the future. Staff should be aware of the Academy’s unauthorised absence and 

children missing from education procedures. 

 

Children with family members in prison 

The Academy understands that children with a parent(s) in prison are at risk of poor outcomes 

including poverty, stigma, isolation and poor mental health. They may require specific services 

and support. Families and children of people in prison will be seen as families first and the 

Academy will work to ensure their needs are appropriately met. This will include providing 

support to ensure the voice of the child is considered when seeking contact with a family 

member in prison. National Information Centre on Children of Offenders, NICCO provides 

information designed to support professionals working with offenders and their children, to 

help mitigate negative consequences for those children. www.nicco.org.uk 

 

 

 

 

https://www.gov.uk/government/publications/young-witness-booklet-for-5-to-11-year-olds
https://www.gov.uk/government/publications/young-witness-booklet-for-12-to-17-year-olds
https://www.gov.uk/government/publications/young-witness-booklet-for-12-to-17-year-olds
http://www.nicco.org.uk/
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Child Sexual Exploitation 

Sir Robert Pattinson Academy is aware that; Child Sexual Exploitation (CSE) is a form of child 

sexual abuse. It occurs where an individual or group takes advantage of an imbalance of power 

to coerce, manipulate or 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 physical contact; it can also occur through 

the use of technology. (Child sexual exploitation: Definition and a guide for practitioners, local 

leaders and decision makers working to protect children from child sexual exploitation (2017) 

Staff have been made aware of some of the key indicators of CSE by training provided annually 

by DSL Emma Williams.  In addition, Academy appreciates that it has a role to play in the 

prevention of CSE within its Safeguarding curriculum e.g. Healthy Relationships in Dropdown 

Days, Ready 2 Learn and Aspire sessions.  

If staff identify children for whom CSE may be a concern they will apply the usual referral 

process and Child Protection procedures and pass this information to the Designated 

Safeguarding Lead (DSL).  The DSL can then refer cases where relevant to Lincolnshire 

Customer Services Team. The Academy may also use the Child Exploitation Screening Tool 

https://www.lincolnshire.gov.uk/lscb/professionals/child-exploitation/133320.article 

(Appendix i) The Academy also appreciates that they have a role to play  in  sharing  soft  

intelligence  relevant  to  perpetrators  of  CSE,  and  therefore  if  such information should 

come to light within Academy the DSL will share this appropriately with the police on Tel: 101.  

 

 

 

Child Criminal Exploitation: County Lines 

The Academy recognise that criminal exploitation of children is a geographically widespread 

form of harm that is a typical feature of county lines criminal activity: drug networks or gangs 

groom and exploit children and young people to carry drugs and money from urban areas to 

suburban and rural areas, market and seaside towns. Key to identifying potential involvement 

in county lines are missing episodes, when the victim may have been trafficked for the purpose 

of transporting drugs.  Sir Robert Pattinson Academy will consider whether a referral to the 

National Referral Mechanism (NRM) should be undertaken in order to safeguard that child 

and/or other children. 

 

https://www.lincolnshire.gov.uk/lscb/professionals/child-exploitation/133320.article
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Domestic Abuse 

Sir Robert Pattinson Academy understands that the cross-government definition of domestic 

violence and abuse is: 

• any incident or pattern of incidents of controlling, coercive, threatening behaviour, violence 

or abuse between those aged 16 or over who are, or have been, intimate partners or family 

members regardless of gender or sexuality. 

• the abuse can encompass, but is not limited to:  psychological, physical, sexual, financial and 

emotional. 

• controlling behaviour is a range of acts designed to make a person subordinate and/or   

dependent   by   isolating   them   from   sources   of   support, exploiting   their resources and 

capacities for personal gain, depriving them of the means needed for independence, resistance 

and escape and regulating their everyday behaviour. 

• coercive behaviour is an act or a pattern of acts of assault, threats, humiliation and 

intimidation or other abuse that is used to harm, punish, or frighten their victim. 

If staff identify children for whom Domestic Abuse may be a concern they should apply the 

usual referral process and Child Protection procedures and pass this information to the 

Designated Safeguarding Lead (DSL).  The DSL can then refer cases where relevant to 

Lincolnshire Customer Services. Where DV Notifications are received from the Multi-Agency 

Risk   Assessment   Conference (MARAC), this   information   will   be   added   to   a   child’s 

chronology and child protection record to ensure that appropriate support can be provided 

where necessary.  A coding system will be in place for sensitive information. Domestic  Abuse  

Resource  Pack  for Academies   and   Educational   Settings   in   Lincolnshire   2019   Ending   

Domestic   Abuse   in Lincolnshire site; https://edanlincs.org.uk email: 

info@edanlincs.org.ukTel: 01522 510041 

 

Homelessness 

Being homeless or at risk of homelessness presents a real risk to a child's welfare.   The DSL (and 

deputy) should be aware of contact details and referral routes in to the Lincolnshire Housing 

Authority so they can raise /progress concerns at the earliest opportunity. Homeless Reduction 

Act Factsheets summarise the new duties that focus on early intervention and encourage those 

at risk to seek support as soon as possible, before they are facing a homelessness crisis.  

https://england.shelter.org.uk/__data/assets/pdf_file/0007/1494871/Homelessness_HRA17_I

mplementation_Briefing_FINAL.pdf 

 

 

 

https://edanlincs.org.uk/
mailto:info@edanlincs.org.uk
https://england.shelter.org.uk/__data/assets/pdf_file/0007/1494871/Homelessness_HRA17_Implementation_Briefing_FINAL.pdf
https://england.shelter.org.uk/__data/assets/pdf_file/0007/1494871/Homelessness_HRA17_Implementation_Briefing_FINAL.pdf


9 

 

'Honour-based' violence (including Female Genital Mutilation and Forced Marriage) 

So called 'honour-based violence' (HBV) encompasses incidents or crimes which have been 

committee to protect or defend the honour of the family and/or the community, including 

female genital mutilation (FGM), forced marriage, and practices such as breast ironing.  All forms 

of HBV are abuse and should be handled and escalated as such.  Staff need to be alert to the 

possibility of a child being at risk form HBV, or already having suffered HBV. The DSL provides 

annual training on FGM and Honour based violence.  

 

Female Genital Mutilation/FGM 

Sir Robert Pattinson Academy understands that Female Genital Mutilation (FGM) comprises all 

procedures involving partial or total removal of the external female genitalia or other injury to 

the female genital organs.  Staff know that FGM is illegal in the UK and a form of child abuse 

with long-lasting harmful consequences. 

FGM is illegal in England and Wales under section 5B of the FGM Act 2003 (as inserted by section 

74 of the serious crime act 2015). It is a form of child abuse and violence against women. FGM 

comprises all procedures involving partial or total removal of the external female genitalia for 

non-medical reasons.  

Section 5B of the 2003 Act introduces a mandatory reporting duty which requires teachers in 

England and Wales to report ‘known’ cases of FGM in under 18s which they identify in the course 

of their professional work to the police. The duty applies from 31 October 2015 onwards.  

‘Known’ cases are those where either a girl informs the person that an act of FGM – however 

described – has been carried out on her, or where the person observes physical signs on a girl 

appearing to show that an act of FGM has been carried out and the person has no reason to 

believe that the act was, or was part of, a surgical operation within section 1(2)(a) or (b) of the 

FGM Act 2003. 

The Governors wish to ensure that all young people/vulnerable adults attending Sir Robert 

Pattinson Academy kept safe.   Concerns about a student or vulnerable adult must be followed 

up in the right way to ensure that everyone including parents/carers, staff, volunteers and 

students know what should happen and what is expected of them.   

 

We are therefore committed to ensuring that Sir Robert Pattinson Academy:  

•provides a safe environment for young people to learn in;  

•identifies young people/vulnerable adults who are suffering, or likely to suffer, significant 

harm;  

•takes appropriate action to see that such young people/vulnerable adults are kept safe both at 

home and at the Academy;  
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•ensures that teachers and other Academy staff know what to do when they see signs that a 

child is at risk of radicalisation; 

 

In pursuit of these aims, the governing body will approve and review policies and procedures 

with the aim of: 

•raising awareness of issues relating to safeguarding the welfare of children and young people 

and the promotion of a safe learning environment for students;  

•aiding the identification of students at risk of significant harm, and providing procedures for 

reporting concerns;  

•promoting safe practice and challenging poor and unsafe practice;  

•contributing to effective partnership working between all those involved with providing 

services for young people;  

•establishing procedures for reporting and dealing with allegations of abuse against members 

of staff;  

•ensuring the Academy has appropriate procedures for appointing staff. 

 

FGM mandatory reporting duty for teachers 

The Academy is aware that Section 5B of the Female Genital Mutilation Act 2003 (as inserted by 

section 74 of the Serious Crime Act 2015) places a statutory duty upon teachers (and those 

employed or engaged to carry out teaching work) to report to the police where they discover 

that FGM appears to have been carried out on a girl under 18 years of age.  Those failing to 

report such cases will face disciplinary sanctions.   It will be rare for teachers to see visual 

evidence, and they should not be examining pupils or students. Information on when and how 

to make a report can be found at:  Mandatory reporting of female genital mutilation procedural 

information  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_da

ta/file/573782/FGM_Mandatory_Reporting_-_procedural_information_nov16_FINAL.pdf  

 

Teachers must personally report to the police cases where they discover that an act of FGM 

appears to have been carried out.  Unless the teacher has a good reason not to, they should still 

consider and discuss any such case with the DSL and involve children's social care as appropriate.   

The duty does not apply in relation to at risk or suspected cases.   In these cases, teachers should 

follow usual safeguarding procedures reporting to DSL. 

 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/573782/FGM_Mandatory_Reporting_-_procedural_information_nov16_FINAL.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/573782/FGM_Mandatory_Reporting_-_procedural_information_nov16_FINAL.pdf
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Forced Marriage 

A forced marriage is where one or both people do not (or in cases of people with learning 

disabilities, cannot) consent to the marriage and pressure or abuse is used. It is an appalling 

and indefensible practice and is recognised in the UK as a form of violence against women and 

men, domestic/child abuse and a serious abuse of human rights. 

 

Staff at Sir Robert Pattinson Academy understand that likewise this is a potential Safeguarding 

issue and thus they would pass on concerns by applying the usual referral process and Child 

Protection procedures and pass this information to the Designated Safeguarding Lead (DSL).    

The Forced Marriage Unit may be contacted on Tel; 020 7008 0151 for advice or information 

and has published statutory guidance; 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment

_da ta/file/322310/HMG_Statutory_Guidance_publication_180614_Final.pdf 

 

 

Preventing Radicalisation, The Prevent Duty and Channel 

• Children are vulnerable to extremist ideology and radicalisation.    As with other safeguarding 

risks, staff should be alert to changes in children’s behaviour, which could indicate that they may 

be in need of help or protection and report concerns to the DSL. 

• Under section 26 of the Counter-Terrorism and Security Act 2015, The Academy is aware that 

we must have due regard to the need to prevent people from being drawn into terrorism, and 

that this is known as the Prevent Duty. 

• In order to fulfil the Prevent Duty staff have received information/training to help them to 

identify children who may be vulnerable to radicalisation, and the Academy is committed to 

accessing further training to ensure that all staff are up to date and aware of this duty.  If staff 

identify children for whom this may be a concern they should apply the usual referral process 

and Child Protection procedures and pass this information to the Designated Safeguarding Lead 

(DSL). 

• Prevent duty guidance:  for England and Wales –  see page 57-76 which contains specific 

information for Academies. 

• The Designated Safeguarding Lead will contact the Prevent Coordinator should there be 

concerns about a child or family linked to potential radicalisation or extremism. 

The Prevent Coordinator will then assist the DSL regarding whether a referral is appropriate and 

whether this child or family will need to be referred to the Channel Panel.   

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_da%20ta/file/322310/HMG_Statutory_Guidance_publication_180614_Final.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_da%20ta/file/322310/HMG_Statutory_Guidance_publication_180614_Final.pdf
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Channel guidance 

• Sir Robert Pattinson Academy will also incorporate the promotion of fundamental British 

Values into the Safeguarding Curriculum and/or PSHE in order to help build pupils’ resilience and 

enable them to challenge extremist views. Academy will provide a safe space in which children 

and staff can understand the risks associated with terrorism and develop the knowledge and 

skills to be able to challenge extremist arguments through structured debate during Ready to 

Learn and Aspire sessions. In addition, outside providers will be invited to work with pupils.  

• Radicalisation   will   also   be   considered   within   current   Online   Safety   policies, procedures 

and curriculum in terms of having suitable filtering and monitoring in place and also raising 

awareness with staff, parents and children about the increased risk of online radicalisation, 

through the use of the internet, Social Media and Gaming. 

Prevent Duty Guidance for Lincolnshire for Academies and registered childcare providers    

September    2018. 

Contact  Lincolnshire Police,  Prevent  Officer  01522 558304 prevent@lincs.pnn.police.uk   or 

LCC, Prevent Officer 01522 555367 prevent@lincolnshire.gov.uk   

 

 Peer on Peer Abuse 

All staff should be aware that children can abuse other children (often referred to as peer on 

peer abuse).  Bullying is not tolerated within the Academy, as clearly set out in the Anti 

Bullying Policy (April 2019). Peer on peer abuse includes, but not limited to: 

•   bullying (including cyber bullying); 

• physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise causing 

physical harm; 

•   sexual violence, such as rape, assault by penetration and sexual assault; 

• sexual harassment, such as sexual comments, remarks, jokes and online sexual harassment, 

which may be stand-alone or part of a broader pattern of abuse; 

• up skirting, which typically involves taking a picture under a person's clothing without them 

knowing, with the intention of viewing their genitals or buttocks to obtain sexual gratification, 

distress or alarm; 

•   sexting (also known as youth produced sexual imagery); and 

•   initiation/hazing type violence and rituals; 

All staff receive training the policy and procedures on peer on peer abuse.  

 

 

file://///staffdata/staffshare$/Safeguarding/Docs/%5b245794%5dSep_18_Prevent_Duty_Guidance_for_Schools_.pdf
file://///staffdata/staffshare$/Safeguarding/Docs/%5b245794%5dSep_18_Prevent_Duty_Guidance_for_Schools_.pdf
mailto:prevent@lincs.pnn.police.uk
mailto:prevent@lincolnshire.gov.uk
file://///staffdata/staffshare$/School%20Documents/Policies%20and%20Protocols/Policies/Policy%20-%20Anti-bullying%20April%202019.docx
file://///staffdata/staffshare$/School%20Documents/Policies%20and%20Protocols/Policies/Policy%20-%20Anti-bullying%20April%202019.docx
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Serious Violence (gangs) 

• All staff should be aware of indicators, which may signal that children are at risk from, or are 

involved with serious violent crime.   These may include increased absence from Academy, a 

change in friendships or relationships with older individuals or groups, a significant decline in 

performance, signs of self-harm or a significant change in wellbeing, or signs of assault or 

unexplained injuries. Unexplained gifts or new possessions could also indicate that children 

have been approached by, or are involved with, individuals associated with criminal network 

or gangs. 

 Referrals that could potentially fall into this category will be reported by the DLS or Deputy 

DSL to the police. 

• All staff should be aware of the associated risks and understand the measures in place to 

manage these.   Advice for Academies and colleges is provided in the Home Office's    

guidance;     

https://www.gov.uk/government/publications/advice-to-Academys-and-colleges-on-gangs-

and-youth-violence 

https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-

vulnerable-adults-county-lines 

 

Sexual Violence and Sexual Harassment 

Staff are aware of sexual violence and sexual harassment and that children can, and 

sometimes do, abuse their peers in this way. Sexual violence refers to Rape, Assault by 

Penetration and Sexual Assault as described in the Sexual Offences Act 2003.    Sexual 

harassment means 'unwanted conduct of a sexual nature' that can occur online and offline. 

Staff understand that when we reference sexual harassment we do so in a context of child on 

child sexual harassment.   Sexual harassment is likely to: violate a child's dignity, and/or make 

them feel intimidated, degraded or humiliated and/or create a hostile, offensive or sexualised 

environment.  

Keeping Children Safe in Education 2019 section 5 has guidance. Neither is acceptable and will 

not be tolerated by the Academy. Sir Robert Pattinson Academy take all such reports seriously 

and they will receive the same high standard of care that any other safeguarding concern 

receives. A multi-agency approach will be undertaken when responding to all such complaints; 

however, the Academy will always take immediate action to protect children despite the 

actions of any other agency.  

These actions may include an immediate risk assessment in respect of the needs of the child 

victim and will address any risks identified to any child in respect of an alleged perpetrator of 

sexual violence or sexual harassment to ensure children are protected from harm. Any risk 

assessment will be fluid and may change to reflect any developments during the management 

of the case.  

https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
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The Designated Safeguarding Lead will manage all such reports. There are a number of options 

the Academy may consider in respect of the management of a report of sexual violence or 

sexual harassment between children and each case will receive an appropriate bespoke 

response once all the facts are known. Irrespective of any potential criminal outcome, the 

Academy have a duty to safeguard all children and may deal with any such report on a balance 

of probability basis when considering the outcomes for children involved.  Should an outcome 

involve a move to an alternative Academy for any child then full information sharing of the 

case will be undertaken with the Designated Safeguarding Lead professional at that Academy. 

 

Up skirting 

'Up skirting’ typically involves taking a picture under a person’s clothing without them 

knowing, with the intention of viewing their genitals or buttocks to obtain sexual gratification, 

or cause the victim humiliation, distress or alarm.   It is now a criminal offence. Staff should 

always act in the best interests of a child. 

 

Youth Produced Sexual Imagery 

Where there is a disclosure or the Academy becomes aware that a child may have been involved 

in sending or making ‘youth produced sexual imagery’ which is sometimes referred to as 

‘sexting’. We will refer to the guidance in the documents   

‘Sexting in Academys and Colleges, responding to incidents and Safeguarding young people’ 

published by the UK Council for Child Internet Safety (2016).   

https://www.gov.uk/government/publications/sexting-in-Academys-and-colleges  

The DfE guidance 2018 on Searching Screening and Confiscation Advice for Academys 

Staff understand that when an incident involving youth produced sexual imagery comes to their 

attention: 

•   the incident should be referred to the DSL as soon as possible 

•   the DSL should hold an initial review meeting with appropriate Academy staff 

• there should be subsequent interviews with the young people involved (if appropriate) 

• parents should be informed at an early stage and involved in the process unless there is good 

reason to believe that involving parents would put the young person at risk of harm 

• at any point in the process if there is a concern a young person has been harmed or is at risk 

of harm a referral should be made to children’s social care and/or the police immediately. 

Referrals are handled following the Sexting Protocol Flowchart (Appendix 9) 

 

https://www.safeguardinginschools.co.uk/wp-content/uploads/2016/08/Sexting-in-schools-and-colleges-UKCCIS-August-2016.pdf
https://www.safeguardinginschools.co.uk/wp-content/uploads/2016/08/Sexting-in-schools-and-colleges-UKCCIS-August-2016.pdf
https://www.gov.uk/government/publications/sexting-in-schools-and-colleges
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Contextual Safeguarding 

Sir Robert Pattinson Academy recognises that safeguarding incidents and/or behaviours can be 

associated with factors outside the Academy and/or can occur between children outside the 

Academy. All staff, but especially the designated safeguarding lead will consider the context 

within which such incidents and/or behaviours occur. This is known as contextual safeguarding, 

which simply means assessments of children should consider whether wider environmental 

factors are present in a child’s life that are a threat to their safety and/or welfare. The Academy 

will provide as much information as possible to children’s social care as part of any referral 

undertaken. 

https://www.contextualsafeguarding.org.uk 

 

Carrying Knives/offensive weapons and gang culture 

Bringing and carrying a knife/offensive weapon onto Academy/college premises is a criminal 

Offence and immediate action will be taken by calling the police and informing the pupils’ 

parents. The guidance on Searching, Screening and Confiscation for Head teachers, Academys 

and Governors, January 2018 will be consulted and the Academy/college will consider and may 

apply the disciplinary procedure. If a member of staff suspects a pupil/student being involved in 

gang culture, this is a Safeguarding concern and will require a discussion with the Designated 

Safeguarding Lead who will seek advice from agencies and professionals including reference to 

the Safeguarding procedures as outlined by the local authority. The pupil/student may be an 

exploited child and victim to which the Academy/college will offer support. For further 

information see the Banned Items and Physical Intervention and Use of Reasonable Force 

Policies. 

 

Children who may require Early Help 

All Staff (Governors and Volunteers) working within the Academy are aware safeguarding is not 

just about protecting children from deliberate harm, neglect and failure to act.  It relates to 

broader aspects of care and education, including: 

•   Children's health and safety and well-being, including their mental health 

•   Meeting the needs of children who have special educational needs and/or disabilities. 

•   The use of reasonable force 

•   Meeting the needs of children with medical conditions 

•   Providing first aid 

•   Educational visits 

•   Intimate care and emotional well-being 

https://www.contextualsafeguarding.org.uk/
file://///staffdata/staffshare$/School%20Documents/Policies%20and%20Protocols/Policies/Policy%20-%20Banned%20Items%20May%202019.docx
file://///staffdata/staffshare$/School%20Documents/Policies%20and%20Protocols/Policies/Policy%20-%20Physical%20Intervention%20Use%20of%20Reasonable%20Force%20Nov%2018.docx
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•   Online safety and associated issues 

•   Appropriate arrangements to ensure children's security taking into account the local context. 

•   Young carers; 

•   Privately fostered children; 

•   Children who have returned home to their family from care: 

•   Children showing signs of engaging in anti-social or criminal behaviour; 

•   Family circumstances presenting challenges for the child, such as substance abuse, adult 

mental health, domestic violence; and/or 

•   Early signs of abuse and/or neglect; 

•   Signs of displaying behaviour or views that are considered to be extreme; 

•   Children misusing drugs or alcohol themselves: 

•   Not attending Academy or are at risk of exclusion from Academy; 

•   Frequently going missing/goes missing from care or from home; 

•   Is at risk of modern slavery, trafficking, exploitation, radicalised; 

•   Not in education, training or employment after the age of 16 (NEET); 

These children are therefore more vulnerable; the Academy will identify who their vulnerable 

children are, ensuring all Staff and Volunteers know the processes to secure advice, help and 

support where needed. Referrals will be made by the safeguarding team if it is felt that Early 

Help would benefit the child and/or the wider family. The Sir Robert Pattinson Academy will 

work with the family and relevant agencies to achieve the best outcomes for all pupils.  

www.lincolnshire.gov.uk/tac  

TACadmin@lincolnshire.gov.uk 

 

 

 

 

 

 

 

 

http://www.lincolnshire.gov.uk/tac
mailto:TACadmin@lincolnshire.gov.uk
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Children with Special Educational Needs and/or Disabilities 

Special consideration should be given to safeguarding and protecting children who may have 

additional vulnerabilities; 

•  Additional barriers can exist to the recognition of abuse and neglect which can include 

assumptions that indicators of abuse such as behaviour, mood and injury relate to the child's 

disability without further exploration. 

•   Vulnerable children can disproportionately be impacted by things like bullying and abuse, 

without outwardly showing any signs. 

•    Communication barriers and difficulties in overcoming these barriers 

•    Seeing a disability first and abuse second. 

•  These additional challenges are addressed through a high level of pastoral care and our 

communication and interaction with our young people.    

 

Looked After Children 

All staff recognise that looked After Children and care leavers are more vulnerable than other   

children, often   having   poorer   educational   outcomes; therefore, ensuring   their wellbeing, 

safety and welfare, helping them to reach their potential which includes the looked after child 

who is moving on.  The  Sir Robert Pattinson Academy  will  also  ensure  that  care  leavers  are 

supported with pathways including liaison with the local authority where a personal advisor will 

be appointed and a full working relationship is maintained with the Lincolnshire Virtual Academy   

Head   Teacher   Kieran   Barnes,   Head   of   Virtual   Academy   LAC   Lincolnshire, email 

Kieran.barnes@lincolnshire.gov.uk  in  respect  of  all  pupils  at  the  Academy  who  are subject 

of ‘looked after’ status. Emma Williams is Designated Teacher for Looked After Children and 

along with the safeguarding team manages Looked after Children’s electronic pupil educational 

plans, ePEP. 

Andrew Morris is Lincolnshire County Council's Corporate Parenting Manager,  

M: 07770 648087,   

T:  01522 553916    

Andrew.Morris@lincolnshire.gov.uk 

Care Leavers queries should be addressed with the social worker until 17 years 6 months and to 

Andrew for broader queries and once they are 18.   In Lincolnshire all 16-year-old Looked After 

Children (LAC) have a social worker until they are 17 years 6 months.  At that point they will be 

allocated a leaving care worker, transferring to Lincolnshire Leaving Care Service at 18 years old.  

The Academy works closely with the young person and their social worker and fully engages with 

target setting and completion 

mailto:Kieran.barnes@lincolnshire.gov.uk
mailto:Andrew.Morris@lincolnshire.gov.uk
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Online safety 

Staff are aware of and follow the DfE guidance Teaching online safety in Academy 2019 to ensure 

our pupils understand how to stay safe and behave online as part of existing curriculum 

requirements.   We also make use of UKCIS Education for a connected world framework. Staff 

are aware that safeguarding also relates to broader aspects of care and education including 

Children's health and safety and well-being, including their mental health. 

Online safety is a feature of the Ready to Learn and the Personal Development curriculum.  

Sir Robert Pattinson Academy had achieved the National Online Safety award. Staff, 

Governors, Pupils and Parents can access training and advice via the website 

https://nationalonlinesafety.com/  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://nationalonlinesafety.com/
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Pupil Information 

 In order to keep children safe and provide appropriate care for them the Academy requires accurate 

and up to date information regarding: 

 names, contact details and relationship to the child of any persons with whom the child normally 
lives. 

 names and contact details of all persons with parental responsibility (if different from above) 

 emergency contact details (if different from above), ensuring that if the person(s) with parental 

responsibility is unable to collect this person, who could collect the child and keep them safe until 

either the person(s) with parental responsibility is available or a more suitable arrangement is made. 

The Academy encourages all parents and carers to provide more than one emergency contact, 

providing the Academy with additional options to make contact with a responsible adult when a 

child missing education is identified as a welfare and/or safeguarding concern 

 details of any persons authorised to collect the child from Academy (if different from above) 

 any relevant court orders in place including those which affect any person’s access to the child (e.g. 
Residence Order, Contact Order, Care Order, Prohibited Steps Order, Injunctions etc.) 

 if the child is or has been subject to a Child Protection Plan 

 if the child is or has been subject to an Early Help Assessment (EHA) or Child in Need (CIN) processes 

 If the child is a Looked After Child (LAC) or previously looked after 

 name and contact detail of G.P 

 any other factors which may impact on the safety and welfare of the child 

The Academy will collate, store and agree access to this information, ensuring all information held 

electronically is stored securely with due regard to meeting data protection and safeguarding 

requirements.   

Further information can be found in the Data Protection and GDPR Policy 

file:///T:\School%20Documents\Policies%20and%20Protocols\Policies\Policy%20-

%20Data%20Protection.docx  

 

Transfer of files 

When a child leaves the Academy, the pupil record, including child protection file which is separated 

from the main pupil record in a sealed envelope clearly marked as such, is transferred to the new 

Academy as soon as possible.  This is usually done with a face-to face meeting unless the child moves 

out of area.  If this is the case, the file is transferred with an accompanying list of the files, e.g.  pupil 

file, child protection file etc., by recorded delivery and signed for.  The child protection file is clearly 

marked Child Protection, Confidential, for attention of Designated Safeguarding Lead and a receipt of 

this transfer will be retained. 

The receiving Academy should sign a copy of the list to say that they have received the files and return 

that to the sending Academy for tracking and auditing purposes

file://///staffdata/staffshare$/School%20Documents/Policies%20and%20Protocols/Policies/Policy%20-%20Data%20Protection.docx
file://///staffdata/staffshare$/School%20Documents/Policies%20and%20Protocols/Policies/Policy%20-%20Data%20Protection.docx
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This information should be added to a record of transfer which the sending Academy keep until the 

child reaches their 25th  birthday and must contain: 

•   Name & DOB of child 

•   Name & address of receiving Academy 

•   Date file(s) transferred with name and role of person who received it 

•   Date sending Academy received confirmation of receipt of files from receiving Academy 

•   Summary of case at the time of transfer e.g. Child Protection Plan: Neglect. 

 

In addition to the child protection file, the designated safeguarding lead should also consider if it 

would be appropriate to share any information with the new Academy or college in advance of a 

child leaving.  For example, information that would allow the new Academy or college to continue 

supporting victims of abuse and have that support in place for when the child arrives. 

The pupil record should not be weeded before transfer to the next Academy unless any records 

with a short retention period have been placed in the file.  It is important to remember that the 

information which may seem unnecessary to the person weeding the file may be a vital piece of 

information required at a later stage. 

Electronic documents that relate to the pupil file also need to be transferred, or, if duplicated in a 

master paper file, destroyed. 

Sending Academies do not need to keep copies of any records in the pupil record except if there is 

an ongoing legal action when the pupil leaves the Academy. Custody of and responsibility for the 

records passes to the Academy the pupil transfers to. 

The Academy which the pupil attended until statutory Academy leaving age is responsible for 

retaining the pupil record until the pupil reaches the age of 25 years. This Academy retains a copy 

of the child’s chronology and any documents that the Academy created e.g.  risk assessment in an 

archive until the child reaches the age of 25 years, the receipt of the transferred file is kept 

alongside this archive.  Any archived files are stored securely in the same way as an active file.  If 

any records relating to child protection issues are placed on the pupil file, it should be in a sealed 

envelope and then retained for the same period of time as the pupil file. (DOB + 25 years). 

Sources of further support: IRMS 

Information Management Toolkit 

for Academys June 2019 

Data Protection Toolkit for Academys August 2018 DfE Data protection: a toolkit for Academys 

August 2018 

Lincolnshire County Council Data Protection Advice Service LCC Data Protection Advice Service for 

Academys 

Perspective Light/Safeguarding/Safeguarding Documents/IRMS Toolkit for Academies 2019 + 

Data Protection Toolkit for Academies

https://irms.org.uk/page/SchoolsToolkit
https://irms.org.uk/page/SchoolsToolkit
https://irms.org.uk/page/SchoolsToolkit
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/740740/Data_Protection_Toolkit_for_Schools_OpenBeta_V1.0.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/740740/Data_Protection_Toolkit_for_Schools_OpenBeta_V1.0.pdf
https://www.lincolnshire.gov.uk/edulincs/finance-and-professional-services/data-protection-advice-service-new-offer/-reduced-cost/132715.article
https://www.lincolnshire.gov.uk/edulincs/finance-and-professional-services/data-protection-advice-service-new-offer/-reduced-cost/132715.article
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Roles and Responsibilities 

Our Governing Body will ensure that: 

 

•        there is a named Safeguarding Governor. (The named Safeguarding Governor is Dr Neil Appleby) 

• the Academy has an effective Child Protection and Safeguarding policy and procedures in place 

that are in accordance with local authority guidance and locally agreed inter- agency procedures, 

and the policy is available publically via the Academy website or other means. The policy will be 

reviewed and updated on an annual basis 

 

• the Academy has a staff behaviour policy or code of conduct and that this is provided to all staff 

and volunteers on induction. The policy includes acceptable use of technology, staff/pupil 

relationships and communications including the use of social media 

 

• the Academy operates safer recruitment procedures and makes sure that all appropriate checks 

are carried out on staff and volunteers who work with children; and that any panel involved in 

the recruitment of staff has at least one member who has undertaken the Safer Recruitment 

Training. 

• the Academy has procedures for dealing with allegations against staff and volunteers that 

comply   with   guidance   from   the   local   authority   and   locally   agreed   inter-agency 

procedures. 

• online safety policy and procedures are in place and training and support is provided for staff 

and pupils to ensure that there is a good understanding of child protection issues related to 

electronic media. 

• the Academy has appropriate electronic filtering and monitoring systems in place to ensure that 

children are safeguarded from potentially harmful and inappropriate online material; whilst 

recognising that “over blocking” should not lead to unreasonable restrictions as to what children 

can be taught. 

• a senior member of the Academy’s leadership team is appointed to the role of DSL who will take 

lead responsibility for safeguarding and child protection. 

• the Academy has one or more deputy DSL’s Tracey Gibson and Nicola Jelley who are trained to 

the same standard as the lead DSL, Emma Williams. 

• children are taught about safeguarding, including online safety as part of providing a broad and 

balanced curriculum.   This may include covering relevant issues through Relationships   

Education   and   Relationships   and   Sex   Education, and/or   where delivered, through Personal, 

Social, Health and Economic (PSHE) education.    The Government has made regulations which 

will make Relationships Education (for all primary pupils) and Relationships and Sex Education 

(for all secondary pupils) and Health Education (for all pupils in state-funded Academys) 

mandatory from September 2020. 
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• staff including the Head teacher undertake appropriate safeguarding training which is updated 

annually 

• they remedy, without delay, any deficiencies or weaknesses regarding child protection 

arrangements 

• a governor is nominated to be responsible for liaising with the LA and /or partner agencies in the 

event of allegations of abuse being made against the head teacher 

• where services or activities are provided on the Academy premises by another body, the body         

concerned has appropriate policies and procedures in place in regard to safeguarding children 

and child protection and liaises with the Academy on these matters where appropriate. 

• they review their policies and procedures annually 

• the Academy appoints an appropriately trained designated teacher with responsibility for 

“promoting the educational achievement of children who have left care through adoption, 

special guardianship or child arrangement orders or who were adopted from state care outside 

England and Wales” in addition to Looked After Children (LAC). 
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The Head Teacher will ensure that: 
 

• the policies and procedures adopted by the Governing Body or Proprietor are fully 

implemented, and followed by all staff; 

 

• sufficient resources and time are allocated to enable the designated safeguarding lead and other 

staff to discharge their responsibilities including taking part in strategy discussions and other 

inter-agency meetings and contributing to the assessments of children. 

 

•      there are arrangements in place for Safeguarding Supervision for the Designated 

Safeguarding Lead and the Deputy Designated Safeguarding Lead(s) 

 

• all  staff  and  volunteers  feel  able  to  raise  concerns  about  poor  or  unsafe  practice  in regard 

to children,  and such concerns are addressed sensitively and effectively in a timely manner in 

accordance with agreed whistle blowing policies and use of the LSCP Professional  Resolution  &  

Escalation  Protocol.   The  NSPCC's  'What  you  can  do  to report abuse dedicated helpline is 

available as an alternative route for staff who do not feel  able  to  raise  concerns  regarding  

child  protection  failures  internally  or  have concerns about the way a concern is being handled 

by their Academy or college.    

Staff can call 0800 028 0285 –  line is available from 8am-8pm Mon-Fri and email: help@nspcc.org.uk 

 

• the Designated Safeguarding Lead is supported in providing a contact for the Academy to 

provide a report and attend Initial Child Protection Case Conferences, Reviews and Looked After 

Children Reviews out of Academy term time when needed 

• allegations regarding staff or any other adults in the Academy are referred to the Local 

Authority Designated Officer (LADO), as set out in the Managing Allegations procedure. 

• individuals are referred to the Disclosure and Barring Service (cases where a person is 

dismissed or left due to risk/harm to a child). This is a legal duty placed upon the Academy. 

 

 

 

 

 

 

 

https://lincolnshirescb.proceduresonline.com/pdfs/escalation_resolution_flow.pdf
https://lincolnshirescb.proceduresonline.com/pdfs/escalation_resolution_flow.pdf
https://www.nspcc.org.uk/what-you-can-do/report-abuse/dedicated-helplines/whistleblowing-advice-line/
https://www.nspcc.org.uk/what-you-can-do/report-abuse/dedicated-helplines/whistleblowing-advice-line/
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The Designated Safeguarding Lead (DSL)  

 

as stated in KCSIE (2020) will ensure that they: 

Manage referrals 

 refer cases of suspected abuse to the local authority children’s social care (Customer Service 

Centre) 

 support staff who make referrals to Customer Service Centre 

 seek advice from Prevent Team regarding radicalisation concerns & refer cases to the Channel 

programme when necessary 

 support staff who make referrals to the Channel programme when advised by Prevent team 

 support the Head to refer cases where a person is dismissed or left due to risk/harm to a child to 

the Disclosure and Barring Service as required 

 refer cases to the Police where a crime may have been committed 

 

Work with others 

 liaise with the head teacher to inform them of issues especially ongoing enquiries under section 47 

of the Children Act 1989 and police investigations 

 as required, liaise with the “case manager” (as per Part four of KCSIE) and the designated officer 

(LADO) for child protection concerns (all cases which concern a staff member or volunteer) 

 liaise with staff on matters of safety and safeguarding and when deciding whether to make a 

referral by liaising with relevant agencies. Act as a source of support, advice and expertise for staff. 

 To help promote educational outcomes by sharing the information about the welfare, safeguarding 

and child protection issues that children, including children with a social worker, are experiencing, 

or have experienced, with teachers and school leadership staff.  Ensuring that staff know who these 

children are, understand their academic progress and attainment and maintain a culture of high 

aspirations for this cohort; supporting teaching staff to identify the challenges that children in this 

group might face and the additional academic support and adjustments that they could make to 

best support these children. 

 

Supporting the child and partnership with parents 
Academy recognises that the child’s welfare is paramount, however good child protection and 

safeguarding   practice   and   outcomes   rely   on   a   positive, open   and   honest   working 

partnership with parents 

Whilst we may, on occasion, need to make referrals without consultation with parents, we will make 

every effort to maintain a positive working relationship with them whilst fulfilling our duties to protect 

any child 

We will provide a secure, caring, supportive and protective relationship for the child 
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Children will be given a proper explanation (appropriate to age and understanding) of what action is 

being taken on their behalf and why 

We will endeavour always to preserve the privacy, dignity and right to confidentiality of the child and 

parents.  The Designated Safeguarding Lead will determine which members of staff “need to know” 

personal information and what they “need to know” for the purpose of supporting and protecting the 

child. 

 

Undertake training 
The DSL (and any deputies) will undergo training to provide them with the knowledge and skills 

required to carry out the role. This training will be updated at least every two years. They will also 

undertake Prevent awareness training. 

In addition to the formal training, their knowledge and skills will be refreshed at regular intervals, as 

required, but at least annually, to allow them to understand and keep up with any developments 

relevant to their role (this will be done by attending the termly LCC DSL Safeguarding Briefings and by 

attending appropriate Lincolnshire Safeguarding Children Partnership inter-agency training and other 

relevant training and/or conference opportunities) so they:  

 understand the assessment process for providing early help and intervention, for example 

through locally agreed common and shared assessment processes such as early help assessments 

 have a working knowledge of how local authorities conduct a child protection case conference 

and a child protection review conference and be able to attend and contribute to these effectively 

when required to do so 

 ensure each member of staff, especially new and part time staff has access to and understands 

the Academy’s or college’s child protection policy and procedures 

 are alert to the specific needs of children in need, those with special educational needs and young 

carers 

 are able to keep detailed, accurate, secure written records of concerns and referrals 

 understand and support the Academy or college with regards to the requirements of the Prevent 

duty and are able to provide advice and support to staff on protecting children from the risk of 

radicalisation 

 obtain access to resources and attend any relevant or refresher training courses 

 encourage a culture of listening to children and taking account of their wishes and feelings, among 

all staff, in any measures the Academy or college may put in place to protect them. 

 

Raise Awareness 

 ensure the Academy child protection and safeguarding policies are known, understood and used 

appropriately 
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 ensure the Academy child protection and safeguarding policy is reviewed annually, the procedures 

and implementation are updated and reviewed regularly and work with governing bodies or 

proprietors regarding this 

 ensure the child protection and safeguarding policy is available publicly and parents are aware of 

the fact that referrals about suspected abuse or neglect may be made and the role of the Academy 

or college in this 

 link with the Lincolnshire Safeguarding Children Partnership to make sure staff are aware of 

training opportunities and the latest local policies on safeguarding. 

 

Availability 

 during term time the designated safeguarding lead (or a deputy) should always be available (during 

Academy or college hours) for staff in the Academy to discuss any safeguarding concerns 

 adequate and appropriate cover is provided out of hours/out of term activities via school mobile 

and email contacts published on the school website 

 

All staff and volunteers will: 

 read and sign to say that they understand and will fully comply with the Academy’s policies and 

procedures 

 read and sign to say that they understand part 1 of ‘Keeping Children Safe in Education’ (2020) 

 identify concerns as early as possible and provide help, to prevent concerns from escalating and 

identify children who may be in need of extra help or who are suffering or are likely to suffer 

significant harm 

 attend annual whole Academy safeguarding training and other appropriate training identified7 

 provide a safe environment in which children can learn 

 be aware that they may be asked to support a Social Worker to take decisions about individual 

children 

 inform   the   designated   safeguarding   lead   of   any   concerns   about   a   child immediately 

 inform the head of any concerns regarding an adult within Academy at the earliest opportunity 

 inform the Chair of Governors of any concerns regarding the Head Teacher at the earliest 

opportunity 

 act on the concern and make the referral themselves if they feel the concern is not being taken 

seriously. 

If staff/parents/carers have a concern about a member of staff, they should contact the Head teacher.  

If staff/parents/carers have a concern about the Head teacher, they should contact the Chair of 

Governors. 
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PROCESS WHEN A DISCLOSURE IS MADE 

 LISTEN - Listen carefully to the child or vulnerable person.  Take what he or she says seriously. 

 REASSURE - Look after the child while the matter is being referred on, reassure the 

child/person that they are not to blame for what has happened.  Do not over-react as this can 

frighten them and compound feelings of guilt.  Reassure them that they were right to tell.  

Remember the fact that it takes great courage to confide such personal and painful concerns. 

 RECORD - As soon as possible after talking to the child/person make a written record of what 

was said.  This may be used in any subsequent legal proceedings so it is important to note 

down how the child/person was behaving, and the way in which they told you what happened, 

as this may indicate how they were feeling.  This then needs to be passed onto the Designated 

Person in the Academy. 

 SUPPORT - Get support for yourself.  Listening to abused children or adults can be very 

upsetting. 

 

It is essential not to make promises that you may not be able to keep.  It is particularly important not 

to promise confidentiality before you know what is going to be confided to you because you may have 

to share what you have been told with others.  The person’s trust has already been betrayed by the 

abuser and making promises you fail to keep can compound feelings of betrayal. 

 

It is important not to make bad feelings worse and to keep to a minimum the number of times he/she 

is asked to repeat the story.  It is inappropriate at this stage to inquire into the details of the abuse as 

this may distress the child/person and should be left to an interviewer skilled in asking such questions. 

The basic rule of thumb is that staff should ONLY ask enough questions of the child to clarify whether 

there is a child protection concern. Once the child has clarified that they are being harmed or are at 

risk (or the staff member is reassured that the child is safe), no further questions are required. 

 

The staff member should ensure immediate information sharing with the Designated Safeguarding 

Lead (or alternative senior contact point in DSL’s absence). It is likely that such a scenario will require 

immediate consultation about action to be taken and an urgent referral to Specialist Children’s 

Services will be necessary.    

The consequences of not reporting your suspicions if the child/person has been abused could be very 

serious as they could be further abused. 

https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--

2 

 

 

https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
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RECRUITMENT PROCEDURES 

 

 In order to ensure safer recruitment Sir Robert Pattinson Academy will: 

 Regularly review its recruitment procedure to ensure the safety of the students. 

 Ensure that all vacancy advertisements make clear the Academy’s commitment to safeguarding and 

promoting the welfare of children. 

 Ensure that the job description makes reference to the responsibility for safeguarding and 

promoting the welfare of children and young people. 

 Ensure that the person specification includes specific reference to the applicant’s suitability to work 

with children. 

 Obtain and examine required information from applicants and satisfactorily resolve any 

discrepancies or anomalies.  All applicants should complete the Academy’s relevant Application 

Form in full (Appendix 1 or 2).  CV’s may be submitted but will enhance the application rather than 

substitute.  

 Obtain independent professional and character references to help assess an applicant’s suitability 

to work with children.  One of the references must be the previous most recent employer.  

 Conduct a face to face panel interview (including at least one panel member who has completed 

the safer recruitment training meeting the requirements of DfE and OFSTED) to determine the 

candidate’s suitability to work with children as well as their suitability for the post.  

 Verify the successful candidate’s identity together with (where necessary), qualifications gained. 

 Check previous employment history and experience. 

 Check for any gaps in employment history and ensure a satisfactory explanation is sought. 

 Check Declaration of Health Form (Appendix 3). 

 Conduct DBS enhanced check for all employees within the Academy. 

 Ensure new staff are familiarised with our Child Protection Policies and Safer Working Practices as 

part of the induction process as verified on the Induction Checklist (appendix 4). 

 The academy follows a coloured lanyard identification system (see appendix 5) 

 

Further information relating to safeguarding can be found within the Safer Recruitment/DBS policy of 

the Academy 
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ASSOCIATED ITEMS 

Health and Safety Policy  

Attendance Policy – inc. Children Missing in Education 

Use of Force to Control or Restrain Pupils Policy 

Anti-bullying Policy 

Substance Awareness Protocol 

Student Privacy Policy 

Relationship and Sex Education Policy 

Terms and conditions of service – Teaching Staff/Support Staff 

Allegations of Abuse Against Staff  

Single Central Record Protocol 

Safer Recruitment/DBS Policy 

Prevent Protocol 

Female Genital Mutilation (FGM) reporting requirements – Appendix 6 

Data Protection and GDPR Policy 

 

STAFF TRAINING 

 Sir Robert Pattinson Academy will have at least one trained Designated Person who will be 

given access to timely relevant training. 

 All relevant policies and protocols will be available to all staff on the VLE.   

 Child Protection training is part of CPD for all. 

 Induction for ITT (Initial Teacher Training) students, new and temporary staff has a section on 

Child Protection. 

 Interview panels will have at least one member with Safer Recruitment training. 

 

AVAILABILITY  

The availability of this policy on the Academy website and in other format on request is indicated in 

the prospectus. 
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Teacher Application Form 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sir Robert Pattinson Academy 

Moor Lane 

North Hykeham 

Lincoln 

LN6 9AF 

Application Form 

 

TEACHER  

PERSONAL DETAILS 

Surname      Title Mr/Mrs/Miss/Ms or other    

 

Forename(s)   Former names (if applicable)   

 

Home address      

 

  Postcode    

 

Tel Number (Home)   (Work)   

 

Mobile Tel Number    Email   

 

Date of Birth    National Insurance Number   

 

GTC Number   If you are not a European Citizen please state if you 

  require a work permit  Yes         No         

 

These should be of appropriate standing with direct knowledge of your professional work and should include 

your present employer. 

 

Name    Name    

 

Job Title    Job Title    

 

Address    Address    

 

    

 

    

 

Tel Number   Tel Number   

 

REFEREES 
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Page 4  Application Form  

 

 

Start with your secondary education and then include FE/Higher and initial teacher training. 

 

Secondary Academys, Colleges and 

Universities  

Dates 

 

 From To 

Details of examinations passed & 

qualifications obtained including 

grade 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 

Age group for which trained Pre KS1     KS2      KS3      KS4      KS5    

 

LA where probation/induction was completed    

 

 

 

EDUCATION / QUALIFICATIONS 

CONTINUING EDUCATION / IN-SERVICE TRAINING/OTHER RELEVANT QUALIFICATIONS 

 Please give details of all courses (included the month/year) attended of at least one day over the last two years.  

Continue on a separate sheet if necessary. 
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Page 3  Application Form  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PRESENT EMPLOYMENT 

 Present Job Title      

 

Date Appointed to post   Current Salary £    Scale Point/TLR            /  

 

Part time / Job Share     Yes    No   fte    Notice required    

 

Name of Academy/College/Employer      

 

Type of Academy (e.g. Primary, Secondary)     

 

Address     

 

    

 

Tel Number    LEA (if applicable)   

 

Key responsibilities 

    

  

     

 

    

 

Reason for wishing to leave      
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Job Title or 

Position 

Name and Address of 

Employer 

Number 

on Roll  
(If Academy) 

Full/Part 

Time 

Dates 

 

From   To 

Reason for 

Leaving 

1. 

 

 

     

2. 

 

 

     

3. 

 

 

     

4. 

 

 

     

5. 

 

 

     

PREVIOUS EMPLOYMENT/VOLUNTARY EMPLOYMENT Please provide a full history in chronological order since leaving 

secondary education, including periods of any post-secondary education /training and part-time work, as well as full time employment, 

with start and end dates, explanations for periods not in employment or education/training and reasons for leaving.  (Continue on a separate 

sheet if required).   
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Page 4  Application Form  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUPPORTING STATEMENT 

 

Please give details of your experience, skills, abilities and any other additional information which you think would 

be useful in this job.  You should cover the points listed in the Person Specification and include any additional 

information, e.g. languages spoken.  Please complete on a separate page. 

Jobs in Academys are exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974.  

You must therefore declare any arrests, convictions, cautions or reprimands, warnings or bind-overs which you 

have ever had and give details of the offences.  The fact that you have a criminal record will not necessarily 

debar you for consideration for this appointment. 

Do you have any convictions, cautions or reprimands, warnings or bind-overs? YES / NO (delete as appropriate) 

Have you ever been arrested? YES / NO (delete as appropriate) 

If the answer is "yes", you must record full details in a separate, sealed envelope marked with your name and 

'Confidential: Criminal Record Declaration' and enclose it with your application.  In accordance with statutory 

requirements, an offer of appointment will be subject to satisfactory enhanced CRB clearance.  A copy of this 

notice will be sent to your referees. 

 

COMPULSORY  DECLARATION  OF  ANY  CONVICTIONS,  CAUTIONS  OR  REPRIMANDS,  WARNINGS  OR  

BIND-OVERS 

 

Do you consider you have a disability as defined in the Disability Discrimination Act 1996?       YES/NO 

 

If so, please tell us of any arrangements we should make to facilitate an interview, if one is offered. 
 

 

 

 

If you have suffered from any medical condition which has affected [or might in future affect] your performance 

as a teacher, please give details. 

 

 

 

 

 

 

MEDICAL INFORMATION 

 

I hereby declare that the information provided is true and accurate. 

 

Signature of applicant           Date      
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Support Application Form 

 

 

 

 

POST APPLIED FOR:            

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

Sir Robert Pattinson Academy 

Moor Lane 

North Hykeham 

Lincoln 

LN6 9AF 

Application Form 

 

SUPPORT STAFF   

Surname      Title Mr/Mrs/Miss/Ms or other    

 

Forename(s)   Former names (if applicable)   

 

Home address      

 

  Postcode    

Tel Number (Home)   (Work)   

 

Mobile Tel Number    Email   

 

Date of Birth    National Insurance Number   

 

GTC Number   If you are not a European Citizen please state if you 

  require a work permit  Yes         No         

 

These should be of appropriate standing with direct knowledge of your professional work and should include 

your present employer. 

(1) (2) 

Name    Name    

Job Title    Job Title    

Address    Address    

    

    

Tel Number   Tel Number   

Email    Email   

Do you object to referees being contacted before interviews?        (1)   Yes/No        (2)   Yes/No   

PERSONAL DETAILS 

REFEREES 
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Page 2  Application Form  

 

 

Secondary Academys, Colleges and 

Universities  

Dates 

 

 From To 

Details of examinations passed 

& qualifications obtained 

including grade  

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 

 

 

 

 

 

 

 

EDUCATION / QUALIFICATIONS 

Please give details of all courses (included the month/year) attended of at least one day over the last two years.  

Continue on a separate sheet if necessary. 
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Page 3  Application Form  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Job Title or Position Name and Address of 

Employer 

Full/Part 

Time 

Dates 

 

From            To 

Reason for Leaving 

1.     

2.     

3. 

 

 

    

PRESENT EMPLOYMENT 

 
Present Job Title      

Date Appointed to post   Current Salary £    Scale Point            /  

 

Part time / Job Share     Yes    No   fte    Notice required    

 

Name of Employer      

Address     

Telephone number           

Key responsibilities   

    

Reason for wanting to leave      

 

   

                

PREVIOUS EMPLOYMENT/VOLUNTARY EMPLOYMENT  Please provide a full history in chronological order since leaving 

secondary education, including periods of any post-secondary education /training and part-time work, as well as full time employment, 

with start and end dates, explanations for periods not in employment or education/training and reasons for leaving.  (Continue on a 

separate sheet if required).  
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Page 4  Application Form  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUPPORTING STATEMENT 

 

Please give details of your experience, skills, abilities and any other additional information which you think would 

be useful in this job.  You should cover the points listed in the Person Specification and/or Job Description and 

include any additional information, e.g. languages spoken.  Please complete on a separate page. 

Jobs in Academys are exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974.  

You must therefore declare any arrests, convictions, cautions or reprimands, warnings or bind-overs which you 

have ever had and give details of the offences.  The fact that you have a criminal record will not necessarily 

debar you for consideration for this appointment. 

Do you have any convictions, cautions or reprimands, warnings or bind-overs?  

YES / NO (delete as appropriate) 

 

Have you ever been arrested? YES / NO (delete as appropriate) 

 

If the answer is "yes", you must record full details in a separate, sealed envelope marked with your name and 

'Confidential: Criminal Record Declaration' and enclose it with your application.  In accordance with statutory 

requirements, an offer of appointment will be subject to satisfactory enhanced CRB clearance.  A copy of this 

notice will be sent to your referees. 

 

COMPULSORY  DECLARATION  OF  ANY  CONVICTIONS,  CAUTIONS  OR  REPRIMANDS,  WARNINGS  OR  

BIND-OVERS 

 

Do you consider you have a disability as defined in the Disability Discrimination Act 1996?     YES/NO 

 

If so, please tell us of any arrangements we should make to facilitate an interview, if one is offered. 
 

 

I hereby declare that the information provided is true and accurate. 

 

 

Signature of applicant           Date      
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A                                                            DECLARATION OF HEALTH  

TO BE COMPLETED BY ALL CANDIDATES 

 

Name in full:    Title:    

(Surname first)    (Mr, Mrs, Miss Ms, Other)  

 

Address:     Date of Birth:     

   

    

 

   Tel No:   

 

Post applied for:     

 

Present Occupation:    

 

The name and address of my General Practitioner is:   

(I give authority for you to seek confirmation of the information I have provided below:  YES/NO*) 

 

Name:   

 

Address:   

 

Tel No:   

 

Please answer the following questions by ticking the appropriate YES/NO box.  If the answer to any question is YES, then 

give details in the space provided or on the back of this form. 

 

Have you ever had in your life, including childhood, any of the following? 

 

Description of Illness YES NO Details 

1.   Heart/Circulatory Illness    
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2.   Blood disorders e.g. Anaemia, 

      Haemophilia 

   

3.   Raised Blood Pressure    

4.   Asthma, Hay Fever    

5.   Bronchitis, Pneumonia, Pleurisy    

6.   Tuberculosis – or family history of TB    

7a. Diabetes – recent onset     

7b. Diabetes – since childhood    

8.   Epilepsy, Frequent Fainting Attacks    

9.   Headaches, Migraine    

10. Psychiatric Treatment    

11. Dermatitis, Skin Sensitivities    

12. Psoriasis, Eczema    

13. Hearing Loss, Frequent Ear Infections    

14. Frequent Sore Throats    

15. Intestinal disorders or infections, Ulcer    

16. Hepatitis/Jaundice    

17. Disorders of the Bladder or Kidney    

18. Do you have a Colostomy or Ileostomy?     

19. Visual impairment/eye strain (which may be 

aggravated by Visual Display Units). 

   

19. Any other disorder?    

 

  Have you ever been vaccinated or immunised against any of the following? 

 

Description YES NO Remarks and Dates 

Tuberculosis including BCG    

Rubella (German Measles)    

Poliomyelitis    

Tetanus    

Hepatitis    

Any other    
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HIV INFECTION or AIDS.  Because the risks of infection in ordinary working contacts are so low, no employee or prospective 

employee will be required to undertake an HIV anti-body test, or be required to declare whether they are living with 

someone who has HIV infection or AIDS. 

 

However, as for all applicants, any period of illness, whether related or unrelated to HIV infection or AIDS, needs to be 

disclosed under items 1 – 19 above. 

 

Do you suffer from any disability within the terms of the Disability Discrimination Act 1995, which has not otherwise been 

disclosed under the items above?  If you are in any doubt about this, please seek appropriate advice either from the 

Academy or elsewhere. 

 

Are you a registered disabled person? YES/NO        If so, please state your number?    

 

 

DECLARATION                 (TO BE SIGNED BY ALL CANDIDATES) 

 

I declare that the replies given by me are true to the best of my knowledge and belief and I give them knowing that I will 

be liable to subsequent dismissal from employment if I have given any reply which I know to be false or do not believe to 

be true. 

 

Signed:    Date:   

If further information is required you will be issued with a more detailed questionnaire and a medical examination may be 

carried out. 

 

 

TO BE COMPLETED BY THE EMPLOYER 

I intend to appoint Mr/Mrs/Miss/Ms    

 

to the post of   

 

subject to   

 

 

Signed   (HEADTEACHER)  
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Induction Checklist 

SIR ROBERT PATTINSON ACADEMY INDUCTION CHECKLIST       

    

Name:      Date Started Employment:     

 

Job Title:        

 

ELEMENT Completed by (Initials) 

Introduction of staff and tour of Academy   

General introduction in briefing  

Academy diary and Academic Year Diary given including term dates, training 

days & briefings 

 

The Academy day and timings  

Completion of personnel/payroll forms/Job Description   

Explain JD duties and responsibilities  

Location of forms and stationery  

Reprographics  

Access to ICT/SIMS Logins etc. ICT Protocols  

Fire drill procedures  

First Aid procedures and location of Medical Room  

Staff absence procedures  

Canteen - Lunch, Breaks, Hours   

Child Protection – Safeguarding Policies/Protocols/Designated Officer    

Academy aims and Statement  

Academy Policies familiarisation – where to find them  

Pastoral Team – House Team/Student Welfare  

Staff Code of Conduct  

Maintenance – Site Staff    

Library/Resource Centre  

CPD and support  
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Staff Hand book/Learning and Teaching Handbook - Staff grievance & 

disciplinary procedure 

 

Academy Development Plan/Quality Assurance/SEF  

Physical Contact with students – guidelines  

Health & Safety  

Academy communications systems e.g. diary, bulletins, briefings, VLE   

Meetings  

CPD training booked as appropriate  

 

Print/Signed (New Staff)       Date      

 

 

Print/Signed (Manager)         Date      

 

A COMPLETED COPY OF THIS FORM MUST BE RETURNED WITHIN ONE MONTH OF EMPLOYMENT 

COMMENCEMENT DATE TO THE PERSONNEL OFFICER 
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 Lanyard Identification  
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Female Genital Mutilation (FGM)  

 

Female Genital Mutilation (FGM) comprises all procedures involving partial or total removal of the external female 

genitalia or other injury to the female genital organs. It is illegal in the UK and a form of child abuse with long-lasting 

harmful consequences.  

Professionals in all agencies, and individuals and groups in relevant communities, need to be alert to the possibility of 

a girl being at risk of FGM, or already having suffered FGM.  

 

Indicators  

There is a range of potential indicators that a girl may be at risk of FGM. Warning signs that FGM may be about to 

take place, or may have already taken place, can be found on pages 16-17 of the Multi-Agency Practice Guidelines, 

and Chapter 9 of those Guidelines (pp42-44) focuses on the role of Academys and colleges.   

 

Section 5C of the Female Genital Mutilation Act 2003 (as inserted by section 75 of the Serious Crime Act 2015) gives 

the Government powers to issue statutory guidance on FGM to relevant persons. Once the government issues any 

statutory multi-agency guidance this will apply to Academys and colleges. 

 

Actions  

If staff have a concern they should activate local safeguarding procedures, using existing national and local protocols 

for multi-agency liaison with police and children’s social care. When mandatory reporting commences in October 

2015 these procedures will remain when dealing with concerns regarding the potential for FGM to take place. Where 

a teacher discovers that an act of FGM appears to have been carried out on a girl who is aged under 18, there will be 

a statutory duty upon that individual to report it to the police.  

 

Mandatory Reporting Duty  

Section 5B of the Female Genital Mutilation Act 2003 (as inserted by section 74 of the Serious Crime Act 2015) will 

place a statutory duty upon teachers, along with social workers and healthcare professionals, to report to the 

police where they discover (either through disclosure by the victim or visual evidence) that FGM appears to have 

been carried out on a girl under 18. Those failing to report such cases will face disciplinary sanctions. It will be rare for 

teachers to see visual evidence, and they should not be examining pupils, but the same definition of what is meant by 

“to discover that an act of FGM appears to have been carried out” is used for all professionals to whom this 

mandatory reporting duty applies.  
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The Mandatory reporting duty will commence in October 2015. Once introduced, teachers must report to the police 

cases where they discover that an act of FGM appears to have been carried out. Unless the teacher has a good 

reason not to, they should still consider and discuss any such case with the Academy’s designated safeguarding lead 

and involve children’s social care as appropriate. 

Child Exploitation Screening Tool 

 

Please complete the Child Exploitation Screening Tool if you have concerns that a child is at risk from 

child sexual or criminal exploitation. 

Please consider completing the screening tool with the child or young person. 

If you believe the child to be at immediate risk of exploitation safeguarding action should be taken.   

Refer directly to CSC Social Care on 01522 782111.  If there are immediate risks to the child/young 

person's safety then report this without delay to the Police.   

Name of Child/Young Person: 

Forename(s)……………………………… Surname ………………………………………  

D.O.B.…….…...…………..............           Ethnicity…………………………..    

Gender………………………….…..          Disability ….……………………… 

 

Address……………………………………………………………………..   

Postcode….……………………….. 

Parent/Carer Details:  

 

Forename(s) …………………………..  …Surname ………………………….. …… 

 

Relationship: …………………………..      Contact No. …………………………..……… 

 

Forename(s) …………………………..  …Surname ………………………….. …… 

 

Relationship: …………………………..      Contact No. …………………………..……… 

 

Forename(s) …………………………..  …Surname ………………………….. …… 

 

Relationship: …………………………..      Contact No. …………………………..……… 

Academy/Education Setting Details: 

Name of Setting ………………………………………………………………………… 

 

Contact Name ……………………………… Job Title…………………………………………… 

Email address…………………………………Telephone No.……………… GP: (if known) 

Name: ……………….    Surgery Address……………………………………………………… 

Telephone No …………………………… 

Screeners Details: 
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For emergencies use 999.  For urgent/immediate reporting use 101.    

    

 

 

 

 

Have there been any previous concerns of abuse or exploitation? (Please include dates) 

 

 

 

 

 

 

 

Name …………………………………………Date completed …………………………………… 

 

Agency Name ……………………………… Job Title…………………………………………… 

 

Email address…………………………………Telephone No.……………… 

Have you discussed the completed tool with your line manager or safeguarding lead before 

submission? 

Y/N 

 

Lead Agency Involvement: 

No Lead 

Agency 

Early Help 

Plan 

Child in need Child Protection 

Plan 

LAC / Leaving 

Care 

     

 

Lead practitioner name and contact details (if different from screener)  

………………………………………………………………………………………….... 

Details of other professionals involved (including agency):  

……………………………………………………………………………………………………….. 

Is this child placed from a different Local Authority?  YES /NO  

If yes – state which and if known what date have they been placed since? 
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What is the current situation?    

Child/Young Person Yes No  Not 

Known 

Child has described sexual activity which may not have been 

consensual. 

   

Child may have been coerced to take/share indecent images.    

Has described an intimate relationship but there are concerns about 

the persons age, an imbalance of power, or offending. 

   

Has been arrested/involved in criminal activity.    

There are reports of physical or sexual assault.     

Has gone missing from home or from care.     

Has a drug or alcohol dependency that could be exploited.     

Unable to recognise risk.     

Child believes their unsafe behaviour is their own choice     

Please expand on your answers: 

 

Please include any identified strengths and any safety measures already in place relating to the 

child or young person: 

 

Home Yes  No  Not 

Known 

Home environment is nurturing and protective.     

Has a good relationship with family/carers.    

Is supported to attend Academy and access medical appointments etc.     

Is in permanent accommodation.     

Accommodation is adequate.     

Has access to sufficient financial resources.     

If they go missing parents/carers report this to the Police.     

Please expand on your answers: 

  

Please include any identified strengths and any safety measures already in place in the home: 
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Peers Yes No  Not 

Known 

Associates with or frequently missing with older or risky peers where 

there are concerns about an imbalance of power, grooming, 

exploitation, or offending. 

   

Has been spending time with inappropriate or dangerous adults.     

Appears indebted to an individual or group.     

Appears to be acting on behalf of an individual or group in a criminal 

capacity. 

   

Associates with people involved in criminality or Organised Crime 

Groups (OCG's). 

   

Has been carrying/concealing weapons.     

Spends significant periods of time away from home, sleeping at other 

addresses or locations.  

   

Please expand on your answers (including other known peers that may be at risk or subject to 

exploitation):  

 

Please include any identified strengths and any safety measures already in place that relate to 

the peer group: 

 

 

Academy/Education  Yes  No Not 

Known 

Attends Academy or college.     

Concerning pattern of absence.    

Times when missing from Academy/setting, that their whereabouts are 

unknown. 

   

Participates in class and other activities.    

Has a key person at Academy/college they can talk to.     

Is part of a supportive friendship or peer group.     

Is permanently excluded from full-time Academying.     

Please expand on your answers: 

 

Please include any identified strengths and any safety measures already in place relating to 

the Academy setting: 

 

 



23 

 

 

Consent Yes No 

Are parents/carers aware of your concerns?   

Is the child aware of your concerns?   

Does the child consent to you sharing this information?   

Does the parent/carer consent to you sharing this information?   

Please give details, where the answer is no: 

 

 

Best practise would be to inform/consult with parents; however, this may prove detrimental in 

certain cases. It may not always be in the child’s best interests to inform parents and each 

case should be considered individually. 

Suspected Perpetrator(s).  

Please provide details of any known or suspected perpetrators associated with this child or other 

children, including:  

 names and/or nicknames;  

 any distinguishing marks e.g. tattoos, piercings; 

 details of any vehicles driven by the suspect(s); 

 locations/premises where the suspect has been seen/or is known to frequent.  

 

 

 

 

 

 

 
 

 

Environment 

Are there any locations or premises that this child or other children frequent(s), or has been seen 

in, that are a cause for concern? (For example areas where young people congregate with little or 

no adult supervision, or where adult to child contact is facilitated, including online spaces.) 

Please provide further details:  
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Please summarise your overall concerns, including any other vulnerabilites (e.g. medical), 

and explain why you think this child is at risk of exploitation: 

 

 

 

 

 

 

 

Based on the information available to you what, in your professional judgment, is the level of 

concern:  

Vulnerable Child – 
Emerging risk of 
exploitation. 
 
A vulnerable child or 
young person, where a 
limited number of 
concerns are identified 
or suggest that they 
are more likely to be at 
risk of exploitation.  
 
There is currently no 
evidence to suggest 
that they are being 
exploited at this time 
or that a criminal 
offence has occurred. 
 
 
Y/N 
 

Moderate risk of 
exploitation  
 
 
A vulnerable child or 
young person, where there 
are concerns they are 
being targeted and 
groomed and where any of 
the CE warning signs have 
been identified.  
 
However, at this stage 
there is no evidence that a 
criminal offence has 
occurred. 
 
 
 
 
Y/N  

Significant risk of exploitation 
 
 
 
Evidence a child or young person is being 
targeted for opportunistic abuse through 
the exchange of sex or criminal acts for 
drugs, perceived affection, accommodation 
(overnight stays), money and goods etc.  
 
 
 
The likelihood or evidence of coercion and 
control is significant.  
 
 
 
 
 
 
Y/N 
 
 

 

 

 

Submission: 

Children Services professionals, should submit the completed Child Exploitation Screening tool, via CS 

Internal Contact, then attaching the document to the completed CS Child Exploitation Contact.  

All other professionals should initially discuss their concerns with the Children's Services Customer Services 

Centre (CSC).  All completed CE Screening tools should be submitted by email to  

ce-missing@lincolnshire.gov.uk  

mailto:ce-missing@lincolnshire.gov.uk
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Lincolnshire Prevent Referral pathway 

 

 
 

Member of staff has a Prevent related concern 
 

 
 
 
 

 
Member of staff discusses concern with 

nominated Prevent lead (DSL) for their 

institution.  Further checks/ enquiries made 

If the individual is at 

immediate risk of harm or 

immediate risk of terrorist 

related activity then the 

Police should be contacted on 

999

 
 
 
 

 
DSL and staff member agree that 

concern is relevant to Prevent 
 

(DSL reads Prevent referral guidance and 

contacts Lincolnshire Prevent Team for 

more advice) 

If not Prevent related 

then refer to the 

Lincolnshire 

Customer Service 

Centre for all other 

safeguarding 

concerns 
 

01522 782111

 
 
 
 

 

Following advice, DSL submits Channel or 

other actions 
 
 
 
 
 
 
 

Referral is screened by the Lincolnshire 

Prevent Team, initial advice offered and 

Lincolnshire Prevent process commences 
 

(Please see Prevent Duty Guidance for 

Lincolnshire for Academys and registered 

childcare providers September 2018 for more 

information on the Lincolnshire process 
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REFERRAL PROCESS 

By sending this form you consent for it to arrive with both your dedicated Local Authority safeguarding team & Prevent policing 

team for a joint assessment. Wherever possible we aim to give you feedback on your referral, please be aware, however, that this is 

not always possible due to data-protection & other case sensitivities. 

Once you have completed this form, please email it to: channel@lincs.pnn.police.uk   

If you have any questions whilst filling in the form, please call: 01522 558304 

INDIVIDUAL’S BIOGRAPHICAL & CONTACT DETAILS 

Forename(s): First Name(s) 

Surname: Last Name 

Date of Birth (DD/MM/YYYY): D.O.B. 

Approx. Age (if DoB unknown): Please Enter 
Gender: Please Describe 

Known Address(es): Identify which address is the Individual’s current residence 

Nationality / Citizenship: Stated nationality / citizenship documentation (if any) 

Immigration / Asylum Status: Immigration status? Refugee status? Asylum claimant? Please describe. 
Primary Language: Does the Individual speak / understand English? What is the Individual’s first language? 

Contact Number(s): Telephone Number(s) 

Email Address(es): Email Address(es) 

Any Other Family Details: Family makeup? Who lives with the Individual? Anything relevant. 

 

DESCRIBE CONCERNS 
 

In as much detail as possible, please describe the specific concern(s) relevant to Prevent.  
 

Please Describe 
 

FOR EXAMPLE:  
 

 How / why did the Individual come to your organisation’s notice in this instance?  

 Does it involve a specific event? What happened? Is it a combination of factors? Describe them.  

 Has the Individual discussed personal travel plans to a warzone or countries with similar concerns? Where? When? How? 

 Does the Individual have contact with groups or individuals that cause you concern? Who? Why are they concerning? How 
frequent is this contact? 

 Is there something about the Individual’s mobile phone, internet or social media use that is worrying to you? What exactly? 
How do you have access to this information? 

 Has the Individual expressed a desire to cause physical harm, or threatened anyone with violence? Who? When? Can you 
remember what was said / expressed exactly? 

 Has the Individual shown a concerning interest in hate crimes, or extremists, or terrorism? Consider any extremist ideology, 
group or cause, as well as support for “school-shooters” or public-massacres, or murders of public figures. 

 Please describe any other concerns you may have that are not mentioned here. 
 

COMPLEX NEEDS 
Is there anything in the Individual’s life that you think might be affecting their wellbeing 
or that might be making them vulnerable in any sense?  

Please Describe 
 

FOR EXAMPLE:  
 

 Victim of crime, abuse or bullying. 

 Work, financial or housing problems. 

 Citizenship, asylum or immigration issues.  

 Personal problems, emotional difficulties, relationship problems, family issues, ongoing court proceedings. 

 On probation; any erratic, violent, self-destructive or risky behaviours, or alcohol / drug misuse or dependency. 

 Expressed feelings of injustice or grievance involving any racial, religious or political issue, or even conspiracy theories. 

 Educational issues, developmental or behavioural difficulties, mental ill health (see Safeguarding Considerations below).  

 Please describe any other need or potential vulnerability you think may be present but which is not mentioned here. 
 

OTHER INFORMATION Please provide any further information you think may be relevant, e.g. social media details, 
military service number, other agencies or professionals working with the Individual, etc.. 

Please Describe 
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REFERRER’S ORGANISATIONAL PREVENT CONTACT (if different from above) 

Forename: Referrers First  Name(s) 

Surname: Referrers Last Name 

Professional Role & Organisation: Referrers Role / Organisation 

Relationship to Individual: Referrers Relationship To The Individual 

Contact Telephone Number: Referrers Telephone Number 

Email Address: Referrers Email Address 
 

SAFEGUARDING CONSIDERATIONS 

Does the Individual have any stated or diagnosed disabilities, disorders or mental health issues? Yes / No 

Please describe, stating whether the concern has been diagnosed. 

Have you discussed this Individual with your organisations Safeguarding / Prevent lead? Yes / No 

What was the result of the discussion? 

Have you informed the Individual that you are making this referral? Yes / No 

What was the response? 

Have you taken any direct action with the Individual since receiving this information? Yes / No 

What was the action & the result? 

Have you discussed your concerns around the Individual with any other agencies? Yes / No 

What was the result of the discussion? 

 

INDIVIDUAL’S EMPLOYMENT / EDUCATION DETAILS 

Current Occupation & Employer: Current Occupation(s) & Employer(s) 

Previous Occupation(s) & Employer(s): Previous Occupation(s) & Employer(s) 

Current School / College / University: Current Educational Establishment(s) 

Previous School / College / University: Previous Educational Establishment(s) 
 

 

PERSON WHO FIRST IDENTIFIED THE CONCERNS 

Do they wish to remain anonymous? Yes / No 

Forename: Referrers First  Name(s) 

Surname: Referrers Last Name 

Professional Role & Organisation: Referrers Role / Organisation 

Relationship to Individual: Referrers Relationship To The Individual 

Contact Telephone Number: Referrers Telephone Number 

Email Address: Referrers Email Address 

PERSON MAKING THIS REFERRAL (if different from above) 

Forename: Contact First Name(s) 

Surname: Contact Last Name 

Professional Role & Organisation: Contact Role & Organisation 

Relationship to Individual: Contact Relationship to the Individual 

Contact Telephone Number: Contact Telephone Number 

Email Address: Contact Email Address 

 

RELEVANT DATES 

Date the concern first came to light: When were the concerns first identified? 

Date referral made to Prevent: Date this form was completed & sent off? 
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THANK YOU 

Thank you for taking the time to make this referral. Information you provide is valuable and will always be assessed. 
 

If there is no Prevent concern but other safeguarding issues are present, this information will be sent to the relevant team or 
agency to provide the correct support for the individual(s) concerned. 
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Sexting Protocol Flowchart 

 

Initial disclosure

• This could come from a pupil directly, a parent, a pupil’s friend.

• Record Incident on Green Form

Safeguarding team 
review 

•Review the information and consider the 5 points for immediate 
referral. They make an initial decision about whether the incident can 
be dealt with in house.

•1. Adult involvement

•2. Coercion or blackmail

•3. Extreme or violent

•4. Under 13

•5. Immediate risk of harm

•(For more information see page 13 of UKCCIS Sexting in Academys  
and colleges)

Police / Social Care 
/ MASH referral 

•If the incident meets the criteria for Police referral, reporting should 
focus on describing rather than diagnosing the incident

Risk assessment / 
Dealing with the 

incident

•Consider the risk of harm and at any point if there are causes for 
concern’ you can refer back to police/social care.

•Considerations – Risk Assessment, Vulnerability of the child, Coercion, 
How shared and where, Impact on children, Age of the children

•(For more information see UKCCIS Sexting in Academys and colleges -
Annex A)

Management in 
Academy

•Ensure parents are informed and the incident recorded following all 
child protection and safeguarding procedures.

•(For more information see page 14 of UKCCIS Sexting in Academys and 
colleges)



 

 

Concern form 

CHILD PROTECTION RECORD – Report of a Concern

 

 

 

Name of referrer:  Role of referrer: 

 

 

Child Name: 

 

 

Date of birth: 

 

 Year Group / class:  

Details of concern: 

 

 

 

(Use body map if appropriate) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

Reported to:  Role of person 

reported to: 

 

Signed:  

 

Date:  

 

 

 

 

Action taken: 

 

 

 

 

 Advice sought: 

 

(from whom and 

what was advice 

given) 

 

Concern / referral 

discussed with 

parent / carer? 

 If not, state reasons 

why – if yes, note 

discussion with 

parent 

 

Referral made:  If not, state reasons 

why – if yes, record 

to whom and any 

action agreed 

 

Feedback to 

referring member 

of staff: 

  By whom 

Response to / 

action taken with 

pupil: 

 

 By whom 



 

 

Name and contact 

number of key 

workers: 

 

 

 

 

 

  

Name and contact 

details of GP: 

 

 

Other notes / 

information: 

 

 

 

 

Any other action 

required: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

On Tracker     Y / N Date Sign 

 

 

 



 

 

 



 

 

Addendum  

 

COVID-19 school closure arrangements for Child 

Protection and Safeguarding at Sir Robert Pattinson 

Academy 

 

Context 

This addition to the Sir Robert Pattinson Child Protection and Safeguarding policy is in response 

to the interim guidance by the Department for Education, Coronavirus (COVID-19): safeguarding 

in schools, colleges and other providers, published 27 March 2020 and Department for 

Education guidance COVID-19: guidance for education settings updated 26 March 2020. This 

addendum applies during the period of school closure due to COVID-19, and reflects updated 

advice from our 3 local safeguarding partners and local authority (LA). It sets out changes to our 

normal child protection policy in light of the Department for Education’s guidance Coronavirus: 

safeguarding in schools, colleges and other providers, and should be read in conjunction with 

that policy. 

Unless covered here, our normal child protection policy continues to apply. 

The Child Protection and Safeguarding policy will continue to be updated in response to any 

further guidance or as any further Government edict dictates.  

The way Sir Robert Pattinson Academy is currently operating in response to coronavirus 

(COVID-19) is fundamentally different to business as usual, however, a number of important 

safeguarding principles remain the same: 

 with regard to safeguarding, the best interests of children must always continue to come 

first 

 if anyone in has a safeguarding concern about any child they should continue to act and 

act immediately 

 a DSL or deputy should be available and can be contacted via the email 

safeguarding@srpa.co.uk or 07515 612014 (School mobile 1) 

 it is essential that unsuitable people are not allowed to enter the children’s workforce 

and/or gain access to children 

 children should continue to be protected when they are online 

 the Academy will continue to work with the Lincolnshire Safeguarding Children 

Partnership  https://www.lincolnshire.gov.uk/council-services/schools-education-1/1 

 

 

 

mailto:safeguarding@srpa.co.uk
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Core safeguarding principles  

We will still have regard to the statutory safeguarding guidance, Keeping Children Safe in 

Education.  

Although we are operating in a different way to normal, we are still following these important 

safeguarding principles: 

 The best interests of children must come first 

 If anyone has a safeguarding concern about any child, they should continue to act on it 

immediately 

 A designated safeguarding lead (DSL) or deputy should be available at all times (see 

section 4 for details of our arrangements) 

 It’s essential that unsuitable people don’t enter the school workforce or gain access to 

children 

 Children should continue to be protected when they are online 

 

Reporting concerns 

All staff and volunteers must continue to act on any concerns they have about a child 

immediately. It is still vitally important to do this. 

Add details of any changes to your standard reporting procedures here. 

As a reminder, all staff should continue to work with and support children’s social workers, 

where they have one, to help protect vulnerable children. 

 

Designated Safeguarding Lead 

The optimal scenario is to have a trained DSL (or deputy) available on site. Where this is not the 
case a trained DSL (or deputy) will be available to be contacted via phone or online video - for 
example when working from home. DSL can be contacted via email safeguarding@srpa.co.uk 
or via school mobile 07515 612014. 

Where a trained DSL (or deputy) is not on site, in addition to the above, a senior leader will 
assume responsibility for co-ordinating safeguarding on site. All senior leaders are level 3 
safeguarding trained. A senior leader will always be in school if students are present.   

This might include updating the safeguarding tracker and liaising with the offsite DSL (or deputy) 
and as required liaising with children’s social workers where they require access to children in 
need and/or to carry out statutory assessments at the Academy. 

It is important that all Sir Robert Pattinson Academy staff and volunteers have access to a 
trained DSL (or deputy). On each day, the staff on site will be made aware of who that person is 
and how to contact them. 

The DSL will continue to engage with social workers, and attend all multi-agency meetings, 
which can be done remotely. 

 

mailto:safeguarding@srpa.co.uk


 

 

Supporting children in school 

Sir Robert Pattinson Academy is committed to ensuring the safety and wellbeing of all its 
students.  

Sir Robert Pattinson Academy will continue to be a safe space for all children to attend and 
flourish. The Head teacher will ensure that appropriate staff are on site and staff to pupil ratio 
numbers are appropriate, to maximise safety.  

Sir Robert Pattinson Academy will refer to the Government guidance for education and childcare 
settings on how to implement social distancing and continue to follow the advice from Public 
Health England on handwashing and other measures to limit the risk of spread of COVID19. 

Sir Robert Pattinson Academy will ensure that where we care for children of critical workers and 
vulnerable children on site, we ensure appropriate support is in place for them.  

Where Sir Robert Pattinson Academy has concerns about the impact of staff absence – such as 
our Designated Safeguarding Lead or first aiders – we will discuss them immediately with the 
local authority. 

 

Online safety in the Academy 

Sir Robert Pattinson Academy will continue to provide a safe environment, including online. This 
includes the use of an online filtering system.  

Where students are using computers in school, appropriate supervision will be in place.  

 

Children and online safety away from the Academy 

It is important that all staff who interact with children, including online, continue to look out for 
signs a child may be at risk. Any such concerns should be dealt with as per the Sir Robert 
Pattinson Academy Child Protection and Safeguarding Policy and where appropriate referrals 
should still be made to children’s social care and as required, the police. 

Sir Robert Pattinson Academy will ensure any use of online learning tools and systems is in line 
with privacy and data protection/GDPR requirements. 

Below are some things to consider when delivering virtual lessons, especially where webcams 
are involved: 

 No 1:1s, groups only 

 Staff and children must wear suitable clothing, as should anyone else in the household. 

 Any computers used should be in appropriate areas, for example, not in bedrooms; and 
the background should be blurred. 

 The live class should be recorded so that if any issues were to arise, the video can be 
reviewed. 

 Live classes should be kept to a reasonable length of time, or the streaming may prevent 
the family ‘getting on’ with their day. 

 Language must be professional and appropriate, including any family members in the 
background. 

 Staff must only use platforms specified by senior managers and approved by our IT 
network manager / provider to communicate with pupils 



 

 

 Staff should record, the length, time, date and attendance of any sessions held. 

 

Supporting children not in school 

Sir Robert Pattinson Academy is committed to ensuring the safety and wellbeing of all its 
Children and Young people.  

Where the DSL has identified a child to be on the edge of social care support, or who would 
normally receive pastoral-type support in school, they should ensure that a robust 
communication plan is in place for that child or young person.  

The communication plans include; email contact, phone contact through the House Teams co-
ordinated by John Griffiths.  

Sir Robert Pattinson Academy and its DSL will work closely with all stakeholders to maximise 
the effectiveness of any communication plan.  

This plan must be reviewed regularly (at least once a fortnight) and where concerns arise, the 
DSL will consider any referrals as appropriate.  

The school will share safeguarding messages on its website and social media pages.  

Sir Robert Pattinson Academy recognises that school is a protective factor for children and 
young people, and the current circumstances, can affect the mental health of pupils and their 
parents/carers. Teachers at Sir Robert Pattinson Academy need to be aware of this in setting 
expectations of pupils’ work where they are at home. 

 

Peer on Peer Abuse 

Sir Robert Pattinson Academy recognises that during the closure a revised process may be 
required for managing any report of such abuse and supporting victims.  

Where a school receives a report of peer on peer abuse, they will follow the principles as set out 
in part 5 of KCSIE and of those outlined within of the Child Protection Policy. 

The school will listen and work with the young person, parents/carers and any multi-agency 
partner required to ensure the safety and security of that young person. Pupils and Parents can 
access Safeguarding support via email or telephone, contact details are published on the 
Academy website.  

 

Current situation 

Since 23 March 2020 the Sir Robert Pattinson Academy has followed government guidelines on 

remaining open to children who are vulnerable, and children whose parents are critical to the 

Covid-19 response and cannot be safely cared for at home.  

The Sir Robert Pattinson Academy will follow the key principles set out by the Government: 

 If it is at all possible for children to be at home, then they must be. 

 If a child needs specialist support, is vulnerable or has a parent who is a critical worker, 

then educational provision will be available for them. 

 Parents should not rely for childcare upon those who are advised to be in the stringent 

social distancing category such as grandparents, friends, or family members with 

underlying conditions. 



 

 

 Parents must also do everything they can to ensure children are not mixing socially in a 

way which can continue to spread the virus. They must observe the same social 

distancing principles as adults. 

Prior to closure parents/carers/social workers were contacted to establish numbers. A 

continuous dialogue via email is to be maintained between the DSL and the remaining 

keyworkers who have no option but to continue to send the children to school.  

As shift patterns and need changes, pupils may not be in school, if a pupil who was expected to 

be present does not attend school, the senior leader responsible on that day should contact 

home/social worker/carers. 

The Sir Robert Pattinson Academy and social workers will agree with parents/carers whether 

children in need should be attending school – Sir Robert Pattinson Academy will then follow up 

on any pupil that they were expecting to attend, who does not. Sir Robert Pattinson Academy 

will also follow up with any parent or carer who has arranged care for their child(ren) and the 

child(ren) subsequently do not attend. 

 

Vulnerable children 

Vulnerable children include children who are supported by social care, those with safeguarding 

and welfare needs, including child in need plans, on child protection plans, ‘looked after’ 

children, young carers, disabled children and those with education, health and care (EHC) 

plans.  

Those who have a social worker include children who have a Child Protection Plan and those 

who are looked after by the Local Authority. A child may also be deemed to be vulnerable if they 

have been assessed as being in need or otherwise meet the definition in section 17 of the 

Children Act 1989. 

Senior leaders, especially the Designated Safeguarding Lead (and deputy) know who our most 

vulnerable children are. They have the flexibility to offer a place to those on the edge of 

receiving children’s social care support. 

Sir Robert Pattinson Academy will continue to work with and support children’s social workers to 

help protect vulnerable children. This includes working with and supporting children’s social 

workers and the local authority virtual school head (VSH) for looked-after and previously looked-

after children. The lead person for this will continue to be: Emma Williams 

There is an expectation that vulnerable children who have a social worker will attend an 

education setting, so long as they do not have underlying health conditions that put them at 

increased risk. In circumstances where a parent does not want to bring their child to an 

education setting, and their child is considered vulnerable, the social worker and Sir Robert 

Pattinson Academy will explore the reasons for this directly with the parent. 

Where parents are concerned about the risk of the child contracting COVID19, Sir Robert 

Pattinson Academy or the social worker will talk through these anxieties with the parent/carer 

following the advice set out by Public Health England. 

Sir Robert Pattinson Academy will encourage our vulnerable children and young people to 

attend a school, including remotely if needed. 

 

 



 

 

Making Decisions about Vulnerable Children Attending School  

 

The Academy conduct a risk assessment regarding the vulnerability of every child. From 

22/04/2020 the Academy will use the Lincolnshire Tool for the Assessment of Risk to Children 

and Young People not Attending School due to Covid-19 Pandemic, published by Children’s 

Services on 22/04/2020. The Academy will determine the frequency of this assessment based 

on current and of any newly identified needs of a child.  

 

The majority of the children who are not attending school will be classified as 'not currently 

vulnerable'. For these children the Academy will consider routine checks on health and 

wellbeing as part of their overall communication plan around the learning at home.  

  

If a parent/carer of a vulnerable child (as defined above), does not want them to attend school, 

the social worker/ SEND caseworker and school staff will joint risk assess in consultation with 

the parents/carers. Where the child does not have a social worker or SEND caseworker, the risk 

assessment should be carried out by the Designated Safeguarding Lead together with House 

and Pastoral leads.  

 

The risk assessment should explore the reasons for the parent/carer not wanting the child to 

come to school and talk through these with them, including any anxieties they may have about 

the risk of contracting the virus. These anxieties may be real or perceived and whilst the 

Academy cannot provide assurance against the risk of contracting the virus, they are able to 

reassure them of the processes that the school take to minimalise the risk. 

 

Each child will need to be considered individually according to the Academy environment, the 

child’s needs and family circumstances. As the school has previous knowledge of their children, 

they are in the best position to risk assess and this is based on the information that is available 

to them. They will be professionally curious but also be mindful of agency fears and therefore 

judgements need to be based on evidence. 

The following issues should be taken into account: 

i) The potential health risks to the child from COVID-19, bearing in mind any underlying 

health conditions and available health advice 

ii) The ability of the child’s parent or carer to ensure their health and care needs can be 

met safely at home  

iii) The level of vulnerability and any associated risks and whether these are likely to 

increase if the child was not attending school 

iv) The potential impact on the child’s wellbeing as a result of any changes to the child’s   

routine or the way in which their provision is delivered  

v) The likelihood of any increased risk to the child if some or all elements of their plan 

(including EHCP where appropriate) cannot be delivered; including consideration of 

associated risks if some or all elements of the plan cannot be delivered in the usual 

way or in the usual setting  



 

 

vi) The ability of the school to continue to provide the specific support the child requires, 

especially if key trusted staff are not available or the school delivers provision from 

another site  

vii) How easily the child can access another setting which has capacity to meet need 

 

The risk assessment process is a dynamic in order to address any changes to the national 

advice and guidance as well as any changes associated with school capacity or home 

circumstances, for each child.  

 

The risk assessment must take the form of, at least, a recorded conversation with agreed 

actions, ensuring that all appropriate agencies and workers are informed. For children on child 

protection plans, this will feed into the Covid19 risk assessment completed by the social worker. 

 

The frequency and pace of review will be determined by the nature and level of identified risk for 

the child within the context of the changing national landscape. However, a risk assessment 

should be completed at least every two weeks. 

 

Risk Assessments 
Following risk assessments it is expected that children will fall into the following categories, and 

could move between these over time: 

 

1) Attending school in best interests  

2) Child is safer at home  

3) Parental choice for child to not attend  

I. Shielding/self isolating due to underlying health condition  

II. Family member shielding for 12 weeks  

III. COVID19 related illness and self isolation for 7 days  

IV. Other illness  

V. Family member unwell and family self isolating for 14 days 

VI. Other appropriate reason 

VII. No appropriate reason established 

  

Depending on the outcome of the risk assessment for each individual child, there may be 

increased safeguarding concerns for children whose parents choose not to send them to school 

although this is considered to be in their best interests. Over time, social isolation is likely to 

increase pressure on some families. Where pre-existing concerns exist about domestic abuse, 

for example, some children may be at increased risk of likely significant harm as a result. For 

these children, schools will continue to play a critical safeguarding role. 

 



 

 

 

Outcome of Risk assessments 
 

The school leader responsible for coordinating the safeguarding in the school will have oversight 

of all the vulnerable pupils during this time. They will be responsible for ensuring appropriate 

care and welfare, through effective communication, takes place between the parents and the 

school that reflects the level of vulnerability of the child. This may be delegated but there should 

be good liaison between the delegated role. 

 

Following the initial and continual risk assessment, the vulnerable children will be grouped 

depending on the level of support they require, 

1. Those who need daily monitoring 

2. Those who need monitoring 3 times per week 

3. Those who need weekly monitoring 

4. Those who need fortnightly monitoring 

 

The frequency of school contact may depend on the coordinated arrangements with the social 

worker, SEND case worker or other key professional however, all vulnerable children must be 

contacted on a weekly basis as an absolute minimum. 

 

Your school may wish to allocate a specific member of staff to take the lead on each group or 

subgroups, delegated staff should be familiar with the children and be suitably trained. The 

delegated staff should also have access to appropriate safeguarding folders, online or otherwise 

and be recorded as having this access. If it is not possible for them to have access, key 

information must be shared and a record must be kept safely which can then be transferred to 

the appropriate files. 

 

 

Recording of contact and actions 
 

Details of vulnerable pupils including those who are medically shielding. This is likely to include 

vulnerable learners identified by school leaders, in addition to those who have a social worker 

and those children and young people up to the age of 25 with education, health and care (EHC) 

plans are recorded in the Closure Pupil Matrix, which is saved in the SLT restricted area. The 

Pupil welfare sheet saved in the #Closure Paperwork file in the shared area, contains details of 

contact with pupils by House, Pastoral and Safeguarding teams. This spreadsheet records the 

contact with vulnerable children and their parents. The sheet records: 

1. the names of the children 

2. the current attendance situation – (refer to points above in Risk Assessments) 

3. the agreed level of contact (including arrangements made with social 

worker/SEND caseworker) 



 

 

4. the preferable time of contact if agreed  

5. who was spoken to, including child 

6. the dates of contact and name of person who contacted 

7. if contact has changed current risk assessment 

 

This information is kept safe on the shared staff drive, which requires a password to access, but 

within easy access to staff that may need it. It should be accessed in line with the IT policy, via 

the remote log in a local copy should not be downloaded.  All safeguarding concerns and notes 

are recorded as per normal safeguarding practice. 

 

 

Communication plan with parents of vulnerable children 
 

The Academy will ensure that there are systems in place for a named member of staff/group of 

staff to make contact with named vulnerable pupils through phone calls, video- conferencing or 

through email. All methods should be approved by the senior leader as safe method of 

communication. If deemed necessary by Children’s Social Care, some pupils will receive home 

visits. 

Any member of staff phoning a family should use a school phone or disable caller ID if using a 

personal device. The Academy will follow GDPR policy to safeguard contact details. 

 

 

Home visits 
 

As per government guidance, home visiting should be kept to an absolute mimumum and all 

other means of assessing the child's safety should be attempted beforehand. If current evidence  

confirms that a home visit is required, then this should only take place once the Academy has 

checked the situation of the family re. COVID19 and confirmed that there are no symptoms 

present if communication is possible.  

The Academy first should check to confirm if a social worker intends to conduct a visit; if the 

decision remains that the school visit then it should take place with a second adult i.e. another 

member of staff or key professional. . The Academy staff must follow the social distancing 

guidelines; check-in visits can be conducted from the doorstep. 

 

 

Referrals to Children’s Social Care 
 

Referrals to Children’s Social Care must continue to be made in the usual way. The need to 

refer a child to social care is unlikely to decrease and may possibly increase during the period of 

lockdown, therefore schools must continue to refer or request a consultation to ensure children 

remain safe. 



 

 

 

Communication with vulnerable children 
 

For pupils who are risk assessed as being the most vulnerable, contact should take place with 

them directly (phone or video call), in line with the agreed actions from the assessment. There 

needs to be coordination and communication between the school leader and social care e.g. the 

child’s social worker or early help staff to agree what is being asked and by whom. It may be 

necessary to continue some form of contact with a young person in year 11 who would ordinarily 

be on study leave depending on their level of vulnerability. 

 

Support for children who aren’t ‘vulnerable’ but where we have concerns 

We have the option to offer places in school to children who don’t meet the Department for 

Education’s definition of ‘vulnerable’, but who we have safeguarding concerns about. We will 

work with parents/carers to do this. 

 

Keyworkers identified by the Government 

The following groups have been identified by the government as essential during the Codiv-

19 outbreak.  

Health and social care 
This includes but is not limited to doctors, nurses, midwives, paramedics, social workers, 

care workers, and other frontline health and social care staff including volunteers; the 

support and specialist staff required to maintain the UK’s health and social care sector; those 

working as part of the health and social care supply chain, including producers and 

distributers of medicines and medical and personal protective equipment. 

 

Education and childcare 
This includes childcare, support and teaching staff, social workers and those specialist 

education professionals who must remain active during the COVID-19 response to deliver 

this approach. 

 

Key public services 
This includes those essential to the running of the justice system, religious staff, charities 

and workers delivering key frontline services, those responsible for the management of the 

deceased, and journalists and broadcasters who are providing public service broadcasting. 

 

Local and national government 
This only includes those administrative occupations essential to the effective delivery of the 

COVID-19 response, or delivering essential public services, such as the payment of benefits, 

including in government agencies and arms length bodies. 

 



 

 

Food and other necessary goods 
This includes those involved in food production, processing, distribution, sale and delivery, 

as well as those essential to the provision of other key goods (for example hygienic and 

veterinary medicines). 

 

Public safety and national security 
This includes police and support staff, Ministry of Defence civilians, contractor and armed 

forces personnel (those critical to the delivery of key defence and national security outputs 

and essential to the response to the COVID-19 pandemic), fire and rescue service 

employees (including support staff), National Crime Agency staff, those maintaining border 

security, prison and probation staff and other national security roles, including those 

overseas. 

 

Transport 
This includes those who will keep the air, water, road and rail passenger and freight 

transport modes operating during the COVID-19 response, including those working on 

transport systems through which supply chains pass. 

 

Utilities, communication and financial services 
This includes staff needed for essential financial services provision (including but not limited 

to workers in banks, building societies and financial market infrastructure), the oil, gas, 

electricity and water sectors (including sewerage), information technology and data 

infrastructure sector and primary industry supplies to continue during the COVID-19 

response, as well as key staff working in the civil nuclear, chemicals, telecommunications 

(including but not limited to network operations, field engineering, call centre staff, IT and 

data infrastructure, 999 and 111 critical services), postal services and delivery, payments 

providers and waste disposal sectors. 

 

Role of the local authority 
The department is working very closely with all local authorities to ensure that children of critical 
workers and vulnerable children can, where required, attend a school or college. The 
department will, via regional school commissioners, continue to support local authorities’ crucial 
responsibilities in maintaining effective safeguarding and child protection services in this 
challenging time to ensure schools and colleges can access the support they need. 

 

What to do if someone develops symptoms of coronavirus (COVID-19) on 

site 

If anyone becomes unwell with a new, continuous cough or a high temperature they should be 
sent home and advised to follow the staying at home guidance. 

If a child is awaiting collection, they should be moved, if possible and if appropriate, to a room 
where they can be isolated behind a closed door. Settings should be mindful of individual 
children’s needs – for example it would not be appropriate for younger children to be alone 
without adult supervision. Ideally, a window should be opened for ventilation. If it is not possible 
to isolate them, move them to an area which is at least 2 metres away from other people. 



 

 

If they need to go to the bathroom while waiting to be collected, they should use a separate 
bathroom if possible. The bathroom should be cleaned and disinfected using standard cleaning 
products before being used by anyone else. 

If they need clinical advice, they (or their teacher, parent or guardian) should go online to NHS 
111 (or call 111 if they don’t have internet access). In an emergency, call 999 if they are 
seriously ill or injured or their life is at risk. Do not visit the GP, pharmacy, urgent care centre or 
a hospital. 

If a member of staff has helped someone who was taken unwell with a new, continuous cough 
or a high temperature, they do not need to go home unless they develop symptoms themselves. 
They should wash their hands thoroughly for 20 seconds after any contact with someone who is 
unwell. 

 

Attendance monitoring 

Local authorities and education settings do not need to complete their usual day-to-day 
attendance processes to follow up on non-attendance.  

If Sir Robert Pattinson Academy has any children in attendance (e.g. because they are 
vulnerable or their parent(s) / carers are critical workers) we will submit the daily attendance 
sheet to the DfE by 12 noon - https://www.gov.uk/government/publications/coronavirus-covid-
19-attendance-recording-for-educational-settings 

  

If the school has closed, we will complete the return once as requested by the DfE. 

 

Operation Encompass during COVID 19 

Operation Encompass is a national police-led initiative to notify schools, prior to the start of the 
next school day, when a child or young person has experienced, any domestic abuse. The 
initiative was launched in Lincolnshire schools in January 2020 and all schools are signed up to 
fully participate.  

During these unprecidented times, the safeguarding of children who have been victims of 
domestic remains a high priority and therefore the notification process remains in place. 

•Operation Encompass will continue to send a notification to the main school that the child 
attends. The emails are sent to the Designated Safeguarding Lead and the Deputy 
Safeguarding Lead. In order to receive the notification, the DSL and Deputy DSL of the main 
school must be able to access their emails prior to the start of the next school day, even if they 
are closed. In normal circumstances there would be no expectation for schools to check for 
notifications in the school holidays, however under the current arrangements, this is an 
expectation that DSL’s and Deputy DSL’s check daily including through the Easter break. 

•If either the Deputy DSL or Deputy DSL knows that they will be unable to act on the notification 
due to self-isolating or illness, then they must set up for the emails to be automatically forwarded 
to a member of staff who is temporarily responsible for receiving the notification.  

•If a school receives a notification and the child is present at Sir Robert Pattinson Academy, the 
Academy policy should be followed (See page 8 of this document). 

•If the child is now attending another school, the Academy must safely forward the notification to 
the new school who will then take appropriate action. 

•If the child is not attending a school as they fall into any of the government identified groups, 
the school will need to review the risk assessment completed that resulted in the decision that 

https://www.gov.uk/government/publications/coronavirus-covid-19-attendance-recording-for-educational-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-attendance-recording-for-educational-settings


 

 

the child could remain at home. In partnership with the child’s social work or EHCP case worker, 
the school will decide if that child would be better placed in school. 

•If the child is not attending a school and does not fall into any of the government identified 
groups, the school will carry out a risk assessment to consider whether they should offer a 
school place to the child. 

•As per guidance, if the school feels that on receipt of the notification, the risk of significant harm 
has increased, the school should follow their normal safeguarding procedures and contact the 
Customer Service Centre. 

•Remember that in addition to notifying the school, the police who attend the incident will have 
dealt with the emergency needs of the family and will have notified social care.  

•As part of the school’s support for parents during these unsettling times, they should inform 
parents through their website, of services, charities that can help them, including support for 
domestic abuse. The website for Domestic Abuse support is EDAN Lincs Domestic Abuse 
Service https://edanlincs.org.uk/ 

•The school should not phone the parents to discuss the incident as this may increase the risk to 
the child. However, it is expected that the school contact a family to discuss any absences and 
to review the education at home due to Covid19. 

 

Safeguarding and clusters 

Sir Robert Pattinson Academy is not currently part of a cluster where staff from other school are 
working with our students or a safeguarding hub. Where schools and colleges collaborate and 
children and/or staff from multiple settings are clustered in one place, the principles in Keeping 
children safe in education (KCSIE) and this guidance continue to apply. In particular, the school 
or college that is acting as the hub in the cluster should continue to provide a safe environment, 
keep children safe and ensure staff and volunteers have been appropriately checked and risk 
assessments carried out as required. Additional advice on clusters and safeguarding will be 
provided in due course. Should the situation necessitate the Sir Robert Pattinson becoming a 
cluster or hub then a review of procedure will be necessary.   

 

DfE coronavirus helpline 

During this time the advice for the education sector is being updated daily. The Department for 
Education COVID-19 helpline, is available to answer questions. 

Email DfE.coronavirushelpline@education.gov.uk 

Telephone 0800 046 8687 Monday to Friday from 8am to 6pm and weekends 10am to 4pm. 

 

 

 

 

 

 

 

 

https://edanlincs.org.uk/


 

 

Partial re-opening as of 15 June 2020 

 

The Academy Covid-19 risk assessment is published on the website under the Parent tab, 

Covid-19 risk assessment.  

A staff protocol has been written setting out behaviors and expectations. A hard copy will be 

placed on student reception for staff to sign and date to say that they have read and understood 

the contents. 

As of 15 June 2020 the Academy will provide pastoral and subject specific support. These 

sessions are arranged in advance. If a pupil has booked a session but does not attend a phone 

call home must be made, as if the pupil had not attended a normal school day. If a pupil has to 

be collected from school, parents will be contacted and collect pupil from school.  

29 June 2020 the Academy will provide Year 10 and 12 structured lessons. If a pupil has a 

session but does not attend a phone call home must be made, as if the pupil had not attended a 

normal school day. If a pupil has to be collected from school, parents will be contacted and 

collect pupil from school. 

Risk assessments for higher risk pupils attending these sessions are to be written. Any pupil 

exhibiting behavior that puts staff or peers at risk will be removed from school. In some cases if 

the risk of the pupil returning is judged to be a danger to others, then that pupil may be asked 

not to return for the safety of others. The Academy will be operating under the three ‘W’s’- 

Welcome, Warn and Withdraw.  

Pupils are welcomed into the Academy, expectations and boundaries are explained to pupils. 

Should a pupil have to be warned on more than two occasions, they will be removed from the 

classroom and parents will be contacted to collect the pupil. This will then be followed up with a 

further conversation and resolution, and the pupil will then return to school for their next 

designated session. If the pupil fails to modify their behaviour and has to be withdrawn on two or 

more occasions then the Academy may consider a fixed term exclusion and the pupil will be 

asked to continue with their learning from home. 

 

 

 

 

 

 

 

 

  

 

 

 

 



 

 

 

 

 



 

 

Risk Assessment Template 
CONFIDENTIAL - Risk Assessment 

Student:         Date:   

Assessor’s name:                        Review date:  

Risk/hazard When? Most at risk How likely? X How 
Often? 

X Potential harm =  Risk Factor Action 

 
 

          

          

 

          

          

 

 

Risk: 

  

 

 

 

 

Key for audit 

How likely? X How Often? X Potential harm 

5 = certain 
4 = probable 
3 = possible 
2 = not possible 
1 = never 
 

 5 = daily 
4 = weekly 
3 = monthly 
2 = rarely 
1 = never 

 (include an assessment of the likely physical and psychological harm) 
4 = life threatening 
3 = serious 
2 = harm 
1 = no harm 

  



 

 

Lincolnshire Tool for the  Assessment of Risk to  Children and Young People not Attending School due to 

Covid-19 Pandemic 

 

 

 

 

 

Section1: Family and Network  Details 

Child's(Childrens)  Name(s):  Date of Birth  

Family Address:  
 
 

Who currently lives with the 
child? 
 
Who else is important in 
their life? 
 

 

Who are the professionals 
currently involved with the 
child and family? 
 

 

Date   Person completing this 
assessment (including 
contact details) 

 Type of Plan 
(EHCP, CP, 
CIN, TAC) 

 

This assessment should be completed with the child, young person and family as part of a 'check in' conversation to see how the child and family 

are coping and feeling. It is always best if this conversation is with someone the family know and trust. If it is not possible to contact the child 

and family, this should be seen as an additional worry.  

If the child has a current assessment or plan (EHCP, TAC, Child in Need, Child Protection), any relevant information from this tool should be 

shared with the keyworker; and the support offered amended accordingly. 



 

 

Section 2: Vulnerability Assessment  

 

 

Date to be reviewed:                                    By whom: 

 

Overview of reasons for not attending school 

 

What are we worried about? What is going well? What needs to happen? 

What are the issues we are worried about 
while the child is not coming to school? And 
why? 

 

 

 

What are the things that make life hard being 
at home all of the time? And how do we know? 

 

Who or what is supporting or helping the child while 
they are not in school? How do we know that this is 
keeping them safe and well? 

 

 

 

Who or what else could help the child and family 
cope with the current situation? How will we know 
that this is working? 

Does the child need to come to school? 

 

Does any additional support need to be put in 
place? What does this look like? 

Scaling - Having discussed what life is like for this child right now, how worried are we? 

 

               0                  1                2                3                  4                5               6                 7                8                9                  10 

 

Extremely worried                                                                                                                                                             No worries 

 

Reasons for scaling 

 



 

 

THIS DOCUMENT MUST BE READ IN CONJUNCTION WITH THE ACADEMY RISK 
ASSESSMENT FOR RE-OPENING POST COVID-19 LOCKDOWN 
 

SECTION/TEAM: HoH and HoD 
delivering 1 to 1 appointments face to 
face 

DATE OF ASSESSMENT: 01.06.2020 
But ongoing pending changes to 
government guidance  
 

WHO MIGHT BE HARMED? Employees, pupils, parents/guardians/carers, service users, contractors and members of the public. 
NB for ease of reading children and young people are referred to as child in this document.  Unless specifically stated the controls 
apply to all children and young people attending the academy 
 

HOW MANY ARE AFFECTED? 
10 STAFF 
35 PUPILS 

 

* Once completed, all staff must read this document and sign within the box provided to confirm understanding. 
 

 

Upon entry to the building 
 
Please ask staff at main reception to sign you in  
Please do not approach the counter or enter the main admin office 
Please hand sanitize in the Atrium or the Great Hall before entering the Main Hall 
Please approach student reception for your disposable mask and hand sanitiser (optional) 
 
The duty SLT member will be available to take temperatures of students entering the building in main reception. This data will be recorded. You do not need 
to get involved in this. 
 
Location - Main Hall only 
 
 
Expectations 
 
All desks will be socially distanced 
All desks will have a lightweight portable sneeze screen on top 
All desks will have access to a pack of antibacterial wipes 
All chairs used by students should be cleaned down with an antibacterial wipe after use and prior to the next appointment commencing 
 
 
Staff 
 
Please do not wear a tie or scarf. This is in order to limit the transfer of any infection between surfaces, cars and homes 
Please dress smartly 
 
 
Pupils 



 

 

 
When a pupil arrives for their appointment, they will be signed in at main reception by the admin team. 
The admin team will allow them into the building and signpost them to the Main Hall 
Pupils must not wait for appointments in the Great Hall. 
Chairs will be provided at 2m intervals for pupils to wait for you to begin their appointment 
 
 
At the end of your appointments  
 
Once your pre-booked appointments are completed for the day, please dispose of your mask in one of the bins provided. 
Please do not stay in the Main Hall.  
Please hand sanitize in the Great Hall or the Atrium 
Please exit the building through main reception, letting the duty admin team know to sign you out.  
Prior to leaving the building - if you have any problems, queries, questions or concerns please approach the duty member of SLT. 
  
 

 
Reference Documents 
 
COVID-19 Guidance for Schools and Other Educational Settings 

https://www.gov.uk/government/collections/CV19-covid-19-guidance-for-schools-and-other-educational-settings 
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings 
https://www.gov.uk/government/publications/covid-19-school-closures/guidance-for-schools-about-temporarily-closing 
https://www.gov.uk/government/publications/preparing-for-the-wider-opening-of-schools-from-1-june/planning-guide-for-secondary-schools 
https://www.gov.uk/government/publications/closure-of-educational-settings-information-for-parents-and-carers/reopening-schools-and-other-
educational-settings-from-1-june 
https://www.gov.uk/government/publications/coronavirus-covid-19-send-risk-assessment-guidance 
 

COVID-19 Guidance on Social Distancing 
 https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing-and-for-vulnerable-people/guidance-on-social-distancing-for-

everyone-in-the-uk-and-protecting-older-people-and-vulnerable-adults 

 
COVID-19 Guidance on Staying at Home 
 https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance 
 
COVID-19 Guidance for First Responders.  NB this guidance gives advice, which is applicable to First Aiders 

 https://www.gov.uk/government/publications/novel-CV19-2019-ncov-interim-guidance-for-first-responders/interim-guidance-for-first-responders-and-
others-in-close-contact-with-symptomatic-people-with-potential-2019-ncov 

 
 

https://www.gov.uk/government/collections/coronavirus-covid-19-guidance-for-schools-and-other-educational-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
https://www.gov.uk/government/publications/covid-19-school-closures/guidance-for-schools-about-temporarily-closing
https://www.gov.uk/government/publications/preparing-for-the-wider-opening-of-schools-from-1-june/planning-guide-for-secondary-schools
https://www.gov.uk/government/publications/closure-of-educational-settings-information-for-parents-and-carers/reopening-schools-and-other-educational-settings-from-1-june
https://www.gov.uk/government/publications/closure-of-educational-settings-information-for-parents-and-carers/reopening-schools-and-other-educational-settings-from-1-june
https://www.gov.uk/government/publications/coronavirus-covid-19-send-risk-assessment-guidance
https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing-and-for-vulnerable-people/guidance-on-social-distancing-for-everyone-in-the-uk-and-protecting-older-people-and-vulnerable-adults
https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing-and-for-vulnerable-people/guidance-on-social-distancing-for-everyone-in-the-uk-and-protecting-older-people-and-vulnerable-adults
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/novel-coronavirus-2019-ncov-interim-guidance-for-first-responders/interim-guidance-for-first-responders-and-others-in-close-contact-with-symptomatic-people-with-potential-2019-ncov
https://www.gov.uk/government/publications/novel-coronavirus-2019-ncov-interim-guidance-for-first-responders/interim-guidance-for-first-responders-and-others-in-close-contact-with-symptomatic-people-with-potential-2019-ncov


 

 

 

All staff to read this document and sign to confirm understanding prior to completing face to face appointments  

Name Date  Signature   Name Date  Signature  

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

 

 

  



 

 

 

Agencies to signpost to 

 

Coronavirus and mental health tips, advice and guidance on where you can get support for your mental health 

during the coronavirus (COVID-19) pandemic can be found at Young Minds. 

 

 

Kooth is a free online anonymous service for young people. At Kooth You can chat to friendly counsellors, read 

articles written by young people, get support from the Kooth community or write in a daily journal. 

Free, safe and anonymous online support for young people 

Monday – Friday12pm – 10pm 

Saturday – Sunday6pm – 10pm 

 

 

Mental Health Charity Mind have and an information line and signposting service available. 

Infoline: 0300 123 3393 

Email: info@mind.org.uk 

Text: 86463 

The Infoline provides an information and signposting service. We’re open 9am to 6pm, Monday to Friday (except for 

bank holidays). 

Ask about: 

mental health problems 

where to get help near you 

treatment options 

advocacy services. 

 

 

https://youngminds.org.uk/find-help/looking-after-yourself/coronavirus-and-mental-health/
https://www.kooth.com/
https://www.mind.org.uk/information-support/helplines/


 

 

 

The NHS Lincolnshire Partnership have a range of resources on their website specific to Lincoln. 

 

 

 

Honest information and advice for young people about drugs can be found at FRANK 

Telephone: 0300 1236600 

Email FRANK 

Text 82111 

 

Cruse Bereavement Care offer support, advice and information to children, young people and adults when someone 

dies and work to enhance society’s care of bereaved people. 

National Freephone Helpline on 0808 808 1677 

Lincoln@cruse.org.uk 

 

 

Edan lincs Domestic Abuse Service. Offer help and support to anyone experiencing domestic violence.  

Refuge Hours: Monday - Friday: 8.30am – 8.30pm 

Tel: 01522 510041 

General Enquiries: info@edanlincs.org.uk 

Secure Email: info.secure@edanlincs.cjsm.net 

 

https://www.lpft.nhs.uk/young-people/lincolnshire/home
https://www.talktofrank.com/
https://www.talktofrank.com/contact
https://www.cruse.org.uk/get-help/local-services/east-midlands/lincoln
https://www.cruse.org.uk/helpline
mailto:Lincoln@cruse.org.uk
https://edanlincs.org.uk/
mailto:info.secure@edanlincs.cjsm.net


 

 

 

You can report safeguarding concerns at Lincolnshire Safeguarding Adults Board 

 

 

 

 

The Samaritans are available to listen 24 hours a day call 116 123 or see their website for other ways to contact 

them.   

 

 

 

https://www.lincolnshire.gov.uk/safeguarding/lsab/4?documentId=231&categoryId=20076
https://www.samaritans.org/

