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Introduction and purpose 

Acorns fully recognises our moral and statutory responsibility to safeguard and promote the welfare of all pupils. We 
wish to create a safe, welcoming and vigilant environment for children where they feel valued and are respected. 

We are able to play a significant part in the prevention of harm to our children by providing them with good lines of 
communication with trusted adults and an ethos of protection. 

Definition of safeguarding  
● In relation to children and young people, safeguarding and promoting their welfare is defined in ‘Working together 

to safeguard children’ as: 

● protecting children from maltreatment 

● preventing impairment of children’s health or development 

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

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

Policy aims 

1. To ensure that all Acorns staff working in the club understand their role and responsibility in reporting possible 
cases of abuse. 

2. To ensure that all Acorns staff working with children are suitable persons and have appropriate supervision. 
3. To explain the correct procedures for those who encounter an issue of child protection 
4. To ensure effective communication between all Acorns staff when dealing with safeguarding issues, to work in 

cooperation with parents and other agencies on behalf of the child and to share information appropriately.  
5. To ensure that children are protected and safe when on school premises. 
 

Staff Induction 

As part of our school induction we ensure that all Acorns staff are trained and informed of school safeguarding 
procedures. We will take steps to ensure that any groups or individuals who hire and/or use our building or grounds 
inside or outside of school hours, follow the local child protection guidelines and are aware of their safeguarding 
duties. 

We will ensure that all Acorns staff understand and are aware of: 

● Acorns Safeguarding and Child Protection policy 

● Keeping Children Safe in Education (2019) [Part One] and school leaders and staff that work directly with children 
will also read Annex A 

● Acorns code of conduct 

● The schools’ Physical Intervention Policies 

● The Childcare Disqualifications Regulations Document 

● Acorns Behaviour Policy  
● the safeguarding response to children who go missing from education 

● the role of the Designated Safeguarding Lead 

● the identity of the Acorns Designated Safeguarding Lead  
 
Acorns will publish our Safeguarding and Child Protection policy on our website and hard copies will be available on 
request from the club.  
 
The roles of the Designated Safeguarding Lead will be explicit in their job descriptions and we will ensure that they 
have the time and resources to fulfil their duties. 
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Roles and responsibilities 

The Governing Body: 

The Governing Body of BINS and BJS understand and fulfil their responsibilities, namely to ensure: 

● the reviewing and monitoring of the Safeguarding Policy together with a Staff Code of Conduct 

• safeguarding, recruitment and managing allegations policies and procedures, including the staff code of conduct, 
are consistent with Kingston’s and Richmond’s Safeguarding Children’s Board and statutory requirements. The 
Safeguarding Policy is publically available on the schools’ websites 

• the schools operate a safer recruitment procedure that includes statutory checks on staff suitability to work with 
children (and disqualification by association regulations where applicable) and by ensuring that there is at least one 
person on every recruitment panel who has completed safer recruitment training 

• BINS and BJS have procedures for dealing with allegations of abuse against staff (including the Head Teacher), 
volunteers and students 

• the Governing Bodies have a nominated governor responsible for safeguarding who has undertaken appropriate 
training for the role. The chair of governors is responsible in the event of an allegation of abuse made against a 
Head Teacher 

• the manager of Acorns has been appointed as the designated safeguarding lead and they will take lead 
responsibility for safeguarding and child protection; the role is explicit in the role holder’s job description 

• Designated Safeguarding Lead (DSL) undertakes multi-agency (Level 3) safeguarding training which is updated 
every two years and all other staff have level 2 safeguarding training updated annually 

• that at least one member of the Governing Board has completed safer recruitment training to be repeated every 
five years 

• appropriate online filtering and monitoring systems are in place 

• enhanced Disclosure and Barring Service (DBS) checks are in place for all governors 

The Head Teacher: 

● ensures that the Safeguarding Policy and related policies and procedures are implemented and followed by all staff 

• ensures that all staff understand their responsibility to report misconduct or raise any concerns in accordance with 
the Whistle-Blowing Policy 

• ensures that as part of the curriculum, children and learners are supported at an age-appropriate level, to 
understand what constitutes a healthy relationship both online and offline, and to recognise risk, for example risks 
associated with criminal and sexual exploitation, domestic abuse, female genital mutilation, forced marriage, 
substance misuse, gang activity, radicalisation and extremism, and are aware of the support available to them 
(Ofsted Inspecting safeguarding in early years, education and skills settings, September 2019) 

• will liaise with the local authority designated officer (LADO) within 24 hours, before taking any action, where an 
allegation is made against a member of staff or volunteer 

• ensures at least one member of every recruitment panel has completed safer recruitment training in the last five 
years 

● ensures safer recruitment practices are adhered to, including appropriate DBS checks, reference checks and any 
additional checks relevant to the role undertaken 

Acorns Designated Safeguarding Lead (DSL): 

● holds ultimate responsibility for safeguarding and child protection in Acorns. This responsibility will not be 
delegated. 

● acts as a source of support and expertise for the whole club community in regards to our safeguarding duties.  

● undertakes Level 3 Safeguarding Training with updates every two years and Safer Recruitment training every 5 
years 
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● will contact SPA or MASH if there are any safeguarding concerns about a child. 

● will keep detailed records, of all concerns about a child even if there is no need to make an immediate referral. 

● will ensure that all safeguarding records are kept confidential and stored securely, ensuring a link to the pupil file 

● will retain the file until such a time that the new school acknowledges receipt of the original file 

● will liaise with the local authority and work with other agencies and professionals in line with WTSC 

● will attend case conferences, core groups, or other multi-agency planning meetings, contribute to assessments and 
provide a report, where required 

● notifies the school if a child subject to a child protection plan is absent from school without explanation 

● will ensure that all Acorns staff have read and agree to work within the school’s Safeguarding Policy, Code of 
Conduct and Keeping Children Safe in Education 2019 Part 1 and Annex A 

● will organise, in conjunction with Infant DSL, safeguarding induction for new Acorns staff and training annually for 
all staff 

All Acorns staff: 

● understand that it is everyone’s responsibility to safeguard and promote the welfare of children and that they have 
a role to play in identifying concerns, sharing information and taking prompt action. 

● know how to respond to a pupil who discloses abuse. 

● will refer any safeguarding or child protection concerns to the Acorns designated safeguarding lead. 

● will provide a safe environment where children can play and learn. 

● fully understand their responsibility to report misconduct in line with the Whistleblowing Policy 

● understand and adhere to the school’s safeguarding arrangements, Staff Code of Conduct, Safeguarding Policy, 
Confidentiality Policy and Keeping Children Safe in Education part 1 and Annex A on induction 

● attend Level 2 Safeguarding training at induction which is updated annually. In addition, they complete 
Anti-Radicalisation training, eSafety training, Restraint training (as appropriate) and receive safeguarding and child 
protection updates 

Photography and images 

As part of our safeguarding procedures, staff, governors, parents, visitors, volunteers and students are not               
permitted to take photographs or make a digital recording, using personal mobile phones, tablets or personal                
cameras anywhere on our school premises, or when accompanying school trips. Stored photographs should be               
deleted one year after the child has left the school. Photographs of children should not be kept on mobile storage                    
devices or removed from the school premises, unless in exceptional circumstances. Parents are asked to sign                
Photograph permission slips in starter packs, for staff to take photographs and videos to record children’s work and                  
progress.  
 

The four categories of abuse  

Physical abuse 

Physical abuse is a form of abuse which may involve hitting, shaking, throwing, poisoning, burning or scalding, 
drowning, suffocating or otherwise causing physical harm to a child. Physical harm may also be caused when a parent 
or carer fabricates the symptoms of, or deliberately induces, illness in a child (this used to be called Munchausen’s 
Syndrome by Proxy, but is now more usually referred to as fabricated or induced illness). 

Emotional abuse 

Emotional abuse is the persistent emotional maltreatment of a child such as to cause severe and persistent adverse 
effects on the child’s emotional development. It may involve conveying to a child that they are worthless or unloved, 
inadequate, or valued only insofar as they meet the needs of another person. It may include not giving the child 
opportunities to express their views, deliberately silencing them or ‘making fun’ of what they say or how they 
communicate. It may feature age or developmentally inappropriate expectations being imposed on children.  
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These may include interactions that are beyond a child’s developmental capability, as well as overprotection and 
limitation of exploration and learning, or preventing the child participating in normal social interaction. It may involve 
seeing or hearing the ill-treatment of another. It may involve serious bullying (including cyber bullying), causing 
children frequently to feel frightened or in danger, or the exploitation or corruption of children. Some level of emotional 
abuse is involved in all types of maltreatment of a child, although it may occur alone.  

Sexual abuse  

Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, not necessarily 
involving a high level of violence, whether or not the child is aware of what is happening. The activities may involve 
physical contact, including assault by penetration (for example, rape or oral sex) or non-penetrative acts such as 
masturbation, kissing, rubbing and touching outside of clothing.  

They may also include non-contact activities, such as involving children in looking at, or in the production of, sexual 
images, watching sexual activities, encouraging children to behave in sexually inappropriate ways of grooming a child 
in preparation for abuse (including via the internet). Sexual abuse is not solely perpetrated by adult males. Women 
can also commit acts of sexual abuse, as can other children.  

Neglect  

Neglect is the persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in the 
serious impairment of the child’s health or development. Neglect may occur during pregnancy as a result of maternal 
substance abuse. Once a child is born, neglect may involve a parent or carer failing to:  

● provide adequate food, clothing and shelter (including exclusion from home or abandonment) 

● protect a child from physical and emotional harm or danger  

● ensure adequate supervision (including the use of inadequate care-givers)  

● ensure access to appropriate medical care or treatment. It may also include neglect of,  
or unresponsiveness to, a child’s basic emotional needs.  

Definitions taken from Working Together to Safeguard Children (HM Government, 2018)  
Working Together to Safeguard Children 2018 
 

Indicators of abuse  

Physical signs define some types of abuse, for example bruising, bleeding or broken bones resulting from physical or 
sexual abuse, or injuries sustained while a child has been inadequately supervised. The identification of physical signs 
is complicated, as children may go to great lengths to hide injuries, often because they are ashamed or embarrassed, 
or their abuser has threatened further violence or trauma if they ‘tell’. It is also quite difficult for anyone without medical 
training to categorise injuries into accidental or deliberate with any degree of certainty. For those reasons it is vital that 
staff are also aware of the range of behavioural indicators of abuse and report any concerns to the designated 
safeguarding lead.  

It is the responsibility of staff to report their concerns. It is not their responsibility to investigate or decide 
whether a child has been abused.  

A child who is being abused or neglected may:  

● have bruises, bleeding, burns, fractures or other injuries 

● show signs of pain or discomfort 
● keep arms and legs covered, even in warm weather  
● be concerned about changing for PE or swimming 

● look unkempt and uncared for  
● change their eating habits 

● have difficulty in making or sustaining friendships 

● appear fearful 
● be reckless with regard to their own or other’s safety 

● self-harm 

● frequently miss school or arrive late 
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● show signs of not wanting to go home 

● display a change in behaviour – from quiet to aggressive, or happy-go-lucky to withdrawn 

● challenge authority 

● become disinterested in their school work  
● be constantly tired or preoccupied 

● be wary of physical contact  
● be involved in, or particularly knowledgeable about drugs or alcohol 
● display sexual knowledge or behaviour beyond that normally expected for their age and/or stage of development  
● acquire gifts such as money or a mobile phone from new ‘friends’ or adults recently acquainted with the child’s 

family 

Individual indicators will rarely, in isolation, provide conclusive evidence of abuse. They should be viewed as part of a 
jigsaw and each small piece of information will help the DSL to decide how to proceed.  

It is very important that staff report all of their concerns, however minor or insignificant they may think they 
are – they do not need ‘absolute proof’ that the child is at risk. 

Children who may be particularly vulnerable 

Some children are more vulnerable to abuse and neglect than others. Several factors may contribute to that increased 
vulnerability, including: prejudice and discrimination; isolation; social exclusion; communication issues; a reluctance on 
the part of some adults to accept that abuse can occur; as well as an individual child’s personality, behaviour, 
disability, mental and physical health needs and family circumstances.  

To ensure that all of our pupils receive equal protection, we will give special consideration to children who are:  

● disabled or have special educational needs 

● young carers 

● affected by parental substance misuse, domestic abuse and violence or parental mental health needs  

● asylum seekers  

● looked after by the local authority or otherwise living away from home  

● vulnerable to being bullied, or engaging in bullying behaviours  

● living in temporary accommodation  

● living transient lifestyles  

● living in chaotic and unsupportive home situations  

● vulnerable to discrimination and maltreatment on the grounds of race, ethnicity, religion, disability or sexuality  

● already viewed as a ‘problem’ 

● at risk of child sexual exploitation (CSE) 

● do not have English as a first language 

● at risk of female genital mutilation (FGM)  

● at risk of forced marriage 

● at risk of being drawn into extremism 

 

At Acorns staff are aware that children with special educational needs can face additional safeguarding 

challenges. 

 

Children looked after and previously looked after 

The most common reasons for children becoming looked after is as a result abuse and/or neglect. Acorns will ensure 
that staff have the necessary skills and knowledge to keep children looked after and previously looked after safe. 
Appropriate staff will have the information they need in relation to a child looked after’s legal status (for example, who 
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has parental responsibility, who is not permitted to have contact and who is not permitted to know where the child is 
being educated) and the level of authority delegated by the caring authority to the carer. 
The designated teachers for children looked after are Michelle Docwra and Kate Duffy (Infants) and Pip Utting 
(Juniors). The designated governor for children looked after is Mary Arbuthnot (Infants) and Ann Bastow (Juniors). 

The designated teacher will: 

● promote a culture of high expectations and aspirations for how children looked after and previously looked after 
learn 

● make sure the young person has a voice in setting learning targets 

● be a source of advice for staff about differentiated teaching strategies appropriate for individual children and in 
making full use of Assessment for Learning 

● have lead responsibility for the development and implementation of all children looked after’s personal education 
plans (PEPs) within the school 

● attend appropriate training and ensure that the school has the up to date details of the allocated social 
worker/personal adviser (care leavers) and the virtual school head teacher in the local authority that looks after the 
child.  

Details of the AfC Virtual School can be found at: AfC Virtual School 

 

Peer on peer abuse 

Children and young people may be harmful to one another in a number of ways which would be classified as peer on                      
peer abuse. We ensure that any form of harmful behaviour whether physical or verbal is dealt with immediately and in                    
line with our Behaviour Policy. This ensures that there is absolute consistency in the response to inappropriate                 
behaviour. Please see school Behaviour Policy and Equality Policy. 
 

Examples of safeguarding issues against a pupil under this category could include: 

● physical abuse: violence, particularly pre-planned 

● emotional abuse: blackmail or threats and intimidation 

● sexual abuse: indecent exposure, indecent touching or serious sexual assaults 

What to do: 

● When an allegation is made by a pupil against another pupil, members of staff should consider whether the 
complaint raises a safeguarding concern. If there is a safeguarding concern the Acorns designated safeguarding 
lead should be informed. 

● A factual record should be made of the allegation, but no attempt at this stage should be made to investigate the 
circumstances. 

● The Acorns DSL should contact the Infant / Junior DSL to discuss the case. The DSL will follow through the 
outcomes of the discussion and make a children’s services referral where appropriate. 

● The DSL will make a record of the concern, the discussion and any outcome and keep a copy in both pupils’ files. 

● If the allegation indicates a potential criminal offence has taken place, the police should be contacted at the earliest 
opportunity and parents informed (of both the pupil being complained about and the alleged victim). 

● It may be appropriate to exclude the pupil being complained about for a period of time according to the schools’ 
behaviour policy and procedures. 

● Where neither social services nor the police accept the complaint, a thorough school investigation should take 
place into the matter using the school’s usual disciplinary procedures. 

● In situations where the school considers a safeguarding risk is present, a risk assessment should be prepared 
along with a preventative, supervision plan. 

● The plan should be monitored and a date set for a follow-up evaluation with everyone concerned 
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Domestic violence and abuse 

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 
● emotional  

The club recognises that exposure to domestic abuse and/or violence can have a serious, long lasting emotional and 
psychological impact on children. 

Sexual harassment 

Sexual harassment is not acceptable. Behaviours such as making inappropriate remarks, touching bottoms and 
genitalia is not appropriate play and is not tolerated. 
 
Sexual harassment is ‘unwanted conduct of a sexual nature’. 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.  

Sexual harassment can include:  

● physical behaviour, such as: deliberately touching someone inappropriately and/or interfering with someone’s 
clothes  

When considering harmful sexual behaviours, ages and the stages of development of the children are critical factors 
to consider. A useful tool is: Brook Traffic Light Tool 
 

Children with family members in prison 

The club recognises that children who have a family member in prison are at risk of poor outcomes including poverty, 
stigma, isolation and poor mental health. 
 

Upskirting 

Acorns will ensure that all staff are aware of the changes to the Voyeurism (Offences) Act 2019 which criminalise the 
act of 'up skirting'. The Criminal Prosecution Service (CPS) defines 'up skirting' as: “a term referring to the action of 
placing equipment such as a camera or mobile phone beneath a person’s clothing to take a voyeuristic photograph 
without their permission.  

Incidents of up skirting in the school will not be tolerated. Acorns will make decisions on a case-by-case basis, with the 
Acorns and School DSL (or a deputy) taking a leading role and using their professional judgment, supported by other 
agencies, such as children’s social care and the police as required. 

 

Child sexual exploitation (CSE) 

Acorns staff receive information relating to child sexual exploitation as part of the annual Level Two Safeguarding                 
Training. They know that CSE is when people use the power they have over young people to sexually abuse them.                    
They know that this power may result from a difference in age, gender, intellect, strength, money or other                  
resources. We acknowledge that some of the following may be more relevant to older children but is important for all                   
staff to have a comprehensive understanding of CSE. All Acorns staff are trained in eSafety. 
 
Signs and Symptoms of CSE may involve children: 

● going missing for periods of time or regularly returning home late  
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● skipping school or being disruptive in class  
● appearing with unexplained gifts or possessions that can’t be accounted for  
● experiencing health problems that may indicate a sexually transmitted infection  
● having mood swings and changes in temperament  
● using drugs and/or alcohol  
● displaying inappropriate sexualised behaviour, such as over-familiarity with strangers, dressing in a sexualised 

manner or sending sexualised images by mobile phone ("sexting")  
● they may also show signs of unexplained physical harm, such as bruising and cigarette burns  

Children are believed to be at greater risk of being affected if they:  

● are homeless  
● have feelings of low self-esteem  
● have had a recent bereavement or loss  
● are in care  
● are a young carer  

County Lines: child criminal exploitation 

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. 

Online safety 

The schools’ eSafety policies explain how we try to keep pupils safe in school and protect and educate pupils in the 
safe use of technology. Pupils are not permitted to bring their own electronic devices into school. Parents are invited to 
attend an annual eSafety parent meeting and information relating to the safe use of technology regularly features in 
our weekly newsletters. 
 

So-called ‘honour based’ violence 

So-called ‘honour based’ violence (HBV) can be described as a collection of practices, which are used to control 
behaviour within families or other social groups to protect perceived cultural and religious beliefs and/or honour. Such 
violence can occur when perpetrators perceive that a relative has shamed the family and/or community by breaking 
their honour code. Crimes include female genital mutilation (FGM), forced marriage, and practices such as breast 
ironing. 
It is a violation of human rights and may be a form of domestic and/or sexual abuse. Staff will record and report any 
concerns about a child who might be at risk of HBV to the Acorns DSL as with any other safeguarding concern.  
 
Female genital mutilation (FGM) 

FGM is carried out on girls of any age, from young babies to older teenagers and adult women, so school staff are 
trained to be aware of risk indicators.  

 
 
 
Signs and Symptoms of FGM 
● Pupil’s family being from one of the ‘at risk’ communities for FGM (Kenya, Somalia, Sudan, Sierra Leone, Gambia, 

Egypt, Nigeria, Eritrea as well as non-African communities including Yemeni, Afghani, Kurdistan, Indonesia and 
Pakistan) and/or: 

● A family arranging a long break abroad during the summer holidays. 
● Unexpected, repeated or prolonged absence from school. 
● A child’s academic work suffering 
● Knowledge that the pupil’s sibling has undergone FGM 
 

The child may mention: 
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● a long holiday abroad or going 'home' to visit family 
● relative or cutter visiting from abroad 
● a special occasion or ceremony to 'become a woman' or get ready for marriage 
● a female relative being cut – a sister, cousin, or an older female relative such as a mother or aunt. 

Indicators FGM may have taken place 

A girl or woman who's had female genital mutilation (FGM) may: 

● have difficulty walking, standing or sitting 
● spend longer in the bathroom or toilet 
● appear withdrawn, anxious or depressed 
● have unusual behaviour after an absence from school or college 
● be particularly reluctant to undergo normal medical examinations 
● ask for help, but may not be explicit about the problem due to embarrassment or fear. 

Victims of FGM are likely to come from a community that is known to practise FGM. Professionals should note that 
girls at risk of FGM may not yet be aware of the practice or that it may be conducted on them, so sensitivity should 
always be shown when approaching the subject. All staff have received FGM training. Any concerns should be 
reported to the Designated Safeguarding Leads. Teachers are subject to a statutory duty defined by Section 5B of the 
Female Genital Mutilation Act 2003 to report to the DSL where they are concerned that an act of FGM appears to 
have been carried out on a girl who is aged under 18. This is known as mandatory reporting. Concerns will be 
reported to the police by the DSL. 

Private fostering 

Looking after someone else's child 

A private fostering arrangement occurs when someone other than a parent or a close relative cares for a child for a 
period of 28 days or more, with the agreement of the child’s parents. Close relatives are defined as step parents, 
grandparents, brothers, sisters, uncles or aunts. It applies to children under the age of 16, or under 18 if the child is 
disabled.  

By law, a parent, private foster carer or other persons involved in making a private fostering arrangement must notify 
Children’s Social Care as soon as possible. When the club becomes aware of a private fostering arrangement for a 
pupil that has not been notified to Children’s Social Care, we will advise parents and private foster carers of our 
mandatory duty as a childcare provider to inform the school and local authority of children in such arrangements. 
Looking after someone else's child 

 

Radicalisation and extremism 

Radicalisation is defined as the act or process of making a person more radical or favouring of extreme or                   
fundamental changes in political, economic or social conditions, institutions or habits of the mind. Extremism is defined                 
as the holding of extreme political or religious views. The Governing Body has a zero tolerance approach to extremist                   
behaviour for all community members. We rely on our strong values to steer our work and ensure the pastoral care of                     
our pupils protects them from exposure to negative influences.  
 
 
Aims and Principles 
The main aims of this statement are to ensure that staff are fully engaged in being vigilant about radicalisation; that                    
they overcome professional disbelief that such issues will not happen here and ensure that we work alongside other                  
professional bodies and agencies to ensure that our pupils are safe from harm. 
 
The principle objectives are that: 

● Pupils are encouraged to adopt and live out our Core Values. These complement the key “British Values” of                  
tolerance, respect, understanding, compassion and harmonious living. 

● Pupils are helped to understand the importance of democracy and freedom of speech, through PSHE               
assemblies and through the elected School Council members 

● Pupils are taught how to keep themselves safe, in school and when using the internet 
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● Pupils participate in local community events and celebrations so that they appreciate and value their               
neighbours and friends who may not share their faith background. 

● Pupil’s wellbeing, confidence and resilience is promoted through our planned curriculum and out of hours               
learning opportunities. 

● Pupils are supported in making ‘good choices’, so they understand the impact and consequences of their                
actions on others. ‘Good Deed’ assemblies celebrate good choices and acts of kindness. 

● Governors, teachers, teaching assistants and non-teaching staff demonstrate an understanding of what            
radicalisation and extremism are and why we need to be vigilant in school. 

 
The Office for Security & Counter Terrorism works to counter the threat from terrorism and their work is detailed in the                     
counter terrorism strategy CONTEST. This strategy is based on four areas of work: 
 
Procedures and Referrals 
Acorns staff are reminded to suspend any professional disbelief that instances of radicalisation ‘could not happen                
here’ and to refer any concerns using our yellow Record of Concerns forms to the Acorns Designated Safeguarding                  
Lead. 
 
Staff training 
All Acorns staff undergo the Prevent online training. This also forms part of the annual Safeguarding training.  
 
Protecting children from radicalisation: the prevent duty 

Educate against hate 
 

Self-harm 

 
Risk factors that indicate a child or young person may be at risk of taking actions to harm themselves can cover a wide 
range of life events such as: bereavement, bullying, cyber bullying, mental health problems including eating disorders, 
family problems such as domestic violence, any form of abuse or conflict between the child and parents. 
 
The most common forms of self-harm are: 

● cutting 

● biting self 

● burning, scalding, branding 

● picking at skin, reopening old wounds 

● breaking bones, punching 

● hair pulling 

● head banging 

 

Fabricated or induced illnesses 

Acorns staff are alert to the issues surrounding fabricated or induced illnesses. 
Fabricated or induced illness is a condition whereby a child has suffered, or is likely to suffer, significant harm through 
the deliberate action of their parent and which is attributed by the parent to another cause. 

There are three main ways of the parent fabricating (making up or lying about) or inducing illness in a child: 

● fabrication of signs and symptoms, including fabrication of past medical history 

● fabrication of signs and symptoms and falsification of hospital charts, records, letters and documents and 
specimens of bodily fluid 

● induction of illness by a variety of means 
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Early help and interagency working 

At Acorns we aim to identify children who may benefit from early help. Staff are aware of the importance of 
considering the wider environmental factors in a child’s life that may be a threat to their safety and/or welfare. Early 
help means providing support as soon as a problem emerges at any point in a child’s life. 
We are aware of the potential need for early help for a child who:  
● is disabled and has specific additional needs 

● has special educational needs 

● is a young carer 
● is frequently missing/goes missing from care or from home 

● Is at risk of modern slavery, trafficking or exploitation 

● is in a family circumstance presenting challenges for the child, such as substance abuse, adult mental health 
problems or domestic abuse 

● has returned home to their family from care 

● is showing early signs of abuse and/or neglect 
● is at risk of being radicalised or exploited 

● is a privately fostered child (a child who is looked after by adults other than their parents for 28 days or more) 
Staff may be required to support other agencies and professionals in an Early Help Assessment (EHA) Early help 
assessment. 
 

Procedures for staff when there is a disclosure and/or concern (yellow Record of 

Concerns):  

Do: 
● take what you are being told or what you have seen seriously 

● listen carefully and acknowledge what you have been told 

● remain calm, reassure and explain what you will do with the information 

● make a record of what has been seen and/or said  
● all verbal conversations must be promptly recorded in writing 

● pass the information on to the Acorns DSL immediately even if this means interrupting an ongoing meeting 

 
Do not:  
● ask questions, investigate or probe yourself 
● look shocked, distasteful or make negative comments 

● hold onto information and not pass it on 

● speculate or form an opinion about the alleged perpetrator 
● make promises you can’t keep 

● delay in getting help 

 
In the event of the Acorns DSL not being contactable, the infant and junior school DSLs will step in and deal with the 
concern that has been raised.  
 
Notifying parents 
Wherever possible the club will seek to discuss any concerns about a pupil with their parents. However, if the club 
believes that notifying parents could increase the risk to the child or exacerbate the problem, advice will first be sought 
from the Single Point of Access (Kingston) and MASH (Merton). 

Making a referral to the Single Point of Access (SPA)  

Concerns about a pupil or a disclosure should be discussed with the Acorns DSL who will decide whether advice is 
sought from the Single Point of Access. If SPA advise that a referral is needed, then the Acorns DSL will make it, in 
conjunction with the relevant school’s DSL.  
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The pupil (subject to their age and understanding) and the parents will be told that a referral is being made, unless to 
do so would increase the risk to the pupil. 
If after a referral the pupil’s situation does not appear to be improving the Acorns DSL should press for 
re-consideration to ensure their concerns have been addressed, and most importantly the pupil’s situation improves.  
If a pupil is in immediate danger or is at risk of harm a referral should be made to SPA and/or the police immediately.  
Where referrals are not made by the Acorns DSL, the Acorns DSL should be informed as soon as possible.  
 

Confidentiality 

The club recognises that in order to effectively meet a child’s needs, safeguard their welfare and protect them from 
harm the club must contribute to inter-agency working in line with Working Together to Safeguard Children (2019) and 
share information between professionals and agencies where there are concerns. 

All Acorns staff are aware that they have a professional responsibility to share information with other agencies in order 
to safeguard children and that the Data Protection Act 1998 and GDPR is not a barrier to sharing information where 
the failure to do so would place a child at risk of harm. Fears about sharing information must not be allowed to stand in 
the way of the need to promote the welfare and protect the safety of children. 

However, we also recognise that all matters relating to child protection are personal to children and families. 
Therefore, in this respect they are confidential and the head teacher or DSLs will only disclose information about a 
pupil to other members of staff on a need to know basis. 

 

Record Keeping 

Pupils’ safeguarding and child protection records will be stored securely in school and access to them will be 
appropriately limited. 
When pupils leave, the school will ensure that their child protection file is transferred to the new school or college as 
soon as possible. This will be transferred separately from their main pupil file, ensuring secure transit and a 
confirmation of receipt will be requested and retained. Where appropriate, the DSL will share information in advance of 
the pupil transferring so support can be put in place. 

  
Procedure for dealing with complaints and allegations about staff 

An allegation is any information which indicates that a member of staff or volunteer may have: 
● behaved in a way that may have harmed a child 
● behaved towards a child or children in a way that indicates they may pose a risk of harm to children 
All Acorns staff should adhere to the guidance contained in the school’s Code of Conduct and Whistleblowing Policy 
and through Level 2 Safeguarding training. All Acorns staff are aware of the Behaviour Policy. 
Allegations made against school staff will be reported to the Head Teacher. If the allegation made concerns the Head 
Teacher, the person receiving the allegation will immediately inform the chair of governors (contactable via the school 
office) who will consult the LADO as above, without notifying the Head Teacher first.  
 
Acorns will follow the London child protection procedures for managing allegations against staff London child 
protection procedures: allegations and procedures set out in Keeping Children Safe in Education 2019 
 

Linked Policies and Documents 
● Behaviour 

● Whistleblowing 

● Staff Code of 
Conduct 

● Keeping Children 
Safe in Education 
(2019) 

● Children Missing in 
Education Document  

● Health & safety 

● Allegations against 
staff 

● Attendance  

● Curriculum 

● Anti-bullying  

● PSHE  

● Teaching and learning 

● Medical Policy 

● Sex and relationships 
education 

 

● Physical intervention 

● E-Safety 

● Risk assessment 

● Safer Recruitment 

● Continence Policy 
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Those policies and documents in bold must be read by all staff in conjunction with this policy. 
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Appendix 1 

ACORNS BREAKFAST AND AFTER SCHOOL CLUB 
 

Record of Concern 

 
Childs name___________________________________ Date_________________ 

 

Date of birth___________________________________ Time_________________ 

 

Address_______________________________________ Place_________________ 

 

Class_________________________________________ Juniors / Infants 

 

Concern raised by_______________________________ Role_________________ 

 

Also witnessed by _______________________________ Role_________________ 

 

 

Account of observation/note of what was said 

(Please record factually and use pupil’s exact words spoken. Include as much detail 

as possible.  Date and sign after your account). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Body map attached:    Yes •              No • 
 

Date:                                                                      Signature:  
 

 

Please ensure that the completed form is given to the Designated Safeguarding Lead or Deputy 

Safeguarding Leads 
This form may be shared with parents/carers and other agencies.  It may be used in Court as evidence.  It will be stored in the 

Headteachers office. 
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Appendix 2 

Concerns flowchart 

Raising safeguarding concerns about a child 
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Appendix 3 

 

 

Body map 

 (This must be completed at time of observation) 

Name of Pupil:  
 

Date of Birth:  

Name of Staff:  Date and time of 
observation: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
Signature
: 

 
 
 

 
 
 
Date
: 
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Name of Pupil:  
 

Date of Birth:  

Name of Staff:  Date and time of 
observation: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Signature
: 

 Date
: 

 

 

 

 

18 



 

 

 

Name of Pupil:  
 

Date of Birth:  

Name of Staff:  Date and time of 
observation: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Signature
: 

 Date
: 
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Name of Pupil:  
 

Date of Birth:  

Name of Staff:  Date and time of 
observation: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
Signature
: 

 
 
 

 
 
 
 
 
Date
: 
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Appendix 4 

Links 

Children Act 1989 Care Planning, Placement and Case Review: 

www.gov.uk/government/publications/children-act-1989-care-planning-placement-and-case-review 

Children Act 2004: www.legislation.gov.uk/ukpga/2004/31/contents 

Education Act 2002: www.legislation.gov.uk/ukpga/2002/32/section/175 

London Child Protection Procedures and Practice Guidance: www.londoncp.co.uk 

Keeping Children Safe in Education 2019: 

www.gov.uk/government/publications/keeping-children-safe-in-education--2 

Working Together to Safeguard Children 2018: 

www.gov.uk/government/publications/working-together-to-safeguard-children--2 

What to do if You’re Worried a Child is Being Abused: 

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

Information Sharing: 
 www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice 

Children Missing Education Statutory Guidance: 

www.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Educ

ation_-_statutory_guidance.pdf 

Safeguarding Children from Sexual Exploitation: www.londoncp.co.uk/chapters/sg_sex_exploit_ch.html 

Child Sexual Exploitation Definition and Guide: 
www.gov.uk/government/publications/child-sexual-exploitation-definition-and-guide-for-practitioners 

Sexting in School and Colleges: 

www.gov.uk/government/uploads/system/uploads/attachment_data/file/609874/6_2939_SP_NCA_Sextin

g_In_Schools_FINAL_Update_Jan17.pdf 

Searching, Screening and Confiscation: 

www.gov.uk/government/uploads/system/uploads/attachment_data/file/554415/searching_screening_co

nfiscation_advice_Sept_2016.pdf 

Female Genital Mutilation Statutory Guidance: 

www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation 

Guidance Forced Marriage: www.gov.uk/guidance/forced-marriage 

Looking After Someone Else’s Child: www.gov.uk/looking-after-someone-elses-child 

Protecting Children from Radicalisation: The Prevent Duty: 

www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty 

Educate Against Hate: Educate against hate 
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Role and Responsibilities of the Designated Teacher: 

www.gov.uk/government/uploads/system/uploads/attachment_data/file/269764/role_and_responsibilitie

s_of_the_designated_teacher_for_looked_after_children.pdf 

AfC Virtual School: www.afcvirtualschool.org.uk 

Early Help Assessment: www.achievingforchildren.org.uk/early-help-assessment 

Guidance for Safer Working Practice: 

www.safeguardinginschools.co.uk/wp-content/uploads/2015/10/Guidance-for-Safer-Working-Practices-20

15-final1.pdf 

London Child Protection Procedures: Allegations: www.londoncp.co.uk/chapters/alleg_staff.html 

Contextual Safeguarding: https://contextualsafeguarding.org.uk/about/what-is-contextual-safeguarding 

Sexual Violence and Sexual Harassment: 

www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schoo

ls-and-colleges 
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