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“St Hugh of Lincoln School will nurture, guide, educate 

and develop all our children on their journey with Jesus 

Amen 

 



 
St Hugh of Lincoln RC Primacy School fully recognises its responsibilities for child 
protection. This policy applies to all staff, Governors agency staff and volunteers working in 
school. 
 
We recognise that, because of their day-to-day contact with children, school staff are well 
placed to observe the outward signs of abuse. The school will therefore: 

 establish and maintain an environment where children feel secure, are encouraged 
to talk, and are listened to 

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

 include opportunities in the personal, social, health and economic (PSHE) curriculum 
and Assemblies, for children to develop the skills they need to recognise and stay 
safe from abuse. 

 Raise awareness of child protection issues through regular training 

 Ensure safe recruitment and check suitability of adults in school 

 Develop and implement clear procedures for identifying and reporting suspected 
cases, which are clear to all staff 

 
 

Categories for concern are: 
Neglect 
The persistent or severe neglect of a child which results in serious impairment of the child's 
health or development.  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 

 NB staff need to be aware that some “neglect” may be temporary and due to changes in 
home circumstances; schools need to establish in these cases the nature of intervention and 
support they may be able to offer 

 
Physical Abuse 
Physical injury to a child - reasonable suspicion that the injury was inflicted or knowingly not 

prevented. Physical harm may also be caused when a parent or carer fabricates the 

symptoms of, or deliberately induces illness in a child. 

 
Sexual Abuse 
The involvement in sexual activities to which the child was unable to give informed consent.  
The activities may involve physical contact. They may include non-contact activities, such as 
involving children in looking at, or in the production of, sexual online images, watching 

sexual activities, or encouraging children to behave in sexually inappropriate ways. 

 
Emotional Abuse 
Persistent or severe emotional ill treatment or rejection. It may involve conveying to children 
that they are worthless or unloved, inadequate, or valued only in so far as they meet the 



needs of another person. It may involve seeing or hearing the ill-treatment of another. It may 
involve serious bullying, causing children frequently to feel frightened or in danger 

 
Grave Concern  
Children whose situations do not currently fit the above categories but for whom there is 
significant risk of abuse. 
 

Peer on Peer Abuse 
Peer on peer abuse occurs when a young person is exploited, bullied and / or harmed by 
their peers who are the same or similar age; everyone directly involved in peer on peer 
abuse is under the age of 18. 

 

Procedures: 
This school recognises that the class teacher is the first stage in the pastoral care of the 
child in the school. Teachers/Other Adults are well placed to observe outward signs of 
abuse, changes in behaviour or failure to develop or thrive. 
 
All adults working within the school community are considered ‘trusting adults’, if they have 
concerns, worries, observations or disclosures about a child they will share this immediately 
with the nominated persons. 
 
Child Protection Designated officiers are:   
The Headteacher 
Assistant Headteachers 
SENDCO 
The Governor with responsibility for Child Protection (Mr K Speake September 2019) 

 
If a member of staff becomes aware of a concern about a child, one of the Child Protection 
Co-ordinators shall be informed immediately. The Child Protection Co-ordinators will 
investigate, so far as is possible, and involve the relevant agencies (parents, foster-parents, 
social services, police etc.).  
. 

 All staff receive annual updates and training regarding recognising the signs of 
abuse, how to report concerns, internally on CPOMS or with named staff/governor 
and externally (MARAT).  
 

The Child Protection Co-ordinator(s) will keep the class teacher/member of staff up-to-date 
with developments. 
Every attempt will be made to offer support for the child whilst at school and it is hoped that 
the school will provide an environment within which he/she can relax and spend the school 
day in complete confidence and safety. 

 
Information gathering and Recording 
 
All staff have received training on and have access to CPOMS to record concerns, evidence 
and paperwork related to any incident or concern. The senior staff and child protection 
coordinators have a ‘two tiered’ access to the system for extra security and protection. 
All concerns, even those regarded as minor, are recorded.  
 
How to respond to a disclosure: 

 Listen carefully to the child. DO NOT directly question the child 
 Give the child time and attention 



 Allow the child to give a spontaneous account; do not stop a child who is freely 
recalling significant events 

 Make an accurate record of the information you have been given taking care to 
record the timing, setting and people present, the child's presentation as well as what 
was said.  Do not throw this away as it may later be needed as evidence 

 Use the child's own words where possible 
 Explain that you cannot promise not to speak to others about the information they 

have shared - do not offer false confidentiality 
 Reassure the child that:  

o they have done the right thing in telling you; 
o they have not done anything wrong; 

 Tell the child what you are going to do next and explain that you will need to get help 
to keep him/her safe 

 DO NOT ask the child to repeat his or her account of events to anyone 

 

How to make a Referral 

The type of referral you make would depend on which of the 4 levels of intervention you 
decide the case warrants. Parents/carers should be informed if a referral is being made 
except in cases of: Sexual abuse, organised or multiple abuse, Fabricated or induced 
illness. 

However, inability to inform parents for any reason should not prevent a referral being 
made.  It would then become a joint decision with Children's Social Care about how and 
when the parents should be approached and by whom. 

In the main, a referral would follow this route: 

 If your concern is about harm or risk of harm from a family member or someone 
known to the children, you should make a telephone referral to MARAT on 0161 912 
5125. They will advise on next steps 

 If your concern is about harm or risk of harm from someone not known to the child or 
child's family, you should make a telephone referral directly to the Police and 
consult with the parents 

 If your concern is about harm or risk of harm from an adult in a position of trust see 
Allegations against staff (below) 

 If your concern is that a child or family need additional help or support, you should 
contact Trafford Early Help on 0161 912 5020 

Information required when making a referral 

Be prepared to give as much of the following information as possible (in emergency 
situations all of this information may not be available). The majority of this information is 
available on the SIMS database to which all staff have password protected access. 
Unavailability of some information should not stop you making a referral. 

 Your name, telephone number, position and request the same of the person to whom 
you are speaking 

 Full name and address, telephone number of family, date of birth of child and siblings 
 Gender, ethnicity, first language, any special needs 



 Names, dates of birth and relationship of household members and any significant 
others 

 The names of professionals known to be involved with the child/family e.g.: GP, 
Health Visitor, School 

 The nature of the concern; and foundation for the concern 
 An opinion on whether the child may need urgent action to make them safe 
 Your view of what appears to be the needs of the child and family 
 Whether the consent of a parent with Parental Responsibility has been given to the 

referral being made 

Action to be taken following the referral 

 Ensure that you keep an accurate record of your concern(s) made at the time and 
record on CPOMS 

 If applicable and following advice from MARAT complete a SARF, email to MARAT 
and place copy on CPOMS 

 Accurately record the action agreed or that no further action is to be taken and the 
reasons for this decision 

Allegations against staff (Child Protection) 
Please refer to The Managing Allegations of Abuse by Staff Policy. 
The senior manager/Chair will consult with/make a referral to the LADO (Local Authority 
Designated Officer), Safeguarding Children Unit. Presently:  
Anita Hopkins 
Safeguarding Unit 
Trafford Council  
Trafford Town Hall, Talbot Road, Stretford M32 0TH 
Tel: 0161 912 5024 

 
Issues here would relate to any adult working with children (in a paid or unpaid capacity) 
where information has come to light suggesting they have: 

 behaved in a way that has harmed or may have harmed a child 
 possibly committed a criminal offence against, or related to, a child 
 behaved towards a child/ren in a way that indicated s/he is unsuitable to work with 

children 

 

 
Sharing 
This policy and any revisions will be shared with, and approved by staff and Governors 
A copy of this policy is available to Parents on Request.  A point explaining this will be 
included on the school web site 
The allocated Child Protection Governor will monitor and evaluate this policy in discussion 
with the named officer 

 
 
 
 
 
 
 
 
 

javascript:createTrackString('keywords',%20'p_safeg_pol_temp.htm','Parental_Responsibility.html');
http://services.salford.gov.uk/sscb-manual/keywords/Local_Authority_Designated_Officer.html
http://services.salford.gov.uk/sscb-manual/keywords/Local_Authority_Designated_Officer.html


Updated April 2020 in response to COVID – 19 Regulations 

Introduction 

COVID-19 (commonly known as Coronavirus) has presented a huge challenge nationally to 

the normal running of education and child care provision. On 23rd March 2020 all schools in 

the United Kingdom were closed on the advice of the UK Government to help delay the 

spread of the Coronavirus, and that they were only to remain open for those children of 

workers critical to the COVID-19 response - who absolutely need to attend. 

Education and child care settings are also expected to remain open to those children who 

are identified as vulnerable1 and their needs cannot be catered for at home, or they need to 

attend the education/child care setting as it is a safe place. 

This appendix has been prepared to explain key changes and interim measures being taken 

within our setting to continue to meet our safeguarding requirements during these 

extraordinary times. 

Status of this document 

This is an appendix to the main body of our Safeguarding and Child Protection Policy and 

will be effective from April 2020 until the setting returns to business as usual, following the 

COVID-19 pandemic. 

It has been formally agreed and signed off by M Mountcastle and governors via email (April 

6th 2020) 

Any questions about the contents of this document should be directed to: 

Name: Mark Mountcastle  

Job Title: Headteacher (DSL) 

Email: sthughoflincoln.admin@trafford.gov.uk – constantly monitored 

Telephone: 0161 912 2906 – constantly monitored and answered 

Designated Safeguarding Lead (DSL) arrangements 

It is vital that while our setting remains open a suitably trained DSL is available for 

consultation and advice.  

The optimal scenario for our setting and one we will strive to achieve is to have a trained 

DSL or deputy available on site. Due to staff self-isolating, social-distancing or being 

physically unavailable for other reasons, it is recognised this may not always be possible, 

and where this is the case there are two options we will implement, the first being the 

preferred and second a backup option: 

1. A trained DSL (M Mountcastle) or deputy (M Atherton) from the setting will be available 

to be contacted via phone, text or email, if they are working off site. 

 

                                                 
1
 Vulnerable children include 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. 

mailto:sthughoflincoln.admin@trafford.gov.uk


Where a trained DSL or deputy is not on site, in addition to one of the above options, the 

setting will have a senior leader who will take responsibility for co-ordinating safeguarding on 

site. This person will update and manage access to child protection files, liaise with the 

offsite DSL (or deputy) and as required liaise with children’s social workers where they 

require access to children in need and/or to carry out statutory assessments at the setting. 

Our DSL, deputy DSL and others with designated roles are identified in the main body of our 

Safeguarding and Child Protection Policy. In the event one of the above scenarios is 

implemented and the DSL changes, this will be communicated to staff via Whatsapp.  

Contacting Trafford Children’s First Response 

Making referrals into Trafford Children’s First Response will continue as usual, with referrals 

being made via the online referral form, and telephone consultations taking place when 

advice is required. Where possible the referral will be made by the DSL, however if the DSL 

is not available in person the senior leader who is co-ordinating safeguarding on site may be 

required to make the referral on behalf of the DSL after getting advice from a suitably DSL. 

 Online Referral Form – www.trafford.gov.uk/firstresponse 

 Telephone – 0161 912 5125 

 Email – FirstResponse@trafford.gov.uk  

Contacting the Local Authority Designated Officer (LADO) 

In the instance a referral to the LADO is necessary this will be actioned by the 

Headteacher/DSL within 1 working day of the allegation coming to light. Should they not be 

available then either Assistant headteacher or the deputy DSL will make the referral. 

Contact methods for the LADO will remain the same with all LADO referrals being made via 

the online referral form. Consultation by phone may be necessary in which case this will be 

done via Trafford Children’s First Response (contact details above). 

 Online Referral Form - https://trafford-

framework.egovhub.net/ALLEGATIONOFPROFESSIONALABUSE/launch 

 Email – LADO@trafford.gov.uk 

Attendance of Vulnerable Children 

While school is closed to the general school population the children of key workers and 

those who are vulnerable may still need to attend school because they require a safe place, 

or their needs cannot be properly catered for at home. The attendance information for 

vulnerable children will be reported to the local authority on a daily basis. The method for 

doing this is through the daily returns to our relevant Liaison Officer. This is Alistair Black for 

St Hugh of Lincoln – 07702 652 486 alistair.black@trafford.gov.uk  

Vulnerable children may not be attending school for other reasons including self-isolation, 

social-distancing or for another reason, these will be monitored by the setting and contact 

with the child and their family will be maintained via (weekly or when deemed appropriate) 

phone calls. When phone calls are not answered and contact cannot be established with a 

family, the setting will take the following measures:  

 The Vulnerable Children’s Daily Log Attendance sheet will be completed weekly and 

sent to Trafford Children’s First Response by email. 

http://www.trafford.gov.uk/firstresponse
mailto:FirstResponse@trafford.gov.uk
https://trafford-framework.egovhub.net/ALLEGATIONOFPROFESSIONALABUSE/launch
https://trafford-framework.egovhub.net/ALLEGATIONOFPROFESSIONALABUSE/launch
mailto:LADO@trafford.gov.uk
mailto:alistair.black@trafford.gov.uk


Children of concern who do not meet the ‘vulnerable’ definition 

The setting also has students about whom there are concerns, however they do not have a 

social worker or an Education, Health and Care (EHC) Plan so do not meet the criteria of a 

‘vulnerable’ child. With these children the setting still feels that contact should be maintained 

to ensure safety and welfare can be monitored as best as practically possible. Relevant staff 

will identify such families and make phone calls as agreed appropriately.  

All other Children 

While the setting is closed to the general student population the setting still have a duty to 

keep them safe, including online. The following measures have been implemented to ensure 

that contact with children is maintained and setting staff can maintain oversight of their 

welfare as best as practically possible. 

 Weekly letter from class teacher 

 Weekly letter from headteacher 

 Updated homelearning resources when appropriate 

 Weekly/fortnightly phone calls with key person 

If staff have any concerns about children they will follow the standard reporting procedure 

outlined in the main body of our Safeguarding and Child Protection Policy. 

Staff Training 

When the setting is open for the children or key workers or vulnerable children it will be 

staffed appropriately and all staff will satisfy the training requirements of ‘Keeping children 

safe in education, September 20192’, in that they will have had copies of the following 

policies and had them explained to them how they operate in the setting: 

 Safeguarding and Child Protection Policy 

 Behaviour Policy 

 Staff Code of Conduct 

 Safeguarding response to Children who go missing from education 

 Role of the DSL (including the identity of the DSL and any their deputy/deputies) 

 Part one and Annex A of Keeping children safe in education, September 2019. 

In addition to the above all staff will have received appropriate safeguarding and child 

protection training. Further to this, all staff receive regular safeguarding updates. 

Allegations against Adults working with Children 

Any staff member who works in the setting will be aware of the process for sharing concerns 

about colleagues or other adults who works with children in regulated activity. In our setting 

they will report these concerns directly to the Headteacher/DSL as soon as practically 

possible, ideally face to face, however during challenging times that may not always be 

possible, and a telephone call is also acceptable. 

It is made clear to staff in training, induction and in our Whistleblowing Policy they should not 

consult or speak of the concern/allegation with other parties, without the expressed 

                                                 
2
 https://www.gov.uk/government/publications/keeping-children-safe-in-education--2 - Department for 

Education statutory guidance for schools and colleges on safeguarding children and safer recruitment. 

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


permission of the Headteacher/DSL so as not to damage the integrity of any potential 

investigation, nor tarnish the reputation of colleagues prior to any due process. 

 


