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Castle Manor Academy Vision 
 
Our vision is to improve the life chances of all our children and young people whatever 
their backgrounds, skills and capabilities. We are committed and value everyone within 
our Academy. Our ambition is to provide the best education we can, enabling our children 
and young people to go on to become responsible, independent members of society. 

 

Introduction 
 
1. Section 175 of the Education Act 2002 places a statutory responsibility on the 

governing body to have policies and procedures in place that safeguard and promote 

the welfare of children who are students of the Castle Manor Academy. 

 

2. The staff and governors of Castle Manor Academy are committed to protecting and 

safeguarding all their students to ensure, as far as possible, that they are free from 

harm and safe. Castle Manor Academy recognises that children sometimes suffer abuse 

from those who should be caring for and protecting them and from one another. Abuse 

can take place within any socio-economic group and can occur at home or in 

institutions, including schools.  

 

3. Castle Manor Academy abides by the policies and procedures for dealing with Child 

Protection as outlined by the Suffolk Safeguarding Children Board (Suffolk SCB) on the 

website http://suffolkscb.org.uk/ 

 

4. This document sets out the procedures, which Castle Manor Academy has in place for 

exercising its duties in relation to safeguarding students. It reflects, Keeping children 

safe in education 2016. It should be read in conjunction with the Staff Expectations 

Policy (Code of Conduct). 

 

The Suffolk Safeguarding Children Board (SCB) 

 

5. The safeguarding and protection of children cannot be achieved by schools or agencies 

working alone (see, Working Together to Safeguard Children March 2015). It is a multi-

agency task and depends on agencies working well together.  

 

6. The Suffolk Safeguarding Children Board (SCB) is made up of representatives from all 

the groups, including the Education Service, whose work brings them into contact with 

children. It has produced joint policies and procedures for the protection of children, 

which are available on the Suffolk SCB web-site. 

 

7. There is an obligation on all member agencies of the SCB to comply with these 

procedures at all times. The procedures outlined in this document therefore reflect 

those of the SCB. In addition to Suffolk SCB procedures, Castle Manor Academy will 

have particular regard to the Department for Education publication, What to do if 

you’re worried a child is being abused March 2015. 

 

http://suffolkscb.org.uk/
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Key Staff 
 
8. The smooth running of the safeguarding policy and procedures within Castle Manor 

Academy is dependent on clearly defined roles and responsibilities for all members of 

the school community. The key members of staff that facilitate the implementation of 

our policy are listed in Appendix 1. 

 
 
9. Within Castle Manor Academy the Headteacher is responsible for identifying staff to 

carry out the following roles (see Appendix 1).  

 
Designated Safeguarding Lead (DSL) 

 

10. The Designated Safeguarding Lead is a member of the Academy’s leadership team with 

lead responsibility for safeguarding and child protection. They provide advice and 

support to staff on child welfare and child protection matters, take part in strategy 

discussions and inter-agency meetings – and/or support other staff to do so – and 

contribute to the assessment of children. It is the Designated Safeguarding Lead’s 

responsibility to ensure that all staff can identify the Designated Safeguarding Lead 

and Deputy Designated Safeguarding Leads (see below). 

 

11. The Designated Safeguarding Lead will provide the Headteacher with the following 

information for inclusion in their termly report to the Governing Body Meeting: 

 Any changes to safeguarding policy/procedures  

 Any training undertaken by the Designated Safeguarding Lead/Deputy DSLs, 
other staff or governors 

 The number of incidents and cases (without names or details) 

 

More detail of the role of the designated safeguarding lead can be found in Annex B of 

Keeping children safe in education 2016.  

 
Deputy Designated Safeguarding Leads  

 

12. There are also Deputy Designated Safeguarding Leads at the Academy who work with 

the Designated Safeguarding Lead and act in their absence. 

 
The Designated Teacher 
 
13. The Designated Teacher promotes the educational achievement of children who are 

looked after by a local authority. The Designated Teacher works with the Virtual 
School Head (an officer employed by the local authority) to discuss how the funding 
available is best used to support the progress of looked after children in the Academy 
and meet the needs identified in the child’s personal education plan (PEP). 

 
Safeguarding Designated Governor   

 

14. A member of the Governing Body is identified as Safeguarding Designated Governor for 

the Academy.  

 
Training 



4 

Professional   Resilient   Optimistic   Understanding   Driven     
 

 
15. The DSL/Deputy DSL receive training, at least every two years, to give them the 

knowledge and skills for their role. In addition to this formal training, they will refresh 

their knowledge and skills, at least annually, in order to keep up to date with any 

developments. The Designated Teacher and Designated Governor also receive training. 

 

16. All other members of staff receive appropriate safeguarding and child protection 

training which is regularly updated. This includes how to recognise signs of possible 

abuse and what to do if they suspect a child is suffering harm. In addition, all staff will 

receive updates as required, but at least annually, to provide them with relevant skills 

and knowledge to safeguard children effectively. Safeguarding training forms part of 

the staff induction process. As part of their induction, new staff are issued with, 

Keeping children safe in education: information for all school and college staff, and 

asked to sign to confirm that they have read it. 

 

Responsibilities of the school 
 

17. At Castle Manor Academy the Designated Safeguarding Lead will support the 

Headteacher in fulfilling the legal responsibilities regarding child protection issues as 

outlined in the following tasks. 

 
17.1 Follow local procedures as laid down on the Suffolk SCB website and promptly 

refer suspected cases of child abuse to the local children’s services department, 

or to the police, which are the investigative agencies in cases of child protection.  

 

17.2 Liaise with other agencies involved in the protection of children by monitoring 

the progress of children subject to Child Protection Plans, by submitting reports 

to Child Protection Conferences and Core Groups, and by being represented at 

Child Protection Conferences. 

 

17.3 Make clear to other agencies the contact point within the school for Child 

Protection issues.  

 

17.4 Contribute to the prevention of child abuse through ensuring curricular 

opportunities support the building of awareness of the dangers of abuse, help 

children to protect themselves and develop more responsible attitudes to adult 

life and parenthood.  

 

17.5 Take part in in-service training courses which lead to a greater understanding of 

the signs and symptoms of child abuse, familiarise participants with Suffolk SCB 

and local authority (LA) procedures for dealing with individual cases, inform 

them about the roles and responsibilities of the workers in other agencies with 

whom the Academy has to liaise and give advice on making use of the curriculum 

to build preventative approaches to child protection. 

  

17.6 Have an ethos in which staff members always act in the interests of the child, 
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children feel secure, their viewpoints are valued, and they are encouraged to 

talk and are listened to. 

 

17.7 Provide suitable support and guidance so that students have a range of 

appropriate adults whom they feel confident to approach if they are in 

difficulties. 

 

17.8 Work with parents to build an understanding of the Academy’s responsibility to 

ensure the welfare of all children and recognition that this may occasionally 

require cases to be referred to other investigative agencies as a constructive and 

helpful measure. 

 
17.9 Be vigilant in cases of suspected child abuse, recognising the signs and 

symptoms, have clear procedures whereby staff report such cases to the 

Designated Safeguarding Lead, and are aware of local procedures so that 

information is effectively passed on to relevant professionals, such as social 

workers. 

 
17.10 If the school becomes aware of a private fostering or an intended private 

fostering arrangement, encourage the carers and/or parents to notify the local 

authority. It is an offence for a private foster carer to fail to do this. If a carer 

and/or parent do not notify the local authority of a private fostering 

arrangement, the school must report it to the local authority. ‘Private foster 

care occurs when a child under 16 (or under 18 if disabled) is cared for, and 

provided with accommodation, by an adult who is not a close relative, for 28 

days or more, by a private arrangement between parent and carer’ (Suffolk 

Safeguarding Children Board). For more detailed information see Appendix 4. 

 

17.11 Comply with the Female Genital Mutilation (FGM) mandatory reporting duty. 

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

act of FGM appears to have been carried out on a girl under the age of 18. Unless 

the teacher has a good reason not to, they should also still consider and discuss 

any such case with the Academy’s Designated Safeguarding Lead and involve 

children’s social care as appropriate. “Teacher” includes qualified teachers or 

persons who are employed or engaged to carry out teaching work in schools. 

 

17.12 Comply with the Prevent duty, under section 26 of the Counter-Terrorism and 

Security Act 2015. The Designated Safeguarding Lead will undertake Prevent 

awareness training and will be the lead for the Prevent duty in the Academy. All 

staff will be enabled to have a general understanding of the risks affecting 

children and young people in the area and a specific understanding of how to 

identify children who may be at risk of radicalisation and what to do to support 

them. The Designated Safeguarding Lead is available to provide advice and 

support to staff on protecting children from the risk of radicalisation. 

 

17.13 Monitor children who have been identified as at risk, keeping, in a secure 
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location, clear records of students’ progress, maintaining sound policies on 

confidentiality, providing information to other professionals, submitting reports 

to case conferences and attending case conferences. 

 

17.14 Contribute to an inter-agency approach to child protection by developing 

effective and supportive liaison with other agencies. 

 

17.15 Raise students’ awareness and build confidence so that students have a range of 

contacts and strategies to ensure their own protection and understand the 

importance of protecting others. 

 

17.16 Ensure a copy of the procedures is circulated to all staff at the beginning of each 

school year. This will serve as a useful reminder of safeguarding issues and 

procedures. In addition, circulate to all staff Part one of Keeping children safe in 

education, whenever a new version is introduced and assist staff with 

understanding and discharging their responsibilities as per the latest guidance. 

 
Safe staff, volunteers and visitors 

 
18. During the school day all staff will wear their photo ID badge and ensure that it is 

clearly displayed. 

 

19. All visitors to the school are asked to sign in and to read a sheet of safeguarding 

information. They are issued with visitors’ badges, which they are asked to keep 

clearly displayed whilst they are at the school. They are asked to sign out and to 

return the visitors’ badge when they leave the site.  

 

20. If staff, visitors, volunteers or parent helpers are working with children alone they 

will, wherever possible, be visible to other members of staff. They will be expected to 

inform another member of staff of their whereabouts, who they are with and for how 

long. Doors, ideally, should have a clear glass panel in them and be left open.  

 

21. Sometimes allegations are made against adults who come into contact with children. 

We have a responsibility to ensure that the requirements of Keeping children safe in 

education 2016 are adhered to, with particular regard to Part four, in situations where 

an allegation of abuse has been made against a member of staff.  
 

 
Early Help 
 
22. Any member of staff may identify a student with emerging problems. The Suffolk SCB 

Multi Agency Thresholds Guidance defines these as ‘needing some additional support 

without which they would be at risk of not reaching their full potential’. The staff 

member should discuss their concerns with the Designated Safeguarding Lead, who 

may recommend completing a CAF (Common Assessment Framework). Completed CAFs 

will be submitted to the local authority and may result in a Team Around the Child 

(TAC) being formed to co-ordinate support for the child. A representative from the 

Academy will attend TAC meetings and ensure that any actions agreed with the 
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Academy are followed-up. 

 
Children with special educational needs and disabilities 
 
23. We acknowledge that additional barriers can exist when recognising abuse and neglect 

in students with special educational needs (SEN) and disabilities. These can include: 

 Assumptions that indicators of possible abuse such as behaviour, mood 

and injury, relate to the child’s disability without further exploration; 

 Children with SEN and disabilities can be disproportionately impacted by 

things like bullying – without showing any outward signs; and 

 Communication barriers 

 
Allegations of abuse 

 
24. Where staff have any concerns about abuse they must report such cases to the 

Designated Safeguarding Lead or their Deputy, who are aware of local procedures, so 

that information is effectively passed on to relevant professionals such as social 

workers. However, any member of staff can make a referral directly to social care if 

they have a concern about a child. It might be necessary for a member of staff to do 

this if they feel the concern they have raised has not been sufficiently followed up. 

 
 
25. Staff will listen carefully to anything children want to tell them. They will:  

 Not ask leading questions  

 Not promise to keep a matter secret  

 Not attempt to investigate a situation themselves  

 Inform the child what they have to do with the information that they have 

been told.  

 

26. If staff members have concerns about another staff member then this should be 

referred to the Headteacher. Where there are concerns about the Headteacher this 

should be referred to the Chair of Governors 

 

27. In keeping with the Academy’s Whistleblowing Policy, if staff or volunteers have 

concerns about poor or unsafe practice or potential failures in the Academy’s 

safeguarding regime, these should be raised with the Headteacher or the Chair of 

Governors, in the first instance. 

 

28. The NSPCC whistleblowing helpline is available for staff who do not feel able to raise 

concerns regarding child protection failures internally. Staff can call: 0800 028 0285. 

This line is available from 8:00 to 20:00, Monday to Friday or email: 

help@nspcc.org.uk. 

 
Noting Abuse 

 
29. Children can be harmed in a number of ways. Abuse can by physical, sexual, emotional 

or it can take the form of neglect (see Appendix 2). Children sometimes suffer more 

than one type of abuse at a time. 

 

https://www.nspcc.org.uk/what-you-can-do/report-abuse/dedicated-helplines/whistleblowing-advice-line/
mailto:help@nspcc.org.uk
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30.  So-called ‘honour-based’ violence (HBV) encompasses crimes which have been 

committed 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 so called HBV are abuse (regardless of the motivation) and 

should be handled and escalated as such. If in any doubt staff should speak to the 

Designated Safeguarding Lead. 

 

31. Whether suspicions arise through disclosures children make or as a result of 

observations, the member of staff concerned must refer the matter immediately to 

the Designated Safeguarding Lead. This should be done by making a written note, 

signed, dated and timed, of what was said or seen, using the school’s reporting form 

(see Appendix 3) or emailing the concern to CMSafeguarding@castlepartnership.org.uk. 

Where a concern is emailed, the member of staff will find it useful to use the school’s 

reporting form as a prompt (see Appendix 3).   

 
32. Staff must be aware of the possibility that their records might have to be used as 

evidence in court, and must therefore be aware of the need to distinguish fact from 

opinion.  

 
Making Referrals to Customer First (children’s social care) 

 
33. The Designated Safeguarding Lead will refer all cases of suspected abuse to Customer 

First immediately, unless the child already has an allocated social worker, in which 

case the DSL will raise the concern with them. If the allocated social worker is not 

available and will not be available within a reasonable period of time, the DSL will 

raise the concern with the duty social worker for their team. Where practicable, 

parents will be informed of the referral before it is made, or at least as soon as 

possible afterwards if contact cannot be made with them quickly. The only 

circumstances in which a parent will not be informed of a referral are if it is 

considered: 
 

 The child might be at greater risk of harm as a result  

 Such action might impede a criminal investigation  

 The child might be the victim of fabricated or induced illness.  

 

34. If a child is in immediate danger or is at risk of harm, a referral will be made by 

telephone to Customer First. This telephone call will be recorded, noting the name of 

the person spoken to, and the record signed by the Designated Safeguarding Lead with 

the date and time the telephone call was made. This will be followed up in writing on 

the Multi-Agency Referral Form, which will be copied for the Academy’s own records, 

and sent to the office where the telephone referral was made within 24 hours.  

 

35. Any other referrals (i.e. those not of an immediate child protection nature) made to 

Customer First will also be made on the Multi-Agency Referral Form. In these 

circumstances the agreement of the child’s parent will be obtained beforehand. 

 
36. The Academy will expect a decision, within one working day of a referral being made, 

about what course of action the local authority are taking. If no response is 

mailto:CMSafeguarding@castlepartnership.org.uk
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forthcoming, the Designated Safeguarding Lead will follow up on the referral. 

 

Procedures for Child Protection Conferences 

 
37. If following an assessment by a social worker, and in some instances a police officer, it 

is decided that a child might be at risk of harm, a child protection conference may be 

called.  

 

38. Usually the person attending from the Academy will be the Designated Safeguarding 

Lead, unless it is considered that another member of staff has greater or more 

relevant knowledge of the child, in which case that person will attend. Where a 

conference is held during a school holiday, the Academy will do its best to send an 

appropriate member of staff. The procedures for gathering reports for conferences and 

feeding back knowledge to staff involved are listed below. Staff will also be aware 

that the child’s parents will have access to any written report.  

 

39. Approximately three weeks prior to any child protection conference, the Designated 

Safeguarding Lead will ask the child’s tutor to ask members of staff to write comments 

on the child and pass these to the tutor within one week.  

 

40. Two weeks prior to the child protection conference, the form tutor will compile a 

response using the comments from staff members under the headings as recommended 

by Suffolk Safeguarding Children Board. This will be within the time frame of one 

week. 

 

41. One week prior to the child protection conference, the Designated Safeguarding Lead 

will type up the report and make copies ready for the conference. This must be 

completed at least two days prior to the conference. 

 

42. The information contained within the report will be shared with parents and will 

include information relating to what we are worried about, what is working well and 

what needs to happen in order for the child to be safe. 

  

43. The very nature of safeguarding children is often in an emergency situation. We will 

adhere to these time scales when it is practical to do so, however we may have to 

collect information from staff at very short notice if an emergency situation arises.  

 
Follow up from Child Protection Conferences. 
 
44. Following the case conference, the Designated Safeguarding Lead will liaise with 

appropriate staff regarding the outcomes. This will be on a strictly ‘need to know’ 

basis to ensure confidentiality is maintained. 

 

45. If a child becomes subject to a child protection plan following a decision made at a 

child protection conference, a ‘core group’ consisting of those with the most 

knowledge of and involvement with that child will be identified. The Designated 
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Safeguarding Lead or other relevant member of staff will liaise closely with the core 

group. 

 

46. Clearly child protection conferences can be upsetting for parents. We will aim to work 

in as open and honest a way as possible with any parent whose child has been referred 

to Children and Young People’s Services or whose child has a child protection plan. Our 

responsibility is to promote the protection and welfare of all children and our aim is to 

achieve this in partnership with parents.  

 

Confidentiality 
 

47. All records of child protection concerns and referrals are kept in a locked cabinet 

separately from the main pupil files. In the Academy, only the Designated Safeguarding 

Lead, the Deputy Designated Safeguarding Leads and Headteacher have a key to this 

cabinet. 

 

48. Only one child protection file will be kept on a child, and no other information of a 

child protection nature will be kept anywhere else in the school. Any safeguarding 

information will be kept in the child protection file. This file will contain a maintained 

chronology of events. Copies of referrals, invitations to child protection conferences, 

core groups and reports will be stored here. Child protection information and referrals 

must not be stored electronically. 

 

49. For the most up to date information regarding Child Protection Conferences, staff will 

have access to, Working Together to Safeguard Children March 2015. Copies of which 

are available from the Designated Safeguarding Lead. 

 
Transfer of Records 
 

50. When a child who has a child protection plan leaves the Academy, the Designated 

Safeguarding Lead will inform the relevant social worker and send the child protection 

records to the receiving institution immediately. These will be transferred separately 

from the main pupil file, by secure transit and confirmation of receipt will be 

obtained. If the name of the receiving institution is not known, the Designated 

Safeguarding Lead will notify the child’s social worker as a matter of urgency as soon 

as the child leaves or appears to be missing. In these circumstances, the child 

protection records will remain at the Academy until the child is known to have 

registered elsewhere. 

 

51. When a child joins the Academy and records from the previous institution indicate 

he/she has a child protection plan, the Designated Safeguarding Lead will notify 

Children and Young People’s Services immediately. 

 

52. When a child who is known to have a Child Protection Plan joins the Academy and no 

child protection records have been received from the previous school, the Designated 

Safeguarding Lead will contact the Designated Safeguarding Lead at that institution to 
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request the records be sent immediately. This request will be confirmed in writing and 

repeated if necessary. If they remain unavailable, the Academy will inform the 

Education Welfare Service. 

 
Attendance 

 
53. Regular  attendance  has  a  very  important  part  to  play  in  safeguarding  children. 

A child missing from an education setting is a potential indicator of abuse or neglect. A 

child whose parents/carers repeatedly fail to provide adequate reasons for absence, or 

whose absence is on-going without medical evidence, will be referred to the Education 

Welfare Service. Such absences will not be authorised by the Academy (see the 

Attendance Policy). 

 

54. The Academy will inform the local authority of any pupil or student who fails to attend 

school regularly, or has been absent without the school’s permission for a continuous 

period of 10 school days or more. 

 

Curriculum 
 
55. The Academy will strive to create a safe environment for the children on its roll. The 

curriculum will therefore be instrumental in preparing children for their future 

responsibilities as adults. 

 

56. Through the curriculum, children will be helped to understand what is and is not 

acceptable behaviour towards them. They will be taught about staying safe from harm 

and the importance of speaking to a member of staff if they have worries or concerns 

(see the Curriculum Policy). 

 

Peer on Peer Abuse 
 
57. It is important that children are safe from each other in school. The Academy will not 

tolerate peer on peer abuse amongst its students and is committed to dealing with all 

allegations of such a nature. Peer on peer abuse may include, but is not limited to: 

bullying (including cyberbullying), gender based violence/sexual assaults and sexting. 

Strategies for dealing with bullying are explained in the Anti-bullying Policy. 

 

58. Members of staff understand that children as well as adults can be abusers. Peer on 

peer abuse will never be tolerated or passed off as “banter” or “part of growing up”. 

Where a child discloses abuse by a fellow student the matter will be referred to 

Customer First by the Designated Safeguarding Lead in the usual way. Both sets of 

parents will be informed by the Academy, unless a Children and Young People’s 

Services representative, having taken account of the particular circumstances, advises 

otherwise. 

 
Staff Recruitment 
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59. Before confirmation of appointment, all staff (teaching and support) and volunteers 

who apply to work at Castle Manor Academy will be subject to a rigorous recruitment 

process to ensure, as far as possible, their suitability to work with children. References 

will be taken up and they will be required to give evidence of their identity, address, 

qualifications and details of previous experience and work history. Testimonials will 

not be accepted. The Academy will question the contents of application forms if we 

are unclear about them. We will not accept C.V.s. At least one member of every 

recruitment panel will have undertaken Safer Recruitment training. 

 

60. As part of this recruitment process, all potential staff and volunteers will be required 

to declare any criminal record. Castle Manor Academy follows the guidance given by 

the DfE in Part three of Keeping children safe in education 2016 and all staff 

appointed are subject to an enhanced check by the Disclosure and Barring Service 

(DBS) with barred list information. When employing anyone to carry out teaching work 

a check will be carried out using the Employer Access Online service to ensure that 

they are not subject to a prohibition order issued by the Secretary of State. All 

volunteers and governors who have regular access to children will be given a DBS 

check. Where individuals are members of the DBS Update Service, the Academy will 

carry out a free online check. Before doing so we will: 

a. obtain consent from the applicant to do so; 

b. confirm the original certificate matches the individual’s identity; and 

c. examine the original certificate to ensure that it is for the appropriate 

workforce and level of check. 

 

61. As outlined in the procedures, the identity, address and qualifications (as necessary) of 

all staff and governors are checked. When staff join our Academy they will be 

informed of the Safeguarding arrangements in place. They will be given a copy of 

Keeping children safe in education: information for all school and college staff 

together with our Safeguarding Policy and Staff Expectations Policy (Code of Conduct). 

They will be told who the Designated Safeguarding Lead is. The Induction Programme 

will include the required Safeguarding training relating to signs and symptoms of 

abuse, how to manage a disclosure from a child, how to record and who to pass the 

information on to. 

 

62. Regular volunteers will be provided with a copy of this policy, together with a copy of 

the Staff Expectations Policy (Code of Conduct). 

 

63. As an employer, we will comply with the legal requirement to make a referral to the 

DBS where we think that an individual has engaged in conduct that has harmed (or is 

likely to harm) a child; or if the person otherwise poses a risk of harm to a child. 

 

Conclusion 
 

64. The aim of these procedures is to ensure that all the children on roll at Castle Manor 

Academy are safe and free from harm. If they are considered to be at risk of or to 

have suffered abuse or neglect the steps described will be taken to minimise the risk 
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or protect them from further harm. 

 

65. In order to monitor the effective safeguarding of Castle Manor Academy’s students, 

the governing body will require the Headteacher to submit a termly report on child 

protection issues within the school. This report will not reveal details of any individual 

children or families. 

 
66. The adequacy of these procedures will be reviewed and the procedures formally 

adopted annually by the governing body. 

 
Policy comes into effect from: September 2016 
 
Approved by the governing body on: 20 September 2016 
 
Formally adopted by the Board of Directors at their meeting of: 
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Appendix 1 
 
Castle Manor Academy 
 
Designated Safeguarding Lead Mrs Victoria Horne 
 
Deputy DSL Mrs Vanessa Whitcombe  
 Mrs Michele Crissall 
 Mr James Gosden, 
 Mrs Jennifer Beaton 
 
Designated Governor Mrs Janette Godfrey  
 
Chair of Governors Mrs Justine Dawkins 
 
Designated Teacher for Looked After Children Miss Giulietta Cianciola 
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Appendix 2 
 
 

Types of abuse and neglect 

 

All school staff should be aware that abuse, neglect and safeguarding issues are rarely 

standalone events that can be covered by one definition or label. In most cases multiple 

issues will overlap with one another. 

 

Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by 

inflicting harm or by failing to act to prevent harm. Children may be abused in a family or 

in an institutional or community setting by those known to them or, more rarely, by others 

(e.g. via the internet). They may be abused by an adult or adults or another child or 

children. 

 

Physical abuse: 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. 

 

Emotional abuse: the persistent emotional maltreatment of a child such as to cause 

severe and 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. 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 cyberbullying), 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: 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, or 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: the persistent failure to meet a child’s basic physical and/or psychological 
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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); or ensure access to appropriate medical care or treatment. It 

may also include neglect of, or unresponsiveness to, a child’s basic emotional needs. 

 
(Definitions from Keeping Children Safe in Education 2016) 
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Appendix 3 
 

Recording Form for Safeguarding Concerns 

 
 

Nature of concern/disclosure. 
(Only record what was actually said/seen. DO NOT add your own opinion) 

 
 
 
 
 
 
 
 
 
 
 

Was there an injury/mark?      Yes/No                                 Did you see it?      Yes /No 
 

Describe the injury/mark: 
 
 
 
 

Have you filled in a body plan to show where the injury/mark is and its approximate size?      Yes/No 
 

Was anyone else with you?      Yes/No      If yes, who?  
 
Where were you? 
 

Has this happened before?      Yes/No      If yes, did you report the previous concern?      Yes/No 
 
If yes, who did you pass it on to?                         When did you pass it on? 
 

Does this concern involve a technological device?      Yes/No 
 
If yes, discuss this with the E-Safety Lead. 
 

Who are you passing this form to? Name:                                              Date: 
                                                                                                           Time: 
 

Your Signature:                                                                                    Date: 
 

 
  

Name of pupil/student 
making the disclosure/you are 
concerned about 

Year Group Tutor Group/Class Your name and position 
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Action taken by Designated Safeguarding Lead (DSL)/Alternate 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Have you informed the parents/carers? Yes/No 
 
If no, please give the reason: 
 
 
 
 

Have you made a referral? Yes/No 
 
If yes, to whom (name and role)? 
 
 
 
 

Have you given feedback to the member of staff who raised the concern? Yes/No 
 

DSL/Alternate name: 
 
Signature:                                                                          Date: 
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Appendix 4 

 
Private Fostering 

 
Definition of Private Fostering 
(taken from the Suffolk Local Safeguarding Children Board Protocol on Private Fostering, 
revised June 2015) 
 

1. Private fostering is an arrangement made between the parent and the private 
foster carer, who then becomes responsible for caring for the child in such a way 
as to safeguard and promote their welfare. 

 
2. A privately fostered child means a child under the age of 16 (18 if a disabled child) 

who is cared for and provided with accommodation by someone other than: 
 

 A parent 

 A person who is not a parent but has parental responsibility 

 A close relative 

 A Local Authority 
 

for more than 28 days and where the care is intended to continue. 
 

3. If a period of care is less than 27 days but further periods are planned which total 
more than 28 days, then the child is privately fostered. 

 
4. A relative is defined as a grandparent, brother, sister uncle or aunt (whether full-

blood, half-blood or by affinity, i.e. marriage or a stepparent). There is no 
stipulation as to the age of the relative. 

 
5. A stepparent is someone who is, or who has been, a party to a marriage in relation 

to who the child is a child of the family. A cohabitee of the mother or father would 
not qualify as a relative. 

 
6. An unmarried father qualifies as a relative whether or not he has parental 

responsibility. Similarly, a relative of an unmarried father qualifies as a relative of 
the child. 

 
7. A child, who has been placed by Children and Young People’s Service is NOT 

privately fostered; statutory fostering regulations apply. 
 

8. It is the duty of the Local Authority to satisfy themselves that the welfare of 
privately fostered children within their area is being satisfactorily safeguarded and 
promoted, and to ensure that advice is given to parents and carers whenever 
necessary. 
 

9. A balance needs to be maintained between parental rights to make private 
arrangements for the care of their children, and the local authority’s obligations to 
satisfy themselves about the welfare of the children. 
 

Our responsibilities 
 

10. If you become aware of a private fostering arrangement or think a child may be in 
or may be about to enter into a private fostering arrangement, inform the 
Designated Safeguarding Lead (DSL) or in their absence the Deputy DSL. 
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11. The DSL will encourage the carers and or parents to report to the Fostering 
Changes for Children Team (details below). It is an offence for a private foster 
carer to fail to report a private fostering arrangement. 
 

12. If the carer and/or parent do not notify the local authority of the private fostering 
arrangement, the DSL must report it to the local authority. 
 

Contact information 
 

13. The Fostering Changes for Children Team can be contacted on: 
 

 01473 265 025 

 fcfct@suffolk.gov.uk  

mailto:fcfct@suffolk.gov.uk

