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We are committed to safeguarding and ensuring the health, 
safety and well-being of all pupils in accordance with 
safeguarding procedures and guidance for staff outlined in 
the school’s Health and Safety, Child Protection, Security 
and Safeguarding policies. 
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West Hove Infant and Hove Junior Schools 
 Child Protection Policy 

 
Introduction 
 
This Policy has been written according to the guidance of the Model Policy produced for 
Brighton and Hove Schools. 
 
The contents have been adapted to reflect our own professional ethos and identity and to 
meet our individual organisational functions within the framework provided, to offer an 
effective Child Protection Policy. 
 
Guiding Principles 
 
At West Hove Infant and Hove Junior Schools we strive to be a place where everyone 
is made welcome and comfortable and where everyone is treated with respect whether 
they are pupils, staff, helpers, parents or other visitors.  
 
We believe that the welfare and well-being of all children and young people is of 
paramount importance and that they have the right to be protected from neglect and 
abuse at all times. Our school is a place where learning and personal development takes 
place in an atmosphere of trust and confidence where we value everyone’s unique 
contribution to our community.  
 
Everyone has a responsibility for Safeguarding and promoting the welfare of children and 
for ensuring that they are protected from harm. We also have a separate Safeguarding 
Policy. 
 
All staff and helpers working in the school have a duty to ensure that the children are safe 
and protected. We all have a duty to ensure that if there are concerns relating to the 
welfare or safety of a child then the Pan-Sussex Child Protection Guidelines are followed.  
 
We will always try to work in partnerships with families but in any conflict between the 
needs of the child and those of parents/carers or professionals, the needs of the child 
must come first. 
 
We are committed to safe selection and recruitment procedures to ensure all staff and 
volunteers have been appropriately screened prior to appointment, and to the provision of 
appropriate child protection training through the staff induction programme and within 
continuing professional development opportunities such as INSET.  
 
If a volunteer is offering to help regularly in school or is likely to have unsupervised access 
to children we will always undertake a DBS (Disclosure and Barring Service) check first 
and provide Child Protection training to ensure they are familiar with our policy. If the 
volunteer is working in a one-off capacity or does not yet have a DBS check, for instance 
work experience students, we ensure that the adult is never left unattended with children. 
All visitors to the school sign to say they have read the key points from our Policy which is 
available attached to the signing in book in the school reception area. See Appendix A.  
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A leaflet has been prepared for parents to make them aware of our Child Protection and 
Safeguarding Policies. 
 
Context 
 

The Children Act 1989 requires all Local Authorities and schools to take action to 
safeguard and promote the welfare of any child who is suffering, or likely to suffer, 
significant harm. 
 
At West Hove Infant and Hove Junior Schools we follow the statutory guidance as 
prescribed by the Keeping Children Safe In Education document published by the 
Department for Education.  All of our staff members are asked to read and sign to say they 
have read and understood Part One of this document, as prescribed by the Department 
for Education. 
 
Physical Abuse, Sexual Abuse, Emotional Abuse and Neglect are all categories of 
significant harm.  Harm is defined by the Children Act as ill treatment, or the impairment of 
health and development.  Development includes physical, intellectual, emotional, social or 
behavioural development.  Health includes physical and mental health. 
 
Designated member of staff for Child protection (David Knight, Linda Moss, Lorna 
Cummings and Ben Patterson at our School Road site. Jacqui Case, Louise Smith 
and Ben Patterson at our Connaught Road site.) 
 
All schools have designated safeguarding leads with responsibility for implementing the 
Child Protection Policy.   
The designated safeguarding leads will have regular child protection training and will 
ensure that all staff and volunteers know how to recognise and report any concerns or 
indications that a child is, or has been neglected or abused.  
 
The designated safeguarding leads should be the point of contact for staff with concerns 
or information. If a staff member has concerns or information regarding a particular child 
then these should be shared with one of the designated safeguarding leads or, if not 
available, the Headteacher (Wendy Harkness) at the earliest opportunity. Teaching 
Assistants and volunteers working in class should share their concerns with the class 
teacher in the first instance, if possible, as well as the Designated Teacher. 
 

 The designated safeguarding leads will liaise with the headteacher and other members 
of the child protection team sharing concerns and keeping them informed of action 
taken and developments. 

 

 The designated safeguarding leads or Headteacher will make any necessary contact 
with Social Services or the police and will make sure that the school follows the Pan-
Sussex Child Protection Procedures and contributes fully to the child protection 
process. 

 

 The Designated Teacher will also liaise with the Local Authority Designated Officer 
(LADO) for Child Protection (Darrel Clewes – 01273 290000) and the Headteacher in 
the event of an allegation against a member of staff. 
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 In the event of an allegation against the Headteacher, the Chair of Governors must be 
informed, who will determine the appropriate action to be taken in conjunction with the 
Local Authority Designated Officer. 

 

 The designated safeguarding leads will provide information to the Joint Safeguarding 
Board of the Governing Bodies regarding the number and nature of referrals made and 
of their outcomes. 

 

 The designated safeguarding leads will regularly check the children’s “worry box” and 
act upon the contents.  The content of this information will be made available to the 
Joint Safeguarding Board of the Governing Bodies.  In addition to using our worry 
boxes, children are also encouraged to share any worries they have with their teacher, 
teaching assistant, individual needs assistant or inclusion key workers 

 
Categories and indicators of abuse 
 
Through their day to day contact with children and direct work with families all school staff 
have a crucial role to play in noticing indicators of possible abuse or neglect and referring 
those concerns to the appropriate investigative agency (Multi Agency Safeguarding Hub) 
when necessary. 
 
Child Protection training is provided for all staff through INSET. A copy of Brighton and 
Hove Child Protection Procedures and other associated information is available for staff 
and can be accessed through the designated safeguarding leads. All new members of 
staff are given a copy of the Child Protection Policy with reminders of our procedures at 
their induction.  
 
Training is provided to all staff within their first term of being appointed and every year 
after that by our designated safeguarding leads. A copy of the Pan – Sussex child 
protection procedures and other associated information is available for staff.  Issues 
relating to Child Protection are discussed routinely at Staff Meetings. 

 
Evidence of abuse can include: 
 
Physical Abuse - Non-accidental injuries, bruising, wounding, burns, fractures – 
indicators include: 
 

 obvious signs of injury 

 injuries which are unusual or unexplained; and 
 injuries which, while explained, are frequent. 
 
Neglect - The chronic inattention to basic needs – indicators include: 
 

 dirty, unkempt appearance 

 developmental delay 

 low self-esteem 

 hunger 
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Sexual Abuse - The involvement of children or young people in sexual activity, this 
includes the abuse of a position of trust by an adult with professional responsibility to a 
child – indicators include: 
 

 physical difficulties such as wetting or soiling 

 extreme variations in behaviour 

 sexualised language, behaviour in play, and 

 indirect disclosure through play, drawing or work. 
  
Emotional Abuse or neglect - Persistent emotional ill- treatment such as the extreme 
denial  
of love, affection or approval – indicators include: 
 

 low self-esteem, unhappiness, fear, distress or anxiety 

 attention-seeking behaviours 

 emotional developmental delay 
 

At West Hove Infant and Hove Junior Schools leaders are trained to recognise and 
respond to the categories and potential indicators of abuse. 
 
Action to be taken 
 
Sometimes concerns that a child is suffering or is likely to be suffering some form of abuse 
will build up slowly over time, and some will be as a response to a child presenting with an 
injury or a bruise/mark.  
 

 If you are concerned that a child would be at risk by being collected by their 
parent at the end of the school day, you should pass this information to one of 
the designated safeguarding leads immediately.  If you are the only adult in the 
classroom you should send a child straight away to the person on call who will 
immediately inform one of the designated safeguarding leads. 

 
All concerns must be recorded using the Child Protection Online Monitoring Systems 
(CPOMS) a secure, on-line system for recording concerns and actions.  
 
Sometimes children who are suffering abuse choose a trusted adult to tell. If a child 
discloses abuse in school the person hearing the disclosure must: 
 

 listen allowing the child to recall freely; 

 reassure the child that they are believed; 

 make notes as soon as possible recording as accurately as possible the words used by   
the child; 

 be clear with the child that the information will have to be passed on and that there are 
people who will be able to help; 

 refer to the Designated Person who will contact social services and the police if 
necessary 

   

Do not ask the child questions 
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This is the role of specially trained Social Workers and Police Officers. Others 
posing questions to the child could potentially undermine evidence of a crime.  

 
Information sharing 
 
At West Hove Infant and Hove Junior Schools we share information with parents and 
partner agencies to: 
 

 support early intervention to help children, young people and families who need 
additional services to achieve positive outcomes 

 ensure we fulfil our duty to safeguard children and promote their welfare   
 
The Data Protection Act is not a barrier to sharing information, but is in place to ensure 
that personal information is shared appropriately.  If there are concerns that sharing 
information may result in breaches of data protection legislation, then legal advice will be 
sought. 
 
At West Hove Infant and Hove Junior Schools we follow the guidance below to ensure we 
share information both professionally and lawfully.     

 
Six key points: 
 

1. Explain openly and honestly to parents/ carers where appropriate what information 
will or could be shared, and why, and seek agreement, except where doing so puts 
the child or others at risk of harm. 

 
2. The child's safety and welfare must be the overriding consideration when making 

decisions on whether to share information about them. Ensure information is 
accurate, up-to-date, and necessary for the purpose for which you are sharing it, 
shared only with those who need it and shared securely. 

 
3. Respect the wishes of children or families who do not consent to share confidential 

information unless in your judgement there is sufficient need to override that lack of 
consent. 

 
4. Seek advice when in doubt. 

 
5. Always record the reasons for your decision.  

 
(Ref: Making It Happen: Working together for Children, Young People and Families (DfES, 
2006) - sets out six key points and guiding principles on information sharing). 

 
6. At West Hove Infant and Hove Junior Schools the decision to share information 

when there are child protection concerns will be made by the designated 
safeguarding leads in conjunction with the Headteacher. 

   
Record Keeping 

 
The Data Protection Act states that personal information held by agencies must be 
obtained and processed fairly and lawfully and stored securely. It must be accurate, 
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proportionate to the purpose, not held longer than is necessary and may only be disclosed 
in appropriate circumstances. 
  
Record keeping is an important aspect of school life; staff keep records on all areas of 
Pupil Welfare, Development and Attainment.  
 
Where a member of staff is concerned about a pupil’s welfare or safety, or where there are 
indications that the child may be suffering, or at risk of suffering significant harm staff will 
record on CPOMS: 
 

 the reason for the concern; 

 what was said/witnessed together with details of any other persons present; 

 dates and times of incidents and when the notes were made; 

 date, time and outcome of any discussion with the parent or carer; 

 date, time and outcome of any discussion with the Head Teacher, Social Services, 
School Staff or other relevant professionals consulted. 

 
Recorded information will distinguish between fact, opinion and hearsay and will be 
passed to the designated safeguarding leads who will keep all welfare concerns on 
CPOMS in a secure electronic file. 
 
These records form evidence and may be used in the child protection referral and any 
subsequent investigation or legal proceedings. They are exempt from the open file 
regulations and do not have to be made available to parents or carers requesting access 
to the pupil’s file, though we would seek to share any information with parents/carers, 
unless to do so would potentially put a child at risk. 
 
Any Welfare and Child Protection records will be passed on to the next school a child 
attends. Any formal records of Child Protection Groups or meetings will be held by the 
School’s Safeguarding Team and they will take responsibility for the appropriate storage of 
these records.  

If a concern is current when the child/ young person leaves full time education, school 
records should be sent to the archiving facility at Newhaven. Contact 01273 336440 or 
newhaven.ro@eastsussex.gov.uk  

 
Training 

 
 All members of staff will receive Child Protection Training within their first term of being 

appointed.  This will be updated every year.  
 

 All regular volunteers will be informed of their responsibility to safeguard children and 
the name of the designated safeguarding leads and directed to attend Child Protection 
Training. 

 

 The Governing Bodies have a lead Governor for Child Protection (Cheryl Finella). They 
will undertake training, and monitor Child Protection Training and Training Records 
with the designated safeguarding leads and Head Teacher through the Safeguarding 
Audit. 

 

mailto:newhaven.ro@eastsussex.gov.uk
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 The designated safeguarding leads undertake Roles and Responsibilities (Single 
Agency) training and Local Safeguarding Children Board (LSCB) Interagency Training 
at a minimum every 2 years.  

 
 

 The Headteacher will attend Roles and Responsibility Training every 3 years and other 
safeguarding training as appropriate. They will also be included in the school based 
child protection training. 

 
Confidentiality 
 
All members of West Hove Infant and Hove Junior Schools are entitled to privacy. 
Confidential information about children, families or others within the school should be kept 
confidential and privacy respected.   
 
Where there are concerns that a child is suffering or likely to suffer harm, information must 
be shared with the designated safeguarding leads in the first instance and will 
subsequently be shared with Social Services. 
 
Where staff or other adults in school have concerns either due to what they have seen or 
heard or in relation to a direct disclosure from a child, they cannot keep that information 
confidential. It must be shared with the designated safeguarding leads in the interests of 
safeguarding that child.  
 
Other staff may need to be alerted to concerns about a child possibly in order to monitor 
the concern or further gather evidence prior to a referral being made, or to assist in 
providing appropriate support to a child after a referral has been made.  
 
Information must only be shared on a strict ‘need to know’ basis. 
 
Allegations against Staff 
 
At West Hove Infant School and Hove Junior School we believe that all members of the 
school community are entitled to receive care and protection from harm. We will not 
accept inappropriate behaviour towards pupils or staff and will ensure that any concerns or 
allegations of impropriety are dealt with quickly, fairly and sensitively. 
 
In the event that an allegation of abuse is made against a member of staff or other adult in 
school the Head Teacher will seek advice from the Local Authority Designated Officer 
(LADO) for Child Protection (Darrel Clewes – 01273 290000)  and the Chair of Governors 
(Chris Baker and Cheryl Finella) will agree the procedure to follow. 
 
Any staff disclosing information regarding inappropriate behaviour by colleagues will be 
listened to and supported. 

 
Parents of a child allegedly abused by a member of staff or other adult in the school will be 
kept informed of the progress and outcomes of any investigation. 
 
Any member of staff  facing investigation into an allegation of abuse will be subject to the 
procedures laid down by the joint DfES/NEOST (National Employers Organisation for 
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School Teachers) guidance and will be offered appropriate access to professional and 
personal support networks. They will be informed of the process and outcome of any 
investigation. 
 
Working with Partner Agencies 

 
West Hove Infant and Hove Junior Schools recognise the authority of the LSCB and are 
committed to working in partnership with partner agencies. 
 
We will share appropriate information with other agencies where there is a clear need to 
do so and we will pro-actively contribute to all Child Protection Conferences, Core Groups, 
Network Meetings and Early Help Meetings. 
 
Any incident requiring advice from, or referral to, the Children’s Safeguarding Teams 
arising out of normal hours, where there is an immediate risk to a child, will be referred 
directly to the Emergency/Out of Hours Team, or failing that the Police Child Protection 
Team. 
 
Links to other policies 

 
We will develop and evaluate all our school policies, safeguarding and promoting the 
welfare of all our pupils. We will take account of the principles outlined in the Policy and 
ensure that all other policies and procedures support the protection of children from harm 
or neglect, in particular through: 
 

 Safeguarding Children from Radicalisation and Extremism Policy – This is 
attached to this Policy and includes the Prevent Duty. 

 Recruitment and Selection Policy, to ensure suitable staff are appointed; 

 Anti-bullying policy, to ensure physical and emotional security for all our staff 
and pupils; 

 Policies for Attendance and Welfare to ensure absence is followed up quickly 
and vulnerable children are supported appropriately; 

 Physical Management Policy - to ensure that appropriate rules and boundaries 
are in place and to be clear about the exceptional circumstances in which it is 
to be used, with key members of staff who have received specific restraint 
training; 

 Behaviour policy, to ensure that appropriate rules and boundaries are in place 
and to be clear about the sanctions which apply,  

 Curriculum Policy, to assist children in understanding what is and what is not 
acceptable behaviour towards them and staying safe. 

 E-Safety Policy, to support children and adults to ensure appropriate 
safeguarding strategies are in place when using Information Communication 
Technology (ICT). 

 
We will ensure that throughout our other policies we are positively safeguarding and 
promoting the welfare of children and contributing to the child protection process 
appropriately in all areas of our practice. 
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Special Circumstances 
 

a) Recruitment 
 
The Senior Leadership Teams will ensure that our Recruitment and Selection policy is 
robust in following up references, Disclosure and Barring Service Checks and career 
gaps, in keeping with safeguarding requirements.  At least one member of the selection 
panel will have undertaken appropriate training to ensure that interviews when appointing 
staff reflect the importance of safeguarding children, including Safer Recruitment Training.  
 

b) Induction 
 
All staff, including supply staff, on site contractors, support services and volunteers 
working in the school will be given induction information regarding this policy.  See 
appendix A. 
  

c) Visitors 
 
All staff and visitors sign in and out of school. Anyone who has not been DBS checked 
wears a red badge/lanyard whilst anyone who is DBS checked will wear green. This 
enables everyone to see who can be left unsupervised with children.  It is the 
responsibility of all staff to challenge anyone who is not wearing a lanyard. 
 

d) Vulnerable children 
 
We recognise that for a number of reasons children with special needs are more 
vulnerable to abuse and may be less able to tell people about abuse happening to them. 
For these reasons it is essential that rigorous child protection procedures are in place, 
especially with regard to recruitment, checks on volunteers and paid workers, whistle-
blowing policies, together with clear guidelines setting out acceptable behaviour by those 
working with children with disabilities.  
 
Support for children for whom English is an additional language and Children in Care may 
also require extra consideration. 
 
 

e) Trips away from school 

 
We believe that educational and field trips enhance the learning experiences available to 
our pupils. In order to ensure the children are kept safe when away from school we will 
ensure our policies and procedures take account of: 
 

 Health and Safety Procedures; 

 ensuring children know how to behave , i.e., through a Behaviour Policy; 

 obtaining written consent from parents; and if necessary, holding a meeting for parents 
to give them a briefing on the outing; 

 having a person trained in first aid. 

 asking parents about any special needs or requirements for their children; 
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f)   Capital programme 
 
We will ensure that during the progress of any building or other on-site works contractors 
will be issued with relevant Child Protection Information. This will include an expectation of 
their behaviour whilst on site. (See Appendix A) 
 

g) Images of children, such as recording school events and school brochures 

 
We believe that images of children are an important record of school life and 
achievements. We have a procedure for the use of images of children which is reinforced 
at school events. This procedure is reviewed annually and cross checked with the 
guidance on safeguarding children. Currently we request parental consent for any images 
of children to be used outside school, for instance in brochures or press cuttings. It is our 
policy that if images of children are used, their names are not.  
 
 

h) Parental responsibility 
 
We ensure that children are safeguarded by school staff in relation to parental access, in 
particular with regard to collection from school. If there is a sensitive scenario occurring for 
a family, it is our duty to ensure that children are collected by the appropriate adult. 
 
Parental responsibility means that both the mother and father of a child are entitled to 
collect their child from school, to attend school events and have information from school 
about their child unless the school is provided with a copy of a court order to the contrary. 
 
For children born after December 2003, fathers automatically have parental responsibility 
unless this has been changed by virtue of a court order. 
 

i)   Children Missing In Education 
 
We follow the statutory guidance issued by the Department for Education in relation 
to children missing from education by notifying the Local Authority if a child misses 
ten school days or more without permission.  

 
Glossary 
 
DBS – Disclosure and Barring Service 
SENCO – Special Educational Needs Co-ordinator 
LADO – Local Authority Designated Officer 
CPOMS – Child Protection online monitoring systems 
NEOST – National Employers organisation for school teachers 
ICT – Information, Communication Technology 
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Appendix A 
 

Safeguarding children: guidance for contractors working at  
West Hove Infant and Hove Junior Schools 

 
Our School Ethos 
 
At West Hove Infant and Hove Junior Schools we believe that the welfare and well-
being of all children and young people is of paramount importance and that they have 
a right to be protected from abuse at all times. Our school is a place where learning 
and personal development takes place in an atmosphere of trust and confidence and 
where we value everyone’s contribution to our community. Everyone has 
responsibility for safeguarding the welfare of children and has a duty to ensure that 
they are safe and protected from harm. Statements about, or allegations of, abuse 
or neglect made by children are always taken seriously. The needs of the child 
must come first. 
 

Responsibility for implementing the child protection policy is the responsibility of the 
Schools’ Leadership Teams. If you have any concerns these should be shared with them 
at the earliest opportunity (David Knight, Linda Moss, Lorna Cummings and Ben 
Patterson at our School Road site. Jacqui Case, Louise Smith and Ben Patterson at 
our Connaught Road site.) 
 

They liaise together and take appropriate action, contacting Social Services and the Police 
where necessary.  

 
We are committed to safe selection and recruitment procedures to ensure all staff 
and volunteers have been appropriately screened prior to appointment and have 
received appropriate Child Protection Training. 
 
Advice for workers employed by contractors or volunteers working in school 
 

 All outside contractors are required to report to the School Reception, read 
this information and sign in. They should report the exact nature of their work 
and how long they expect to be on the premises. They will be escorted to 
their work 

 

 The majority of contracted work will take place out of school hours and in this 
case the site manager is responsible for the above procedure 

 

 Anyone working in school in a situation where they may be alone with 
children MUST provide written evidence that they have been checked by the 
Disclosure and Barring Service 

 

 Anyone who has not been able to supply this information, or whose 
application is still being processed, must ensure that they are accompanied 
at all times by a member of staff who has completed the necessary legal 
checks and wear a red lanyard. They must ensure that they are not in a 
situation where they are left alone with a child or children 

 


