Procedure for Reporting Safeguarding Concerns
Purpose
This procedure ensures that all safeguarding concerns are reported and managed promptly and effectively to protect children and young people.
Key Safeguarding Personnel
· Designated Safeguarding Lead (DSL): Danielle Kenington
· Deputy Safeguarding Lead (Deputy DSL): Ashley Jones
Procedure
1. Recognising a Safeguarding Concern
A safeguarding concern may involve:
· Suspected or disclosed abuse (physical, emotional, sexual, or neglect).
· Signs of exploitation, radicalisation, or harmful practices (e.g., FGM).
· Concerns about a child's mental health or wellbeing.
· Unsafe behaviour by staff, students, or others on-site.
2. Immediate Actions
· Stay Calm: Listen without judgment if a child discloses information.
· Reassure the Child: Assure them they did the right thing by telling someone and that their concerns will be taken seriously.
· Do Not Investigate: Avoid asking leading questions or making promises of confidentiality (you must report the information).
3. Reporting the Concern
· Inform the DSL or Deputy DSL: Report the concern verbally or in writing as soon as possible.
· Danielle Kenington (DSL): [Insert Phone Number / Email Address]
· Ashley Jones (Deputy DSL): [Insert Phone Number / Email Address]
· If neither is available, escalate the matter to a senior leader or directly to the local authority.
· Complete a Safeguarding Concern Form (available in the staff room or online portal) within 24 hours of the incident or disclosure.
Include the following details:
· Name and details of the child concerned.
· Nature of the concern (including direct quotes, if applicable).
· Time, date, and location of the incident or disclosure.
· Actions taken at the time (if any).
4. Role of the Designated Safeguarding Lead (DSL)
· The DSL or Deputy DSL will:
· Acknowledge the report and ensure it is documented accurately.
· Assess the level of risk and take appropriate action.
· Refer the matter to the Local Authority Designated Officer (LADO), Multi-Agency Safeguarding Hub (MASH), or police if necessary.
· Inform parents/carers unless it increases risk to the child.
· Maintain detailed records of the case, stored securely and confidentially.
5. Escalation of Concerns
· If a staff member feels their report has not been acted upon appropriately, they must escalate the concern to:
· The headteacher or governing body.
· Ofsted or the local safeguarding authority.
6. Confidentiality
· All safeguarding reports must be treated with strict confidentiality. Information will only be shared on a need-to-know basis, as outlined in statutory safeguarding guidelines.
7. Support for Staff
· Staff involved in safeguarding reports can seek support from the DSL or senior leadership team to manage emotional stress related to the case.
8. Training and Awareness
· All staff will receive annual safeguarding training, with updates shared throughout the year.
· Volunteers and contractors will be briefed on safeguarding responsibilities during their induction.
9. Review and Monitoring
· The safeguarding policy and procedures will be reviewed annually or after any significant incident.
Key Contact Information
· Designated Safeguarding Lead (DSL): Danielle Kenington
· Phone: [Insert Phone Number]
· Email: [Insert Email Address]
· Deputy Safeguarding Lead (Deputy DSL): Ashley Jones
· Phone: [Insert Phone Number]
· Email: [Insert Email Address]
· Local Safeguarding Authority Contact: [Insert Contact Detai

