
APPENDIX A  

Localised school procedure, practice and guidance documents/links to 
documents 

• Protection and wider safeguarding 

 

What is Child Abuse/definitions/signs and symptoms? 

 

Ark Greenwich Free School recognises the NSPCC definition of Child Abuse, and describes it 
as  “any action by another person – adult or child – that causes significant harm to a child. 
It can be physical, sexual or emotional, but can just as often be about a lack of love, care 
and attention. We know that neglect, whatever form it takes, can be just as damaging to a 
child as physical abuse. An abused child will often experience more than one type of abuse, 
as well as other difficulties in their lives. It often happens over a period of time, rather than 
being a one-off event. And it can increasingly happen online.”1 

A student who is not thriving either socially, emotionally or academically may be the victim 
of abuse. The signs of child abuse may not be obvious, and a child may not tell anyone what 
is happening to them. Sometimes, children do not even realise they are being abused. 
Particular signs of abuse to be alert to include: 

- Drinking alcohol regularly from an early age 
- Concern for younger siblings without explaining why 
- Secrecy and reluctance to share information 
- Talk of running away 
- Challenging or disruptive behaviour at school 
- Reluctance to get changed in front of peers/ adults 

 

Attendance/Children Missing from Education  

A child going missing from education is a potential indicator of abuse or neglect and such 
children are at risk of being victims of harm, exploitation or radicalisation. Ark Greenwich 
Free School staff should follow their procedures via the Attendance Officer for unauthorised 
absence  and for dealing with children that go missing from education, particularly on repeat 
occasions, to help identify the risk of abuse and neglect, including sexual exploitation, and to 
help prevent the risks of going missing in future 
 

Dealing with Disclosures 

If a child discloses that he or she has been abused in some way the member of staff should: 
 

• Find time and, if necessary, a suitable place to listen to the child, when information 
about possible abuse comes to light 

• Listen to what is being said without displaying shock or disbelief 

• Do not make false promises which may not be able to be fulfilled and do not promise 

confidentiality 

• Allow the child to talk freely. Do not cross examine, interview, probe or ask to see any 

injury that is not visible. Listen, only asking questions when necessary to clarify. Ask 

open questions such as “Tell me,” and “How did that happen” 

• Not criticise the alleged perpetrator 

• Reassure the child that what has happened is not his or her fault 

• Stress that it was the right thing to tell 

• Explain what has to be done next and who has to be told 

                                                      
1 https://www.nspcc.org.uk/preventing-abuse/child-abuse-and-neglect/ 19.07.2018 

https://www.nspcc.org.uk/preventing-abuse/child-abuse-and-neglect/


• Find out just enough to be sure of the need to refer, and keep any questions open 

rather than closed 

• Make records that are factual, accurate and relevant and avoid subjective judgements. 
It is not the school's responsibility to 'check out' what any child tells nor should any 

abuser be questioned. 

• Sign and date the record of disclosure 

• Speak with the Designated Senior Person for Child Protection, and provide him/her 
with the signed, dated written record, using Impero EdAware without delay. 

Signs and symptoms of child sexual exploitation 

• Inappropriate sexual or sexualised behaviour 

• Repeat sexually transmitted infections 
• Having unaffordable new things (clothes, mobile) or expensive 

habits (alcohol, drugs) 
• Going to hotels or other unusual locations to meet friends 
• Getting in/out of different cars driven by unknown adults 
• Going missing from home or care 
• Having older boyfriends or girlfriends 

• Associating with other young people involved in sexual exploitation 
• Truancy, exclusion, disengagement with school, opting out of 

education altogether 
• Unexplained changes in behaviour or personality (chaotic, aggressive, sexual) 

• Drug or alcohol misuse 

• Getting involved in crime 
• Injuries from physical assault, physical restraint, sexual assault 
 

Signs and symptoms of female genital mutilation/mandatory reporting 

• Holiday requests made to school for significant lengths of time (Pre- warning) 

• Long periods of time away from the classroom during the day with bladder or menstrual 
problems 

• Avoidance of P.E. 

• Difficulty walking, sitting or standing 

• Prolonged absences from school 

• Noticeable behaviour changes 

• Withdrawal 

• Depression 

• Recurrent Urinary Tract Infections (UTI) or complaints of abdominal pain 
 
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 doubts staff should speak to the DSP. 
 
Teachers must report to the police, via the Designated Safeguarding Person, a disclosure that 
FGM has been carried out. 
 
Signs and symptoms of peer on peer abuse including upskirting 
Signs that a child may be suffering from peer-on-peer abuse can also overlap with those 
indicating other types of abuse and can include:  
• failing to attend school, disengaging from classes or struggling to carry out school related 
tasks to the standard ordinarily expected, 



 • physical injuries,  
• experiencing difficulties with mental health and/or emotional wellbeing,  
• becoming withdrawn and/or shy; experiencing headaches, stomach aches, anxiety and/or 
panic attacks; suffering from nightmares or lack of sleep or sleeping too much,  
• broader changes in behaviour including alcohol or substance misuse, 
• changes in appearance and/or starting to act in a way that is not appropriate for the child’s 
age, and  
• abusive behaviour towards others 
 
Contextual Safeguarding 
Contextual Safeguarding is an approach to understanding, and responding to, young people’s 
experiences of significant harm beyond their families. It recognises that the different 
relationships that young people form in their neighbourhoods, schools and online can feature 
violence and abuse. Parents and carers have little influence over these contexts, and young 
people’s experiences of extra-familial abuse can undermine parent-child relationships. 
Therefore children’s social care practitioners need to engage with individuals and sectors who 
do have influence over/within extrafamilial contexts, and recognise that assessment of, and 
intervention with, these spaces are a critical part of safeguarding practices. Contextual 
Safeguarding, therefore, expands the objectives of child protection systems in recognition that 
young people are vulnerable to abuse in a range of social contexts. 
 

Duties under the Counter Terrorism and Security Act 2015 (The ‘Prevent Duty’) 

All staff at Ark Greenwich Free School have a duty to identify children who may be 
vulnerable to radicalisation. There is no single way of identifying an individual who is likely 
to be susceptible to a terrorist ideology. As with other safeguarding risks, staff should be alert 
to changes in children’s behaviour which could indicate that they may be in ned of help or 
protection.  

 

Concerns around children’s vulnerability to radicalisation should be shared with the DSP 
either via a cause for concern form or Safeguarding Monitoring.  

 

Medicine & First Aid 

• Health & Safety – Ark Greenwich Free School complies with all health and safety 
regulations. The site is regularly risk assessed and changes are made to the site in order 

to ensure children are safe.  

   

• Educational visits/Transporting children on school activities – a full risk assessment is 

made prior to any educational visits. These risk assessments include reference to 

vulnerable children and specific arrangements regarding their protection is built into the 

planning of any educational visit. Staff do not transport children alone or in their own 

vehicles. A full risk assessment of transporting children takes place prior to any 

educational visit being approved.  

 

• Intimate care – the school, as a rule, does not provide intimate care to its students.  

 

• SEND – students with additional needs are more at risk of abuse and may be less likely to 

disclose. A student’s individual needs will be taken into account by staff when speaking to 

them and reasonable adjustments will be made wherever possible to facilitate 

communication.  

 

• Using Technology Safely and internet/ online safety – in addition to featuring heavily in 
the computing and wellbeing curriculum, Ark Greenwich Free School helps children use 



technology safely through the secure us software. This tool sends screen shots of 
inappropriate or concerning use of technology to the DSP, who then follows the cause for 
concern reporting procedure to investigate concerns. Parents are kept informed on how to 
keep their children safe online through regular articles in the parent bulletin and 
individualised support for parents of particularly vulnerable children.  

 

• Whistleblowing - All staff at Ark Greenwich Free School will bring matters of concern 
relating to Child Protection and Safeguarding to the attention of the Headteacher (or, if the 
concern relates to the Headteacher, to the Ark Regional Director). This is particularly 
important where the welfare of a child is at risk. Whistle Blowing guidelines are 
communicated to all staff through annual training and the staff handbook. No action will 
be taken against staff if the concern proves to be unfounded and was raised in good faith. 
Malicious allegations may be considered as a disciplinary offence. 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 or email 
help@NSPCC.org.uk. There is a separate Ark GFS whistle blowing policy.  

 

• Children/young people with Medical Needs – care plans are written for students with 

additional medical needs. Copies of these can be found on the T Drive. Students with 

medical needs are also more vulnerable to abuse, and their welfare and progress is 

monitored frequently.  

 

• Responding to self -harm, suicide, mental health – all staff are trained in spotting the signs 
of self-harm, suicide and low mental health. There is a team of mental health ambassadors 
at school who receive additional training on supporting students who self-harm, seek 
suicide or have poor mental health. Concerns regarding mental health, self-harm and 
suicidal ideation should be reported to the DSP immediately, who will complete a risk 
assessment and involve other agencies as necessary.  

 

• Primary-Secondary transition – safeguarding information regarding incoming students is 
shared with Ark Greenwich Free School in advance of their arrival and, wherever possible, 
Ark Greenwich Free School attends Child in Need and Child Protection meetings for 
students before they join. Where necessary, vulnerable students make additional visits to 
the school and are allocated a key worker to ensure their transition to secondary school is 
smooth.  

 

• Staff code of conduct –all staff sign a code of conduct when they begin working at Ark 
Greenwich Free School. A copy of the staff code of conduct is found in the staff disciplinary 
policy and a signed copy is placed on each employee’s file.   

 

 

Behaviour & Attitudes 

• Behaviour – refer to the Ark Greenwich Free School behaviour policy.  

 

• Anti – Bullying and Harassment - refer to the Ark Greenwich Free School behaviour 

policy. 

 

• Anti-Discrimination - refer to the Ark Greenwich Free School behaviour policy and equal 

opportunities policy.  

 

mailto:help@NSPCC.org.uk


• Some vulnerable students and students who have committed offences may present a risk 

to others in a school setting. In these circumstances, a risk assessment and safety plan 

are completed, with full details of how key staff should respond in crisis.    

 

• Use of Reasonable force/Physical Intervention /Positive Handling – please refer to the 
Ark Greenwich Free school positive handling policy.  

 

• Images/photography of pupils – consent is sought by parents periodically throughout a 

student’s time at Ark Greenwich Free School regarding school photography of pupils. 

Parents have the right to not give consent for their child to be photographed and this will 

be respected at all times. Photographs may only be taken of pupils using school 

photography equipment. Photographs of children may not be taken on personal devices.  

 

• Managing allegations against other pupils – Ark Greenwich Free school follows the 
guidance set out in Keeping Children Safe in Education 2019 , part 5 (Child on Child 

Sexual Violence and Sexual Harassment). Ark Greenwich Free School recognises that 

children are capable of abusing their peers and that all allegations of peer on peer abuse 

will be investigated and dealt with. Abuse is abuse and it will never be tolerated at Ark 

Greenwich Free School. The approach to managing allegations against other pupils is the 

following: 

 

o Risk assess the nature of the allegation and decide if outside agencies need to be 

contacted (e.g. police, health professionals). If outside agencies are required, take 

advice from them on appropriate next steps.  

o Separate the victim and alleged perpetrator of abuse immediately to enable a full 

investigation to take place. 

o Take a full statement from the victim of abuse.  

o Contact parents of both victim and alleged perpetrator, stating that an accusation 

of abuse has been made.  

o Take a full statement from the alleged perpetrator of abuse and other witnesses.  

o Liaise with external agencies if necessary. 

o Hold a case meeting with key professionals to decide appropriate outcome.  

o Communicate outcome with victim, perpetrator and parents. 

o Deliver appropriate restorative interventions.  

 

• PSHE & Citizenship/Relationship & Sex Education (RSE)/Spiritual, moral, social and 
cultural (SMSC) – Ark Greenwich Free School meet government requirements regarding 

PSHE, Citizenship, SRE and SMSC. More details on where and how these objectives are 

met can be found in the wellbeing curriculum and in department medium term plans.  

 

• Safety 

o School site security -  

o Visitor Management – all visitors to the school must sign in upon arrival, using the 
confidential visitor sign in book. Visitors with an in-date DBS certificate are issued 
with a green lanyard and they have free roaming access across the school. Visitors 
without an in-date DBS certificate are issued with a red lanyard and must be 
accompanied at all times. Anyone roaming the site unaccompanied and with a red 
lanyard must be challenged and returned to the main reception. Ark Greenwich 
Free School staff wear a blue lanyard.  

o Coping with a school emergency/Emergency response plan – Ark Greenwich Free 
School have comprehensive fire and lock-down emergency response plans, which 



can be found in all classrooms and offices. A copy of these procedures is also 
attached to this document.  

 

HR & Governance 

• Safer recruitment – please refer to the Ark Greenwich Free School Safer Recruitment 
policy for more details. At least one member of every appointments panel will have 

gained accreditation through Safer Recruitment training (statutory requirement). The 

school will ensure that there are always sufficient numbers of suitably trained staff or 

governors in post. 

 

• Complaints policy – please refer to the Ark Greenwich Free School complaints policy for 
more details.  

 

• Allegations against staff, volunteers and other professionals –  

 

Anyone can make an allegation. 
 
An allegation is any information which indicates that a member of staff /volunteer may have: 
 

• Behaved in a way that has, or may have, harmed a child 

• Possibly committed a criminal offence against or in relation to a child 

• Behaved towards a child or children in a way which indicates s/he would pose a risk of 
harm to children 

This applies to any child the member of staff / volunteer has contact with in their personal, 
professional or community life. 

 
To reduce the risk of allegations, all staff and volunteers must be aware of safer working 
practice and must be familiar with the Government document, ‘Guidance for Safer Working 
Practice for Adults who work with Children and Young People in Education Settings.’ 

The person to whom an allegation is first reported should take the matter seriously and keep 
an open mind. S/he should not investigate or ask leading questions if seeking clarification; it 
is important not to make assumptions. Confidentiality must not be promised and the person 
must be advised that the concern will be shared with the DSP. 
 
Upon receipt of notification via Impero EdAware, the DSP will ensure an accurate written 
record of the allegation is taken using the informant’s words – including time, date and place 
where the alleged incident took place, brief details of what happened, what was said and who 
was present. The DSP may make further enquiries in order to gather additional information 
whilst maintaining confidentiality. This record must be signed, dated and immediately passed 
to the Head Teacher. 
 
The recipient of an allegation must not unilaterally determine its validity, and failure to report 
it in accordance with procedures is a potential disciplinary matter. 
 
The Head Teacher will not investigate the allegation itself, or take written or detailed 
statements, but will assess whether it is necessary to refer the concern to the Local Authority 
Designated Officer (LADO) for Education, who is Ken Palmer or Henrietta Quartano; contact 
details are: 0208 921 4438 

Email: Ken.Palmer@royalgreenwich.gov.uk Tel: 0208 921 4438 
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If the allegation meets any of the three criteria set out above, then the Head Teacher shall 
contact the LADO (Education) immediately, and provide the LADO with written confirmation 
of the allegation. 
 
The Head Teacher shall, as soon as possible, following briefing from the LADO inform the 
subject of the allegation. The Head Teacher may appoint a member of the SLT to investigate 
the matter or an appropriate external body to do so. The Head Teacher will take necessary 
steps to safeguard all concerned parties. 
 
If there is an allegation or concerns raised against the Head Teacher, then the Ark Regional 
Director must be contacted. The Ark Regional Director for this school is: Jane Fletcher. 
Contact details are held by Victoria Hemmings. In the absence of the Chair of Governors, 
the Head of Ark Secondary schools will be contacted. The Head of Ark Secondary is: Rebecca 
Boomer Clark. Contact details are held by Victoria Hemmings. 
 

 

• Disqualification under the Childcare Act 2006 (DfE Feb 2015) – Ark Greenwich Free 
School operates in accordance with this guidance.  

 

• The Governors Handbook – (requirement for Governors) – all new governors are issued 
with a handbook that outlines their responsibility for safeguarding.  

 

• Local, Network and National support services for staff, parents, pupils:  

 

Agency Contact Details 

Greenwich Safeguarding Children 
Board 

http://www.greenwichsafeguardingchildren.org.uk/sit
e/index.php  

Greenwich Children’s Services http://www.royalgreenwich.gov.uk/info/266/child_pr
otection/957/initial_assessments  

Greenwich Early Help https://www.greenwichcommunitydirectory.org.uk/kb
5/greenwich/fsd/advice.page?id=yiW-pTbMUkE  

Greenwich Volunteering Matters https://volunteeringmatters.org.uk/opportunity/volun
teers-supporting-families-greenwich/  

Childline https://www.childline.org.uk/  

National Self harm network  https://nshn.co.uk/  
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