The White House Preparatory School

Woodentops Kindergarten and Woodentops Day Nursery
 PREP SCHOOL and EYFS
SAFEGUARDING CHILDREN, CHILD PROTECTION AND STAFF BEHAVIOUR AND CODE OF CONDUCT POLICY (25)
The designated member of staff with responsibility for child protection is the Principal, Mary McCahery (board level lead and responsibility for EYFS) and in her absence, the Headmaster, Daniel Cummings. Both are contactable at school on 0208 674 9514.
The safety and welfare of all our pupils at The White House Preparatory school is our highest priority. Our business is to know everyone as an individual and to provide a secure and caring environment so that every pupil can learn in safety.  In all matters relating to child protection the school will follow the procedures laid down by our own (or where appropriate the relevant child's) Local Safeguarding Children Board (LSCB) which is Lambeth Local Safeguarding Board www.lambethscb.org.uk  with DfE guidance contained in Working Together to Safeguard Children and Keeping Children Safe in Education: https://www.gov.uk/government/publications/keeping-children-safe-in-education.  
This policy is applicable to the whole school community, including those pupils in the Early Years Foundation Stage (EYFS).
All Staff are required to read the aforementioned KSCIE(2015) document part 1. 

All members of staff have a duty to safeguard our pupils' welfare and must therefore familiarise themselves and comply at all times with this policy.  All school staff should be aware that safeguarding incidents can happen at any time and anywhere and are required to be alert to any possible concerns.

Safeguarding is every person’s responsibility and therefore any person can make a referral if they feel a child is at risk of harm.

PROMOTING AWARENESS 
The School's curriculum and pastoral systems are designed to foster the spiritual, moral, social and cultural development of all our pupils.  All teaching staff play a vital role in this process, helping to ensure that all pupils relate well to one another and feel safe and comfortable within the school.  We expect all the teaching to lead by example and to play a full part in promoting an awareness that is appropriate to their age amongst all our pupils on issues relating to health, safety and well-being.  All staff, including all non-teaching staff,  have an important role in insisting that pupils always adhere to the standards of behaviour set out in our behaviour policy and in enforcing our anti-bullying policy. 

Time is allocated in PSHE to discussions of what constitutes appropriate behaviour and on why bullying and lack of respect for others is never right.  Assemblies, drama and RE lessons are used to promote tolerance and mutual respect and understanding.  

All pupils know that there are adults to whom they can turn to if they are worried. If the school has concerns about a child there is always a recognised requirement for sensitive communication and designated staff members are aware of the need to avoid asking leading questions. Our support to pupils includes the following: 
· All pupils have access to a telephone helplines such as ChildLine, Kidscape, Get Connected and the Samaritans. 
· We operate a peer house system whereby older pupils are encouraged to offer advice and support to younger pupils. 

· We provide regular lessons to pupils on e-safety and ensure that all pupils understand and adhere to the school's guidelines in this area. For more details on cyber-bullying please refer to the school's anti-bullying policy. 
WHAT IS CHILD ABUSE?
The NSPCC's child protection fact sheet "Signs of Abuse" ( www.nspcc.org.uk/signsofabuse) dated April 2014  should be referred to by all staff in raising their awareness and helping them to identify the signs of child abuse.

Child abuse is 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.

Types of abuse and neglect

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. 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 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.

The curriculum 

The curriculum deals with safeguarding in subjects such as Personal, Social and Health Education discusses relevant issues with the children. Topics include such themes as Stranger Danger, and Sex & Relationships and E-Safety and assemblies. Children are encouraged to explore and discuss these issues. 

The curriculum is designed so that safety issues within the subject are discussed and safe practices taught, such as using equipment properly in PE and Design and Technology. At all times there has to be appropriate staffing levels and when the curriculum is taking out of school appropriate and agreed pupil/adult ratios are maintained. The lead adult always assesses visits as to the level of risk and all trips are finally authorised by the Principal.

Visiting speakers are always welcome into school so that can give specialist knowledge to the children.

Health and Safety

The school has a health and safety policy, which is monitored termly by the Principal Steve McCahery.  A copy of this policy is available from the school office.  Any concerns from staff are reported to the Principal who carries out an initial examination, assessing what remedial action needs to take place. Each term there is a fire drill that practises efficient evacuation from the buildings. There is also a critical incidents plan that details what staff and parents should do in the case of emergencies.

First Aid

In school there are always trained members of staff who volunteer to oversee first aid. There are a number of first aid kits situated around school. When a child is poorly, or has suffered an accident in school or on the playground there is a protocol for staff to follow:

· A trained first aider is consulted 

· The incident is logged in the accident book and the sheet is signed by a parent and saved on file.
· For head injuries the parent is immediately informed by telephone and if there is serious concern the child is taken to hospital by a member of staff or an ambulance called.

· In the case of a serious incident and a child is taken to hospital, the principle will inform Ofsted. 

Medication

· The school policy is that members of staff may administer medicines if instructed in writing by the parent concerned.  For pupils needing medication during the day parents are also welcome to come into school to administer correct dosages. For the majority of medicines a dose before and after school is sufficient. 

· Medication is administered in the presence of a second member of staff who signs the medication form as evidence and is kept on file.
Site security
The school provides a secure site, which is controlled by precise management directives, but the site is only as secure as the people who use it. Therefore all people on the site have to adhere to the rules, which govern it. Laxity can cause potential problems to safeguarding. Therefore gates should be kept locked except at the start and end of each day. The entrance code should not be given out to a non-staff member. Doors should be closed to prevent intrusion but to facilitate smooth exits.

Visitors, volunteers and students must only enter through the main entrance and after signing the visitor’s book. Children will only be allowed home with adults with parental responsibility or confirmed permission. Empty classrooms should have closed windows. Children should never be allowed to leave school alone during school hours, and if collected by an adult, signed out.

Attendance

Excellent attendance is expected of all children, but when children are unwell parents are expected to confirm absence by telephone or email immediately. If there is no notification school has a policy of phoning home to ascertain each child’s whereabouts. Attendance rates are reported annually to the DfE and to biannually to parents via school reports. Positive measures are in place to encourage children to attend regularly and punctually. 

Transparency
The White House Preparatory school prides itself on its respect and mutual tolerance.  Parents/guardians have an important role in supporting The White House Preparatory school. Copies of this policy, together with our other policies relating to issues of child protection are on our website and we hope that parents and guardians will always feel able to take up any issues or worries that they may have with the school.  Allegations of child abuse or concerns about the welfare of any child will be dealt with consistently in accordance with this policy.  Open communications are essential.

SAFER EMPLOYMENT PRACTICES
Appointment of staff and induction of newly appointed staff

All staff appointed to work in school have a Disclosure and Barring check services check if appropriate, a check of the Barred List maintained by the DBS and the National College of Teaching and Learning barred list. Staff must complete a medical fitness form. This search highlights people who have a criminal record. If staff are found to have a criminal record the appointment is reconsidered by the Principal and Headmaster. Recruitment for overseas staff will be in accordance with the DfE's guidance 'Keeping Children Safe in Education'. Staff are required to disclose any convictions, cautions, court orders, reprimands and warnings which may affect their suitability to work with children (whether received before or during their employment at the setting). Staff will not work unsupervised with the children until their suitability has been checked and confirmed. All staff suitability to work with children (DBS status) and qualifications will be held securely.  
All staff have to obtain a Level 1 Safeguarding qualification, valid for 2 years and completed online as soon as is possible after appointment. All new staff are required to have specific INSET on safeguarding issues administered by training online.
A record of staff having the Safeguarding Level 1 and 2 qualifications is kept. New staff are inducted into safeguarding practices at staff meetings prior to term starting or during their induction period. New staff must ensure that they familiarise themselves with the procedures and policies which affect the health and safety of all at school, but especially the children.

All staff should be able to have confidence to speak to senior members of staff or Principal if they have concerns about a colleague’s behaviour.

Disqualification 
All staff in our school are required to notify the school immediately if they are any reasons why they should not be working with children.  This includes any staff who are disqualified from childcare or registration including 'by association' i.e. they live in the same household (or someone is employed in their household) as someone who has unspent cautions or convictions for a relevant offence (please see a list of the relevant offences set out here: https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/384712/DBS_referrals_guide_-_relevant_offences_v2.4.pdf). The 'by association' requirement also applies if you live in the same household as or someone is employed in your household who has been disqualified from working with children under the Childcare Act 2006. 

The Childcare (Disqualification) Regulations 2009 apply to those providing early years childcare or later years childcare, including before school and after school clubs, to children who have not attained the age of 8 AND to those who are directly concerned in the management of that childcare. 

The school takes its responsibility to safeguard children very seriously and any staff member who is aware of anything that may affect his/her suitability to work with children must notify [the school/their manager] immediately.  This will include notification of any convictions, cautions, court orders, reprimands or warnings he/she may receive.  He/she must also notify the school immediately if he/she is living in a household where anyone lives or works who has been disqualified from working with children or from registration for the provision of childcare. 

Staff who are disqualified from childcare or registration, including 'by association', may apply to Ofsted for a waiver of disqualification.  Such staff may not be employed in the areas from which they are disqualified, or involved in the management of those settings, unless and until such waiver is confirmed. Please speak to the Headmaster for more details.

If the school becomes aware of any relevant information which may lead to an employee become disqualified, the school will take appropriate actions to ensure the safety of the children. In the event of a staff member becoming disqualified the school will no longer continue employment. The school will provide The National College for Teaching and Leadership (see below) with the relevant information, details of the disqualification or where they would have been dismissed, had he/she not resigned first.
PREVENT DUTY (Refer to appendix 25a Prevent Duty and Promoting British Values)
We recognise that it is a key role of the school to support children and that school may provide stability in the lives of children who may be at risk of harm.  We also recognise that our pupils can be vulnerable and exploited by others.  Staff will be alert to the signs of vulnerability and/or susceptibilities to any extremist indoctrination.  

Staff acknowledge the need for a culture of vigilance to be present in the school to support safeguarding.  This includes awareness and sensitivity to attitudinal changes of pupils which may indicate they are at risk of radicalisation.

The school will monitor all pupil absences from school and promptly address concerns about irregular attendance with the parent/carer. Any concerns regarding Radicalisation and or Extremism must be shared with Mary McCahery or Daniel Cummings. 
STAFF BEHAVIOUR AND CODE OF CONDUCT

In general, pupils should be encouraged to discuss with their parents or guardians issues that are troubling them.  

Staff need to ensure that their behaviour does not inadvertently lay them open to allegations of abuse.  They need to treat all pupils with respect and try, as far as possible, not to be alone with a child or young person.  Where this is not possible, for example, in an instrumental music lesson, or sports coaching lesson, it is good practice to ensure that others are within earshot.  Where possible, a gap or barrier should be maintained between teacher and child at all times.  Any physical contact should be the minimum required for care, instruction or restraint.  Staff should avoid taking one pupil on his/her own in a car. 

Communication with Pupils including the use of social media 
Staff should not give their personal mobile phone numbers or email addresses to pupils, nor should they communicate with them by text message or personal email.  If they need to speak to a pupil by telephone, they should use one of the school's telephones and email using the school system.  The school mobile should be used for any contact with pupils that may be necessary.  Staff should be aware that it is not appropriate to use social media to communicate with pupils. Staff are reminded that it is a criminal offence for a person aged 18 or over to have a sexual relationship with a child under 18 where that person is in a position of trust in respect of that child, even if the relationship is consensual. 

Physical contact with pupils
There are occasions when it is entirely appropriate and proper for staff to have physical contact with pupils, but it is crucial that they only do so in ways appropriate to their professional role.  Staff should, therefore, use their professional judgement at all times.  Staff should not have unnecessary physical contact with pupils and should be alert to the fact that minor forms of friendly physical contact can be misconstrued by pupils or onlookers. 

A member of staff can never take the place of a parent in providing physical comfort and should be cautious of any demonstration of affection.

Physical contact should never be secretive, or of the gratification of the adult, or represent a misuse of authority.  If a member of staff believes that an action could be misinterpreted, the incident and circumstances should be recorded as soon as possible, the designated member of staff with responsibility for child protection informed and, if appropriate, a copy placed on the pupil's file.

Physical Restraint
Any physical restraint is only permissible when a child is in imminent danger of inflicting an injury on himself/herself or on another, and then only as a last resort when all efforts to diffuse the situation have failed.  Another member of staff should, if possible, be present to act as a witness.  All incidents of the use of physical restraint should be recorded in writing and reported immediately to the designated member of staff with responsibility for child protection /Headmaster who will decide what to do next.  Where this relates to the school's nursery/EYFS setting, parents will be informed of any physical restraint used on their child the same day or as soon as reasonably practicable.

Physical education and other activities requiring physical contact
Where exercises or procedures need to be demonstrated, extreme caution should be used if the demonstration involves contact with pupils and, wherever possible, contact should be avoided.  It is acknowledged that some staff, for example, those who teach PE and games, or who offer music tuition, will, on occasions, have to initiate physical contact with pupils in order to support a pupil so they can perform a task safely, to demonstrate the use of a particular piece of equipment/instrument or assist them with an exercise.  This should be done with the pupil's agreement.

Contact under these circumstances should be for the minimum time necessary to complete the activity and take place in an open environment.  Staff should remain sensitive to any discomfort expressed verbally or non-verbally by the child.

Electronic communication with pupils
Electronic communications with pupils is not acceptable in any form. 
Transporting pupils
It is inadvisable for a teacher to give a lift in a car to a pupil alone.  Wherever possible and practicable it is advisable that transport is undertaken other than in private vehicles, with at least one adult additional to the driver acting as an escort.  If there are exceptional circumstances that make unaccompanied transportation of pupils unavoidable, the journey should be made known to a senior member of staff and agreed beforehand. 
Confidentiality
Staff members should never give absolute guarantees of confidentiality to pupils or adults wishing to tell them about something serious.  They should guarantee only that they will pass on information to the minimum number of people who must be told in order to ensure that the proper action is taken to sort out the problem and that they will not tell anyone who does not have a clear need to know.  They will also take whatever steps they can to protect the informing pupil or adult from any retaliation or unnecessary stress that might be feared after a disclosure has been made.

DAILY CONDUCT REQUIREMENTS FOR STAFF   

Attendance and Timekeeping 

Should a staff member need to be absent or expect to be late for any reason, he/she should ask their Headmaster in advance when possible. If this is not possible, he/she is asked to contact the Headmaster at the earliest opportunity.  

Smoking 

To promote a healthy and pleasant working environment and because of the fire risk, smoking is not allowed anywhere on site.  

Alcohol and Illegal Drugs 

Consumption of alcohol or illegal drugs is not permitted on site save where at a school function or otherwise agreed when modest amounts of alcohol may be consumed. Employees conduct and performance must not be adversely impacted by alcohol or drugs when undertaking their duties. 

Personal Appearance 

The school regularly receives visits from parents, potential parents and others, and naturally wishes to convey an impression of efficiency and organisation.  Therefore whilst not wishing to impose unreasonable obligations of staff they are, nonetheless, required to look smart in appearance.  

Use of Mobile Phones and Cameras 

Photographs will only be taken of children with their parents' permission (provided in writing via consent form on entry).  Where photographs are taken by staff to give evidence of children's progress, photos can only be taken on school cameras.  They must then be downloaded onto school computers, where they will be monitored. Photos cannot be used or passed on outside the school.  

Neither staff nor children may use their own mobile phones to take photographs within our EYFS setting; nursery and up to Year 6 in our school. 

CHILD PROTECTION
Child Protection Officer for school and EYFS and Day Nursery 

Mary McCahery the Principal (or in her absence Daniel Cummings) is our child protection officer (CPO).  They have been fully trained for the demands of this role in child protection and inter-agency working.  They are a member of the senior leadership team at our school.   Daniel Cummings who is the school's Headmaster is the CPO's deputy. Both the CPO and her deputy regularly attend courses with child support agencies to ensure that they remain conversant with best practice.  Both CPO’s attend refresher training every two years and they both have a job description for their safeguarding roles and key activities.  Their training meets the requirements of the DfE's 'Keeping Children Safe in Education' (KSCIE(2015)) and the Lambeth LSCB specifications. 
Mary McCahery, School Principal holds the title of the CPO for EYFS.  

The CPO maintains close links with the LSCB for Lambeth and reports at least once a year to the SLT on the local child protection issues outlined.  

The school's records on child protection are kept securely in the school office, and are separated from routine pupil records.  Access is restricted to the CPO and the headmaster.
INDUCTION AND TRAINING 
Every new member of staff, including part-timers, temporary, visiting and contract staff working in the school, receives appropriate induction training on their responsibilities in being alert to the signs of abuse and bullying and on the procedures for recording and referring any concerns to the CPO or the headmaster and, if required, to the main points of local procedures of Lambeth LA to which referrals are made. It is acceptable to identify where full local procedures are available e.g. the LSCB website www.lambethscb.org.uk. 

Child protection induction is also given to volunteers.  
Everyone takes part in regular refresher online training as specified by the LSCB. 
The designated persons receive training every two years as specified by the LSCB, which includes child protection and inter-agency working and matches the description given in KSCIE(2015) Annex B.   
Training in child protection is an important part of the induction process. More detail is set out in our 'Induction of New Staff and Volunteers in Child Protection'.  Training includes a review of the school's child protection policy including the staff code of conduct policy/behaviour policy, the identity of the CPO and a copy of Part 1 of KSCIE(2015) which they are required to read. Training also promotes staff awareness of child sexual exploitation, forced marriage and female genital mutilation.   Staff are made aware of the signs, symptoms and indicators of such practices and are required to take action without delay if such a practice is suspected. 

PROCEDURES FOR DEALING WITH ALLEGATIONS OR CONCERNS ABOUT A CHILD 

The school treats the safeguarding of the pupils in its care as the highest priority and recognises the important role it has to play in the recognition and referral of children who may be at risk.  

All our school staff are made aware of their duty to safeguard and promote the welfare of children in the school's care.  Staff members are alerted to the particular potential vulnerabilities of looked after children. 

Every member of staff, including part-timers, temporary, visiting, contract and volunteer staff working in school is required to report instances of actual or suspected child abuse or neglect to the CPO, who will refer directly to the school's local authority (LADO) (see below).   This includes alleged abuse by one or more pupils against another pupil. 
Where the allegation(s) concern the CPO the staff member should report the matter to the Headmaster who will refer directly to the school's local authority (LADO) (see below).  

Where the allegation(s) concern the Headmaster it should reported directly to the Principal or direct to the school's local authority (LADO) (see below). 

The CPO will report safeguarding concerns to the headmaster.   Where there is reasonable cause to suspect that a child is suffering, or likely to suffer significant harm, a referral to local agencies will be made within 24 hours of the safeguarding issue being raised. For children in need of additional support from one or more agencies, the school will contact Lambeth Referral and Assessment Team to coordinate a meeting with all agencies. 
The school recognises it’s duty to both Children in Need and Children at Risk of Harm in liaison with Lambeth to support these children’s needs following guidance as directed. 

The school's local authority is Lambeth, points of contact are as follows:
External Agency Contact Information 

LADO Lambeth – All referrals should be discussed on 0207 926 8508 (fax 0207 926 5105).
Lambeth website for child protection: www.lambethscb.org.uk  

Referral and Assessment Team - Mon to Fri 9.00am – 5.00pm

Tel: 020 7926 1772; 0207 9267 856; 0207 926 6586; 0207 926 6583; 0207 926 6010; or 0207 926 7868

Fax:020 7926 6874

Child Protection Board Manager - Djennings@lambeth.gov.uk Tel: 0207 926 4670
Out of Hours Emergency Duty Team - 020 7926 1000 
Police Emergency - 999 

Police Non-Emergency - 101 

OFSTED Safeguarding Children 
08456 404046 (Monday to Friday from 8am to 6pm) 
Whistleblowing@ofsted.gov.uk 

Disclosure and Barring Service 
PO Box 181, Darlington, DL1 9FA
Tel: 01325 953795 
National College for Teaching and Leadership
[Tel: 0345 609 0009] 

EQUAL TREATMENT 

Equal opportunities
The school policy asserts that the school community reflects society and needs to understand it.  The ethos of the school is one of tolerance, understanding and a striving for excellence in all.  All members of the school community are encouraged to understand, appreciate and value the differences between us.  Encouragement and praise should be the foundation of relationships between children, staff and parents.     

We are committed to equal treatment for all pupils regardless of sex, race, disability, religion or belief.  We keep a record of racist incidents.   

We aim to create a friendly, caring and perceptive environment in which every individual is valued.  We endeavour to contribute positively towards the growing autonomy, self-esteem and safety of each pupil. Our staff undertake regular consultation activities with our pupils e.g participation in anti-bullying week and speaking to children about their experiences at lunchtime and play-times.

COMPLAINTS 
Copies of the school's complaints procedure can be sent to any parent on request and accessible on our school website. Any complaint arising from the implementation of this policy will be considered under the school's complaints procedure.  

WHISTLEBLOWING   
KCSIE(2015) states that if a teacher or member of staff has concerns about the behaviour of another member of staff towards a pupil, he or she should report it at once to the Headmaster and to the designated member of staff with responsibility for child protection (or to the principal where the concern relates to the Headmaster).  Any concern will be thoroughly investigated under the school's whistle-blowing procedures.  Such reporting will be without prejudice to the member of staff's position in the school. Where there are allegations of criminal activity, the LADO will always be informed, and advice taken, before the school undertakes any investigation of its own.  Wherever possible, and subject to the rights of the pupil, the member of staff will be informed of the outcome of the investigation.  No one who reports a genuine concern in good faith needs to fear retribution.  Under the Public Interest Disclosure Act 1998 the member of staff may be entitled to raise a concern directly with an external body where the circumstances justify it. 

BULLYING 
Bullying is: “a systematic and extended victimisation of a person or group, by another or group of others.” 

The school’s response to this is unequivocal.  Adults must be informed immediately and action will take place.  Children are told that silence is the bully’s best friend. Although bullying in this school is rare the school always acts swiftly with a process of investigation, communication and action. Bullies will not be tolerated.
Bullying, harassment and victimisation and discrimination will not be tolerated.  We treat all our pupils and their parents fairly and with consideration and we expect them to reciprocate towards each other, the staff and the school. Any kind of bullying is unacceptable and the school keeps a record of any incidents.  Please see our school policy on anti-bullying for further details.

"Bullying may be defined as: Behaviour by an individual or group, repeated over time, that intentionally hurts another individual or group, either physically or emotionally".  Preventing and Tackling Bullying: Advice for School Leaders, Staff and Governing Bodies.
PROCEDURES FOR DEALING WITH ALL DISCLOSURES/ALLEGATIONS OF ABUSE 

Allegations of abuse may be made against a member of staff, a volunteer, a governor, a pupil, parent or other person connected to the school. 
Allegations of abuse against teachers and other staff will be dealt with according to the statutory guidance set out in part four of KSCIE(2015). 

If a member of staff is made aware of any allegation of abuse, or if knowledge of possible abuse comes to his/her attention it is his/her duty to listen to the child, to provide re-assurance and to record the child's statements, but not to probe or put words into the child's mouth.  

On hearing an allegation of abuse or complaint about abuse directly from a child, a member of staff should limit questioning to the minimum necessary for clarification.  Leading questions should be avoided.  No inappropriate guarantees of confidentiality should be given; rather the child should be told that the matter will be referred in confidence to the appropriate people in positions of responsibility.  

The member of staff should make and submit an accurate written record and inform the Headmaster and the CPO immediately so that appropriate agencies can be informed within 24 hours and the matter resolved without delay.  The CPO will contact the Local Authority Designated Officer (LADO) for advice or direction and will inform Ofsted if appropriate.  In relation to our nursery/EYFS setting, the school will inform Ofsted within 14 days of any allegations of serious harm or abuse by any person living, working or looking after children at the premises (whether that allegation relates to harm or abuse committed on the premises or elsewhere) or any other abuse which is alleged to have taken place on the premises, and of the action taken in respect of these allegations. 

The Headmaster/CPO will refer all allegations or suspicions of abuse or cases where there is reasonable cause to suspect a child is suffering, or is likely to suffer significant harm, to the local authority designated officer (LADO) within 24 hours. 

Borderline cases will be discussed with the LADO without identifying individuals in the first instance and following discussions the LADO will judge whether or not an allegation or concern meet the relevant threshold.  The LADO and the Headmaster/ CPO will decide in the circumstances what further steps should be taken.  This could involve informing parents and calling the police. 

If the allegation concerns a member of staff, a volunteer or another pupil he/she would normally be informed as soon as possible after the result of any initial investigation authorised or conducted by the LADO is known.  Advice will always be sought from the LADO first, however.  The school will normally appoint a member of staff to keep the person informed of the likely course of action and the progress of the case.  

The outcome of investigation of an allegation will record whether it is substantiated (sufficient evidence either to prove or disprove it), unsubstantiated (insufficient evidence either to prove or disprove it), false (sufficient evidence to disprove it) or malicious (sufficient evidence to disprove it and that there has been a deliberate act to deceive).  If it is established that the allegation is malicious, no details of the allegation will be retained on the individual's personnel records.  In all other circumstances a written record will be made of the decision and retained on the individual's personnel file in accordance with DfE advice.       

If the LADO or any of the statutory child protection authorities decide to take the case further, any staff member concerned may be suspended if this is felt appropriate.  The reasons and justification for suspension will be recorded and the staff member informed of them.  In the case of staff the matter will be dealt with in accordance with the Disciplinary Procedure.  In the case of a pupil the matter will be dealt with under the behaviour policy.  

During the course of the investigation the school in consultation with the LADO will decide what information should be given to parents, staff and other pupils and how press enquiries are to be dealt with.  In reaching their decision due consideration will be given to the provisions in the Education Act 2011 relating to reporting restrictions identifying teachers who are the subject of allegations from pupils. Any pupils who are involved will receive appropriate care. 
If an investigation leads to the dismissal or resignation prior to dismissal of a member of teaching staff, the school will consider making a referral to the National College for Teaching and Leadership (NCTL)/DofE/OFSTED and a prohibition order may be appropriate (because that teacher has displayed unacceptable professional conduct, conduct that may bring the profession into disrepute or a conviction at any time for a relevant offence).

We follow Disclosure and Barring Services (DBS) guidance and procedures regarding referrals and barring decisions and the Safeguarding Vulnerable Groups Act 2006 and the Safeguarding Vulnerable Groups Act (Prescribed Criteria and Miscellaneous Provisions) Regulations 2009.  The school will report to the DBS, within one month of leaving the school any person (whether employed, contracted, a volunteer or a student) whose services are no longer used because he or she is considered unsuitable to work with children.  This includes dismissal, non-renewal of a fixed term contract, no longer using a supply teacher engaged directly or supplied by an agency, terminating the placement of a trainee or volunteer, no longer using staff employed by a contractor and resignation and voluntary withdrawal from any of the above.  
PARENTS 
In general, we believe that parents should be informed about any concerns regarding their children.  It is important that we are honest and open in our dealings with parents.   However, concerns of this nature must be referred to the CPO or the Headmaster who will decide on the appropriate response.  In a very few cases, it may not be right to inform them of our concerns immediately as that action could prejudice any investigation, or place the child at further risk.  In such cases, advice will be sought from the
LADO.

PUPIL BEHAVIOUR
Good behaviour is essential in any community and we have high expectations for this. The Behavioural policy details the rewards and sanctions available to staff. Although the emphasis is always on the positive there are also times when children have to be disciplined in order to maintain the safety and security of all children.

 

There are numerous rewards available to children:

· Stickers 

· Showing another teacher good work 

· Showing work in Assembly

· House Points 

· Certificates 

· Cups 

 sanctions range from:

· Discussion regarding their inappropriate behaviour  

· Being removed from the class or activity 
· Loss of playtime 

· Reporting to a senior member of staff 

· Informing parents  

ACTION IF A PUPIL IS MISSING
N.B Please refer also to the school's missing child policy (see below) and procedures which also include the requirements for a day pupils and EYFS pupils.

· first check with the pupil's friends

· check with office who will check and if necessary inform the senior member of staff on duty who will then follow up this information.

A record is kept by the school of any instances in which a pupil is missing from school without satisfactory permission and documentation, including the action taken and the pupil's explanation.

LOST CHILD PROCEDURE (ref policy 16D)
Once all the expected children have arrived, their names will be checked off the register, and the total number of children present will be recorded.

If it is discovered that a child is missing, a designated member of staff will make an immediate thorough search of the premises.

· If the child is thought to be outside, two members of staff will make an immediate search of the front, rear and sides of the building.

· Once the child has been located, they will be given reassurance and caring support and returned to school.

· With incidents of this nature, parents / carers may also require support and reassurance.

· The parent/carer will be notified and informed of the events, they may wish to collect their child from the group, especially if the child seems upset by their experience.

· The incident and action taken will be recorded in the incident book and made available for the parent/carer to read and sign.

· In the unlikely event of not being able to locate the child, a member of staff will begin a more extensive search of the streets and properties immediately surrounding the school or venue, if on a school trip, questioning any passers by.

· At the same time, the senior member of staff will contact the police for help and advice, and then contact the parent/carer, in order to inform them of the situation and action taken.

· The senior member of staff will meet the police and parents / carers.

· The senior member of staff will then await instructions from the police.

· Once the child has been located and returned to their parent/carer a full staff meeting will take place as soon as possible, in order to further review safety standards and precautions.

· Any incidents must be recorded in writing. 

· OFSTED must be contacted and informed of any incidents.

 
LATE COLLECTION of CHILDREN PROCEDURE (ref 16c)

Aims

• To minimise the possibility of late collection

• To establish clear procedures in the event that a child is not collected at the end of   

   the school day

• To follow up the non-collection to minimise the possibility of it happening again.

Minimising the possibility of late collection

The times of the school day are clearly communicated to parents in the parents’ Information sheets and newsletters. Parents are also informed of the importance of informing the school if there are any changes to their collection arrangements or if they are going to be late. It is equally important that the relevant staff are informed that a parent has notified the school or Nursery of late collection. If the school changes the collection time it will notify this clearly to parents and in advance e.g. through the termly Dates’ List , weekly Newsletter, e-mail or text. Children are also to be reminded about this by their Class Teacher.

Procedure to be followed if a child is not collected

If a child is not collected at the end of the school/Nursery day it is important to establish with the child what their understanding of the arrangement was. The child may need reassurance if they are worried or concerned. If it is a Nursery or Kindergarten morning only child, they should stay with a member of staff and the Head of Early Years or Nursery Manager made aware of his/her presence.  

The senior member of staff should carry out steps 1, 3, 4 and 6 below. If it is not possible to contact the parents by 12.30pm or 1.30pm for Day Nursery, other emergency contact numbers should be tried. If it has still not been possible to contact anyone the child will need to be provided with a drink and something to eat (check food allergies) and should then attend the afternoon session and, if necessary, After School Care. It is important that the contact numbers are tried regularly throughout the afternoon.

If it is at the end of the school day before school clubs or After School Care/Homework Club starts, the child should remain in the office until 4.00pm. The class teacher should carry out steps 1-5 below and if the child has still not been collected  s/he should be sent to After School Care. Depending on the situation, the parents may be phoned at this stage. 

If a child has been in school clubs or After School Care/Homework Club it will not be clear until 4:45pm or 6:15 respectively that they has not been collected. The child should remain with the senior teacher on duty whilst he/she carries out steps 1-6 below.

If a child has not been collected at the end of the nursery day by 6.15. the child should remain with either the Nursery manager / proprietor or Head of Early Years, whilst s/he carries out steps 2 – 4 & 6.

The senior teacher, Principal, Headmaster or Head of EarlyYears:

1. Check the child’s Homework Diary.

2. Check with office staff to see whether a phone call or note has been received. 

3. Check in the register for a note.

4. Check that the parent is not waiting at a different entrance.

5. If they have an older sibling, check if they know of a different arrangement for that evening.

6. Check the register in the After School Homework diary

7. Call the parent/carer. 

Contact numbers are kept in the office and parents are asked regularly to update them. Please ensure that any other staff in school are aware that you are trying to contact a parent. It is important to try the home number, mobile numbers and work numbers. If an answer phone is used please leave a short message to say the day and time, that you are ringing from the White House School and that you still have X with you and could they please contact the school to confirm his/her collection arrangements for today and that you will try another number for them. If a child is picked up after 6:15pm please record this in the late collection book by the front door, giving reasons for the late pick-up. It is important that the child is reassured as they may be getting worried. 

If there has been a major incident e.g. in London and many parents may be affected.  The senior teacher will continue to try to contact the parents until 6.30pm.

If no contact has been made it will be necessary to use other emergency contacts such as grandparents. It is likely that one of these will come and collect the child. If this is so, a message should be left for the parent to tell them that this is where their child is.

The Headmaster must be informed of the situation; or Principal if he is unavailable. 

If by 7pm it has not been possible to make contact with any parent, relative or any of the emergency contact numbers and there is no indication of why the child has not been picked up, it will be necessary to contact Lambeth Children and Young People's Service and explain the situation to them. They will advise on the appropriate subsequent course of action.

Follow-up

Once the situation has been resolved it is important to establish how and why the circumstance arose and to ascertain whether there is anything that the school could reasonably do to avoid a recurrence of this situation. It may be necessary to discuss with the parent/carer steps that they could take to avoid recurrence e.g. ensuring that the school has current contact details etc.

It will also be necessary to review the procedures used to ensure that they worked smoothly and if necessary to amend for future incidents.

Useful contact numbers
Lambeth Council Children, young people and adults' services provide an out of hours team that is there to help with these emergencies. The team consists of one social worker on duty at any time. 

Children and Young People's Service 
International House 
Canterbury Crescent 
Brixton,  London 
SW9 7QE    
Tel. 020 7926 1000
MONITORING AND EVALUATION OF THIS POLICY 
The school monitors and evaluates its child protection policy and procedures through the following activities: 

· Senior leadership team discussion sessions with children and staff

· Pupil questionnaires

· Frequent scrutiny of attendance data

· Regular analysis of a range of risk assessments

· Regular analysis of appropriate provision for the fulfilment of other safeguarding responsibilities relevant to the school [e.g. sufficient account must be taken of the nature, age range and other significant features of the school, such as historical issues, in the provisions made for safeguarding].

· Logs of bullying and/or racist behaviour incidents are reviewed regularly by the senior leadership team and the governing body

· Regular review of parental concerns and parental questionnaires

· Regular review of the use of pupil-specific leisure rooms and clubs at lunchtime and after school 

Photographing, videoing and mobile phones
Every child in our care deserves to be protected from the misuse of photographic and video images of themselves, taken whilst they attend The White House School, Woodentops Kindergarten and Day Nursery. 

Purpose
It is our policy to use photographs taken in the school and nursery to support the children's learning and also to record children's individual progress. Photographs recorded in the school and nursery as part of a normal day are taken using a digital camera and are only taken by members of the staff team.   There is a dedicated camera for use in the school and nursery and it is absolutely forbidden for members of staff to use the camera on their personal mobile phones to take photographs of children.
Additional photographs or images may be taken of children as part of the work of the school and nursery and may be taken by an outside photographer or other parents (during the Christmas production or any other events the school and nursery may have) In the case of outside agencies taking photographs for marketing purposes, the school and nursery will seek written, parental permission from families that they agree for their child to be included. Should a parent prefer their child not to take part then any images taken will be deleted. Individual children will not be included if written permission is not given by the child's family. 

Guidelines
Photographs/videos are taken to:

• support the learning of each child's individual record
• illustrate work on display around the school and nursery building. 

Photographs may also be taken in the following ways:

• Whenever possible, photos taken by outside agencies will be taken so that individual children are difficult to identify. The photo will be taken from a distance or from behind.
• At times, photos of children in school and nursery will be taken to promote a particular event/activity including use in the school magazine and adverts for the day nursery

Parent's use of cameras/videos in the Day Nursery

Parents/carers will be invited to record their child's inclusion in group events at Christmas and other celebrations through the use of photographs or video on the understanding that they will not publish any material on the internet as the school and nursery has no control over these images once they are in the public domain. 

We will ensure that the children of parents/carers who do not wish their child to be photographed or videoed are provided with other activities. At no time are staff permitted to bring in a camera from home, nor use their mobile phones in the Nursery rooms. 
Personal mobile phone must not be used in the setting when working with the children or on a school trip. All mobile phone must be stored award securely when in contact with the children. The school mobile phone will be taken and used for emergencies when on a school outing.  
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The following notice is displayed at the two school sites.

DISCLOSURE NOTICE  (25b)
We as a school community are committed to safeguarding children and if any member of staff or adult suspects that a child is being abused we will immediately inform contact Lambeth Safeguarding Children Board (LSCB) and liaise with the Local Authority Designated Officer (LADO).
.

	Policy will be reviewed annually

	Policy reviewed:
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	By:
	Principal & Headteacher
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	Sept 16
	By:
	Principal & Headteacher
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DISCLOSURE NOTICE

We as a school community are committed to safeguarding children and if any member of 
staff or adult suspects that a child is being abused we will immediately inform the Local Safeguarding Children Board (LSCB). 
DISCLOSURE NOTICE

We as a school community are committed to safeguarding children and if any member of
staff or adult suspects that a child is being abused we will immediately inform the Local Safeguarding Children Board (LSCB). 
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