
 

 

 
 

 

 

  

 



 

 

 

 

 

 

  

Safeguarding and Child Protection Policy 
2019-20 

Author : Graham Gamble 
Date : 29.11.19 

Review : 28.11.19 



 

 

 

 

 

 

 

 

 

 

Relevant Related Policies: 

 

BISC Anti-Bullying and Peer on Peer Abuse Policy 

BISC Behaviour Policy 

BISC Safer Recruitment Policy 

BISC Staff Code of Conduct Policy 

BISC Whistle Blowing Policy 

 

 

 

 



 

 

Staff with Particular Responsibility For Safeguarding 

Although every member of staff has a responsibility for Safeguarding and Child Protection, we have 
identified certain key members of staff with particular responsibility for this area, as follows. Pupils know 
that they can talk to any member of the Safeguarding Team or, indeed, to any member of staff, if they 
have a concern.  

The School has a Safeguarding Team made up of representatives from each area of the School, including 
the Designated Safeguarding Lead and the two Deputy Designated Safeguarding Leads. The role of the 
group is to: 

● Monitor safeguarding in the School 

● Action plan to improve provision 

● Keep up to date with changes in best practice 

● To track and keep up to date staff safeguarding training 

 

This group will meet at least once a year to review policy and recommend updates.  The Board obtains 
oversight of Safeguarding in the school via the appointment of a Designated Safeguarding Member.  

Within our School the following have specific safeguarding roles. The purpose is to ensure that the 
Safeguarding function is properly managed and covered in the case of staff absence: 

 

Role Person 

Designated Board Member Louise Penrice louisepenrice@bluewin.ch 

Headmaster Graham Gamble g.gamble@bisc.ma 

Designated Safeguarding Lead Clare Sarson c.sarson@bisc.ma 

Deputy Designated Safeguarding Lead Gillian Gourley g.gourley@bisc.ma 

Deputy Designated Safeguarding Lead Hassan Tadi h.tadi@bisc.ma 



 

 

 

Child Protection Officer (CPO) (Morocco)   Tourya Elotmani t.elotmani@bisc.ma 



 

 

Managing Concerns About Children 

 

Concerns are defined in two categories: 

 

● Child Protection Concerns – where the child is at significant or immediate risk of harm 

● Safeguarding Concerns – where the child is potentially vulnerable, but not at significant or 
immediate risk of harm 

 

Upon receipt of a Child Protection Concern, the DSL informs the Head of School.  

 

When a Safeguarding Concern arises, the DSL consults with the Deputy Designated Safeguarding Lead/s 
to ensure that the appropriate strategy is agreed and implemented. The Head of School will be informed. 

 

In the absence of the Head of School, or in a case which concerns the Head of School, the matter will be 
referred to the Chair of the Board of Governors.   



 

 

Relevant Local Procedures 

 

Morocco has a body tasked with Child Protection, L’Observatoire National Des Droits de l’Enfant (ONDE - 
The National Observatory of Children’s Rights, www.2511.ma).  The contact number is 0800 00 2511. The 
School will liaise with this body through its designated member of staff, Tourya Elotmani, where 
appropriate, to ensure that any national sources of support are identified where available. Staff should be 
aware that external referral may not always be considered the most appropriate form of action to take.  

 

Members of staff and volunteers must not investigate suspicions themselves; staff or volunteers who 
believe that a child may be at risk should immediately refer concerns to the DSL or DDSL. 

 

The School encourages a culture of safe reporting for all members of the school community. Including 
concerns about peer on peer abuse, relating to activities either online or in person. 

 

What To Do If You Have Concerns About a Child 

Any adult, including staff, volunteers, contractors, consultants, board members, guests and visitors must 
report concerns immediately, confidentially and as soon as possible to the DSL or Deputy DSL in their 
absence. They will be asked to record their concerns on the Confidential Record of Concern form (available 
from the DSL). See Appendix C. 

 

The DSL will also record and manage any such concerns about safeguarding and peer on peer abuse (see 
Appendix D). Such concerns will always be taken seriously and acted upon, under the appropriate policy.  

 

It is the responsibility of the DSL to decide what happens next. All documentation will be stored safely. 
Staff and other adults can be sure that they are supported if they report any concerns about a child.  It is 
likely that the Headmaster will be involved in the next stages. He will discuss with the Moroccan Child 
Protection Officer whether local agencies such as ONDE should be involved.  

 

What To Do If You Have Concerns About a Child At Risk of Being Drawn Into Terrorism 

 

This is a sub-category of kinds of concern for a child. The risk of extremism in Morocco is relatively low.  It 
is, nonetheless, present.  Concerns should be passed to the DSL, who will consult with the Headmaster 
and Moroccan Child Protection Officer, who may, in turn, refer to ONDE, as appropriate. Staff, governors 
and parents should note that the following non-emergency helpline and website exist in the UK for referral 
from abroad in such cases: +44 20 7340 7264 and counter-extremism@education.gsi.gov.uk.  

 

 

 

 

 

What Are The Definitions of Abuse? 

http://www.2511.ma/
mailto:counter-extremism@education.gsi.gov.uk


 

 

 

The latest iteration of Keeping Children Safe in Education (September 2019) defines Abuse as: a form of 
maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm or by failing to act to 
prevent harm.  Children may be abused in a family or in an institutional or community by those known to 
them or, more rarely, by others.  Abuse can take place wholly online, or technology may be used to 
facilitate offline abuse. Children may be abused by an adult or adults or by another child or children.” 

 

In KCSIE September 2019, there are four categories of abuse defined, as follows: 

 

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 capacity as well as overprotection and limitation of exploration and learning, or preventing 
the child from 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 include 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. Sexual abuse can take place online, and technology can be used 
to facilitate offline abuse. Sexual abuse is not solely perpetrated by adult males. Women can also commit 
acts of sexual abuse, as can other children.  The sexual abuse of children by other children is a specific 
safeguarding issue in education.  

 

Neglect: the persistent failure to meet a child’s basic and/or psychological needs, likely to result in the 
serious impairment of the child’s health or development. Neglect may occur during pregnancy, for 
example, 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.” (KCSIE, September 
2019, page 9) 

 

Bearing in mind all these different kinds of abuse, staff should be alert to and recognise the signs that 
abuse (including radicalisation) is taking place. Staff should keep clear, non-judgmental records of 



 

 

conversations with children, listening carefully to what they have to say and raising concerns promptly 
with the relevant staff (DSL and team).   

 

Particular vulnerability of children with special educational needs and/or disabilities 

 

We recognise the particular vulnerability of children in this group, of whom there are around 20 in school.  
Such vulnerability extends to peer abuse.  For this reason, bullying (including online e.g. through social 
media) may be a safeguarding issue. We expect staff to be especially vigilant in protecting such pupils.  

 

Managing allegations of abuse against members of staff 

 

The reporting criteria for an allegation of abuse against a teacher or other member of staff are that the 
adult in question has seriously fallen short of the standards required in the BISC Staff Code of Conduct 
Policy. This is likely to be a sensitive matter to deal with. Allegations against staff should be reported to 
the DSL, who will immediately inform the Headmaster. The Headmaster will consult with the DSL and 
other key members of staff as to how best to proceed.  Allegations against the Headmaster should be 
referred to the Chair of the Board of Governors and the Headmaster should be informed of this.  On 
consultation with the Moroccan Child Protection Officer (CPO), the School may decide it is appropriate to 
contact external agencies, including ONDE and the Police. 

 

It is rare for a child to make an entirely false or malicious allegation, although misunderstandings and 
misinterpretations of events do happen. A child may also make an allegation against an innocent party 
because they are too afraid to name the real perpetrator. Even so, we must accept that some professionals 
do pose a serious risk to pupils and we must act on every allegation. Staff who are the subject of an 
allegation have the right to have their case dealt with fairly, quickly and consistently and to be kept 
informed of its progress. In some cases, staff may be suspended where this is considered to be the best 
way to ensure that children are protected. The School will keep records of discussions leading to such 
decisions.   

 

We trust that such allegations will be extremely rare as we set out clear expectations in our Staff Code of 
Conduct Policy.  Equally, we continue to brief staff on the importance of appropriate boundaries in the 
domains of sports coaching (particularly swimming and football), drama and music teaching.   

 

Where an allegation against a member of staff leads to a member of staff being dismissed or resigning, 
the School may choose to refer the matter to the Teaching Regulation Agency (TRA) and Disclosure and 
Barring Service (DBS) in the UK. The referral criteria are that the person has been dismissed and it may be 
appropriate for the DBS or TRA to consider prohibiting them from teaching in England.  

 

Staff Code of Conduct 

 

Detailed expectations of Staff Behaviour are covered in the BISC Staff Code of Conduct Policy.  

 

 



 

 

Raising concerns and the “Whistle Blowing” culture 

 

See BISC Whistle Blowing Policy 2019-20 for more detail.  We want the school to be a place where staff 
and all other adults feel free to raise concerns about child protection without fear. We do not want a staff 
member to recognise that something is wrong but feel unable to express concerns because of loyalty to 
colleagues or a fear of harassment or victimisation. We encourage all adults to ensure that children are 
their priority and should not be unnecessarily at risk. This is known as ‘whistleblowing’. 

 

Reasons for whistleblowing: 

 

● Every individual has a responsibility to raise concerns about unacceptable practice or 
behaviour in relation to the safety and welfare of our children. 

● To prevent a problem from becoming more serious. 

● To protect or reduce risks to other children in the School. 

 

How to raise a concern: 

 

● Concerns should be expressed as soon as possible. The earlier a concern is expressed the sooner 
action can be taken. 

● The concern should express exactly what practice is causing concern and why. The person raising 
a concern should approach the Headmaster immediately. If a concern is expressed about the 
Headmaster, it should be referred to the Chair of the school board.  

 

The next steps: 

 

● The staff member specified in any whistle blowing procedure should be given information about 
the nature and progress of any enquiries. 

● The employer has a responsibility to protect the staff member from any harassment or 
victimisation including, where appropriate, keeping the whistle blowing staff member’s identity 
confidential. 

● No action will be taken against the whistle blower if the concern proves to be unfounded and was 
raised in good faith. 

 

Safer Recruitment 

 

The school’s commitment to Safer Recruitment is detailed in the BISC Safer Recruitment Policy.  An 
appendix to this policy refers to protection of children from risks posed by visiting speakers.  

 

 



 

 

 

 

 

 

 

 

 

 

 



 

 

Confidentiality 

The School and all members of its staff will ensure that all data relating to children is confidentially 
managed in accordance with applicable laws. 

 

Those reporting any safeguarding concerns will adhere to the lines of communication, ensuring 
confidentiality. The DSL will support the process outlined in this document, and the School will give 
detailed information about lines of communication in the induction process and at the beginning of every 
academic year. 

 

Any member of staff who has access to confidential information about a child and / or the child’s family 
must take all reasonable steps to maintain confidentiality. The Headmaster and DSL will agree the 
appropriate next steps regarding this information. 

 

Regardless of the duty of confidentiality, any member of staff or volunteer who has reason to believe that 
a child is at immediate or significant risk of harm, has a duty is to forward this information without delay 
to the DSL.  

 

Transferring Safeguarding Files 

When a child with an active safeguarding file moves to another school, the school will inform the receiving 
school that there is an issue about which they should be aware. The Moroccan Child Protection Officer 
will be advised if the child moves to another Moroccan school.  

If there is a significant issue to report, there is a duty to call and make the issue known to an appropriate 
person which should be the Head or the DSL; it is not appropriate to leave information with a secretary 
or more junior member of staff. 

 

Safeguarding Training Strategy 

Training is led by the DSL. The DSL ensures that all relevant staff have appropriate training, whether 
received online or in person.  Records of Safeguarding Training are held by the HR Office. 

The DSL and Headmaster ensure that staff and governors receive training, if possible in-person, or, where 
this is not possible, delivered online.  Training is updated every year and records are kept.   

Staff receive training at induction which includes: 

The BISC Safeguarding and Child Protection Policy, with up-to-date information about the identity and 
role of the DSL 

The BISC Staff Code of Conduct Policy 

The Child Protection Officer (Morocco) delivers training in Arabic to Moroccan staff.  Records of 
attendance are kept. 



 

 

Training materials are also available through www.educare.co.uk Logins are available through the school 
IT Department and DSL.  

 

Training is evaluated at the end of each academic year to inform future development. 

 

http://www.educare.co.uk/


 

 

Appendix 1 – Forms of Abuse 
 
      
Physical Abuse 
 
◊ Deliberately causing physical harm to a child (e.g. hitting, shaking, throwing, poisoning, 

burning, scalding, drowning, suffocating); 
 
◊ Creating a substantial risk of physical harm to a child; 
 
◊ Committing acts that are cruel or inhumane regardless of observable injury (e.g. 

instances of extreme discipline that demonstrating a disregard of a child’s pain and/or 

mental suffering); 
 
◊ Engaging in actions or omissions resulting in injury to, or creating a substantial risk to 

the physical or mental health or development of a child; 
 
◊ Failing to take reasonable steps to prevent the occurrence of any of the 

above.  

Possible Indicators 
 
o Injuries, bruises, burns, bite marks which are unexplained or implausibly explained o 

Repeated injuries or requests to be excused through injury/illness 
 
o Fear, watchfulness, over-anxiety to please  

o Reluctance to get changed for sports etc. 

 
Emotional Abuse 
 
Persistent or extreme emotional maltreatment causing severe adverse effects on a child's 

emotional development. 
 
◊ Conveying to a child that they are worthless or unloved, inadequate, or valued only 

inasmuch as they meet the needs of another person; 
 
◊ Not giving a child opportunities to express their views, deliberately silencing them or 

‘making fun’ of what they say or how they communicate; 
 
◊ Age or developmentally inappropriate expectations imposed on children. These may 

include: interactions that are beyond the child’s developmental capability; overprotection 

and limitation of exploration and learning; preventing a child participating in normal social 

interaction; seeing or hearing the ill-treatment of another; 
 
◊ Serious bullying (including cyberbullying), causing a child frequently to feel frightened 

or in danger, or the exploitation or corruption of a child; 
 
◊ Putting a child into an uncomfortable inappropriate 

situation. 

 

 Possible Indicators 
 
o  Withdrawn anxious behaviour, lack of self-confidence, mood swings 
 



 

 

o Challenging/disruptive/aggressive behaviour which is inconsistent with previous 
experience of the child 
 
o Demanding or attention-seeking behaviour o 

Self-harm and eating disorders 
 
o Unwillingness to communicate – secretive and reluctant to share information o 

Repetitive, nervous behaviour such as rocking, hair twisting or pulling. 

 
 
 
Sexual Abuse 
 
Forcing or enticing a child to take part in sexual activities. It is not solely perpetrated by 

adult males – women and other children can also commit acts of sexual abuse. 
 
It may involve: 
 
◊ Contact activities including assault by penetration (for example, rape or oral sex) or 

non-penetrative acts such as masturbation, kissing, rubbing and touching through clothing; 
 
 
◊ Non-contact activities, including looking at, or in the production of sexual images or 

activities; encouraging children to behave in sexually inappropriate ways, or grooming; 

Possible Indicators 
 
o Sexual knowledge, behaviour, or use of language not appropriate to age level o 

Unusual interpersonal relationship patterns 
 
o Evidence of physical trauma or bleeding to the oral, genital, or anal areas o 

Difficulty in walking or sitting 

o Refusing to change into PE clothes, fear of bathrooms o Not 

wanting to be alone with an individual 
 
o Extremely protective parenting  

o Exposure to pornography. 

 
Neglect 
 
Persistent failure to meet basic physical and/or emotional/psychological needs that is 

likely to result in the serious impairment of a child's health or development. 
 
◊ Physical including failure to provide necessary food or shelter, or lack of appropriate 

adult supervision/guardianship such as leaving children unsupervised at home for any 

extended period of time; 
 
◊ Medical such as a failure to provide necessary medical or mental health treatment; 
 
◊ Emotional such as a lack of attention to a child’s emotional needs, failure to provide 

psychological care, or permitting the child to use alcohol or other drugs. Other specific 

examples may include verbal humiliation, refusing to acknowledge the presence of a child, 

invasion of privacy, threats of violence and so on; 
 



 

 

◊ Exposure to domestic violence – the experience or awareness of threatened or actual 

violence or abuse (psychological, physical, sexual, financial or emotional) between 

members of the child’s family. Seeing, hearing or knowing of a parent or other family 

member being abused is traumatic for a child, and can have long term damaging emotional 

and psychological effects. 
 
Possible Indicators 
 
o  Child is unwashed with poor hygiene (smelly, dirty) 
 
o The child's clothes are often dirty, scruffy or unsuitable for the weather o 

Child is hungry 

o Poor attendance or frequent absences which are implausibly explained o 

Deterioration in educational progress 

o Parents show little interest in child’s performance or behaviour and are non-responsive 

or dismissive to professional concerns 
 
o Parents do not respond to repeated communications from the school o 

No one seeks medical help when the child is ill or hurt 
 
o Both parents or legal guardians are absent  

o The child is left alone with unsuitable carers  

o The child is thin, pale, lacking in energy 

o  The child talks of running away 
 
o Evidence of alcohol or other substance abuse  

o Unexplained gifts of money 

o  Child does not want to go home 
 
o  Parents cannot be reached in the case of emergency. 
 
 
 
 

 
 



 

 

Appendix 2 – Role Description for the Designated Safeguarding Lead (DSL) 
 
 
The DSL is a key position and will be provided the status, resources and support to fulfil 

their responsibilities. The DSL or a Deputy DSL must always be accessible when school is 

in session or at other times when students are on school sponsored activities whether on 

or off the premises. 
 
The duties and objectives of the DSL include: 
 
◊ providing advice and support to staff on child welfare and protection matters; 
 
◊ gathering and collating information on alleged safeguarding incidents, seeking 

clarification from alleged perpetrators or victims; 
 
◊ managing the referral process; 
 
◊ keeping parents informed (wherever possible) and sharing with them any reports 

concerning their child; 
 
◊ keeping the Headmaster informed of all significant safeguarding matters; 
 
◊ undergoing their own training updates; 
 
◊ raising awareness of safeguarding matters generally; 
 
◊ consulting on the design of the PSHE policy and relevant curriculum components of 

welfare and safeguarding; 
 
◊ liaising with appropriate local authorities if there is an allegation by a child of abuse by 

a person outside the school. If there is an allegation of abuse by a child against a member of 

the school’s staff then the Headmaster should be involved in the first instance. However 

local authorities should be informed by the DSL if they believe the situation warrants it in 

their specialised professional judgement; 
 
◊ in collaboration with the Headmaster, to ensure this policy is reviewed at least annually 

for best practise compliance. 
 
In managing referrals the DSL must: 
 
◊ refer all cases of suspected abuse to the Headmaster and inform the relevant DDSL; 
 
◊ keep detailed, accurate, secure written records of concerns and referrals; 
 
◊ liaise with the Headmaster to keep him informed of all developments; 
 
◊ act as a source of support, advice and expertise to staff on matters of safety and 

safeguarding and when deciding whether to make a referral by liaising with relevant 

agencies. 
 
The Headmaster will support the DSL by: 
 
◊ working with them in the development, implementation and monitoring of this policy 

and any other policies or practises related to safeguarding; 
 



 

 

◊ reviewing with them any safeguarding matters and reporting as necessary to any 

appropriate authorities; 
 
◊ completing with them an annual review of related policies including an update and 

review of the effectiveness of the procedures and implementation; 
 
◊ ensuring that this policy is known and effectively implemented in practice. 
 
The DSL should ensure that safeguarding policy and procedures are known and used 

appropriately throughout the school: 
 
◊ ensure the child protection policy is available to the parent body and that they are 

aware that referrals about suspected abuse or neglect might be made to local authorities; 
 
◊ where children leave the school during an investigation, to ensure that local authorities 

and their new school are informed of the situation as soon as possible. 
 
The DSL and Deputy DSLs will receive appropriate training at least every two years. They 
will: 
 
◊ understand the assessment process for providing early help and intervention, for 

example through locally agreed common and shared assessment processes such as early 

help assessments; 
 
◊ have a working knowledge of how local authorities conduct a child protection case 

conference and a child protection review conference and be able to attend and contribute 

to these effectively when required to do so; 
 
◊ be familiar with the indicators of various types of child abuse; 
 
◊ have received appropriate child protection training on induction, and at appropriate 

intervals thereafter. Whilst it is one of the DSL’s responsibilities to ensure that staff have 

received the appropriate level of training, staff-members have a reciprocal responsibility 

to check with the DSL if they are unsure about their training requirements; 
 
◊ ensure each member of staff has access to and understands the safeguarding policy and 

procedures, especially new and part time staff; 
 
◊ be alert to the specific needs of children in need, those with special educational needs 

and young carers; 
 
◊ be able to keep detailed, accurate, secure written records of concerns and referrals; 
 
◊ encourage a culture of listening to children and taking account of their wishes and 

feelings, among all staff, in any measures, which may be put in place to protect them; 
 
◊ act as a source of support, advice and expertise to staff on matters of safety and 

safeguarding and when deciding whether to make a referral by liaising with relevant 

agencies. 
 
It is recognised that when a referral is made or during the handling and support of a case 

the time demand may be considerable. As the school views the safety and welfare of its 



 

 

students to be paramount, any such time required to exercise this duty of care will be 

provided by the school. 
 

Appendix 3 | Dealing with a disclosure-process flow  

 
GUIDANCE ON HANDLING A DISCLOSURE FROM A CHILD 

  

It is important to remember that your role is to recognise and refer abuse, not to 

investigate.  

      

Mindset 

 

What should you do if a child comes to you and tells you that they are being abused? It’s 

normal to feel overwhelmed and confused in this situation. Child abuse is a difficult subject 

that can be hard to accept and even harder to talk about. Children who are abused are often 

threatened by the perpetrators to keep the abuse a secret. Thus, telling an adult takes a great 

amount of courage. Children have to grapple with a lot of issues, including the fear that no 

one will believe them. So, care must be taken to remain calm and to show support to the 

child throughout the disclosure phase. The following guidelines will help lessen the risk of 

causing more trauma to the child and/or compromising a criminal investigation during the 

disclosure phase.   
 

Key Actions 
 

Receive - Reassure - React - Record - Report 

  

1. Receive: Listen to what is being said without displaying shock or disbelief. A common 

reaction to news as unpleasant and shocking as child abuse is denial. However, if you display 

denial to a child, or show shock or disgust at what they are saying, the child may be afraid to 

continue and will shut down.   

  

Accept what is being said without judgement.   

  

Take it seriously.   

  

2. Reassure: Reassure the child, but only so far as is honest and reliable. Don’t make promises 

that you can’t be sure to keep, e.g. "everything will be all right now".  Reassure the child that 

they did nothing wrong and that you take what is said seriously.   

  

Don’t promise confidentiality – never agree to keep secrets. You have a duty to report your 

concerns. Tell the child that you will need to tell some people, but only those whose job it is 

to protect children. Acknowledge how difficult it must have been to talk. It takes a lot for a 

child to come forward about abuse.   

  



 

 

3. React: Listen quietly, carefully and patiently. Do not assume anything – don’t speculate or 

jump to conclusions. Do not investigate, interrogate or decide if the child is telling the 

truth. Remember that an allegation of child abuse may lead to a criminal investigation, so 

don’t do anything that may jeopardise a police investigation. Let the child explain to you in 

his or her own words what happened, but don’t ask leading questions.  ‘ONLY ask enough 

questions of the child to clarify whether there is a child protection concern. 

  
 

What questions can I ask/things can I say? 

Tell me about… 

That’s a nasty bruise, how did it happen? Would you like to tell me about it? 

You seem a bit upset and I’m worried about you, is anything troubling you? 

  "Is there anything else that you want to tell me?"   

‘Tell’, ‘Explain’ and ‘Describe’ the concern. If it is necessary to seek further clarification, staff 

should use open question processes, such as What? When? Who? How? Where? 
 
Dealing with Young Children/EAL 

Communicate with the child in a way that is appropriate to their age, understanding and 

preference. This is especially important for children with disabilities and for children whose 

preferred language is not English.   
 
What not to do.  

Do not try to finish sentences or make suggestions. The following are leading “Did Ali do this? 

Did your Daddy hit you? Were you in the canteen? I think you fell over.” Children like to please 

and a very receptive to ideas shared by adults. Do not make suggestions or assumptions.  
 
What if a child makes a disclosure through a friend? 

Sometimes children choose to disclose concerns through a 3rd party (such as a friend ‘telling’ 

on their behalf), or indirectly (e.g. sounding out information and reaction by asking ‘what if 

my friend……..’). If such concerns arise, they should be taken equally seriously and be followed 

up as if the child told you directly.  
 
4. Recording 
 
Make some very brief notes at the time and write them up in detail as soon as possible. Do not 

destroy your original notes in case they are required at a later date.  
 
Write up using the Appendix 4 Concerns Form in the BISC Child Safeguarding Policy (a 

hard copy should be kept discreetly in class). Record the date, time, place, words used by the 

child and how the child appeared to you – be specific. Record the actual words used; including 

any swear words or informal words/slang.   Record statements and observable things, not 

your interpretations or assumptions – keep it factual.  
 
5. Report 

Do not ask the child to repeat what they have told you to another member of staff. Explain 

what you have to do next and whom you have to talk to. Refer directly to the Designated 

Safeguarding Lead (Ms. Sarson) 
 
 
 



 

 

 
 
 
 
 
 
 
 
 

 
 



 

 

Appendix 3 – Concerns Form 
 
CONFIDENTIAL 
 
Do not interpret what is seen or heard, record only the facts. After completing the form, pass 

it personally to the Designated Safeguarding Lead or her Deputy. 
 
Name of child:     Class: 
 
Siblings: 
 
Name of staff member completing form: 
 
Day: Date: Time: 
 
(of observed behaviour / discussion / disclosure) 
 
Brief description of observation/disclosure: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
For Designated Deputy Safeguarding Lead Use 
 
Date & time received: 
 
Initial action taken: 
 
 
 
 
 
 
 
Ultimate/Case Closure Outcome: 
 
 
 
 
 
 
 
 
 
 
 

Use Actions Log (overleaf) to record actions taken and to be taken with outcomes 

and names of persons involved: 

Date/time Actions Outcome People 
   responsible 



 

 

    
    

    

    

    

    

    

    

    

    

    

    

 
 

 



 

 

  
 
 
 
 

 



 

 

 

  



 
 
   

                                 

 
 

 

  



 
 
   

                                 

 
 

 

 

 

 

 

  



 
 
   

                                 

 
 

 

  



 
 
   

                                 

 
 

 

 

 

 


