
   
 

Appendix 1: Draft Recording Form for 
Safeguarding Concerns 

                         
Staff, volunteers, and regular visitors are required to complete this form and 
pass it to Tracey McCarthy / Liz Peck / Kieron McDonald if they have a 
safeguarding concern about a child in our academy. 
 

Full name of child Date of Birth Class/Tutor/Form 
group 

Your name and position 
in academy 

    

 

Nature of concern/disclosure 

Please include where you were when the child made a disclosure, what you saw, who else was 
there, what did the child say or do and what you said.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Time & date of incident:  
 
Who are you passing this information to?  
Name:     
                                                                                                   
Position:       
 
[Ensure that if there is an injury this is recorded (size and shape) and a body map is 
completed] 
[Make it clear if you have a raised a concern about a similar issue previously] 
 

Your signature: 
 
Time form completed:                                                                       
Date: 

 



   
 

 
 
 
□ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Body Map 
 
 

Time form received by DSL: 
 
Action taken by DSL:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Referred to…? 
 
 
Attendance       Police              Just One     CADS                PSA                       Other 
Lead                       Norfolk                                                                 
       

                                                                                                
 

Date:     Time:  
 

Parents informed?   Yes / No (If No, state reason) 
 
 
Feedback given to…? 
 

                                                                               
Pastoral team               Teacher                      Child               Person who recorded disclosure 
 

 
Further Action Agreed: 
e.g. Academy to instigate an Early Help Assessment Plan, assessment by Children’s Services 

 
 
 
 
Full name: 
DSL Signature: 
Date:  

       

    

 



   
 

 
 

 
Indicate clearly where the injury was seen and attach this to the 
Recording Form 
 

 

 

 

 

 

 

  



   
 

 

 
 

 

Indicate clearly where the injury was seen and attach this to the 
Recording Form 
 

 

 

  

      Older Child  



   
 

 
 

Appendix 2: Safeguarding Induction Sheet for new or supply staff and 
regular visitors or volunteers. 
 
We all have a statutory duty to safeguard and promote the welfare of children, 
and at our academy we take this responsibility seriously. 
 

If you have any concerns about a child or young person in our academy, you 
must share this information immediately with our Designated Safeguarding Lead 
(DSL) or one of the alternate post holders.  
 

Do not think that your worry is insignificant if it is about hygiene, appearance or 
behaviour – we would rather you told us as we would rather know about 
something that appears small than miss a worrying situation.  
 

If you think the matter is very serious and may be related to child protection, 
for example, physical, emotional, sexual abuse or neglect, you must find 
one of the designated professionals detailed below and provide them with 
a written record of your concern. A copy of the form to complete is attached 
to this and others can be obtained from the school office.  Please ensure 
you complete all sections as described. 
 

If you are unable to locate them ask a member of the academy office staff 
to find them and to ask them to speak with you immediately about a 
confidential and urgent matter. 
 

Any allegation or low-level concern about a member of staff, a child’s foster carer 
or a volunteer should be reported immediately to the Principal. If an allegation is 
made about the Principal you should pass this information to the Chair of the 
Governing Body. Alternatively, you can contact the Local Authority Duty Desk on 
01603 307797. NSPCC whistleblowing helpline is also available for staff who do 
not feel able to raise concerns regarding child protection failures internally. Staff 
can call: 0800 028 0285 – the line is available from 8:00am to 8:00pm, Monday 
to Friday or via e-mail: help@nspcc.org.uk. 
 

The people you should talk to in Glade Academy are: 
Designated Safeguarding Lead (DSL):  Tracey McCarthy 
Location of office:  opposite the admin office just inside the entrance to the school. 
Contact Number:  01842 811580 
 

Deputy Designated Lead:  Liz Peck 
Location of office:  Teacher’s room in the new block, or Y2 classroom. 
Contact Number:  01842 811580. 
 

Chair of Governing Body:  Mrs. Maureen Eade 
Contact Number:  01842 811580. 
 

At Glade Academy we strive to safeguard and promote the welfare of all our 
children. 

 

https://www.gov.uk/government/news/home-office-launches-child-abuse-whistleblowing-helpline


   
 

 
Appendix 3: Local Safeguarding Procedures 

Children’s Advice and Duty Service- CADS 

Before contacting CADS, please answer the following questions and follow 

the advice provided: 

 

 
 
 
 
 
 
 
 

 
 

 
 
 
 
 

Can you evidence that the child is experiencing or likely to suffer significant harm? 
 

NO YES 

Do you have the consent of the 
parents/young person to make contact with 

CADS or have you informed them of your 
intention to do so? 

Have you discussed the child's needs with 
your agency safeguarding lead or your line 

manager? 

Inform the parents and/or gain 
their consent for you to make this 
contact unless doing so would put 
the child at immediate risk of harm 

 

 
Discuss the child with your agency 
safeguarding lead or line manager 
if available and follow their advice 

when providing support to the 
family 

 

Have you carried setting up an Early Help 
Assessment Plan with the child and their 

family? 

 

Call CADS on the professionals only 
phone line. This number can be found in 
the staffroom. Have a discussion with a 

Consultant Social Worker. Make a record 
of the discussion held. Follow the advice 

given by the Consultant social worker.  
Keep a record for your own agency’s 

safeguarding recording process     
 

NB: The contact number for parents, 
carers and members of the public is  

0344 800 8020.                     

 

Where you have carried out an Early Help 
Assessment Plan which has been reviewed 
and amended as required - and the child's 

needs are not being met or in fact have 
increased, gather the information requested 

in this form, seek consent from the 
parent/carers and then contact CADS. 

 

 

Gather all the family’s details including 
dates of birth, current address, current 
and working contact details and family 

composition, along with the history and 
current worries. 

Speak to the parents and the child 
about your worries and discuss with 
them how your agency can help and 
support the children and family. You 

could carry out an Early Help 
Assessment Plan or seek Early Help 

support you in this process. 

 



   
 

Appendix 3: Local Safeguarding Procedures - Suffolk 

Multi Agency Safeguarding Hub- MASH (0345 606 1499) 

Before contacting MASH, please answer the following questions and 

follow the advice provided: 

 
  
 

 
  

 
 
 
 
 
 
 

 

  
 

  

Inform the parents and/or gain their 
consent for you to make this contact 

unless doing so would put the child at 
risk 

Discuss the child with your agency 
safeguarding lead or line manager if 

available and follow their advice 
when providing support to the 

family 

Gather all the family’s details including 
dates of birth, current address, current 
and working contact details and family 

composition, along with the history and 
current worries. 

Have you considered setting up an FSP or 
Have you carried out an Early Help 

assessment and/or Early Help Plan with the 
child and their family? 

Speak to the parents and the child about your worries and 
discuss with them how your agency can help and support 

the children and family. You could carry out an FSP, an 
Early Help Assessment or seek Early Help support. Follow 

the Early Help guidance on the SSP website to support you 
in this process. 

  

 
 

Can you evidence that the child is experiencing or likely to suffer significant harm? 
 

Do you have the consent of the 
parents/young person to make contact with 
MASH or have you informed them of your 

intention to do so? 

Have you discussed the child's needs with 
your agency safeguarding lead or your line 

manager? 

 

YES 
NO 

 

Call MASH on the phone line. This number 
can be found in the staffroom. Have a 

discussion with a Consultant Social Worker. A 
copy of the discussion with be securely 

emailed or posted to you. Follow the advice 
given by the Consultant social worker.  
Keep a record for your own agency’s 

safeguarding recording process     
 

NB: The contact number is 
0345 606 1499.                     

 

Where you have carried out an Early Help Assessment and 
Plan which has been reviewed and amended as required - 

and the child's needs are not being met or in fact have 
increased, gather the information requested in this form 

and then contact MASH 



   
 

 

 
 
 

 



   
 

 

Appendix 4: Advice for schools, colleges and alternative education 
providers where there are concerns about an adult who works within the 
setting – (Suffolk) 
 

Concerns about an adult? 
If you genuinely believe that something may be wrong, even if 

you are not absolutely sure, we want to know. 

In the first instance, please raise the issue with your Principal or 

the Safeguarding Governor [INSERT NAME HERE] 

If you feel you can’t do that, please contact the LADO by email 

or phone 

LADO@suffolk.gov.uk 

 

0300 123 2044 

 Suffolk Safeguarding Partnership 

 

 

 

 

 

 

mailto:LADO@suffolk.gov.uk


   
 

 

Policy for Safeguarding 
incorporating Child Protection     

Annex A     
     

Academy-specific information 

   

To be completed and published on individual academy 

websites. The local AC must approve Annex A at the first 

meeting of each new academic year: 

 

Academy-specific information must include the following, relevant to the current 

academic year:     
     

 The academy should include a section here that explicitly identifies how 
the curriculum, and other provision, is used to provide activities and 
opportunities for children to develop the skills they need to identify risks 
and stay safe.  This will also be extended to include material that will 
encourage our children to develop essential life skills. Teaching pupils 
about how to stay safe and behave online, including identifying risks and 
how and when to seek support is crucial. 

 Insert information about other mechanisms in place in your academy to 
ensure that all staff and volunteers understand and discharge their role 
and responsibilities as set out in Part one of Keeping Children Safe in 
Education 

 Name the DSL responsible for Filtering and Monitoring the IT system 
in the academy 

 Describe how you inform temporary staff & volunteers of your 
safeguarding procedures e.g.: leaflets, Safeguarding induction prior to 
volunteering 

 Each academy should include a section that explicitly identifies their 
specific responses to children who are absent from education - for 
example home visits, referral to Parent Support Advisor, attendance panel 
meetings with parents and carers etc. 

 Any further explanation specific to the academy which will help colleagues 
to make a safeguarding referral     

 Academy-branded version of the referral form     

 Summary of important responsibilities for every member of staff     

 Key contact details including those of the safeguarding lead, deputy 
DSLs and safeguarding governor and the nature of their responsibilities     

 Notice re contact with pupils outside academy hours     

 Any information routinely given to visitors to support safeguarding 



   
 

 Any other relevant information relating to the operation of safeguarding 
within the academy 

 Include a list of all Multi-Agencies and external groups who support 
safeguarding in the academy. Ensure there is at least one contact point 
for each for out of hours use for parents 

 

Appendix 5: Arrangements for Safeguarding and Child Protection at 
Glade Academy 
 

This addendum to our Safeguarding and Child Protection Policy contains 
additional information about our safeguarding arrangements in the following 
areas: 

 

5.1 Context and information on how our curriculum, and other provision, is 
used to provide activities and opportunities for children to develop the skills 
they need to identify risks and stay safe.  This includes material that will 
encourage our children to develop essential life skills and teaches pupils 
about how to stay safe and behave online, including identifying risks and 
how and when to seek support 

5.2 Key Contact Information  
5.3 Vulnerable children 
5.4  Attendance monitoring  
5.5 Designated Safeguarding Lead  
5.6 Reporting a concern  
5.7 Staff Safeguarding Training and induction  
5.8 Safer recruitment/volunteers and movement of staff  
5.09  Online safety 
5.10    Mental Health 
5.11    Notice regarding contact with children outside school hours 
5.12    Academy branded version of the referral form 
 
 
5.1 Context 
 

It is crucial that all staff and volunteers understand the importance of acting 
immediately on any safeguarding concerns that arise. This guidance has been 
developed to give clear direction to staff, volunteers, visitors and parents about 
our safeguarding procedures.  This appendix should be read in conjunction with 
the whole school safeguarding policy and not as a standalone document. 
Unless otherwise stated within this guidance, our normal safeguarding 
procedures should be adhered to.  
 
The purpose of Glade Academy’s safeguarding policy is to ensure every child who is a 
registered pupil at our academy is safe and protected from harm.  This means we will 
always work to: 
 

• Protect children and young people at our academy from maltreatment; 

• Prevent impairment of our children’s and young people’s health or 
development; 



   
 

• Ensure that children and young people at our academy grow up in 
circumstances consistent with the provision of safe and effective care; 

• Undertake that role so as to enable children and young people at our academy 
to have the best outcomes. 

• This policy will give clear direction to staff, volunteers, visitors and parents 
about expected behaviour and our legal responsibility to safeguard and 
promote the welfare of all children at our academy.  

• Our academy fully recognises the contribution it can make to protect children 
from harm and supporting and promoting the welfare of all children who are 
registered pupils at our academy.  The elements of our policy are prevention, 
protection and support. 

 
We recognise that our safeguarding responsibilities are clearly linked to our 
responsibilities for ensuring that appropriate safeguarding responses are in place for 
children who are absent from the academy or who go missing from education: 
 

- We operate a ‘First Day Calling’ policy, and endeavour to call all parents and 
carers of children absent from school by 9.30am each morning, if we have not 
heard from them before this point; 

- We review attendance across the school at regular intervals (at least 
fortnightly, and more frequently than this for children whose patterns of 
attendance are a cause for concern), focusing on any child whose attendance is 
less than 95%...we follow up these reviews with meetings with parents, letters, 
phonecalls and fixed penalty referrals to the LA as appropriate; 

- We follow Suffolk’s procedures for Children Missing in Education; 
- We recognise the different forms that peer on peer abuse, including sexting, 

can take and will ensure it is not tolerated within our academy having 
procedures in place to minimise this form of abuse. We also recognise that 
safeguarding against radicalisation and extremism is no different to 
safeguarding against any other vulnerability in today’s society.  

 

• This policy applies to all pupils, staff, parents, governors, volunteers and 
visitors. 

 
 
 
 
 
 
 
 
 
 
 
 
 



   
 

 
OUR ETHOS 
The child’s welfare is of paramount importance. Our academy will establish and 
maintain an ethos where pupils feel secure, are encouraged to talk, are listened to and 
are safe.  Children at our academy will be able to talk freely to any member of staff at 
our academy if they are worried or concerned about something. 
 
Everyone who comes into contact with children and their families has a role to play in 
safeguarding children. We recognise that staff at our academy play a particularly 
important role as they are in a position to identify concerns early and provide help for 
children to prevent concerns from escalating. All staff are advised to maintain an 
attitude of ‘it could happen here’ where safeguarding is concerned. 
 
All staff and regular visitors will, through training and induction, know how 
to recognise indicators of concern, how to respond to a disclosure from a child and 
how to record and report this information. We will not make promises to any child and 
we will not keep secrets.  Every child will know what the adult may have to do with any 
information they have chosen to disclose. 
 
All adults who come into our academy are aware of our procedures relating to 
Safeguarding as posters are displayed prominently in all areas – including in the adults’ 
toilets. 
 
Our Safeguarding procedures, and our expectations around this also form a key part of 
our induction process. 
 

Throughout our curriculum we will provide activities and opportunities for children 
to develop the skills they need to identify risks and stay safe.  This will also be 
extended to include material that will encourage our children to develop essential 
life skills: 
 
✓ Children study a unit of work linked to British Values, democracy, rights and 

safety each year.  These Citizenship units include themes such as Local 
democracy, refugees and asylum seekers, rules and laws, children’s rights and 
human rights and responsibility.  Children also study a unit on either racism, or 
gender stereotypes and homophobia depending on their age.   

 
✓ Children also study another unit of work solely focussed on leading healthy and 

safe lifestyles.  This includes healthy eating and exercise, bullying and 
assertiveness, safety in the home, fire safety, road safety and essential first aid 
skills.   

 
✓ Our Drug, and Relationship and Sex Education programmes are developed in 

partnership with Healthy Schools.  These programmes are delivered in such a 
way that both pupils and parents are provided with the opportunities to discuss 
issues or worries in a safe and accepting environment. 



   
 

✓ As well as an on-going dialogue where appropriate about Esafety we deliver 
dedicated lessons at the beginning of each year so that children understand the 
risks associated with the Internet, console games and social media.  We provide 
Esafety links on our website for the benefit of our children and parents and 
regular Esafety workshops for our parents and carers. 

 

✓ Whilst keeping safe is taught explicitly, the whole school ethos reflects safety, 
responsibility and respect between adults and children.  We openly discuss 
with pupils how school rules and procedures keep them safe and what to do if 
they feel unsafe or see anything which worries them in or out of school. 
 

✓ Children are also given the opportunity to discuss anything which is worrying 
them with any member of staff either by visiting them during the day or by 
dropping a note into their class’s ‘Listening Box’. 

 
At all times we will work in partnership and endeavour to establish effective working 
relationships with parents, carers and colleagues from other agencies in line with 
‘Working Together to Safeguard Children  DfE (July 2018)  
 

All staff and volunteers at Glade Academy know that they are responsible for 
upholding our expectations in relation to Safeguarding children whilst at school, 
and at all times whilst conducting their lives away from school.  They must always 
be mindful of how their actions, and inactions, may be perceived by others, and 
they must always follow the school’s guidance and expectations in relation to 
Safeguarding children. 
 
5.2 Key Contact Information: 
 

Role Name Contact details incl. those 
when working remotely: 

Designated 
Safeguarding Lead 
(DSL) 

Tracey McCarthy 01842 811580 

Deputy DSL Liz Peck 01842 811580 

Deputy DSL with 
responsibility for 
filtering and monitoring 
the IT system in the 
academy 

Kieron McDonald 01842 811580 

Mental Health Lead 
 

  

Nominated Senior 
Leader in the absence 
of a trained DSL 

Lucy McCloskey 01842 811580 

Principal Tracey McCarthy 01842 811580 

Named Safeguarding 
Governor 

Annmarie Cheshire 01842 811580 

Chair of Academy 
Council 

Maureen Eade EMAT Trust Offices 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2


   
 

5.3 Vulnerable Children 
For the purposes of this guidance, vulnerable children include those who have a 
social worker and those children and young people up to the age of 25 with 
EHC plans, in line with the DfE guidance.  
 
At all EMAT Academies we will be especially conscious of the needs of all 
pupils with an EHC plan in consultation with the Local Authority and parents. 
 
At EMAT Academies, our Designated Safeguarding Leads and other Senior 
Leaders will work with and support children’s social workers to help protect 
vulnerable children. This includes working with and supporting children’s social 
workers and the local authority Virtual School Head (VSH) for looked-after and 
previously looked-after children.  
 
Our Designated Safeguarding Leads know who our most vulnerable children 
are.  
 
5.4 Attendance monitoring  
If a child does not arrive at school we will follow this process: 

- Office staff will carry out ‘First day calling’ following our standard 

procedures; 

- If the child is vulnerable, Office staff will then ensure that the most senior 

member of staff on-site is aware of the outcome of their phonecall…this 

will be logged; 

- If the child has an allocated social worker, or member of the early help 

team, they will be notified that the child is not in school and of the 

outcome of first day calling; 

- If office staff have been unable to contact the child’s family / carers, 

admin and pastoral staff will continue to try throughout the morning, 

keeping the most senior member of staff on-site informed; 

- If the school is still unable to contact the family by lunch time, then the 

most senior member of staff on-site will ask another member of staff to 

accompany them on a home visit. 

 
To enable us to effectively support the attendance of all children, we will ask 
parents/carers to confirm that emergency contact numbers are correct and ask 
for any additional emergency contact numbers where they are available.  
 
Where concerns are flagged around a child’s attendance through one of our 
fortnightly attendance meetings (or in addition to these meetings) relevant staff 
will discuss these concerns and agree on a plan of action, which could include: 

- A phone call to the parents / carers; 
- A verbal conversation with the parents / carers; 
- A letter written to the parents / carers; 
- A meeting with the parents / carers; 

https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-vulnerable-children-and-young-people/coronavirus-covid-19-guidance-on-vulnerable-children-and-young-people


   
 

- The setting up of an attendance contract with the parents / carers; 
- Wishes and feelings work being carried out with the child/ren; 
- Support for the family from our PSA; 
- A referral being made to the LA for a fixed penalty notice. 

 
 
5.5 The Designated Safeguarding Lead at Glade Academy    
We have identified key designated contacts for safeguarding at our school in 
section 5.2. of this guidance.  
 
At all EMAT Academies we aim to have a trained DSL (or deputy) available 
onsite whenever possible. 
 
Where a trained DSL or deputy is not on site, a senior leader will take 
responsibility for co-ordinating safeguarding arrangements in place on-site. This 
might include updating and managing access to child protection / our online 
safeguarding management information system, liaising with the off-site DSL 
(and/or deputy) and, as necessary, liaising with children’s social workers where 
they require access to children in need and/or to carry out statutory 
assessments at the academy. 
 
We will ensure that all staff and volunteers know how to contact and have 
access to advice from a trained DSL (or deputy).  
 
We will work in partnership with children, parents and other agencies to 
safeguard and promote the welfare of children. Our DSLs will keep up to date 
with the latest Norfolk/Suffolk Safeguarding Children Partnership advice and 
guidance from the LA. Our DSLs will engage with social workers, and attend all 
multi-agency meetings, contributing to child protection conferences and 
Developing Child Protection Plans.  
 
 

https://www.norfolklscb.org/people-working-with-children/covid-19-update/
https://www.schools.norfolk.gov.uk/pupil-safety-and-behaviour/safeguarding/safeguarding-guidance
https://www.norfolklscb.org/wp-content/uploads/2020/03/Covid19-temporary-quick-guide-CP-Conferences.docx
https://www.norfolklscb.org/wp-content/uploads/2020/03/Developing-CP-Plans-V3.docx
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5.6  Procedures for Reporting Concerns 

The principles for responding to safeguarding concerns as outlined in Section 5 
of the main body of the safeguarding policy still apply. When concerned about 



   
 

the welfare of a child, staff members should always act in the interests of the 
child and have a responsibility to take action as outlined in this policy.   

All concerns should be reported immediately and without delay in line with our 
usual procedures.  

It is important that all staff who interact with children, including online, look out 
for signs a child may be at risk including at risk from child on child abuse and 
exploitation. Any such concerns should be dealt with as per the child protection 
policy and where appropriate referrals should still be made to children’s social 
care and as required the police.  
 

If a member of staff has a concern they should log their concern on CPOMs 

and let the DSL know that they have done this.  If they do not have access 

to CPOMs they should use one of the school’s yellow Safeguarding forms, 

available in both the staffroom and the school office, filling in all relevant 

sections.  They should then pass this form directly to the DSL. 

 
Staff are also reminded of the need to adhere to our Staff Code of Conduct and 
safer working practice guidance. Staff should report any concerns they have 
about adults who are working with children in line with Section 12 of the 
safeguarding policy.   
 
 
 
 
 
 
5.7  Staff Training and induction  
All existing staff and volunteers have received a safeguarding induction and 
training. They have read part 1 and section A of ‘Keeping Children Safe in 
Education’ (2022) and are expected to continue to follow this guidance.  
 
Where new staff are recruited, or new volunteers join our academy, they will be 
provided with a safeguarding induction as outlined in Section 4 of the main 
policy.  
 
If staff are deployed from another education or children’s workforce setting to 
work in our academy, we will verify that they have received safeguarding 
training and they will be given a copy of our safeguarding policy and information 
about our procedures including information about our DSL arrangements.    
 
5.8 Safer recruitment of staff & volunteers and movement of staff  
It is essential that people who are unsuitable are not allowed to enter the 
children’s workforce or gain access to children. When recruiting new staff, we 
will follow our safer recruitment and selection policy, the procedures outlined in 
Section 10 of the safeguarding policy and Part 3 of ‘Keeping Children Safe in 
Education’ (2022).  

https://saferrecruitmentconsortium.org/


   
 

 
Where we use volunteers in our school, we will continue to follow the checking 
and risk assessment processes as set out in KCSIE and our own safer 
recruitment and selection policy. Under no circumstances will a volunteer who 
has not been checked be left unsupervised or allowed to work in regulated 
activity. 
 
If staff are deployed from another education or children’s workforce setting to 
work in our academy, we will risk assess the movement of staff and seek written 
assurances from the current employer that the individual has undergone all the 
safer recruitment required checks as set out in Part 3 of KCSIE and there are 
no concerns about their suitability to work with children.  
 
At all EMAT Academies we will follow the legal duty to refer to the DBS anyone 
who has harmed or poses a risk of harm to a child or vulnerable adult in 
accordance with ‘Keeping Children Safe in Education’ (2022). We will also 
make referrals to the Teaching Regulation Agency (TRA) in line with statutory 
guidance. 
 
We will keep the single central record (SCR) up to date and use this as a 
means to log everyone that will be working or volunteering in our academy on 
any given day, including any staff who may be on loan from other institutions. 
The SCR will also be used to log details of any risk assessments carried out on 
volunteers and staff on loan from elsewhere.   
 
 
 
 
 
5.9  Online Safety 
At all EMAT Academies we recognise that it is more important than ever that we 
provide a safe environment for pupils including online. We will continue to 
ensure that appropriate filters and monitoring systems are in place to protect 
children when they are online via our IT systems and/or recommended 
resources.  
 
The safety of pupils when they are asked to work online is of paramount 
importance. The same principles as set out in our staff code of conduct must be 
applied to all online teaching. All staff should ensure that they have read the 
staff code of conduct, associated safer working practice guidance and are clear 
about the acceptable use of technologies, staff pupil/student relationships and 
communication including the use of social media. 
 
We will ensure any use of online learning tools and systems is in line with 
privacy and data protection/GDPR requirements.  
 
We will ensure that children who are being asked to work online have very clear 
reporting routes in place so they can raise any concerns whilst online. As well 

https://www.saferrecruitmentconsortium.org/


   
 

as reporting routes to key school staff, we will also signpost children to age 
appropriate practical support from external organisations such as: 

• Childline - for support 
• UK Safer Internet Centre - to report and remove harmful online content 
• CEOP - for advice on making a report about online abuse 

 
We will also communicate with parents to reinforce the importance of children 
being safe online. We will ensure that parents and carers are aware of what 
their children are being asked to do online, including the sites they will be asked 
to access as well as who from the academy (if anyone) their child is going to be 
interacting with online. 
 
Where parents and carers choose to supplement the academy’s online offer 
with support from online companies and in some cases individual tutors, we will 
emphasise the importance of securing online support from a reputable 
organisation/individual who can provide evidence that they are safe and can be 
trusted to have access to children.  
 
We will signpost parents and carers to advice what will help them keep their 
children safe online including: 

• Thinkuknow provides advice from the National Crime Agency (NCA) on 
staying safe online. 

• Parent info is a collaboration between Parentzone and the NCA providing 
support and guidance for parents from leading experts and 
organisations. 

• Childnet offers a toolkit to support parents and carers of children of any 
age to start discussions about their online life, to set boundaries around 
online behaviour and technology use, and to find out where to get more 
help and support. 

• Internet Matters provides age-specific online safety checklists, guides on 
how to set parental controls on a range of devices, and a host of practical 
tips to help children get the most out of their digital world. 

• London Grid for Learning has support for parents and carers to keep 
their children safe online, including tips to keep primary aged children 
safe online. 

• Let’s Talk About It has advice for parents and carers to keep children 
safe from online radicalisation. 

• UK Safer Internet Centre has tips, advice, guides and other resources to 
help keep children safe online, including parental controls offered by 
home internet providers and safety tools on social networks and other 
online services. 

5.10 Mental Health 

At all EMAT Academies we recognise that negative experiences and distressing 
life events can affect the mental health of children and their parents; we will 
ensure appropriate support is in place for them. 

https://www.childline.org.uk/?utm_source=google&utm_medium=cpc&utm_campaign=UK_GO_S_B_BND_Grant_Childline_Information&utm_term=role_of_childline&gclsrc=aw.ds&&gclid=EAIaIQobChMIlfLRh-ez6AIVRrDtCh1N9QR2EAAYASAAEgLc-vD_BwE&gclsrc=aw.ds
https://reportharmfulcontent.com/
https://www.ceop.police.uk/safety-centre/
http://www.thinkuknow.co.uk/
https://parentinfo.org/
https://www.childnet.com/parents-and-carers/parent-and-carer-toolkit
https://www.internetmatters.org/?gclid=EAIaIQobChMIktuA5LWK2wIVRYXVCh2afg2aEAAYASAAEgIJ5vD_BwE
http://www.lgfl.net/online-safety/
https://www.ltai.info/staying-safe-online/
https://www.saferinternet.org.uk/advice-centre/parents-and-carers


   
 

We will ensure that staff understand that mental health issues can bring about 
changes in a child’s behaviour or emotional state which can be displayed in a 
range of different ways, all of which could be an indication of an underlying 
problem. DSLs will make reference to the DfE guidance Mental health and 
behaviour in schools to help identify children who might need additional support, 
and to put this support in place. 

 

5.11  Notice regarding contact with school pupils outside school hours: 
 
The need for information of this nature applies to:  
 

➢ all employees at Glade Academy; 
 

➢ any form of contact outside the usual work context between staff and 
students or their families. This includes non-direct contact such as 
telephone, via text message, email or on social networking sites.  
 

➢ contact outside the usual work context between staff and former students, 
including those who have grown to adults.  
 

 
This information cannot cover all situations. Staff at times will be required to 
exercise their professional judgment and should seek guidance and support from 
the Principal, or from a Deputy DSL, if he or she is unsure as to how to handle a 
situation.  
 
Depending on the circumstances, inappropriate contact and/or a failure to follow 
advice will be treated seriously and could lead to the initiation of the Safeguarding 
procedures of the Local Authority and to disciplinary action.  
 

If the Principal is unsure as to how to handle a situation within the context of this 
information, she should discuss her concerns with HR in the first instance. 
 
It is the policy of Glade Academy that there will be no personal contact other than in 
certain exceptional circumstances, between staff and current or former students 
outside the normal working environment. Examples of exceptional circumstances 
could include: sporting activities, organised social circumstances (such as 
organised sports events, shared interests such as volunteering or scouts, or if their 
own child attends Glade Academy). Guidance on Safer Working Practice is explicit 
that staff should not establish or seek to establish social contact with 
students for the purpose of securing friendship or to pursue or strengthen a 
relationship. The reasons for this are:-  

- Such contact can blur the professional boundaries between the staff 
member and student  

 
- Such contact can compromise confidentiality  

 
- Such contact can place both student and the staff member in a position of 

vulnerability  
 

https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2


   
 

- Students at the academy may struggle to differentiate between the role of 
staff member and friend. They may therefore have expectations which the 
staff member cannot fulfil.  

 

- Such contact could be considered rightly or wrongly as grooming.  
 
 
 
1. INTENDED CONTACT  

 

a. In many cases contact outside the working environment is normal. For 
example, where staff have their own children at school; their friends are visiting 
or where private tuition is provided.  
 

b. Any proposed work-related contact, outside of the normal working 
environment, must be agreed in advance by the Principal, (for example 
private tuition). If agreed, a record of this must be kept on the staff members’ 
personal file and the student’s file. The record must set out reasons for the 
proposed contact.  

 

c. All such contact must also be monitored by the member of staff’s line manager 
and the Principal. 

 

d. For situations involving former students - see Clause 5.  
 

 
2. UNPLANNED CONTACT  

 

a. Unplanned or unexpected contact with students, with whom a member of staff 
may or may not have on-going professional contact, is inevitable at some point 
and this should be of a minimal nature (e.g. a brief greeting in the street).  

 
 
 
 

3.  
4. CONTACT WITH CURRENT STUDENTS WITHIN THE ACADEMY 

 

3.1 Copies of any correspondence received by a member of staff should be drawn 
to the attention of their line manager and the Principal and filed with any response 
in the appropriate school’s records system.  
 

3.2 The Academy internal email system and computer equipment should only be 
used in accordance with the Academy’s I.T. policy and the internal email system 
shall be the sole means of email contact between staff and students in the 
Academy. 
 

3.3 Staff should be cautious when using social networking sites outside of 
work and avoid publishing, or allowing to be published, any material, 
including comments or images, that could damage their professional 
reputation and/or bring the Academy into disrepute.  
 

Staff should be strongly advised to set their profile as ‘private’ and not allow 
access to students, their families and or carers.  
 

Staff should also be mindful that requirements in relation to maintaining the 
confidentiality of students, their families, colleagues and the Academy itself 
apply to all forms of communication, including that which takes place on 
social networking sites.  



   
 
 
3.4 Staff should not give their personal details, such as home or personal mobile 
phone number; home or personal email addresses to students, unless the need to 
do so is agreed in advance with the Principal. Any ongoing contact from the student 
outside of the agreed contact should be reported immediately to the Principal by 
the staff member involved.  
 
4. CONTACT WITH FORMER STUDENTS  
4.1 In some circumstances, former students may make contact with a member of 
staff. This may occur even when they have grown to adults. For example, situations 
where staff remain in contact with former students who have moved on to High 
School, who attend university or who have been placed in care or adopted.  
 
4.2 In these situations, members of staff must take account of the fact that they are 
Academy employees and therefore have a responsibility as a member of staff and 
that young people may struggle to differentiate between the roles of staff member 
and friend.  
 
Staff members must always discuss any such significant contact with their current 
line manager and the Principal and seek advice on how to manage any future 
contact.  
 
The sole means of email contact between staff and former students of the 
Academy shall be through the Academy email system for the member of staff and 
not using any staff home or personal email address.  
 
4.3 If a former student requires assistance or some form of help that lies outside 
the Academy, they should be signposted to relevant services. However, if the 
Principal agrees that further contact with the staff member is relevant and 
appropriate, a clear plan of involvement, including outcomes expected and 
timescales must be drawn up and agreed by the Principal.  
 
4.4 In these circumstances, the Principal must ensure that adequate 
support/supervision is available to the staff member and ensure that all such 
contacts and plans are recorded and that other appropriate agencies are involved.  
  
 
FURTHER GUIDANCE  
Further guidance can be found in the documents:  
“Guidance for Safe Working Practice for the Protection of Children and Staff in 
Education Settings”  
TeacherNet: www.teachernet.gov.uk  
Becta: schools.becta.org.uk  

 
 
3 Early Help at Glade Academy 

 

Early 
Help Intervention 

Summary Of Intervention at Glade Academy 



   
 

Class Teacher The class teacher is the first point of contact for any 
issues. Parents/carers are encouraged to liaise with 
their child’s teacher so they are aware of any 
concerns that arise. Teachers are responsible for the 
well-being of all the children in their class and liaising 
with other staff within the school as required, ensuring 
that the appropriate support is in place as soon as a 
need is identified. If the teacher feels further 
intervention is required they will then be referred to 
our Student and Family Support Team (SaFS for 
short).   

Student and Family 
Support Team 
(SaFS) 

This team coordinates and provides all additional help 
and support for both children and parents/carers, 
around mental health and wellbeing, and special 
educational needs. 
This team is made up of:  

- Miss McCarthy (SaFS Lead and Attendance 
Lead), 

- Mrs. McCaghrey (our Special Educational 
Needs Co-ordinator),  

- Deborah Buckley (our Family Support Worker) 
and 

- Mrs. Jones (our Student Support Worker). 
 
Any member of staff can raise a referral to the SaFS 
Team, and any parent or carer can request one. 

Meeting with 
Pastoral Support 
Lead and/or 
SENCO 

If either parent or teacher feels that support from an 
outside agency is required, an assessment or a 
referral; parents are invited to discuss concerns with 
either the class teacher or a member of the SaFS 
Team. During the meeting we can establish what is 
working well and what the concerns are using the 
‘Signs of Safety’ approach. Advice and signposting 
to other agencies is offered at these meetings along 
with support with any referrals. 

Coffee Mornings 
for Parents and 
Carers of Children 
with Additional 
Needs 

Our SENCo (Mrs. McCaghrey) holds a coffee 
morning once each half-term which all parents and 
carers of children with additional needs are very 
welcome to attend.  She publicises these Coffee 
Mornings on Class Dojo, and they also go out in the 
Dates for your Diaries section on our fortnightly 
newsletter. 



   
 

Special Needs 
Drop In Clinic 

Our SENCo (Mrs. McCaghrey) holds a regular 
special needs drop-in clinic giving parents and 
carers the opportunity to meet with her for a 1:1 
discussion if they wish. 

Lunchtime Support Emotional well-being, social skills and developing 
effective relationships with peers are supported by 
Nurture Clubs (EYFS, KS1, Lower KS2 and Upper 
KS2); children play board games, do craft activities 
and colouring in and are supported with their play 
activities. 

Nurture Group A small number of children (no more than 6) attend 
our Nurture group each day between 9.30am and 
11.45am.  The children are mixed between KS1 and 
KS2 and receive a high level of additional support for 
half a term around nuture, self-esteem and speech 
and language.  The children are Boxall Profiled 
before they start and again when they finish.  The 
group is supported by Mrs. Browne and Mrs. Gaught 
and there is good liaison in place between them and 
the children’s class teachers. The group share food 
and drink together, play games, role play, carry out 
activities linked to the Boxall Profile outcomes, do 
some precision teaching and cover some of the 
material which the children are missing from their 
classes. 

SEMH Some pupils may at times, need additional support 
with regards to their social, emotional and mental 
health. Therefore, specific support is given by our 
SEMH Assistant, this can be group work or 1:1. 

Safeguarding & 
Child Protection 
Procedures 

The school has a clear and detailed Safeguarding 
(Child Protection) Policy. Currently, there are two 
members of staff who have Designated 
Safeguarding Lead training, as well as a Designated 
Safeguarding Governor. However, safeguarding is 
everybody’s responsibility at Glade Academy and we 
all work together to ensure that the rigorous and 
robust systems that are in place are followed to 
ensure the safety of our children. We always act in 
the interest of the child. Our staff receive regular 
training and updates about all forms of abuse. 

School Nurse We can support you with making a referral to the 
School Nurse Team; please speak to Mrs. Hawkins 



   
 

or Mrs. Brookes-White in the school office if you 
would like us to do this. 

Early Help 
Assessment (EHA 
also known as 
CAF) 

There are times when children and their families may 
need support from a wide range of local agencies. 
Where a child and family would benefit from support 
with more than one agency (e.g. education, health, 
housing, police) an Early Help Assessment will be 
offered to agree and coordinate that support. 
  
The Early Help Assessment is an evidence based, 
family friendly tool designed to support solution 
focused conversations between professionals and 
the family. Its purpose is to identify strengths and 
difficulties, engage and empower individuals to 
achieve positive change and prevent needs 
escalating. 

Attendance Attendance data is monitored by the Attendance 
Lead and Attendance Officer (Miss McCarthy and 
Mrs. George). The school’s appointed Educational 
Welfare Officer works closely with our school to 
support families and maintain good attendance. 

Suffolk Children & 
Young People’s 
Emotional 
Wellbeing Hub 

Suffolk Wellbeing is an online wellbeing service, run 
in partnership with the NHS; pupils can be referred 
here by parents/carers to access support or through 
a medical professional.  

Parent Support 
Workshops 
  
• Triple P 
  
• Triple P teen 
  
• Triple P stepping 
stones 
  
• Who's in charge 
  
• Strengthening 
families 

Parenting programmes run by Suffolk County 
Council and partner organisations in the voluntary 
and community sector are signposted to parents and 
carers in order for them to access the appropriate 
support.  
The programmes bring experienced workers, 
parents and carers together to: 
  
• Discuss issues 
  
• Share concerns 
  
• Gain practical advice and information 
  

Suffolk Family 
Carers 
  

Supporting families and children/young people 
   
Who is a young carer? 



   
 

Suffolk Young 
Carers 

  
A Young carer is a young person, who is caring for 
or is emotionally affected by a family member who 
has a physical or mental illness, disability or misuses 
drugs or alcohol. 
  
A sibling carer is a young person who is affected by 
a brother or sister’s disability, illness or additional 
need. If you feel your child is a young carer and 
would benefit from support please see the link 
below. 
  
https://suffolkfamilycarers.org/register-as-a-young-
carer/ 

SES (Suffolk’s 
Specialist 
Education 
Services) 

This service is enhanced by the school buying into 
an outreach service for Suffolk mainstream schools 
seeking additional support for students with: 
cognitive learning needs, a diagnosis of ASD, traits 
of ASD and no diagnosis, social and communication 
difficulties, social, emotional and mental health 
difficulties and all associated behaviours. 

External Agency 
Support 

The school works closely with external agencies to 
access additional support where appropriate for our 
pupils. For example, Family Support Practitioners, 
Social Workers, Local Police and PCSOs and so on. 
  
Furthermore, we signpost parents and carers to 
external agency support. Some of those 
organisations include: 
  
• Lighthouse – supporting children & families of 
domestic violence, 
  
• Ormiston Families - support for children affected by 
a family member in prison. 
  
• SENDIASS - Special Educational Needs and 
Disability Information, Advice and Support Service 
provides information, advice and support to young 
people and children with SEN or disabilities aged 0 -
25, and their parents, about education, health and 
social care. 
  
• Suffolk Parent/Carer Network - supporting families 
with children who have additional needs or 
disabilities. 

https://suffolkfamilycarers.org/register-as-a-young-carer/
https://suffolkfamilycarers.org/register-as-a-young-carer/


   
 

  
• Child Bereavement UK 

 

 


