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  Child Care document C-51 
 

CHILD PROTECTION & SAFEGUARDING  
POLICY and PROCEDURES 

This policy is available on request to parents, carers and any relevant stakeholders. It is also 
available on the Arnfield Care website.  

This policy will be reviewed at least annually and/or following any updates to national and 
local guidance and procedures.    
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Contact information for Designated Safeguarding Leads: 
 

Company Head Designated Safeguarding Lead 

Michelle Snape Registered Manager 
Greenfield House 

01457 891 422 
ghmanager@arnfieldcare.co.uk 

Other Designated Safeguarding Leads 

Elaine French Senior Registered Manager 
Arnfield Tower Activity 

Centre 

01457 860 200 
atacmanager@arnfieldcare.co.uk 

Wayne Relf Head of Care and 
Responsible Individual 

01625 573 797 
headofcare@arnfieldcare.co.uk 

Richard Cowley Teacher 
Arnfield Independent School 

01457 860 200 
teacher@arnfieldcare.co.uk 

Lewis James Head of Outdoor Education 01457 860 200 
outdooredmanager@arnfieldcare.co.

uk 

 
Derbyshire LADO contact information (referral form Appendix G): 01629 533190 
cypsafeguarding@derby.gov.uk 
 
1. General statement of child protection and safeguarding policy 
 

This document refers to all children and young people who live in children’s homes owned by Arnfield 
Care Limited (‘the Company’), as well as to those who attend Arnfield Independent School.    

 
The Company recognises its statutory responsibility to safeguard and promote the welfare of all children. 
Safeguarding is everybody’s responsibility and all those directly connected (domestic staff, care staff, 
teaching staff, managers, head teachers, directors, parents, families and children) are an important part 
of the wider safeguarding system for children and have an essential role to play in making this 
community safe and secure.  
 
All children (defined as those up to the age of 18) have a right to be heard and to have their wishes and 
feelings taken into account and all children, regardless of age, gender, ability, culture, race, language, 
religion or sexual identity, have equal rights to protection. 
 
The Company recognises the importance of providing an ethos and environment within the home and 
school that will help children to be safe and feel safe. In these environments, children are respected and 
encourage to talk openly. All our staff receive training and direction to enable them to understand safe 
professional practice, adhere to our safeguarding and safer working policies1 and are aware of their 
professional responsibilities around safeguarding and child protection2.   
 
Arnfield Care operates a Safer Working Practices policy3. All new staff members will receive a copy of 
this document and are required to understand that their behaviour and practice must be in line with this. 
New staff will also recieve a copy of part 1 of the latest ‘Keeping Children Safe in Education’ 4 statutory 
guidance as part of their induction. Any staff members who did not receive these documents as part of 
their induction will receive copies and all staff members must sign a declaration to confirm that they have 
read and understood both documents. 
 
Copies of the current ‘Working Together to Safeguard Children’ and ‘Keeping Children Safe in 
Education’ documents are also available to the residential homes and school, being located on the 
Company’s computer servers (which all staff have access to through a company desktop computer) with 
paper copies being available in the staff offices. 
  

 
1 C-50 Child Protection Statement, C-51 Child Protection & Safeguarding  
Policy and Procedures, C-51 Addendum, S-75 Whistleblowing, S-78 Safer Recruitment and Selection, and S-79 Safer Working Practices. 
2 Children Act (2004): section 11 
 ; Working Together to Safeguard Children: H.M. Government, (2018) pages 55-58. 
3 Policy S-79 Safer Working Practices 
4 Keeping Children Safe in Education (2020). 

mailto:cypsafeguarding@derby.gov.uk
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Organisational procedures for child protection and safeguarding exist to ensure that appropriate action is 
taken to protect children and young people from any form of abuse or neglect or harm, and are reviewed 
and revised regularly. These procedures mirror those of the Derby and Derbyshire Safeguarding 
Children Partnership and the Independent School Standards. 5 
 
Copies of the current Derby and Derbyshire Safeguarding Children Partnership Safeguarding Children 
Procedures6 are available online. 
 
The curriculum of Arnfield Independent School is designed to pre-empt safeguarding issues by teaching 
pupils about how to keep themselves healthy and safe. Pupils are also given information on who to 
speak to if they need to report any concerns.  
 
Definition of Safeguarding 
 
For the purposes of this document, safeguarding and promoting the welfare of children is defined as7: 
 

• Protecting children from maltreatment.  

• Preventing impairment of children’s mental and physical health or development.  

• Ensuring that children grow up in circumstances consistent with the provision of safe and 
effective care; and  

• Taking action to enable all children to have the best outcomes. 

 
2. Organisational and individual responsibilities 
 

All organisations and professionals who work with children and young people have a clear legal 
responsibility to safeguard and promote their welfare8, with the Company having additional 
responsibilities with regard to its residential homes and school.9 
 
Derby and Derbyshire Safeguarding Children Partnership consists of a team of key professionals from 
three sectors: the local authority (Derby City Council and Derbyshire County Council); the clinical 

commissioning group for areas that falls under the local authority (Derby and Derbyshire Clinical 
Commissioning Group, and the Tameside and Glossop Clinical Commissioning Group); and the chief 
officer of police for areas that fall under the local authority (Derbyshire Constabulary). 
The Partnership have a legal duty to investigate any safeguarding concerns and work in partnership with 
relevant agencies (including the NSPCC) to promote children and young people’s welfare using their 
procedures. 
 
Children and young people from local authorities other than Derbyshire, but who are placed in the 
Derbyshire area, remain the responsibility of their own local authority, but whilst they are living in 
Derbyshire, local child protection procedures will apply to them. 
 
Each young person supported by the Company who is resident within one of the homes and/or is a pupil 
of Arnfield Independent School has a personalised risk assessment, which all staff are expected to be 
familiar with. This outlines previous risks and safeguarding concerns and explains how these risks 
should be managed. This is the first line of safeguarding procedure and is designed to minimise the 
number of safeguarding issues that arise. 
 

Organisational responsibilities 
 

The Company will maintain procedures, which are regularly reviewed and updated, for the safe 
recruitment of staff, and for vetting visitors to children’s homes, for the safeguarding and protection of 
children and young people including the prevention of bullying, and protection from radicalisation and 
extremism. 

 
5 Independent School Standards: Guidance for Independent Schools. DfE, April 2019 
6 http://derbyshirescbs.proceduresonline.com 
7 Taken from Keeping Children Safe in Education 2020 
8 Children Act 2004 sections 10 and 11 
9 Children’s Homes (England) Regulations 2015, Education (Independent School Standards) Regulations 2014, Education Act 2002 Section 
175. 

http://derbyshirescbs.proceduresonline.com/
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We take this responsibility extremely seriously and communicate this fact to all stakeholders including 
the young people who live with us and whom are pupils at Arnfield Independent School.  
 
Children have a right to: 
 

• Feel safe, be listened to, and have their wishes and feelings taken into account. 

• Contribute to the development of school/college safeguarding policies. 

• Receive help from a trusted adult. 

• Learn how to keep themselves safe, including online. 
 

and the Company takes steps to enable children and young people to feel confident and assured in 
approaching staff members with any concerns; feel safe by being included in decisions about their care 
and education; and by being informed of the options they have for sharing information about themselves 
or others that may be of concern.  
 

Responsibilities of all Directors, Managers and employees 
 

The responsibility for safeguarding and protecting children and young people extends to all Directors, 
Managers and employees of the Company. It applies not just to the children and young people who are 
being looked after by, or are receiving services from the Company, but also to any other children or 
young people, with whom any employee of the Company may come into contact through their work.10 
This could include, for example, a member of staff’s concerns about a visiting sibling of a child or young 
person living at one of the children’s homes.  
 

All employees have a duty to report, without delay, any concerns they may have (no matter how trivial 
those concerns may seem), that a child or young person has suffered, is suffering, or is at risk of 
suffering harm from any form of abuse or neglect, or who may be vulnerable to radicalisation and/or 
extremism.   
 

Employees should initially report any such concerns without undue delay to their shift leader, the 
Registered Manager or, in their absence, Arnfield Care’s Safeguarding Lead, the Head of Care & 
Responsible Individual or a named deputy11.   
 
Concerns may also include suspicions or ‘gut feelings’ regarding individuals or situations where staff 
may feel that a young person may be at risk if this information is not shared. 
 
In such instances, this should be passed on to the above person(s), who may record this information on 
a ‘CSE Information Report Operation Liberty’ (see Appendix H) and forward this to the Derbyshire Police 
Service. 
 
Responsibilities of Directors and Managers 
When notified of a child protection or safeguarding concern, a Manager, Arnfield Care’s Safeguarding 
Lead, Head of Care & Responsible Individual, or any Director will: 
 

• review the information available; then 

• investigate further and/or seek further advice, if necessary, before reaching a decision, based 
upon their professional judgment, as to whether a child or young person is suffering, or is at risk 
of suffering, significant harm.    

 

If it appears that there is a child protection issue, then a notification will be made to Derby and 
Derbyshire Safeguarding Children Partnership without undue delay. 
 

If it appears that a concern is not a child protection or safeguarding issue, then the matter will be 
recorded with full details of any action taken.  
 

 
10 Children Act 2004, section 11 
11 See paragraph 3. 
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If a concern relates to the conduct of any employee or former employee of the Company, or any 
professional person working with children or young people, the matter will be reported to the Local 
Authority Designated Officer (LADO) within 24 hours of the concern having been initially investigated and 
found to be substantiated.   
 

Normally the Safeguarding Lead or Head of Care and Responsible Individual will contact the LADO 
either directly, or through Derby and Derbyshire Safeguarding Children Partnership. In exceptional 
circumstances, however, another Director, a Manager, Head Teacher, or senior member of staff may 
make this notification. (See appendix E). 
 
 
3. Designated Person and ‘named deputies’ with responsibility for dealing with safeguarding 

or child protection issues. 
 

Company Head Designated Safeguarding Lead 

Michelle Snape Registered Manager 
Greenfield House 

01457 891 422 
ghmanager@arnfieldcare.co.uk 

Other Designated Safeguarding Leads 

Elaine French Senior Registered Manager 
Arnfield Tower Activity 

Centre 

01457 860 200 
atacmanager@arnfieldcare.co.uk 

Wayne Relf Head of Care and 
Responsible Individual 

01625 573 797 
headofcare@arnfieldcare.co.uk 

Richard Cowley Teacher 
Arnfield Independent School 

01457 860 200 
teacher@arnfieldcare.co.uk 

Lewis James Head of Outdoor Education 01457 860 200 
outdooredmanager@arnfieldcare.co.

uk 

 
 
Derbyshire LADO contact information (referral form Appendix G): 01629 533190 
cypsafeguarding@derby.gov.uk 
 
The Company has appointed Designated Safeguarding Leads (DSLs) within each area of its frontline 
operations12 in order to ensure that there is always a named deputy available to manage any 
safeguarding incidents, and who also has the specialist knowledge of their individual area of expertise to 
support both children and staff in the most effective way possible. 
 
Additionally, the Company has appointed a Head DSL (Michelle Snape) who has the ultimate lead 
responsibility for safeguarding and child protection.  
 
The DSLs have overall responsibility for the day to day oversight of safeguarding and child protection 
systems in their particular area and undergo appropriate and specific training to provide them with the 
knowledge and skills required to carry out their role. This training will be updated formally every two 
years, but the knowledge and skills of the DSLs will be updated through a variety of methods at regular 
intervals and at least annually.  
 
In order to meet these responsibilities, the DSLs will be provided with sufficient time so they can provide 
appropriate support to staff and children regarding any safeguarding and welfare concerns, including 
handling of referrals to integrated social care and working with other agencies where appropriate. 
 
The duties of the DSLs include: 
 

• Acting as, and being available to do so, the central contact point for all staff to discuss any 
safeguarding concerns; 

• Maintaining a confidential recording system for safeguarding and child protection concerns; 

 
12 A new residential children’s home is due to open in late 2020 and the manager is currently undertaking specialist training in this area, as is the 
Head of Outdoor Education.  

mailto:cypsafeguarding@derby.gov.uk
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• Co-ordinating safeguarding action for individual children; 

• Ensuring that accurate contact details for individual children’s’ social workers and virtual school 
heads are maintained;  

• Liaise with other agencies and professionals in line with relevant legislation; 

• Ensure that locally established procedures put in place by the three safeguarding partners (Derby 
and Derbyshire Safeguarding Children Partnership) are followed, as necessary; 

• Represent, or ensure the home/school is appropriately represented at multi-agency safeguarding 
meetings; 

• Manage and monitor the home/school role in any multi-agency plan for a child.   

• Help promote the welfare, safeguarding and protection of children by sharing relevant information 
with staff and other professionals working with individual children, as appropriate; 

• Ensure adequate and appropriate DSL cover arrangements in response to instances where they 
may not be available. 

 

 
4. Dealing with a disclosure or allegation by a child, a young person, or  
 another person. 
 

 
Child abuse can take a variety of forms including neglect, emotional abuse, physical abuse, and sexual 
abuse. It spans all social classes and cultures and is often not immediately obvious. The four main 
categories of abuse are described in appendix A along with safeguarding issues that can put children at 
risk of harm in appendix B.  
 
At Arnfield Care and Arnfield Independent School we recognise that we provide care and education for a 
group in an especially vulnerable context. As a result, many of our safeguarding procedures include a 
consideration of the risks the young people may pose to each other, and how best to manage these risks 
and the dynamics of each group within the residential homes and school contexts to prevent peer-on-
peer abuse or safeguarding concerns.   
 
The Company is also aware that safeguarding incidents and/or behaviours can be associated with 
factors outside the home/school and can occur between children outside of this environment. Children 
can be are at risk of abuse or exploitation in situations outside of the residential homes and school, with 
children being potentially vulnerable to multiple harms including (but not limited to) sexual exploitation, 
criminal exploitation, and serious youth violence. 
 
We may also have young people placed with us who have (or have previously had) family members in 
prison. Carers and teachers receive training in the likely impact of such situations and how best to 
support these young people. 
 
Frequently, no single person is in the position of being able to see the whole picture in relation to a child 
or young person, so it is vital that any concerns (which may arise from a statement made by them, any 
observation, or simply a feeling that something is wrong), are shared with colleagues and management 
without delay.  
 
Concerns about a child or young person’s welfare should never be treated as too trivial to mention, and it 
is equally important that staff should never assume that ‘somebody else’ has already taken action over a 
particular concern. 
 
Children and young people in residential care or school may feel safe and secure enough to make a 
disclosure of past abuse or neglect, or an allegation of current abuse or neglect to a member of staff 
whom they feel they can trust.  A disclosure of this kind can arise at any time and may have been 
anticipated by staff or, equally, be totally unexpected.   
 
In these situations, residential staff should:  
 

• demonstrate that they are willing to listen to what the child or young person has to say; 

• be prepared to listen impartially to the child or young person, giving appropriate support, but 
without introducing their own opinions or judgement; 
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• be aware of recording requirements (see paragraph 7 below); 

• remember that they are working as part of a team, and must never make an unconditional 
promise of confidentiality to a child or young person; 

• report any concerns without undue delay to their shift leader and to their Manager or on-call 
Manager, Safeguarding Lead and/or the Head of Care & Responsible Individual in the first 
instance (see paragraph 2).   

• be aware that what the child or young person has to say may be uncomfortable or distressing to 
them, and make clear to them that they may seek support, help or advice for themselves if 
required (see paragraph 9 below). 

 

If a disclosure or allegation is made by any other person (parent, family member, another professional, 
etc.) with regard to a safeguarding or child protection issue, the same principles regarding recording and 
evidence (paragraph 7 below) will apply.  Adults should be offered the opportunity to make a written 
statement, which should be signed and dated by them, and by any witness(es) to the statement.  
 

The Head of Care & Responsible Individual, and the Residential Manager and/or the Head Teacher, 
must be notified immediately of any allegation or disclosure that calls into question the competence or 
suitability of another professional person (whether or not they are an employee of Arnfield Care Limited) 
to work with a child. Such information must be treated as being strictly confidential. Oral notifications of 
this kind that are made to the Head of Care & Responsible Individual, or to other senior staff, must be 
followed up formally in writing, and delivered electronically or by hand. 

 
5. Acting on a current child protection issue. 

 

If after discussion with a Manager or Director, there is still cause for concern about a child or young 
person, then the Derby and Derbyshire Safeguarding Children Partnership procedures will be followed.  
The Designated Person or a named deputy or another person acting on their behalf will take the lead 
role in any safeguarding or child protection issue13.  
 

In the first instance, the child or young person’s placing authority along with the Derby and Derbyshire 
Safeguarding Children Partnership should be informed without undue delay. The duty officer for the 
Derby and Derbyshire Safeguarding Children Partnership is the contact point for any referral and is the 
person responsible for keeping the children’s home informed of the process and outcome. If this has not 
been done already, a decision will be reached as to whether any immediate action is necessary to 
secure the child or young person’s safety and welfare, and on any subsequent investigation or action to 
be taken. 
 
The school and homes hold at least two emergency contact numbers for each young person and, if it is 
deemed appropriate (i.e. if there is not an allegation against one of those contacts) these people will be 
contacted in the event of any safeguarding concern or incident.  
 
The Company recognises that it is possible for any member of staff or any visitor to the home, to behave 
in a way that: 
 

• Indicates they have harmed a child, or may have harmed a child;  

• Means they have committed a criminal offence against or related to a child;  

• Behaved towards a child or children in a way that indicates he or she may pose a risk of harm to 
children; or  

• Behaved or may have behaved in a way that indicates they may not be suitable to work with 
children. 

 
If a child protection concern, allegation or incident relates to, or involves, in any way a member of staff or 
a professional person working with children or young people, then the Local Authority Designated Officer 
(LADO) must be notified within 24 hours of the concern, allegation or incident being received14. (See 
paragraph 2 and Appendix D and Appendix G). 
 

 
13 See appendix E to this document. 
14 See paragraph 2, and appendix E to this document 
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Discussions with the child or young person’s parents, or any other person who has been, or may be 
implicated in the safeguarding concern must not take place without the agreement of their placing 
authority or the Derby and Derbyshire Safeguarding Children Partnership. 
 

Where a child or young person has made a specific statement, it may be necessary to clarify what they 
have said, and it is vitally important to record this information accurately together with the circumstances 
in which the statement was given. The relevant person in the home should meticulously record all 
observations, concerns, discussions and actions, inclusive of the date and time they were noted. These 
records could provide crucial information that may be needed at a Child Protection Conference or in any 
subsequent legal proceedings. 

 
6. Engaging with children and young people 
 

When engaging with children and young people who already have, or may be about to, make a 
disclosure of abuse, staff should always bear in mind that the child or young person will probably need to 
make a formal statement to a social worker in the near future. It may be best for the child or young 
person if they can wait until the relevant Safeguarding Partnership team can arrange this, to avoid them 
having to make their disclosure to different people at different times. However, the reality is often that 
they will choose to disclose initially to a member of staff they feel that they can trust, and who will listen 
to them sympathetically. The following points should be kept in mind: 
 

• Any discussion should be carried out in a way that minimises distress to the child or young 
person concerned and maximises the likelihood that the information they provide is accurate and 
complete. Consideration should be given to where the discussion takes place – so that they feel 
safe, they are assured of privacy, and they are not distracted or interrupted. 

  

• Asking ‘leading questions’, or ‘putting words into the child or young person’s mouth’ must be 
avoided. Similarly, staff must not pass any opinions, or express their own feelings, about what the 
child or young person is telling them. It is acceptable for staff to reassure the child that it is safe 
for them to tell staff, but it must be made clear that anything they say will have to be passed on to 
a Manager, their social worker, and probably to a child protection social worker too. 

 

• Be aware that the child or young person may need more time and more than one opportunity to 
speak before they feel safe to fully voice all their concerns. 

 

• The child or young person may wish to retract a statement they have made earlier, or contradict a 
statement they have already made, or even refuse to speak at all.  In these circumstances it is 
not appropriate for residential staff to put any pressure on them, but their reactions and 
comments should be accurately recorded. 

 

• It is important that in addition to a factual written statement of the disclosure, any member of staff 
who has been involved, or who was present at the time should make a written record of the 
circumstances in which the disclosure came about. (See appendix F). 

 

It is important that all staff are aware of their own ability to deal with any safeguarding situation or issue.  
If a member of staff finds themselves in a situation where a child or young person feels sufficiently 
comfortable to disclose information of a sensitive nature, the member of staff must consider very 
carefully how confident they feel about continuing to engage the child or young person in this discussion.  
 

If the member of staff feels that they really are ‘out of their depth’, they should carefully explain to the 
child or young person that they need to speak to someone else. A more senior member of staff may be 
able to help, or alternatively the child or young person may wish to speak to their social worker.   
 

However, if nobody else is available, and the child or young person insists on talking, then the member 
of staff should continue to listen carefully, so that they do not feel that they are being rejected or ignored.  
As soon as possible, any disclosure made or information given by the child or young person must be 
carefully recorded, using the child or young person’s own words wherever possible.   
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Children who are disadvantaged, have SEN and/or disabilities 
 
The Company is aware that children with special educational needs (SEN) and disabilities; or whom are 
disadvantaged in other ways, can face additional safeguarding challenges as they may have an impaired 
capacity to resist or avoid abuse. 
 
This applies to all of our children, and as such, the school and homes are aware that there may be a 
need to provide additional support to children.  
 
The difficulties experienced by these children may present in a number of ways, including: 
 

• Communication difficulties – young people may need to support to articulate their feelings and/or 
report concerns. The safeguarding information or procedures may need to be presented in an 
accessible way. 

• Presenting behaviours (mood, injury, behaviour that challenges) may be a way of communicating 
harm or impact of abuse. Staff to be aware of the need to look beyond the behaviour to the 
possible root cause and explore this with the young person at an appropriate time.  

• These children may be more vulnerable to bullying or peer-on-peer abuse. 

• These children may be at risk of isolation, and while our provision is 1:1 and provides the benefit 
of removing young people from peer influence, every effort must still be made to promote 
inclusion and interaction with the school and local community.  

 
All members of staff will be encouraged to appropriately explore possible indicators of abuse such as 
behaviour/mood change or injuries and not to assume that they are related to any SEN or disability, and 
be aware that such children may not always outwardly display indicators of abuse. 
 
7. Recording and evidence 
 

It is absolutely essential that any concern about a child protection issue and any discussions with 
children, young people or others are accurately recorded as soon as possible, and are clearly signed 
and dated. Any such records may be required as part of a subsequent investigation, and they could be 
used as evidence in Court if there is a criminal prosecution. Consequently, it is vital that all written 
records are accurate and factual. Any allegations or statements made by a child or by any other person 
should be recorded verbatim - recording the exact words used - wherever possible. The person who 
made the allegation or statement, and any witness who was present should countersign the written 
record. 
 
As soon as a child protection issue or concern has been raised, a timely and accurate record must be 
made of all events, reports and notifications made, and reports circulated.  A standard form for this 
purpose is provided (see appendix F).   
 
However, if there is any immediate concern for the safety or welfare of a child, the member of staff 
should consult with a DSL before completing the form as reporting urgent concerns takes priority. 
 

On some occasions it may be deemed necessary to obtain photographic evidence of suspected injuries 
to a child or young person. This evidence will be obtained by the police; medical professionals or child 
protection services. Residential staff may record details in writing of any visible injuries, or illustrate the 
position and extent of the injuries on a ‘bodymap’ type of diagram, but must not take any photographs of 
a child or young person in these types of circumstances. 
 

In addition, any member of staff who is present whilst a child or young person is making a disclosure 
should record what they felt the child or young person was expressing, and the reasons that they felt 
this. The perspective of a member of staff to whom they felt able to make a disclosure could provide 
useful provided it was made clear that this was the staff’s own perspective from a professional point of 
view.  
 
The need for these types of documents to be confidential is taken very seriously. All records of such 
discussions and any documents concerning safeguarding and child protection issues are kept in 
confidential files in each young person’s folder on the home’s secure computer server. Only Managers 
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and the Responsible Individual will have access to these files and will make decisions about who they 
are to be shared with. 

 
8. Historical protection issues 
 

Where a disclosure is made, or information comes to light that a child or young person may have 
suffered significant harm in the past, before coming into the care of the Company, this information must 
still be passed on to the Registered Manager, the Safeguarding Lead, and the Head of Care & 
Responsible Individual (as in paragraph 2). In this instance the referral process, either to the Derby and 
Derbyshire Safeguarding Children Partnership or to the Local Authority Designated Officer, may be 
delayed until the situation has been clarified through an initial investigation and/or seeking and obtaining 
further advice and information. 
 

In any instance, the welfare and well-being of the child or young person will be considered paramount15, 
and all necessary measures to keep them safe will be taken.  

 
9. Sharing information and data protection 
 

Throughout any investigation of a child welfare concern, the appropriate information sharing guidance 
must be followed. When working with confidential personal information of a very sensitive nature, staff 
should be aware at all times of the current guidance on information sharing, and data protection16. See 
above for how records are kept confidentially.  
 
The Company has appointed a Data Protection Officer (DPO) as required by the General Data 
Protection Regulations (GDPR) to oversee compliance with all matters relating to confidentiality and 
information sharing requirements.   
 
The DPO is Mr Wayne Relf, Head of Care and Responsible Individual (see paragraph 3 for contact 
details). 
 
The Data Protection Act 2018 and GDPR do not prevent the sharing of information for the purposes of 
keeping children safe. Fears about sharing information must not be allowed to stand in the way of the 
need to safeguard and promote the welfare and protect the safety of children17. 
 
Staff should be confident of the ‘processing conditions’ that allow the sharing of sensitive and personal 
information for safeguarding purposes, understanding that safeguarding children and individuals at risk 
allows the sharing of ‘special category personal data’. This allows the sharing of information without 
consent: 

 
• Where there is ‘good reason to do so’; 

• Where such sharing will ‘enhance the safeguarding of a child in a timely manner; and 

• Where gaining consent would place a child at risk. 
 
10.       Training, information and support for staff 
 

All staff will receive basic awareness training around safeguarding children procedures before they begin 
working with young people18 including recognising and dealing with child protection issues, knowing what 
to do if a child discloses that they are/have suffered abuse and/or neglect, understanding the impact 
these can have on a child, including the psychological impact as well as in identifying and acting upon 
indicators that children are, or at risk of, developing mental health issues. 
 

 
15 Children Act 1989, section 1 
16 Data protection Act 2018, the General Data Protection Regulations 2018, Working Together to Safeguard Children (2018), Information 
sharing: advice for practitioners providing safeguarding services 2018, Keeping Children Safe in Education 2020, Information Sharing Guidance 
for Practitioners Derby and Derbyshire Safeguarding Partnership 2019, Arnfield Care Policy S-23: Confidentiality and information sharing 
17 Data protection Act 2018, the General Data Protection Regulations 2018, Working Together to Safeguard Children (2018), Information 
sharing: advice for practitioners providing safeguarding services 2018, Keeping Children Safe in Education 2020, Information Sharing Guidance 
for Practitioners Derby and Derbyshire Safeguarding Partnership 2019 
18 S-44 Staff training policy, and S-45 Staff training plan 
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It is important that new staff and others are not allowed unsupervised or one-to-one contact with children 
or young people in the children’s homes or school until they have completed their basic safeguarding 
training. 
 
All staff will undertake annual refresher training around safeguarding and, in addition to this, all staff will 
receive regular safeguarding and child protection updates through staff meetings, supervisions and 
information around changes in guidance and legislation, to provide them with relevant skills and 
knowledge to safeguard children effectively.   
 
Staff also receive online safety training which is integrated, aligned and considered as part of our 
overarching safeguarding approach. 
 
Staff will be encouraged to contribute to and shape safeguarding arrangements and child protection 
policies through input in staff meetings, supervisions and feedback of training sessions. 
 
Managers and selected senior staff will receive further training appropriate to their roles and 
responsibilities.  
 
Staff are also provided with specific training in supporting young people who have previously been at 
risk, including through CSE, Criminal Exploitation, FGM, Online Safety and Radicalisation/Extremism 
(see Appendix B). 
 

Support for individual staff who are dealing with a safeguarding or child protection issue is available 
through the supervision system19, as well as from senior colleagues, and managers. Support for teams 
will be provided through team meetings, training and information sharing sessions. 

 
11. Resolving differences of opinion in respect of a child protection 
            concern 

 

Where there is a difference of opinion between staff in respect of a child protection concern, the matter 
should be referred to a Manager, or the Head of Care and Responsible Individual for them to make a 
decision. Once a decision has been reached, any directions given must be followed. 
 
In the event that a member of staff is unhappy about a decision made by a more senior colleague, they 
should use the appropriate channels within the organisation, and raise their concern with their Manager, 
the Senior Residential Manager, the Safeguarding Lead, or the Head of Care & Responsible Individual 
(as appropriate), so that the matter can be resolved without undue delay. 

 
12. Resolving concerns about organisational child protection and safe- 
            guarding policies and procedures 
 

Any concerns about the content or application of these policies and procedures should be addressed to 
Senior Management, Head of Care & Responsible Individual, or other Director. 
 
All staff and volunteers should feel able to raise concerns about poor or unsafe practice and potential 
failures in the Company’s safeguarding regime; and the Company takes all concerns or allegations 
received seriously. 
 
In such an event, the individual should raise their concern with their Manager, the Senior Residential 
Manager, the DSL, or the Head of Care & Responsible Individual (as appropriate), so that the matter can 
be resolved without undue delay. 
 
In any such instances, the staff member will be afforded protection by Arnfield Cares ‘Whistleblowing’ 
policy  
 
As a final step, if there are still concerns that a child or young person is suffering, or is at risk of suffering 
significant harm, after all normal organisational channels to report the concern have been used, then it 

 
19 S-41 Staff supervision, and S-42 Stress management 
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may be appropriate to make a disclosure under the Public Interest Disclosure Act 1998 by 
‘whistleblowing’. Anyone considering this step is advised to first consult read the guidance given in 
Arnfield Care’s Whistleblowing Policy. 
 
13.       Review and implementation of this policy. 
 
The proprietor/directors understand their statutory duty to ensure the procedures outlined in this policy 
are implemented, and that the policy is reviewed annually. This is done with support from external 
agencies e.g. Education Consultant, to ensure accurate and up to date information.  
 
14.     Other company and school policies that are in support of, or related to, safeguarding and 
child protection: 
 
S-44 Staff training policy 
S-45 Staff training plan 
C-46 Risk Assessment and Management 
C-50 Child Protection Statement 
C-53 Vetting of Visitors 
C-54 Internet Access 
C-55 Access to Age Classified Audio-Visual Material 
C-60 Care & Control 
C-62 Positive Handling Plans 
C-63 Physical Intervention 
C-65 Preventing Bullying 
C-72 Curriculum Plan 
S-75 Whistleblowing 
S-78 Safer Recruitment 
S-79 Safer Working Practices 
C-76 Inclusion Policy 

 
W Relf (Head of Care & Responsible Individual)  
T Heathcote (Training Officer) 
J Wager (Headteacher)  
Arnfield Care Limited 
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Appendix A:     The four main categories of neglect and abuse of children 
 

‘Working Together to Safeguard Children’ defines abuse, and the four broad categories this can fall into, 
as follows20: 
 
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. Children may be abused in a family or in an institutional or community setting 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 another child or 
children. 
 

NEGLECT 
 

The persistent failure to meet a child’s basic physical and/or physiological needs, likely to result in 
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 or shelter (including exclusion from home or abandonment); 
▪ protect a child from physical and emotional harm or danger; 
▪ ensure adequate supervision (this may include the use of inappropriate care-givers); or 
▪ ensure the child’s access to appropriate medical care or treatment. 

 

It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs. 

 
PHYSICAL ABUSE 
 

A form of abuse which may involve hitting, shaking, throwing, poisoning, burning, 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. 

 
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.  
 
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. 
 
EMOTIONAL ABUSE 
 
The persistent emotional maltreatment of a child such as to cause severe and persistent adverse effects 
on the child’s emotional development.  
 

 
20   “Working Together to Safeguard Children”:  H.M. Government (2018) Appendix A, pages 102-104. 
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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 cyber bullying), 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, though it may occur 
alone. 
 
Appendix B: Safeguarding issues that can put children at risk of harm    
 
Young people who are placed with Arnfield Care have often already experienced abuse or exploitation in 
their lifetime and staff are aware of the ways in which this can influence their physical and mental health 
as well as the behaviours they may exhibit. 
 
All staff also have an awareness of safeguarding issues that can put children at risk of harm, including 
knowledge of behaviours linked to issues such as drug taking, alcohol abuse, deliberately missing 
education and sexting (also known as youth produced sexual imagery) put children in danger. 
 
The Company is absolutely clear that any type of exploitation or radicalisation of children and young 
people must be viewed as a safeguarding concern.   
 
CSE – CHILD SEXUAL EXPLOITATION. 

The DfE defines CSE as “a form of child sexual abuse. It occurs where an individual or group takes 
advantage of an imbalance of power to coerce, manipulate or deceive a child or young person under the 
age of 18 into sexual activity (a) in exchange for something the victim needs or wants, and/or (b) for the 
financial advantage or increased status of the perpetrator or facilitator. The victim may have been 
sexually exploited even if the sexual activity appears consensual. Child sexual exploitation does not 
always involve physical contact; it can also occur through the use of technology.” 21 

Staff supporting children who may be at risk of sexual exploitation should be aware of their interactions 
with others, especially those who are older or have more power. Changes in behaviour or mood, and/or 
becoming isolated from previously positive relationships are some of the most regularly seen indicators 
of possible exploitation. Staff at Arnfield Care work to protect young people and pupils from exploitation 
and also to support them to reflect on previous exploitation (where relevant) to reduce their risk-taking 
behaviours in the future.  
 
CSE occurs where an individual or group takes advantage of an imbalance of power to coerce, 
manipulate or deceive a child into sexual activity (a) in exchange for something the victim needs or 
wants, and/or (b) for the financial advantage or increased status of the perpetrator or facilitator. The 
victim may have been sexually exploited even if the sexual activity appears consensual. CSE does not 
always involve physical contact; it can also occur through the use of technology. CSE can affect any 
child or young person (male or female) under the age of 18 years, including 16 and 17 year olds who can 
legally consent to have sex. It can include both contact (penetrative and non-penetrative acts) and non-

 
21 Child Sexual Exploitation: Definition and Guidance, DfE February 2017 
16 Criminal Exploitation of Children and Vulnerable Adults: County Lines. Home Office, September 2018  
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contact sexual activity and may occur without the child or young person’s immediate knowledge (e.g. 
through others copying videos or images they have created and posted on social media). 
 
The below CCE indicators can also be indicators of CSE, as can: 
 

• Children who have older boyfriends or girlfriends; and 

• Children who suffer from sexually transmitted infections or become pregnant. 
 
CRIMINAL EXPLOITATION OF CHILDREN (CCE) 
 
CCE is where an individual or group takes advantage of an imbalance of power to coerce, control, 
manipulate or deceive a child into any criminal activity (a) in exchange for something the victim needs or 
wants, and/or (b) for the financial or other advantage of the perpetrator or facilitator and/or (c) through 
violence or the threat of violence. The victim may have been criminally exploited even if the activity 
appears consensual. CCE does not always involve physical contact; it can also occur through the use of 
technology. 
 
CCE can include children being forced to work in cannabis factories, being coerced into moving drugs or 
money across the country (county lines-see below), forced to shoplift or pickpocket, or to threaten other 
young people. 
 
Some of the following can be indicators of CCE: 
 

• Children who appear with unexplained gifts or new possessions; 

• Children who associate with other young people involved in exploitation; 

• Children who suffer from changes in emotional well-being; 

• Children who misuse drugs and alcohol; 

• Children who go missing for periods of time or regularly come home late; and 

• Children who regularly miss school or education or do not take part in education. 
 
CCE is defined as “where an individual or group takes advantage of an imbalance of power to coerce, 
control, manipulate or deceive a child or young person under the age of 18. The victim may have been 
criminally exploited even if the activity appears consensual. Child Criminal Exploitation does not always 
involve physical contact; it can also occur through the use of technology. Criminal exploitation of children 
is broader than just county lines, and includes for instance children forced to work on cannabis farms or 
to commit theft.”  
 
Staff at Arnfield Care again work to protect young people from exploitation and to support them to reflect 
on previous experiences where exploitation may have been present to safeguard from this re-occurring 
in the future 
 
COUNTY LINES 
 
County lines is a term used to describe gangs and organised criminal networks involved in exporting 
illegal drugs (primarily crack cocaine and heroin) into one or more importing areas [within the UK], using 
dedicated mobile phone lines or other form of “deal line”. 
 
Exploitation is an integral part of the county lines offending model with children and vulnerable adults 
exploited to move [and store] drugs and money. Offenders will often use coercion, intimidation, violence 
(including sexual violence) and weapons to ensure compliance of victims. Children can be targeted and 
recruited into county lines in a number of locations including schools, further and higher educational 
institutions, pupil referral units, special educational needs schools, children’s homes and care homes. 
Children are often recruited to move drugs and money between locations and are known to be exposed 
to techniques such as ‘plugging’, where drugs are concealed internally to avoid detection. Children can 
easily become trapped by this type of exploitation as county lines gangs create drug debts and can 
threaten serious violence and kidnap towards victims (and their families) if they attempt to leave the 
county lines network. 
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One of the ways of identifying potential involvement in county lines are missing episodes (both from 
home and school), when the victim may have been trafficked for the purpose of transporting drugs. If a 
child is suspected to be at risk of or involved in county lines, a safeguarding referral should be 
considered alongside consideration of availability of local services/third sector providers who offer 
support to victims of county lines exploitation. 
 
MENTAL HEALTH  
 
Mental health problems can, in some cases, be an indicator that a child has suffered or is at risk of 
suffering abuse, neglect or exploitation and so all staff are aware of how a child’s experiences can 
impact on their mental health, behaviour and education. 
 
Whilst only appropriately trained professionals should attempt to make a diagnosis of a mental health 
problem, staff are well placed to observe children day-to-day and identify those whose behaviour 
suggests that they may be experiencing a mental health problem or be at risk of developing one.  
 
If staff have a mental health concern about a child that is also a safeguarding concern, immediate action 
should be taken by speaking to the DSL, Registered Manager or the Head of Care & Responsible 
Individual. 
 
RADICALISATION AND EXTREMIST BEHAVIOUR 
 
Children who have experienced an array of adverse experiences may be vulnerable to extremist 
ideology and radicalisation. 
 
Radicalisation is defined by H.M. Government as: 
 

“The process by which a person comes to support terrorism and extreme ideologies associated with 
terrorist groups”18 

 
Extremism is defined by H.M. Government as: 
 

“Vocal or active opposition to fundamental British values, including democracy, the rule of law, individual 
liberty and mutual respect and tolerance of different faiths and beliefs. We also include in our definition of 
extremism calls for the death of members of our armed forces.”22  
 
The Prevent duty Departmental advice for schools and childcare providers (June 2015) expands on this: 
 
“We also include in our definition of extremism calls for the death of members of our armed forces, 
whether in this country or overseas. Terrorist groups very often draw on extremist ideas developed by 
extremist organisations.” 
 
Staff are provided with training designed to give them the knowledge and confidence to identify children 
at risk of being drawn into terrorism, and to challenge extremist ideas which can be used to legitimise 
terrorism and are shared by terrorist groups, as well as information as to where and how to refer children 
and young people for further help. 
 
Children and young people may become susceptible to radicalisation through a range of social, personal 
and environmental factors - it is known that violent extremists exploit vulnerabilities in individuals to drive 
a wedge between them and their families and communities.  
 
It is vital that staff in the children’s homes and at Arnfield Independent School23 are able to recognise 
those vulnerabilities alongside other safeguarding issues, helping to build children and young person’s 

 
22 Revised Prevent Strategy: H.M. Government Updated 10 April 2019, paragraph 7 
23 all schools are subject to a duty under section 26 of the Counter-Terrorism and Security Act 2015, in the exercise 
of their functions, to have “due regard to the need to prevent people from being drawn into terrorism”. The Prevent 
duty, Departmental advice for schools and 
childcare providers, June 2015. 
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resilience to radicalisation by promoting fundamental British values and enabling them to challenge 
extremist views. 
 
Staff should be aware that numerous causes may contribute to and influence the range of behaviours 
that indicate that a child or young person has been exposed to radicalisation.  However, it is important to 
remember that the majority of children and young people would never become actively involved in 
extremist behaviour.   
 
Indicators of vulnerability can include: 
 

• Identity crisis – the child or young person is distanced from their cultural / religious heritage and 
experiences discomfort about their place in society; 

• Personal crisis – the child or young person may be experiencing family tensions; a sense of 
isolation; and low self-esteem; they may have dissociated from their existing friendship group and 
become involved with a new and different group of friends; they may be searching for answers to 
questions about identity, faith and belonging; 

• Personal circumstances – migration; local community tensions; and events in the wider context 
affecting the child or young person’s country of origin or their religion may contribute to a sense 
of grievance that is triggered by their own, or their families’ personal experience of racism or 
discrimination or aspects of Government policy; 

• Unmet aspirations – the child or young person may have perceptions of injustice; a feeling of 
failure; rejection of civic life;  

• Experiences of criminality – which may include involvement by the child, young person. or their 
family with criminal groups or gangs, imprisonment, and poor resettlement / reintegration; and 

• Special educational need – a child or young person may experience difficulties with social 
interaction, empathy with others, understanding the consequences of their actions and 
awareness of the motivations of others. 

 

This list is not intended to be exhaustive - nor does it mean that a child or young person experiencing 
any of the above is necessarily at risk of radicalisation for the purposes of violent extremism. However, 
all staff need to be aware of, and alert to this possibility. 
 
Freedom of speech and the expression of beliefs and ideology are fundamental rights that underpin our 
society’s values, and within the Company’s children’s homes and at Arnfield Independent School, 
children and young people have the right to speak freely and voice their opinions. However, free speech 
that is designed to manipulate the vulnerable, or which leads to violence or harm to others goes against 
the same moral principles that place a high value on free speech.  Free speech is, therefore, not an 
unqualified privilege: it is subject to the laws and policies that govern equality, human rights, community 
safety and cohesion. As such any speech or behaviour that is deemed to be manipulative or hateful 
towards any one group will be challenged.  
 
PEER ON PEER ABUSE 
 
Peer on peer abuse can take any of the forms outlined above as well as through sexual violence and 
sexual harassment.  
 
Given the context of the young people accessing care and education from Arnfield Care, staff must be 
acutely aware of the likelihood of peer on peer abuse and the increased vulnerability of some of the 
children to exploitation or abuse by their peers. 
 
The Company believes that abuse is abuse and it will never be tolerated. All victims will be taken 
seriously and offered appropriate support, regardless of where the abuse takes place 
 
 Careful management of peer interactions and appropriate support is at the forefront of our approach.  
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SEXUAL VIOLENCE AND SEXUAL HARRASSMENT 
 
Sexual violence24 and sexual harassment (‘unwanted conduct of a sexual nature’)25 can occur between 
two children of any age and sex. It can also occur through a group of children sexually assaulting or 
sexually harassing a single child or group of children. 
 
Children who are victims of sexual violence and sexual harassment will likely find the experience 
stressful and distressing. 
 
Sexual violence and sexual harassment exist on a continuum and may overlap, they can occur online 
and offline (both physical and verbal) and are never acceptable. It is important that all victims are taken 
seriously and offered appropriate support. 
 
Staff at Arnfield Care are trained to recognise that expression or disclosure of such instances should not 
be dismissed as ‘banter’, and should be actively discouraged and challenged, and where applicable 
further appropriate action taken. 

  
ONLINE SAFETY 
 
Young people can be especially vulnerable to exploitation, abuse or bullying when accessing the 
internet, other forms of communication and social media. The PSHE curriculum at Arnfield Independent 
School and the staff training plan at Arnfield Care both have a clear focus on the possible risks of using 
online communication tools, and how young people can navigate these risks to protect their identity and 
keep themselves safe from harm.  
 
This also includes education in what constitutes online harassment and acting in a positive and 
responsible manner online. 
 
SERIOUS VIOLENCE 
 
All staff are aware of indicators that may signal that children are at risk from, or are involved with, serious 
violent crime. These may include increased instances or periods of being missing from care, absence 
from mainstream school (if attending), a change in friendships or relationships with older individuals or 
groups, a significant decline in performance, signs of self-harm or a significant change in wellbeing, or 
signs of assault or unexplained injuries.  
 
Unexplained gifts or new possessions could also indicate that children have been approached by, or are 
involved with, individuals associated with criminal networks or gangs. 
 
HONOUR BASED ABUSE 
 

So-called ‘honour-based’ abuse (HBA) encompasses incidents or crimes which have been committed to 
protect or defend the honour of the family and/or the community. 

Abuse committed in the context of preserving “honour” often involves a wider network of family or 
community pressure and can include multiple perpetrators who mistakenly believe someone has brought 
shame to their family or community by doing something that is not in keeping with the traditional beliefs 
of their culture.  

 

 

 

 

 
24 Offences prohibited by the Sexual Offences Act 2003 
25 “Keeping Children Safe in Education”:  H.M. Government (2019) Annex A. 
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For example, honour-based violence might be committed against people who: 

• Become involved with a boyfriend or girlfriend from a different culture or religion 

• Want to get out of an arranged marriage 

• Want to get out of a forced marriage 

• Wear clothes or take part in activities that might not be considered traditional within a particular 
culture 

 

All forms of HBA and associated maltreatment such as female genital mutilation (FGM), forced marriage, 
and practices such as breast ironing, are abuse (regardless of the motivation) and will be handled as 
such by Arnfield Care.  

Staff at Arnfield Care and Arnfield Independent School receive training in how to approach potentially 
difficult conversations sensitively, and who to share information with if they suspect a young person is at 
risk of any of these safeguarding concerns. Young people are provided with information of who they can 
contact confidentially if they have concerns about themselves or others.  

FORCED MARRIAGE 

Forcing a person into a marriage is a crime in England and Wales.  

A forced marriage is one entered into without the full and free consent of one or both parties and where 
violence, threats or any other form of coercion is used to cause a person to enter into a marriage. 
Threats can be physical or emotional and psychological. A lack of full and free consent can be where a 
person does not consent or where they cannot consent (if they have learning disabilities, for example). 
Nevertheless, some perpetrators use perceived cultural practices as a way to coerce a person into 
marriage.  

Arnfield Care understands the danger of involving family and/or community members in suspected cases 
of forced marriage and so will report any immediate concerns directly to the police. 

FGM – FEMALE GENITAL MUTILATION 

FGM comprises all procedures involving partial or total removal of the external female genitalia or other 
injury to the female genital organs. It is illegal in the UK and a form of child abuse with long-lasting 
harmful consequences. 

Current legislation26 places a statutory duty upon teachers such as those at Arnfield Independent School 
to report to the police where they discover (either through disclosure by the victim or visual evidence) 
that FGM appears to have been carried out on a girl under 18. Those failing to report such cases may 
face disciplinary sanctions. 

Non-regulated practitioners, such as care staff, also have a responsibility to take appropriate 
safeguarding action in relation to any identified or suspected case of FGM27, and it is Arnfield Care’s 
policy that any staff member who suspects that FGM has been carried out on a girl under 18 should 
report this to the Safeguarding Lead, their Line Manager or Head of Care at the soonest available 
opportunity. 

UPSKIRTING 
 
‘Upskirting’ typically involves taking a picture under a person’s clothing (not necessarily a skirt) without 
their permission and/or knowledge, with the intention of viewing their genitals or buttocks (with or without 
underwear) to obtain sexual gratification, or cause the victim humiliation, distress or alarm.  
 
This can apply to young persons of any gender as well as members of staff.  

 
26Section 5B of the Female Genital Mutilation Act 2003 (as inserted by section 74 of the Serious Crime Act 2015) 
27 Multi-agency statutory guidance on female genital mutilation, HM Government April 2016 
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All young people with access to mobile devices and cameras are required to sign a safe and responsible 
usage contract which includes regular checks of the device and media contained by staff.  
 
Upskirting is a criminal offence28, and any instances will be reported to the Police. Offenders face up to 2 
years in jail, as well as being placed on the sex offenders register. 
 
Appendix C: Recognising a safeguarding or child protection issue 
 

A child or young person may appear with minor injuries for which a logical explanation can be readily 
given by them or their parent or carer.  The majority of injuries to children and young people do occur 
accidentally, but should always be discussed with their parent or carer and recorded.   
 

There may be occasions when there are further causes for concern, for example: 
 

• the child or young person and/or their parent or carer is unwilling to talk about the injury; or  

• there are a series of unexplained injuries. 
 

Residential staff should be aware that it may be inappropriate to discuss a child or young person’s 
injuries with the parent or carer in the first instance.  If there is any suspicion that a parent, carer or 
family member might be responsible for an injury, the social worker should be notified, and advice 
sought before any information is passed on to the parent(s). 29   
 

Similarly, a child or young person’s mood, attitude towards other people or behaviour can sometimes 
change suddenly and unexpectedly.  In most cases there will be a clear reason for this, but any concerns 
should always be discussed with a senior colleague or Manager and recorded. Further concern may 
arise if, for example: 
  

• the child or young person’s mood changes for no obvious reason, and they become more 
withdrawn and upset; and/or 

• a child or young person shows fear of another person, or of particular situations, which cannot be 
readily explained; and/or 

• a child or young person’s behaviour suddenly and unexpectedly changes – often becoming more 
challenging. 

 

It is important to remember that when bullying occurs this is a safeguarding children issue, too30.   
 

There may be other signs that indicate that there may be a safeguarding issue in relation to a particular 
child or young person.  These signs may include any kind of self-harm; bullying; cruelty to, or abuse of 
animals, fire setting, etc.  

 

 
 

 
28 Under the Voyeurism (Offences) Act, which came into force on 12 April 2019. 
19 S-30: Policy and guidance on recording, reporting and communication. 
30 C-65: Preventing bullying 
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Appendix D:    Statutory Notifications 
 

Under the current regulations31, the following notifications to certain official bodies must be made, 
without delay, following a serious event.   
 

Serious event: Notification to be made to: 

The death of a child  
or young person  
accommodated  
in a children’s home 

• Ofsted; 

• The child or young person’s placing authority 

• The Secretary of State; 

• The local authority in whose area the children’s home is 
situated; 

• The clinical commissioning group in whose area the children’s 
home is situated; and 

• Any other relevant person 

A referral of an individual 
working in the home under 
section 35 of the Safeguarding 
Vulnerable Groups Act 2006* 

 

• Ofsted; 

• The child or young person’s placing authority; and 

• Any other relevant person 

An incident requiring police 
involvement that occurs in 
relation to a child or young 
person, which the Registered 
Manager considers to be 
serious 

 
 

• Ofsted; 

• The child or young person’s placing authority; and 

• Any other relevant person 

An allegation of abuse against 
the home, or any person 
working there* 

• Ofsted; 

• The child or young person’s placing authority; and 
  ●  Any other relevant person 

A child protection enquiry 
involving a child or young 
person is instigated or 
concluded** 

• Ofsted; 

• The child or young person’s placing authority; and 

• Any other relevant person 

 
Any other serious event that 
affects the welfare of a child or 
young person 

• The child or young person’s placing authority; 

• The child or young person’s parent [unless to do so is not 
reasonably practicable, or would place the child or young person’s 

welfare at risk]; and 

• Any other relevant person 

Concerns around possible 
FGM. 

• The police. 

 

*Additionally, the Local Authority Designated Officer (LADO) must be notified of any allegation made 
against a member of staff or any other professional working with children and young people within 24 
hours. Normally this notification will be made by the Head of Care & Responsible Individual.  (See 
paragraph 3) 
 

** When a child protection enquiry is concluded, Ofsted must also be notified of the outcome of the 
enquiry.  Any notification that is made orally in the first instance must be confirmed in writing as soon as 
possible. 
 

 
 
 
 
 
 
 
 

 
31 Children’s Homes (England) Regulations 2015, regulation 42. 
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Appendix E:    Organisational Notifications 
 
In any of the following serious events as listed in the current Regulations32, and set out in the table 
below, notification must be made at the earliest possible opportunity to the Manager concerned, and to 
the Head of Care, without delay. 
 

• The death of a child or young person accommodated in a children’s home 

• A referral of an individual working in the home under section 35 of the 
Safeguarding Vulnerable Groups Act 2006 

• An incident requiring police involvement that occurs in relation to a child or 
young person, which the Registered Manager considers to be serious 

• An allegation of abuse against the home, or any person working there 

• A child protection enquiry involving a child or young person is instigated or 
concluded 

• Any other serious event that affects the welfare of a child or young person 
 

If any employee of Arnfield Care, any student on placement, any volunteer, or any person visiting any 
premises in a professional capacity is involved, or is suspected of being involved, or against whom an 
allegation has been made in respect of any of these incidents, then notifications must be made, without 
delay, to the following individuals as follows:  
 

Role or position of the individual within the 
organisation who is involved,  

or suspected of being involved,  
or against whom an allegation 

 has been made. 

Notifications must be made  
without delay to: 

Outdoor 
Education 
Manager 

 

Head 
Teacher 

Children’s 
Home 

Manager 

Head of 
Care & 

R.I. 

 

All 
Directors 

 
LADO 

Any domestic or ancillary staff   √ √ √ √ 
Students on placement, volunteers and other 
visiting professional people  

  √ √ √ √ 

Residential Care Workers   √ √ √ √ 
Outdoor Education Instructor √ √ √ √ √ √ 
Classroom Assistant  √ √ √ √ √ 
Teacher  √ √ √ √ √ 
Children’s Home Assistant Manager   √ √ √ √ 
Outdoor Education Manager  √ √ √ √ √ 
Head Teacher    √ √ √ 
Children’s Home Registered Manager    √ √ √ 
Head of Care & Responsible Individual     √ √ 

 

 
Appendix F:   Standard report form for a Child Protection incident or issue of  
  concern 
 
Copies of this standard report form, with the name and address of the children’s home or school are 
available at all premises. 
 
An example of the form is given on the following pages of this document. 
 
 
 

 

 
32 The Children’s Homes (England) Regulations 2015, regulation 42. 
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Name of the Children’s Home or School 
Address of the Children’s Home or School 

CHILD PROTECTION – REPORT OF AN INCIDENT OR ISSUE OF CONCERN 
 

This form must be completed without delay in the event of any incident or issue -  
or any complaint, allegation or disclosure - which gives rise to a child protection concern. 

The person completing each section of this form must sign and date their recording.   
Additional numbered sheets may be added if required.   

 

Part 1:  Initial reporting of the child protection concern 
 
1.1    How was the child protection concern first raised? 

A complaint or concern has been made or raised by (name and position – if  
appropriate) ………………………………………………………………………… 
and was received by (name) ……………………………………………………….. 
(position) ……………………………………on (date & time) …………..………… 

 
1.2 Details of the child(ren) and/or young person(s) involved. 

Full name:……………………………………………………    Date of birth:…………….. 
Date of admission to the children’s home/school:  ……………………………………… 
Placing Authority: ……………………………………………………………………………. 
Name of Social Worker: ……………………………………………………………………. 

 
1.3 Details of any adult(s) involved. 

Adult’s Name:……..……………………………………………………………….. ………      
Role or position, if the adult is an employee or someone in a professional role*, otherwise state the 
relationship or connection between adult and child(ren) or young person(s) involved 
………………………………………………………………………….. 

* If a child protection issue or concern involves an employee, or a person working with children and 
young people in a professional capacity, a report to the Local Authority Designated Officer (LADO) must 
be made within 24 hours.    
In normal circumstances, this report will be made by the Head of Care.  
 
1.4. Brief outline of the incident or issue causing concern. 

 
………………………………………………………………………………………… 

Details provided by (name and position – if different to the person completing this section of the report) 
……………………………………………………………………… 
 
1.5     Chronology of the incident or issue or concern. 
Include all relevant details including antecedents, location, witnesses, details of any assault or physical 
injury, details of the child or young person’s emotional state, etc., with dates and times.  

………………………………………………………………………………………… 

Details provided by (name and position – if different to the person completing this section of the report) 
……………………………………………………………………… 
 
1.6 Details of the person completing Part 1 of this report. 

Part 1 of this report was completed by (name and role or position): 
………………………………………………………………………………………… 
on (date)……………………………………………… at (time) ……..………………... 

 
2. Subsequent reporting of the child protection concern – within  
 Arnfield Care Limited 
 

This child protection concern has been reported to the following people within Arnfield Care Limited.  
Complete all sections that are appropriate. 
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If a notification is made orally in the first instance, it must be followed up by a written notification as soon 
as possible. 

Manager/Assistant Manager or Head Teacher (name and position)    …………………………………  
Reported orally face-to-face or by telephone by  (name and position)…………………….…………   
on (date) ………………………………………. at (time) ………………………….. 
Reported in writing or electronically by (name and position) ………………………  
on (date) ………………………………………. at (time) ………………………….. 

 

Arnfield Care Head of Care & R.I. or Director (name and position) ………………… 
Reported orally face-to-face or by telephone by (name and position) ………………………………  
on (date) ………………………………………. at (time) ………………………….. 
Reported in writing or electronically by (name and position) ………………………………   
on (date) ………………………………………. at (time) ………………………….. 

 

Part 2 of this report was completed by (name and role or position) …………………………………… 
on (date)……………………………………………… at (time) ……..………………... 

 
Part 3. Subsequent reporting, and statutory notification of the child protection concern – 

to other individuals and organisations 
  
3.1 This child protection issue or concern has been notified to the following individuals or organisations 

under Regulation 42 of the Children’s Homes (England) Regulations 2015. 
These notifications will normally be made by the Head of Care, a Manager or the Head Teacher.  See the 

organisational Safeguarding Policy & Procedures for further details and guidance. (document C-51). 
If a notification is made orally in the first instance, it must be followed up by a written notification as soon as 

possible. 

The child or young person’s Placing Authority (name of the Local Authority with responsibility for the 
child/young person)………………………………………………… 
(name and position of the individual to whom the report was made) ……………………………… 
Reported orally face-to-face or by telephone by (name and position) ………………………  
on (date) ………………………………………. at (time) ………………………………… 
Reported in writing or electronically by (name and position) …………………………. 
on (date) ………………………………………. at (time) ………………………………… 

 

A Police Officer (station, rank and number)……………………………………………………………….. 
Reported orally face-to-face or by telephone by (name and position) …………………………….… 
on (date) ………………………………………. at (time) ………………………………… 
Reported in writing or electronically by (name and position) ……………….………………   
on (date) ………………………………………. at (time) ……………………………….. 

 

Safeguarding Children Social Worker for (district) ………………….………………… 
Name of Social Worker ………………..…………………………………………………. 
Reported orally face-to-face or by telephone by (name and position) ……………………   
on (date) ………………………………………. at (time) ………………………………… 
Reported in writing or electronically by (name and position) ……………….……………… 
on (date) ………………………………………. at (time) ………………………………. 

 
 
 

Ofsted Inspector (name) …………………………………………………………………….. 
Reported orally face-to-face or by telephone by 
(name and position) ……………………………………………………….………… …….  
on (date) ………………………………………. at (time) ………………………………… 
Reported in writing or electronically by 
(name and position) ……………………………………………………….………………… 
on (date) ………………………………………. at (time) ………………………………….. 
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Local Authority Designated Officer (LADO)(name) …………………………………….. 
Reported orally face-to-face or by telephone by 
(name and position) ……………………………………………………….……………….   
on (date) ………………………………………. at (time) ………………………………… 
Reported in writing or electronically by 
(name and position) ……………………………………………………….………………….  
on (date) ………………………………………. at (time) …………………………………... 

 

3.2 Informing the child or young person’s parent or carer. 

It is important to note that it is not always appropriate for residential or school staff to inform the child or 
young person’s parent or carer about a safeguarding concern.  Advice should always be sought before 
conveying this information to a parent or carer.  
 

On the advice of (name and position of child’s Social Worker or other responsible person) 
…………………………………………………………………. …………………… 
the child or young person’s parent or carer (name) ………………………………………  
was informed about this safeguarding concern by  
(name and position) ………………………………………………………………………… 
on (date) ……………………………………………….. at (time) ………………………… 

 

Part 3.2 of this report was completed by (name and role or position): 
……………………………………………………………………………………………….. 
on (date)……………………………………………… at (time) ……..………………... 

 
Part 4.    Circulation of this report. 
 
Written copies of this report have been (or are about to be) circulated to the following agencies and/or 
individuals, including employees or Directors of Arnfield Care Limited.  
 

(Name of recipient)…………………………………………………………………………… 
(Position) ………………………………   (Agency) ………………………………………… 
A copy of this report has been provided by (name and position) 
…………………………………………………………………………………………………. 
on (date) ………………………………………….         at (time)…………………………. 

 

Part 4 of this report was completed by (name and role or position): 
………………………………………………………………………………………… 
on (date)……………………………………………… at (time) ……..………………... 
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Appendix G: Derbyshire LADO  
referral form 
 
 

ALLEGATIONS AGAINST STAFF, VOLUNTEERS & CARERS REFERRAL TO LOCAL AUTHORITY 
DESIGNATED OFFICER (LADO) FORM  

 
You should make a referral to the LADO if there is reasonable cause to believe that a person who works with or 
has responsibility for children, in connection with his/her employment or voluntary activity, has: 

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

• Possibly committed a criminal offence against or related to a child; or  

• Behaved towards a child or children in a way that indicates they may pose a risk of harm to children. 
See Working Together to Safeguard Children (2018) and DDSCP’s Safeguarding Children Allegations against 
Staff, Carers and Volunteers procedure.  
 
Once completed please return your form marked ‘for the attention of the Duty LADO via secure email:  

• For Derby email: cypsafeguarding@derby.gov.uk          

• For Derbyshire email: professional.allegations@derbyshire.gov.uk  

 
NAME OF PERSON 
COMPLETING REFERRAL: 

 

DATE OF REFERRAL:  

WORK ROLE:  

ORGANISATION:   

TELEPHONE NUMBER/S:  

EMAIL ADDRESS:  

 

DETAILS OF PERSON OF CONCERN /SUBJECT (if the allegation is about a Head Teacher, please refer 
immediately to the Chair of Governors) 

FULL NAME:  

DOB:  

HOME ADDRESS:   

WORK ROLE:  

EMPLOYER & WORK 
ADDRESS:  

 

TELEPHONE NUMBER:   

WHAT HAS BEEN ALLEGED? Include dates, times, witnesses (where known) etc.  

 

WHAT IN YOUR OPINION IS THE NATURE OF THE ALLEGED HARM? Please tick which one applies  

• Physical   • Inappropriate Behaviour (in Work)  

• Sexual   • Grooming  

• Neglect  • Sexual Images  

• Conduct (outside work)  
 
 

 

DOES THE SUBJECT LIVE WITH OR HAVE OTHER CONTACT WITH CHILDREN? 

• Details:                                                 Yes       No      Unknown  

DOES THE SUBJECT HAVE ANY OTHER OUT OF HOURS, PART TIME PLACE OF EMPLOYMENT/ 
VOLUNTEERING ROLE WITH RESPONSIBILITY FOR CHILDREN? 

• Details:                                                 Yes       No      Unknown  

ANY PREVIOUS LADO OR CONCERN? Please put dates and outcome if known 

• Details:                                                 Yes       No      Unknown  

ANY OTHER PROFESSIONALS/VOLUNTEERS INVOLVED IN THIS ALLEGATION?  

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
http://derbyshirescbs.proceduresonline.com/p_alleg_staff_carer_volunteer.html
http://derbyshirescbs.proceduresonline.com/p_alleg_staff_carer_volunteer.html
mailto:cypsafeguarding@derby.gov.uk
mailto:professional.allegations@derbyshire.gov.uk
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Yes       No      Unknown  

• IF YES, AND FOR DATA PROTECTION PURPOSES,  PLEASE COMPLETE SEPARATE REFERRAL 

 
 

IF APPLICABLE, FULL DETAILS OF CHILD VICTIM/COMPLAINANT  

NAME:     

DOB:  

ANY DISABILITY?  Yes                                 No  
If yes, what is the nature of the disability?  

HAS THE CHILD BEEN DISCUSSED BEFORE AS A VICTIM UNDER ALLEGATIONS AGAINST STAFF, CARERS 
AND VOLUNTEERS PROCEDURES? (Has the child made complaints about staff before?) 

• If yes, when and brief details:                                                 Yes       No      Unknown  

HOME ADDRESS OF CHILD: 
 

 

IS THE CHILD/YOUNG 
PERSON LOOKED AFTER? 

Yes                                 No  
If Yes: 

• Name of IRO and contact details: 

• Placing Authority: 

• Name of Social Worker and contact details:  

• Has the Social Worker/ IRO been informed?       Yes        No  
 

If No: 

• Who has Parental Responsibility?  

• Are the child’s parents aware of the allegation?  Yes        No  

• What do they know? 

 

INITIAL CONTACT TO BE MADE VIA THIS REFERRAL FORM IF YOU FEEL THE CRITERIA IS MET. 

WHAT ACTION HAVE YOU TAKEN SO FAR TO MANAGE THE IDENTIFIED RISK?  

 
 

1. HAVE YOU REFERRED TO CHILDREN’S SOCIAL CARE/CHILDREN’S SERVICES? (In Derby via First 
Contact Team via 01332 641172 or in Derbyshire via Starting Point 01629 533190) 

Yes       No  

• If no, give reasons: 

• If yes, referred to:                           Date:  

• Agreed action:  

2. HAVE YOU REFERRED TO POLICE? Urgent 999 or non-urgent 101 

Yes       No  

• If no, give reasons:   

• If yes, date you referred?                                                  Incident Number :  

• Agreed Action:  

3. HAVE YOU INFORMED YOUR HR/PERSONNEL DEPARTMENT?  

Yes       No  

• If no, give reasons: 

• If yes, name of your HR person:                                               Date you referred: 

• Agreed Action: 

4. HAVE YOU INFORMED ANY REGULATORY BODY or OFSTED/CCG/CQC? 

Yes       No  

• If no, give reasons: 

• If yes, who informed and date you referred: 

• Agreed actions: 

• Case number, if referral appropriate: 

IS THE SUBJECT AWARE OF THE REFERRAL? 

Yes       No  

THANK YOU FOR COMPLETING THIS REFERRAL FORM. 
THE LADO WILL SEEK TO RESPOND WITHIN 24 HOURS OF RECEIPT OF YOUR REFERRAL. 

How is your information used? 
Information contained within this form will be used by the LADO during the management and oversight of allegations against 
people who work with children. The legal basis for processing is compliance with a legal obligation to safeguard and promote 
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the welfare of children (s. 11 Children Act 2004), and duties imposed by the Working Together to Safeguard Children 
statutory guidance 2018.  
Who will your information be shared with? 
The information provided may be shared with other departments within the Council as appropriate, for example HR. It may 
also be shared with relevant third party organisations including Health, Police, Schools, educational settings or voluntary 
groups. Sharing will only be carried out where necessary and proportionate, and where there is an identifiable legal basis for 
doing so.  
Information may also be shared with the Department for Education, Ofsted, DBS and HCPC as required by law and in certain 
circumstances the information will be shared with the subject in line with Subject Access Request. 
Further information about how your personal information will be used please visit for Derby cases Derby City Council or for 
Derbyshire cases Derbyshire County Council, where you can see a full copy of our privacy notices. Alternatively you can 
request a hard copy from Derby Child Protection Admin Team by phoning 01332 642376 or emailing 
cypsafeguarding@derby.gov.uk or from Derbyshire Professional Allegations Team by phoning 01629 531299 or emailing 
Professional.Allegations@Derbyshire.gov.uk.   
 

Appendix H: Derby and Derbyshire CRE Information Report Operation Liberty 

 
 

https://www.derby.gov.uk/site-info/privacy-notice/
https://www.derbyshire.gov.uk/search.aspx?search_keywords=privacy%20notices&contentTypes=
mailto:cypsafeguarding@derby.gov.uk
mailto:Professional.Allegations@Derbyshire.gov.uk
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