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Whole School Safeguarding & Child Protection Policy 
 

1. Purpose and Aims 
 

The purpose of Wymondham College Prep School’s safeguarding policy is to provide a secure 
framework for the school in safeguarding and promoting the welfare of those students who attend 
our school. The policy aims to ensure that: 

 

• all our students are safe and protected from harm 

• other elements of provision and policies are in place to enable students to feel safe and 
adopt safe practices 

• staff, students, governors, visitors, volunteers and parents are aware of the expected 
behaviours and the school’s legal responsibilities in relation to its students 

 
 

This policy has been devised in accordance with the following legislation and guidance: 
 

• ‘Working Together to Safeguard Children’, DfE (July 2018) 

•  ‘Keeping Children Safe in Education’, DfE (2019)  

• The Prevent Duty: Departmental advice for schools and childcare providers, DFE (2015) 

• What to do if you’re worried a child is being abused, DfE (March 2015) 

• Information sharing: Advice for practitioners, DfE (March 2015) 

• Norfolk Safeguarding Children Board procedures 

• Norfolk Safeguarding Children Board Protocol : Allegations Against Persons who Work with Children 

• Guidance for Safer Working Practices for Adults who work with Children and Young People in Education 
Settings, DCSF, October 2015.  

 
 

 
 

2. Ethos 
 

Safeguarding and promoting the welfare of children is everyone at Wymondham College Prep School’s 
responsibility. Everyone who comes into contact with children and their families has a role to play. In 
order to fulfil this responsibility effectively, all professionals should make sure their approach is child-
centred. This means that they should consider, at all times, what is in the best interests of the child. 
(Keeping Children Safe in Education, 2019) 

 
Wymondham College Prep School recognises the contribution it can make in ensuring that all 
students registered or who use our school, feel that they will be listened to and have appropriate 
action taken to any concerns they may raise. We will do this by endeavoring to work in partnership 
with other agencies and seek to establish effective working relationships with parents and carers 
to develop and provide activities and opportunities throughout our curriculum that will help to 
equip our children with the skills they need. This will include materials and learning experiences 
that will encourage our children to develop essential life skills and protective behaviours’. 

 
3. Responsibilities and Expectations 

 

Wymondham College Prep School has a Governing body that recognises their legal responsibility 
to make sure that the school has an effective safeguarding policy and procedures in place and to 
monitor that the school complies with them. The Governing body are to ensure that the policy is 
made available to parents and carers if requested and is on the school website. It is also the 
responsibility of the Governing body to ensure that all staff and volunteers are properly vetted to 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/439598/prevent-duty-departmental-advice-v6.pdf
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
http://www.nscb.norfolk.gov.uk/
http://norfolkscb.proceduresonline.com/chapters/p_alleg_work.html
http://www.safeguardinginschools.co.uk/wp-content/uploads/2015/10/Guidance-for-Safer-Working-Practices-2015-final1.pdf
http://www.safeguardinginschools.co.uk/wp-content/uploads/2015/10/Guidance-for-Safer-Working-Practices-2015-final1.pdf


 

 

make sure they are safe to work with the students who attend our school, and that the school has 
procedures for handling allegations of abuse made against all members of staff and volunteer 
helpers. The Governing body will ensure that there is a Named Governor and a Designated 
Safeguarding Lead (DSL) who has lead responsibility for dealing with all safeguarding issues in our 
school. 

 
This policy should be read in conjunction with the schools Staff Code of Conduct, Acceptable use of 
ICT, online safety policy and behaviour/anti-bullying policy. 

 

The governing body expects that all staff will know and understand this child protection and 
safeguarding policy and their responsibility to implement it. Staff must, as a minimum, have read 
and understood Part One of Keeping Children Safe in Education (KCSIE). Governors will ensure that 
they have read and understand parts one and two of KCSIE. Additionally, the governing body will 
ensure that arrangements are in place for all staff members to receive appropriate safeguarding 
and child protection training which is regularly updated. 
 
Compliance with the policy will be monitored by the Headteacher, Designated Safeguarding Lead 
(DSL) and the safeguarding governor. 
 
The Designated Safeguarding and PREVENT Lead (DSL) isxxxxxxx. 

 

Current legislation dictates that all schools must always have a trained DSL in school. If xxxxxxx is 
not available then xxxxxxxxxxx the Deputy DSL’s should be approached. 

 

The Named Safeguarding and PREVENT Governor isxxxxxxxxxxxx. 
 

It is the responsibility of the DSL to ensure that all safeguarding & child protection issues raised 
in school are effectively responded to, recorded, and referred to the appropriate agency. They are 
also responsible for arranging whole school safeguarding training for all staff and volunteers who 
work with children and young people in our school and that this training takes place at least every 
two years. New staff receive training from the DSL as part of their induction before they start working. 
The DSL makes themselves known to any visitor who has contact with children. 

 

The DSL can deliver safeguarding training within school, as they are linked into the support and 
quality assurance process offered by the Local Authority. This includes mandatory attendance at an 
annual ‘Training for Trainers’ programme and receiving monitoring visits from the Professional Advisor 
or Local Authority delegated staff. In addition, they may deliver training to other education 
establishments at their request. The DSL is required to attend or ensure that a senior member of 
staff who has the relevant training and access to appropriate supervision, attends where appropriate, 
all child protection conferences, core groups or meetings where it concerns a child at our school and 
to contribute to multi-agency discussions to safeguard and promote the child’s welfare. 

 

The DSL is also required to complete a Self-Review Assessment Report annually, which demonstrates 
that the safeguarding arrangements in the school are being met. If the self- assessment highlights 
any areas for improvement, this will be detailed in the action plan, which will be signed off and 
monitored by the Named Governor for Safeguarding, to ensure these improvements are implemented. 
The self-review assessment is to be shared annually with the  Local Authority, who will have an 
auditing role in ensuring the school is meeting its safeguarding requirements under sec 175/157 of 
the Education Act 2002 for both maintained and independent schools. 

 
The Whole Governing Body will be given an annual update on Safeguarding Policies and Procedures 
from the DSL and Safeguarding Governor. 

 



 

 

All Child Protection concerns need to be acted on immediately. If school staff are concerned that a 
child may be at risk or is actually suffering abuse, they should tell the Designated Safeguarding Lead 
immediately. 

 
All Adults have a duty to refer all known or suspected cases of abuse to Children’s social 
care or the police. Where a disclosure is made to a visiting staff member from a different  agency, 
e.g. Youth Advisory Service or School Nurse, it is the responsibility of that agency staff to formally 
report the referral to the Designated Lead Professional in the first instance. Where the disclosure is 
made by a child attending a Student  Referral  Unit  (PRU)  or alternative  provision  the referral 
should be recorded and referred to the on-site Designated Safeguarding Lead and a formal 
notification made to the school’s DSL where  the child is on  role,  for information or to  agree the 
appropriate action to be taken. Any records made should be  kept  securely  on  the Child’s main 
school Child Protection file. A referral should not be delayed in order to discuss with 
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the school’s DSL if it is felt/identified that a child is at immediate risk. 

The management team of all contractors including but not limited to grounds, cleaning and kitchen 
are responsible for ensuring all staff know who the DSL at Wymondham College Prep Schools is. This 
is monitored via spot checks by the DSL on a regular basis. 

 

The Headteacher/DSL will ensure that the policies and procedures adopted by the governing body 
are fully implemented and that sufficient resources and time are allocated to enable the     DSL and 
deputies to discharge their safeguarding responsibilities. 

 

All staff have a responsibility to provide a safe environment in which children can learn. All staff 
must read and ensure they understand Part one of KCSIE, 2019. All staff must ensure they are familiar 
with the systems within school which support safeguarding, including the safeguarding and child 
protection policy, the code of conduct, the safeguarding responsibilities to children who go missing 
from education and the role and identities of the DSL/deputies. 

 
All staff should be aware of the types of abuse and neglect so that they are able to identify cases of 
children who may be in need of help or protection. All staff should know what to do if a child tells 
them he/she is being abused or neglected. All staff should be aware of the process for making 
referrals to children’s social care and for statutory assessments under the Children Act 1989 that may 
follow a referral, especially section 17 (children in need) and section 47 (a child suffering, or likely to 
suffer, significant harm) along with the role they might be expected to play in such assessments. 

 

All staff should be aware of the early help process and understand their role within it. This includes 
providing support as soon as a problem emerges, liaising with the DSL, and sharing information with 
other professionals in order to support early identification and assessment, focusing on providing 
interventions to avoid escalation of worries and needs. In some rare cases, staff may be asked to act 
as the lead professional in undertaking an early help assessment. 

Any child may benefit from early help, but all school and college staff should be particularly alert to 
the potential need for early help for a child who: 

▪ is disabled and has specific additional needs. 

▪ has special educational needs (whether or not they have a statutory education, health and 
care plan. 

▪ is a young carer. 

▪ is showing signs of being drawn in to anti-social or criminal behaviour, including gang 
involvement and association with organised crime groups. 

▪ is frequently missing/goes missing from care or from home. 
▪ is misusing drugs or alcohol themselves. 

▪ is at risk of modern slavery, trafficking or exploitation. 

▪ is in a family circumstance presenting challenges for the child, such as substance abuse, 
adult mental health problems or domestic abuse. 

▪ is a child with a parent in prison. 
▪ has returned home to their family from care. 
▪ is showing early signs of abuse and/or neglect. 

▪ is at risk of being radicalised or exploited. 
▪ is a child involved with the court system. 

▪ is a privately fostered child. 
 

Knowing what to look out for is vital to the early identification of abuse and neglect. If staff are 
unsure, they should always speak to the DSL (or deputy). If in exceptional circumstances the DSL 
(or a deputy) is not available, this should not delay appropriate action being taken. Staff should 
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consider speaking to a member of the senior leadership team and/or take advice from children’s 
social care (customer first 0808 800 4005) or the Police (101). In these circumstances, any action 
taken should be shared with the DSL as soon as is practically possible and recorded on 
MyConcern. 

 

3.1 Weekend and holiday cover 
 

During the holidays or at the weekend staff continue to have a responsibility to safeguard young 
people. Any significant concerns should immediately be directed to social care (customer first 0808 
800 4005) or the Police. The concern and action taken should also be recorded on MyConcern which 
will notify the DSL/Deputies via email alert. Where possible the DSL should be informed via email on 
xxxxxxxxxxxx or be contacted on their school mobile (xxxxxxxxx). These contact details can also be 
shared with other professionals so that additional information can be sought as appropriate. The 
deputy DSL’s can also be contacted with any safeguarding concerns. 

 

3.2 Safeguarding concerns on school trips 
 

All staff on school trips should follow the schools usual procedures of contacting the DSL if they have 
a concern about a child’s welfare or a student makes a disclosure, however it is recognised that this 
is likely to not involve a face to face discussion or the immediate completion of a referral on 
MyConcern or a paper form by the member of staff on the trip. To enable this is happen it is 
imperative that all staff on a trip have easy access to a mobile phone and carry the school phone 
number and DSL’s mobile number. Care and attention should be taken as to where this conversation 
takes place as to protect others from overhearing confidential or upsetting information. Depending 
on the location of the trip and nature of the concern, it may be possible to wait  until  the  trip return 
to school to deal with the issue, but where this is not possible, such as late nights, residential or 
overseas trips the DSL/Deputies will gather as much information as possible from the staff on the trip 
and give advice on how best to support the student for the remainder of the trip. In the meantime, the 
DSL/Deputy will decide on an appropriate course of action such as a referral to Customer First and/or 
the police. 

 
4. Recognising concerns, signs and indicators of abuse 

 

Safeguarding is not just about protecting children from deliberate harm. For our school it includes 
such things as student safety, bullying, racist abuse and harassment, educational visits, sexual 
violence and harassment, intimate care, children missing education, radicalisation/extremism and 
online safety. (Please refer to the trips & visit, single equality, behaviour and attendance policies) The 
witnessing of abuse can have  a damaging  effect  on those who  are party to  it,  as  well as the child 
subjected to the actual abuse, and in itself will have a significant impact on the health and emotional 
well-being of the child. 

 

Abuse is defined as: a form of maltreatment of a child. Somebody may abuse or neglect a child by 
inflicting harm or by failing to act to prevent harm. Children may be abused in a family or in an 
institutional or community 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. They may be abused by an 
adult or adults or another child or children. 

 
Abuse can take place in any family, institution, or community setting, by telephone or on the 
internet. Abuse can often be difficult to recognise as children may behave differently or seem 
unhappy for many reasons, as they move through the stages of childhood or their family 
circumstances change. However, it is important to know the indicators of abuse and to be alert to 
the need to consult further. 
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Abuse is abuse and should never be tolerated or passed off as ‘banter’ or ‘part of growing up’. 
Equally, abuse issues can sometimes be gender specific e.g. girls being sexually touched/assaulted 
and boys being subject to initiation/hazing type violence (KCSIE). 

 
Further information can be found: What to do if you’re worried a child is being abused 

 
The following indicators listed under the categories of abuse are not an exhaustive list; they are taken 
from Keeping Children Safe in Education. 

 

4.1 Physical Abuse 

 

A form of abuse which may involve hitting, shaking, throwing, poisoning, burning or scalding, 
drowning, suffocating or otherwise causing physical harm to a child. Physical harm may also be caused 
when a parent or carer fabricates the symptoms of, or deliberately induces, illness in a child. 

 
4.2 Emotional Abuse 

 

The persistent emotional maltreatment of a child, such as to cause severe and adverse effects on the 
child’s emotional development. It may involve conveying to children 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 the child’s 
developmental capability, as well as overprotection and limitation of exploration and learning, or 
preventing the child participating in normal social interaction. It may involve seeing or hearing the ill-
treatment of another. It may involve serious bullying (including cyberbullying), causing children 
frequently to feel frightened or in danger, or the exploitation or corruption of children. Some level of 
emotional abuse is involved in all types of maltreatment of a child, though it may occur alone. 

 

4.3 Sexual Abuse 
 

Involves forcing or enticing a child or young person to take part in sexual activities, not necessarily 
involving a high level of violence, whether or not the child is aware of what is happening. The activities 
may involve physical contact, including assault by penetration (for example, rape or oral sex) or non-
penetrative acts such as, masturbation, kissing, rubbing and touching outside of clothing. They may 
also include non-contact activities, such as involving children in looking at, or in the production of, 
sexual images, watching sexual activities, encouraging children to behave in sexually inappropriate 
ways, or grooming a child in preparation for abuse (including via the internet). Sexual abuse is not 
solely perpetrated by adult males. Women can also commit acts of sexual abuse, as can other children. 

 

The sexual abuse of children by other children is a specific safeguarding issue in education. 
(See section 10) 

 

4.4 Neglect 
 

The persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in 
the serious impairment of the child’s health or development. 

 

Neglect may occur during pregnancy as a result of maternal substance abuse. Once a child is born, 
neglect may involve a parent or carer failing to: provide adequate food, clothing and shelter 
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(including exclusion from home or abandonment); protect a child from physical and emotional harm 
or danger; ensure adequate supervision (including the use of inadequate care-givers); or ensure 
access to appropriate medical care or treatment. It may also include neglect of, or unresponsiveness 
to, a child’s basic emotional needs. 

5. Procedures if you are concerned 

 
If a child makes an allegation or disclosure of abuse against an adult or other child or young  person, 
or adults notice any indicators of abuse/neglect or signs that a child or young person may be 
experiencing a safeguarding issue they should record their concerns on a school recording form and 
pass it to the DSL without delay. These are available in the staffroom and additionally all staff are 
issues with a supply at the start of the school year. 

 
It is important that you: 
▪ Stay calm and listen carefully; 

▪ Accept what is being said; 

▪ Allow the child/young person to talk freely – do not interrupt or put words in the child/young 

person’s mouth; 

▪ Only ask questions when necessary to clarify, do not investigate or ask leading questions; 

▪ Reassure the child, but don’t make promises which it might not be possible to keep; 

▪ Do not promise confidentiality; 

▪ Emphasise that it was the right thing to tell someone; 

▪ Reassure them that what has happened is not their fault; 

▪ Do not criticise the perpetrator; 

▪ Explain what has to be done next and who has to be told; 

▪ Make a written record, which should be signed and include the time, date and your position in 

school via MyConcern; Do not include your opinion without stating it is your opinion; 

▪ Pass the information to the DSL or without delay 

▪ Consider seeking support for yourself and discuss this with the DSL as dealing with a disclosure 

can be distressing. 

 
When a record of a safeguarding concern is passed to the DSL, the DSL will record the time and 
date the record of concern was received. The DSL will assess the concern and, taking into account 
any other safeguarding information known about the child/young person, consider whether it 
suggests that the threshold of significant harm, or risk of significant harm, has been reached. If the 
DSL is unsure whether the threshold has been met, they will contact the MASH Professional 
Consultation Line for advice (0345 606 1499). Where appropriate, the DSL will complete and submit 
the multi-agency referral online. (insert link to Norfolk site) 

 
Where the DSL believes that a child or young person may be at imminent and significant risk of 
harm, they should call Customer First immediately and then complete the Norfolk MARF within 
24 hours to confirm the referral. In these circumstances, it is important that any consultation 
should not delay a referral to Customer First. 

 
Where a safeguarding concern does not meet the threshold for completion of a MARF, the DSL 
should record how this decision has been reached and should consider whether additional needs of 
the child have been identified that might be met by a coordinated offer of early help. 

 

School staff might be required to contribute to multi-agency plans to provide additional support to 
children. This might include attendance at child protection conferences or core group meetings. The 
school is committed to providing as much relevant up to date information about the child as 
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possible, including submitting reports for child protection conference in advance of the meeting in 
accordance with Suffolk procedures and timescales. 

 
Where reasonably possible, the school is committed to obtaining more than one emergency contact 
number for each student. 

 
School staff must ensure that they are aware of the procedure to follow when a child goes missing 
from education, including the appropriate forms to complete and relevant people to notify. This would 
generally fall as a responsibility of the DSL and/or Attendance Lead. 

 

If you are concerned that a member of staff or adult in a position of trust poses a danger to a child 
or young person or that they might be abusing a child or young person you must report your concerns 
to the Executive Headteacher or Head of School/ DSL. Where those concerns relate to either 
of these two people, this should be reported to the CEO of Sapientia Education Trust (SET) as per 
the school’s Whistleblowing policy. (Section 4 – procedure for making a disclosure) If the CEO is 
unavailable the concern will be dealt with by the Deputy CEO. 

 

6. Managing Allegations made against members of staff or volunteers 
 

We are aware of the possibility of allegations being made against members of staff or volunteers that 
are working with or may come into contact with children and young people whilst  in our school. 
Allegations can be made by children and young people or other concerned adults and are made for a 
variety of reasons. An allegation is any information which indicates that a member of staff/volunteer 
may have: 

• Behaved in a way that has harmed a child, 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 he/she may pose a risk of harm 
to children. 

 

This applies to any child the member of staff/volunteer has contact with in their personal, professional 
or community life. It also applies regardless of whether the alleged abuse took place in our school or 
not. 
If an allegation is made against an adult in a position of trust, whether they are members of staff or 
volunteers this should be brought  to  the  immediate  attention  of  the Headteacher/DSL who will 
advise the CEO. The school will follow Norfolk Arrangements for managing Allegations of abuse 
against people who work with children or those who are in a position of trust. Dependent on the 
allegation being made, the CEO will need to: 

 
• refer to the LADO immediately and follow up in writing within 48 hours. 

• consider safeguarding arrangements of the child or young person to ensure they are 
away from the alleged abuser 

• contact the parents or carers of the child/young person, if advised to do so by the 
LADO 

• consider the rights of the staff member for a fair and equal process of investigation 

• ensure that the appropriate disciplinary procedures are followed, including whether 
suspending a member of staff from work, until the outcome of any investigation is 
deemed necessary based on the advice provided by HR 

• provide a suspended member of staff with a named point of contact/support during 
the disciplinary process 

• act on any decision made in any strategy meeting or evaluation meeting 

• advise the Independent Safeguarding Authority, DBS & Teaching Agency where a 
member of staff has been disciplined or dismissed, as a result of the allegations being 
founded 
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In the case of the allegation being made against  the  Executive Headteacher and/or Head of  School 
this will be brought to the immediate attention of the CEO and the LADO within one working day. The 
CEO must  discuss with the Local  Authority  Designated Officer  (LADO)  the nature of  the allegations 
in order for the appropriate action to be taken. This will constitute an initial evaluation meeting or 
strategy discussion involving the LADO. 

 

The Suffolk director for health, Wellbeing and Children’s services has identified dedicated staff to 
undertake the role of LADO. They can be contacted on (insert Norfolk Lado addresss )or xxxxxxx 
phone number 

 
7. Training 

 

All members of staff and volunteers will have access to whole school safeguarding training at least 
every two years as well as annual update training and monthly safeguarding reminders about current 
issues via email. We will also, as part of our induction, issue information in relation to our Safeguarding 
& child protection policy and any policy related to safeguarding and promoting our children/young 
people’s welfare such as Whistleblowing, code of conduct and role of the DSL to all newly appointed 
staff and volunteers. 

 
Our Designated Safeguarding Lead and Deputies will undertake further safeguarding training in 
addition to the whole school training. This will be undertaken at least every two years, which updates 
their awareness and understanding of the impact of the wide agenda of safeguarding issues. This will 
support both the DSL/Deputies to be able to better undertake their role and support the school in 
ensuring our safeguarding arrangements are robust and achieve better outcomes for the students in 
our school. This includes taking part in multi-agency training in addition to safeguarding training. 

 

All training is recorded by the DSL for each individual member of staff and the named Governor. This 
information is held in secure storage within the DSL’s office. 

 
Our Governing body will have access to safeguarding training and our Named Governor for 
Safeguarding will also undertake additional training at least every two years to support their 
employers’ role in Handling Allegations against adults who work with children and young people, 
including our staff and volunteers. 

 

Our safeguarding arrangements are reported on a termly basis to our Governing body and our 
Safeguarding & Child Protection policy is reviewed annually, in order to keep it updated in line with 
local and national guidance/legislation. 

 

The DSL and where possible the Deputies will also attend/undertake the relevant training for tackling 
extremism, and will disseminate this information to all staff as part of the School’s strategy for 
ensuring British values are at the centre of our ethos. 

 

We will include a summary of our Safeguarding Policy to parents in our school prospectus/website 
and will post a copy on the safeguarding notice board in the staffroom. We are also able to arrange 
for our policy to be made available to parents whose first language is not English on request. 

 
8. Staff and Governors duty to safeguard themselves 

 

All staff must carefully consider their behaviour both in and outside school. They must be aware  that 
their behaviour and actions reflect on the school. Staff and Governors should carefully consider 
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the information and photographs they share on social networking sites so as to protect themselves 
from malicious allegations as young people can easily become infatuated with adults. Staff are 
regularly reminded to discuss with the DSL any concerns about a student’s behaviour/actions towards 
them and to refer to their copy of “Guidance for safer working practice for adults who work with 
children and young people in education settings” for practical advice. 

 

9. Useful Contacts: 
 

Insert Norfolk contact details 

 

 
PROCEDURES FOR MANAGING CONCERNS 
 

 
 
 
5.1 Wymondham College adheres to child protection procedures that have been agreed locally through the Norfolk 
Children’s Safeguarding Board. 
  
5.2 Every member of staff including volunteers working with children at our College are advised to maintain an attitude of 
‘it could happen here’ where safeguarding is concerned. When concerned about the welfare of a child, staff members 
should always act in the best interests of the child and have a responsibility to take action as outline in this policy.  
 
5.3 All College staff should be prepared to identify children who may benefit from early help. Any child may benefit from 
early help. Early help means providing support as soon as a problem emerges. All staff should be particularly alert to the 
potential need for early help for a child who: 
 

• is disabled and has specific additional needs; 

• has special educational needs (whether or not they have a statutory education, health and care plan); 

• is a young carer; 

• is showing signs of being drawn in to anti-social or criminal behaviour, including gang involvement and association 
with organised crime groups; 

• is frequently missing/goes missing from care or from home; 

• is misusing drugs or alcohol themselves; 

• Is at risk of modern slavery, trafficking or exploitation; 



 

 

• is in a family circumstance presenting challenges for the child, such as substance abuse, adult mental health 
problems or domestic abuse; 

• has returned home to their family from care; 

• is showing early signs of abuse and/or neglect; 

• is at risk of being radicalised or exploited; 

• is a privately fostered child. 
5.4 In the first instance all concerns should be discussed with the DSL. If early help is appropriate, the designated 
safeguarding lead (or alternate designated professional) will generally lead on liaising with other agencies and setting up 
an inter-agency assessment as appropriate. Staff may be required to support other agencies and professionals in an early 
help assessment, in some cases acting as the lead professional, with the support of the DSL. Any such cases should be 
kept under constant review and consideration given to a referral to children’s social care for assessment for statutory 
services, if the child’s situation does not appear to be improving or is getting worse.  
 
5.5 All staff should refer any concerns they have immediately and not see these as insignificant (For guidance on types of 
abuse including children with special educational needs and specific safeguarding issues, Peer on Peer Abuse, Child 
Missing in Education, Female Genital Mutilation and Child Sexual Exploitation refer to Annexe 6). On occasions, a referral 
is justified by a single incident such as an injury or disclosure of abuse. More often however, concerns accumulate over a 
period of time and are evidenced by building up a picture of harm over time; this is particularly true in cases of emotional 
abuse and neglect. In these circumstances, it is crucial that staff record and pass on concerns through ‘MyConcern’ in 
accordance with this policy to allow the DSL to build up a picture and access support for the child at the earliest opportunity. 
A reliance on memory without accurate and contemporaneous records of concern could lead to a failure to protect. If in 
doubt of recording requirements, staff should discuss with the DSL or Alternate Designated Professional for safeguarding. 
 
5.6 All staff should be aware that safeguarding issues can manifest themselves via peer on peer abuse. This is most likely 
to include, but may not be limited to: 
 

• bullying (including cyberbullying); 
• physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise causing physical harm; 
• sexual violence and sexual harassment; 
• sexting (also known as youth produced sexual imagery); and 
• initiation/hazing type violence and rituals. 

 
5.7 A child going missing from education is a potential indicator of abuse or neglect. Staff should follow the College 
Attendance Policy; the AHT for attendance will inform the DSL if a safeguarding issue arises. The College will inform the 
local authority of any child who fails to attend school regularly, or has been absent without the school’s permission for a 
continuous period of 10 school days or more. For other occasions when the College is required to report a child to the 
Local authority, please refer to Annexe 17 ‘Child Missing in Education’. 
 
5.8 It is not the responsibility of school staff to investigate welfare concerns or determine the truth of any disclosure or 
allegation or promise confidentiality. All staff, however, have a duty to recognise concerns and pass the information on in 
accordance with the procedures outlined in this policy. 
 
5.9 The Designated Safeguarding Lead (DSL) or members of the safeguarding team should be used as first points of 
contact for concerns and queries regarding any safeguarding concern in our College. Any member of staff or visitor to the 
College who receives a disclosure of abuse or suspects that a child is at risk of harm must report it immediately to the DSL 
or another member of the safeguarding team. In the absence of either of the above, the matter should be brought to the 
attention of the most senior member of staff available. 
 
5.10 All concerns about a child or young person (as opposed to a child being in immediate danger – see paragraph 5.13) 
should be reported within 24 hours and recorded on ‘MyConcern’. 
 
5.11 Following receipt of any information raising concern, the DSL will consider what action to take and seek advice from 
Children’s Services as required. Safeguarding incidents and/or behaviours can be associated with factors outside the 
College and/or can occur between children outside the College. All staff, but especially the designated safeguarding lead 
(or deputy) should be considering the context within which such incidents and/or behaviours occur. This is known as 
contextual safeguarding, which simply means assessments of children should consider whether wider environmental 



 

 

factors are present in a child’s life that are a threat to their safety and/or welfare. Children’s social care assessments 
should consider such factors so it is important that the College provides as much information as possible as part of the 
referral process. This will allow any assessment to consider all the available evidence and the full context of any abuse. 
All information and actions taken, including the reasons for any decisions made, will be fully documented on ‘MyConcern’.  
 
Options will then include: 

• managing any support for the child internally via the school or College’s own pastoral support processes; 

• an early help assessment; or 

• a referral for statutory services, for example as the child might be in need, is in need or suffering or likely to suffer 
harm. 

 
5.12 All referrals will be made in line with Norfolk Children’s Services procedures as outlined in [Annexe 1]. The local 
authority should make a decision, within one working day of a referral being made, about the type of response that is 
required and should let the referrer know the outcome. This will include determining whether: 
 

• the child requires immediate protection and urgent action is required; 

• whether the child is in need, and should be assessed under section 17; 

• there is reasonable cause to suspect the child is suffering, or likely to suffer, significant harm, and whether enquiries 
must be made and the child assessed under section 47; 

• any services are required by the child and family and what type of services; and 

• further specialist assessments are required in order to help the local authority to decide what further action to take. 
 
The referrer should follow up if this information is not forthcoming. 
 
5.13 If, at any point, there is a risk of immediate serious harm to a child a referral should be made to Children’s Services 
immediately. Anybody can make a referral. If the child’s situation does not appear to be improving the staff member with 
concerns should press for re-consideration by raising concerns again with the DSL, the Alternate Designated Professional 
and/or the Headteacher. Concerns should always lead to help for the child at some point.  
 
5.14 Staff should always follow the reporting procedures outlined in this policy in the first instance. However, they may 
also share information directly with Children’s Services, or the police if:  
 

• the situation is an emergency and the designated senior person, their alternate and the Headteacher are all 
unavailable;  

• they are convinced that a direct report is the only way to ensure the pupil’s safety. 
 

5.15 If a teacher in the course of their work in the profession discovers that an act of female genital mutilation appears to 
have been carried out on a girl under the age of 18 the teacher has a legal duty to personally report this to the police. 
Unless there is good reason not to, the teacher should inform the DSL. Suspected cases and all other members of staff 
should report such cases to the DSL, following the procedures outlined in this policy. Further information on FGM can be 
found in Annexe 6. 
 
5.16 Any member of staff who does not feel that concerns about a child have been responded to appropriately and in 
accordance with the procedures outlined in this policy should raise their concerns with the Headteacher or the Chair of 
Governors. If any member of staff does not feel the situation has been addressed appropriately at this point should contact 
Children’s Services directly with their concerns.  
 
6. RECORDS AND INFORMATION SHARING 
 
6.1 If staff are concerned about the welfare or safety of any child at our Prep School they will record their concern on 
‘MyConcern’, however verbal communication in the first instance is understandable. Any concerns should be passed to 
the DSL without delay.  
 
6.2 Staff should not assume a colleague or another professional will take action and share information that might be critical 
in keeping children safe. They should be mindful that early information sharing is vital for effective identification, 
assessment and allocation of appropriate service provision. 



 

 

 
6.3 Staff should maintain an appropriate level of confidentiality whilst at the same time liaising with relevant professionals 
such as the DSL. Staff should never promise a child that they will not tell anyone about an allegation – as this may 
ultimately not be in the best interests of the child. 
 
6.4 Any information recorded will be kept online within ‘MyConcern’. These files will be the responsibility of the DSL. Child 
protection information will only be shared within school on the basis of ‘need to know in the child’s interests’ and on the 
understanding that it remains strictly confidential.   
 
6.5 Child protection information will only be kept on ‘MyConcern’ and this file will be kept up to date.  Records of concern, 
copies of referrals, invitations to child protection conferences, core groups and reports will be stored here.  All our 
safeguarding files will include; a chronology, contents front cover and will record significant events in the child’s life.  
 
6.6 At Wymondham College we are working in partnership with Norfolk Constabulary and Norfolk Children’s Services to 
identify and provide appropriate support to pupils who have experienced domestic violence in their household; this scheme 
is called Operation Encompass. In order to achieve this, Norfolk Multi-agency Safeguarding Hub will share police 
information of all domestic incidents where one of our students has been present, with the Designated Safeguarding 
Lead(s). On receipt of any information, the Designated Safeguarding Lead will decide on the appropriate support the child 
requires, this could be silent or overt. All information sharing and resulting actions will be undertaken in accordance with 
the ‘Norfolk Joint Agency Protocol for Domestic Abuse – Notifications to Schools’. We will record this information and store 
this information in accordance with the record keeping procedures outlined in this policy. 
 
6.7 When a child leaves our College, the DSL will ensure that contact is made with the DSL at the new school and will 
ensure that the child protection file is forwarded to the receiving school in an appropriately agreed manner. We will retain 
evidence to demonstrate how the file has been transferred; this may be in the form of a written confirmation of receipt from 
the receiving school and/or evidence of recorded delivery.  Where a child removed from roll is to be home educated, the 
College will make arrangements to pass child protection information to Norfolk County Council Services to Home 
Educators Team. 
 
6.8 In addition to the child protection file, the designated safeguarding lead should also consider if it would be appropriate 
to share any information with the new school or College in advance of a child leaving. For example, information that would 
allow the new school or College to continue supporting victims of abuse and have that support in place for when the child 
arrives. 
 
6.9 Local authorities have on-going responsibilities to the young people who cease to be looked after and become care 
leavers. That includes keeping in touch with them, preparing an assessment of their needs and appointing a personal 
adviser who develops a pathway plan with the young person. This plan describes how the local authority will support the 
care leaver to participate in education or training. Designated safeguarding leads should therefore have details of the local 
authority Personal Advisor appointed to guide and support the care leaver, and should liaise with them as necessary 
regarding any issues of concern affecting the care leaver. 
 
7. WORKING WITH PARENTS & CARERS 
 
7.1 Wymondham College Prep is committed to working in partnership with parents/carers to safeguard and promote the 
welfare of children and to support them to understand our statutory responsibilities in this area.   
 
7.2 When new pupils join our school, parents and carers will be informed that we have a safeguarding policy. A copy will 
be provided to parents on request and is available on the school website. Parents and carers will be informed of our legal 
duty to assist our colleagues in other agencies with child protection enquiries and what happens should we have cause to 
make a referral to Children’s Services.   
 
7.3 We are committed to working with parents positively, openly and honestly. We ensure that all parents are treated with 
respect, dignity and courtesy. We respect parents’ rights to privacy and confidentiality and will not share sensitive 
information unless we have permission or it is necessary to do so in order to safeguard a child from harm. 
 
7.4 We will seek to share with parents any concerns we may have about their child unless to do so may place a child at 



 

 

increased risk of harm. A lack of parental engagement or agreement regarding the concerns the College has about a child 
will not prevent the DSL making a referral to Children’s Services in those circumstances where it is appropriate to do so. 
 
7.5 In order to keep children safe and provide appropriate care for them, the College requires parents to provide accurate 
and up to date information regarding: 
 

• Full names and contact details of all adults with whom the child normally lives; 

• Full names and contact details of all persons with parental responsibility (if different from above); 

• Emergency contact details (if different from above); 

• Full details of any other adult authorised by the parent to collect the child from school (if different from the above). 

• Copies of any court order that affects parental responsibility and or care of a child. 
 
The College will retain this information on the pupil file. The College will only share information about pupils with adults 
who have parental responsibility for a pupil or where a parent has given permission and the school has been supplied with 
the adult’s full details in writing.  
 
 
8. CHILD PROTECTION CONFERENCES 
 
8.1 Children’s Services will convene a Child Protection conference once a child protection enquiry under Section 47 of the 
Children Act 1989 has been undertaken and the child is judged to be at continuing risk of significant harm. A review 
conference will take place once a child has been made the subject of a Child Protection Plan in order to monitor the safety 
of the child and the required reduction in risk. 
 
8.2 Staff members may be asked to attend a child protection conference or core group meetings on behalf of the school 
in respect of individual children.  Usually the person representing the school at these meetings will be the Headteacher or 
DSL.  In any event, the person attending will need to have as much relevant up to date information about the child as 
possible; any member of staff may be required to contribute to this process.    
 
8.3 All reports for child protection conferences will be prepared in advance using the guidance and education report 
template provided by Children’s Services. The information contained in the report will be shared with parents before the 
conference as appropriate and will include information relating to the child’s physical, emotional and intellectual 
development and the child’s presentation at school. In order to complete such reports, all relevant information will be 
sought from staff working with the child in College.  
 
8.4 Clearly child protection conferences can be upsetting for parents.  We recognise that we are likely to have more 
contact with parents than other professionals involved. We will work in an open and honest way with any parent whose 
child has been referred to Children’s Services or whose child is subject to a child protection plan.  Our responsibility is to 
promote the protection and welfare of all children and our aim is to achieve this in partnership with our parents. 
 
9. SAFER RECRUITMENT 
 
9.1 Whilst we will ensure that the Headteacher, Senior Leadership Team and at least one member of the Governing Body 
have completed appropriate safer recruitment training in line with recommendations, we also ensure the HR manager, 
Catering and Estates managers have also completed the training. The School Staffing (England) Regulations 2009 require 
governing bodies of maintained schools to ensure that at least one of the persons who conducts an interview has 
completed safer recruitment training. At all times the Headteacher and Governing Body will ensure that safer recruitment 
practices are followed in accordance with the requirements of ‘Keeping Children Safe in Education’, DfE (2018). The Safer 
Recruitment Policy, is a standalone document, available on the College website 
 
9.2 At Wymondham College we will use the recruitment and selection process to deter and reject unsuitable candidates. 
We require evidence of original academic certificates.  We do not accept testimonials and insist on taking up references 
prior to interview.  We will question the contents of application forms if we are unclear about them, we will undertake 
Disclosure and Barring Service checks and use any other means of ensuring we are recruiting and selecting the most 
suitable people to work with our children.  
 

http://www.schools.norfolk.gov.uk/view/ncc097113


 

 

9.3 HR will maintain a Single Central Register of all safer recruitment checks carried out in line with statutory requirements, 
over seen by the DSL and Headteacher. 
  
 
 
  
10. SAFER WORKING PRACTICE 
 
10.1 All adults who come into contact with our children have a duty of care to safeguard and promote their welfare. There 
is a legal duty placed upon us to ensure that all adults who work with or on behalf of our children are competent, confident 
and safe to do so. 
 
10.2 All staff will be provided with a copy of our school’s code of conduct at induction. They will be expected to know our 
school’s Code of Conduct and policy for positive handling and carry out their duties in accordance with this advice.  There 
will be occasion when some form of physical contact is inevitable, for example if a child has an accident or is hurt or is in 
a situation of danger to themselves or others around them.  However, at all times the agreed policy for safe restraint must 
be adhered to. [Annexe 6] 
 
10.3 The College recognises that the use of technology has become a significant component of many safeguarding 
issues. The College’s E-safety policy addresses these risks and outlines how children and staff should use technology to 
keep themselves and others safe and is available on the College website ,VLE or Reception. In addition the College 
publishes an A-Z Pocket Guide of Social Media Apps and various supporting web links on the College website to help 
parents stay informed. The College also works in partnership with other agencies such as the Police to provide 
workshops and advice. 
 
10.3 If staff, visitors, volunteers or parent helpers are working with children alone they will, wherever possible, be visible 
to other members of staff.  They will be expected to inform another member of staff of their whereabouts in College, who 
they are with and for how long.  Doors, ideally, should have a clear glass panel in them and be left open.  
 
10.4 Guidance about acceptable conduct and safe practice will be given to all staff and volunteers during induction. These 
are sensible steps that every adult should take in their daily professional conduct with children.  This advice can be found 
in ‘Guidance for Safer Working Practices for Adults who work with Children and Young People in Education Settings’, 
DCSF, October 2015. All staff and volunteers are expected to carry out their work in accordance with this guidance and 
will be made aware that failure to do so could lead to disciplinary action. 
 
11. MANAGING ALLEGATIONS AGAINST STAFF & VOLUNTEERS 
 
11.1 Our aim is to provide a safe and supportive environment which secures the wellbeing and very best outcomes for the 
children at our College. We do recognise that sometimes the behaviour of adults may lead to an allegation of abuse being 
made.  
 
11.2 Allegations sometimes arise from a differing understanding of the same event, but when they occur they are 
distressing and difficult for all concerned. We also recognise that many allegations are genuine and there are some adults 
who deliberately seek to harm or abuse children.  
 
11.3 We will take all possible steps to safeguard our children and to ensure that the adults in our College are safe to work 
with children. We will always ensure that the procedures outlined in Norfolk Safeguarding Children Board Protocol: 
Allegations Against Persons who Work with Children and Part 4 of ‘Keeping Children Safe in Education’, (DfE 2018) are 
adhered to and will seek appropriate advice from the Local Authority Designated Officer (LADO).   The LADO can be 
contacted on 01603 223473.  
 
11.4 Cases of allegations that might indicate a person would pose a risk of harm if they continue to work in regular or close 
contact with children in their present position, or in any capacity should be managed in accordance with DFE (2018) 
guidance. It should be used in respect of all cases in which it is alleged that a teacher or member of staff (including 
volunteers) in the College that provides education for children under 18 years of age has: 
 

http://www.safeguardinginschools.co.uk/wp-content/uploads/2015/10/Guidance-for-Safer-Working-Practices-2015-final1.pdf
http://norfolkscb.proceduresonline.com/chapters/p_alleg_work.html
http://norfolkscb.proceduresonline.com/chapters/p_alleg_work.html
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2


 

 

• behaved in a way that has harmed a child, 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 he or she may pose a risk of harm to children. 
 
The harm test is explained on the Disclosure and Barring service website on GOV.UK. 
 
11.5 If an allegation is made or information is received about an adult who works in our setting which indicates that they 
may be unsuitable to work with children, the member of staff receiving the information should inform the Headteacher 
immediately. Should an allegation be made against the Headteacher, this needs to be reported to the SET CEO. In the 
event that neither the SET CEO nor the Chair of Trustees is contactable on that day, the information must be passed to, 
and dealt with, by the SET Deputy CEO or the Vice Chair of the Trust. If there is a concern about the SET CEO it should 
be referred to the Chair of Trustees. 
 
11.6 The SET CEO or Chair of Governors will seek advice from the LADO within one working day. No member of staff or 
the governing body will undertake further investigations before receiving advice from the LADO, in line with KCSIE 2018. 
 
11.7 Any member of staff or volunteer who does not feel confident to raise their concerns with the Headteacher or Chair 
of Governors should contact the LADO directly on 01603 223473.  
 
11.8 The School has a legal duty to refer to the Disclosure and Barring Service anyone who has harmed, or poses a risk 
of harm, to a child, or if there is reason to believe the member of staff has committed one of a number of listed offences, 
and who has been removed from working (paid or unpaid) in regulated activity, or would have been removed had they not 
left. The DBS will consider whether to bar the person. If these circumstances arise in relation to a member of staff at our 
college, a referral will be made as soon as possible after the resignation or removal of the individual in accordance with 
advice from the LADO and/or HR and in line with KCSIE 2018.  
 
12. PREVENTING EXTREMISM & TERRORISM 
 
12.1 The Counter-Terrorism and Security Act, which received Royal Assent on 12 February 2015, places a duty on 
specified authorities, including schools and colleges, to have due regard to the need to prevent people from being drawn 
into terrorism (“the Prevent duty”). The Prevent duty reinforces existing duties placed upon educational establishments for 
keeping children safe by: 
 

• Ensuring a broad and balanced curriculum is in place to promote the spiritual, moral, social and cultural 
development of pupils. 

• Assessing the risk of pupils being drawn into extremist views. 
• Ensuring safeguarding arrangements by working in partnership with local authorities, police and communities. 
• Training staff to provide them with the knowledge and ability to identify pupils who may be vulnerable to 

radicalisation. 
• Keeping pupils safe online by using effective filtering and usage policies. 

 
The College also has a separate risk assessment for radicalisation. 
 
To this end please refer to the Wymondham College Prevent Policy on the College VLE, website or from Reception.  
 
13. STATUTORY FRAMEWORK  
 
This policy has been devised in accordance with the following legislation and guidance: 
 

• ‘Working Together to Safeguard Children’, DfE (July 2018) 

•  ‘Keeping Children Safe in Education’, DfE (3 September  2018)  

• The Prevent Duty: Departmental advice for schools and childcare providers, DFE (2015) 

• What to do if you’re worried a child is being abused, DfE (March 2015) 

• Information sharing: Advice for practitioners, DfE (March 2015) 

• Norfolk Safeguarding Children Board procedures 

• Norfolk Safeguarding Children Board Protocol : Allegations Against Persons who Work with Children 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/439598/prevent-duty-departmental-advice-v6.pdf
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
http://www.nscb.norfolk.gov.uk/
http://norfolkscb.proceduresonline.com/chapters/p_alleg_work.html


 

 

• Guidance for Safer Working Practices for Adults who work with Children and Young People in Education Settings, 
DCSF, October 2015.  

 
 
  

http://www.safeguardinginschools.co.uk/wp-content/uploads/2015/10/Guidance-for-Safer-Working-Practices-2015-final1.pdf


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
10. Specific Safeguarding Issues 

 

All staff should have an awareness of safeguarding issues that can put children at risk of harm. 
Behaviours linked to issues such as of drug taking, alcohol abuse, deliberately missing 
education and sexting (also known as youth produced sexual imagery) put children in danger. 

 

All staff should be aware that safeguarding issues can manifest themselves via peer on peer abuse. 
This is most likely to include, but may not be limited to: 

 

▪ bullying (including cyberbullying) 
▪ physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise 

causing physical harm 
▪ sexual violence and sexual harassment 
▪ sexting (also known as youth produced sexual imagery); and 
▪ initiation/hazing type violence and rituals 

 
All staff should be clear about the school’s policy and procedures with regards to peer on peer 
abuse. 

 

Safeguarding incidents and/or behaviours can be associated with factors outside the school and/or 
can occur between children outside the school. All staff, especially the DSL (or deputies), should 
be considering the context within which such incidents and/or behaviours occur. This is known as 
contextual safeguarding. Assessments of children should consider whether wider environmental 
factors are present in a child’s life that are a threat to their safety and/or welfare. It is important 
that staff provide as much information as possible as part of the referral process. Additional 
information regarding contextual safeguarding can be found here: Contextual Safeguarding 

The following safeguarding concerns, actual or suspected should be referred immediately to 
Children’s Social Care (customer first). The concerns featured below are linked to guidance and local 
procedures which can be found on the Suffolk Safeguarding Partnership website at: Norfolk Website 
or from www.gov.uk 

Some members of our community may hold beliefs that may be common within particular cultures, 
but which are against the law of England. Wymondham College Prep School does not condone 
practices that 

https://contextualsafeguarding.org.uk/about/what-is-contextual-safeguarding
http://www.gov.uk/


 

 

are illegal, and which are harmful to children and would report any concerns to the appropriate 
external agencies. 

 
10.1 Forced Marriage 

 

Forcing a person into 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 communities use religion and culture as a way to coerce a person into 
marriage, Schools and colleges can play an important role in safeguarding children from forced 
marriage. 

 
The Forced Marriage Unit has published statutory guidance and Multi-agency guidelines, with pages 
35-36 focused on the role of schools. School staff can contact the Forced Marriage Unit if they need 
advice or information: Contact: 020 7008 0151 or email fmu@fco.gov.uk. 

Wymondham College Prep School does not support the idea of forcing someone to marry 
without their consent and will follow Suffolk procedures to refer any child and young person 
immediately to Children’s social care. 

 

Further information and guidance can be found: Forced marriage: information and practice guidelines 

 
10.2 So-called Honour Based Violence 

 

So-called Honour based violence (HBV) encompasses crimes or incidents, which has or may have 
been committed to protect or defend the honour of the family and/or community, including female 
genital mutilation (FGM), forced marriage, and practices such as breast ironing. 

 
Abuse committed in the context of preserving “honour” often involves a wider network of family or 
community pressure and can include multiple perpetrators. It is important to be aware of this 
dynamic and additional risk factors when deciding what form of safeguarding action to take. All 
forms of HBV are abuse (regardless of the motivation) and should be handled and escalated as 
such. Professionals in all agencies, and individuals and groups in relevant communities, need to be 
alert to the possibility of a child being at risk of HBV, or already having suffered HBV. 

 

Actions 
If staff have a concern regarding a child that might be at risk of HBV or who has suffered from 
HBV, they should speak to the DSL (or deputy). As appropriate, they will activate local 
safeguarding procedures, using existing national and local protocols for multiagency liaison with 
police and children’s social care. Where FGM has taken place, since 31 October 2015 there has 
been a mandatory reporting duty placed on teachers that requires a different approach. See 
section 10.4 below for further details. 

 

Further information can be found: Faith based abuse: National Action Plan 
 

10.3 Trafficked Children 
 

Child trafficking involves moving children across or within national or international borders for the 
purposes of exploitation. Exploitation includes children being used for sex work, domestic work, 
restaurant/sweatshop, drug dealing, shoplifting and benefit fraud. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/322310/HMG_Statutory_Guidance_publication_180614_Final.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/322307/HMG_MULTI_AGENCY_PRACTICE_GUIDELINES_v1_180614_FINAL.pdf
mailto:fmu@fco.gov.uk
https://www.gov.uk/guidance/forced-marriage
https://www.gov.uk/guidance/domestic-violence-and-abuse


 

 

 

Where Wymondham College Prep School is made aware of a child who is suspected of or 
actually being trafficked/exploited we will report our concerns to Children’s social care. 

 

Further information and guidance can be found: www.gov.uk/government/publications/safeguarding- 
children-who-may-have-been-trafficked- practice-guidance 

 
10.4 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. 

 

FGM mandatory reporting duty for teachers 
Section 5B of the Female Genital Mutilation Act 2003 (as inserted by section 74 of the Serious 
Crime Act 2016) places a statutory duty upon teachers along with regulated health and social care 
professionals in England and Wales, 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 will face disciplinary sanctions. It will be rare for 
teachers to see visual evidence and they should not be examining students, but the same 
definition of what is meant by “to discover that an act of FGM appears to have been carried out” is 
used for all professionals to whom this mandatory reporting duty applies. Information on when and 
how to make a report can be found at: Mandatory reporting of female genital mutilation procedural 
information. 

 

Teachers must personally report to the police cases where they discover that an act of FGM appears 
to have been carried out. Unless the teacher has good reason not to, they should still consider and 
discuss any such case with the DSL (or deputy) and involve children’s social care as appropriate. The 
duty does not apply in relation to at risk or suspected cases (i.e. where the teacher does not discover 
that an act of FGM appears to have been carried out, either through disclosure by the victim or visual 
evidence) or in cases where the woman is 18 or over. 

 
Further information and guidance can be found: Female genital mutilation: information and resources and 

Female genital mutilation: multi agency statutory guidance 

 

10.5 Ritualistic Abuse linked to spirit possession 

 
Some faiths believe that spirits and demons can possess people (including children). What should 
never be considered is the use of any physical or psychological violence to get rid of the possessing 
spirit. This is abusive and will result in a criminal conviction of those using this form of abuse, even 
if the intention is to help the child. 
Where Wymondham College Prep School is made aware of a child who is subject to ritualistic abuse, 
we will report our concerns to Children’s social care. 

 

Further information and guidance can be found:www.gov.uk/government/publications/national- 
action-plan-to-tackle-child-abuse-linked-to-faith-or- belief 

 

10.6 Children Missing Education 
 

“Basic to safeguarding children is to ensure their attendance at school.” (OFSTED 2002). Children 

are best protected by regularly attending school where they will be safe from harm and where there 
are professionals to monitor their well-being. All staff should be aware that children going missing, 
particularly repeatedly, can act as a vital sign of a range of safeguarding possibilities. This may 

http://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance
http://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance
http://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
https://www.gov.uk/government/collections/female-genital-mutilation
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
http://www.gov.uk/government/publications/national-action-plan-to-tackle-child-abuse-linked-to-faith-or-
http://www.gov.uk/government/publications/national-action-plan-to-tackle-child-abuse-linked-to-faith-or-
http://www.gov.uk/government/publications/national-action-plan-to-tackle-child-abuse-linked-to-faith-or-belief


 

 

include abuse and neglect, which may include sexual abuse or exploitation and child criminal 
exploitation. It may indicate mental health problems, risk of substance abuse, risk of travelling to 
conflict zone, risk of FGM or risk of forced marriage. Early intervention is necessary to identify the 
existence of any underlying safeguarding risk and to help prevent the risks of a child going missing 
in future. 

 

At Wymondham College Prep School we will encourage the full attendance of all our children at 
school. Where we have concerns that a child is missing education and/or because of suspected abuse, 
we will report to Children’s social care and the Education Welfare Officer (EWO) via the CME protocol 
to effectively manage the risks and to prevent abuse from taking place. At most this would happen 
after 10 days. 

 
Further information and guidance can be found: Children missing education or Children missing from 

home or care or Children and adults missing strategy 

 

10.7 Sexually Active under Eighteen years old 
 

It is acknowledged by those working with young people, that some young people under the age of 
18 will have an interest in sex and sexual relationships. The Protocol for Sexually Active Young People 
under 18 years old has been designed to assist those working with children and young people to 
identify where these relationships may be abusive, and the children and young people may need the 
provision or protection of additional services. At Wymondham College Prep School we will ensure our 
policy for managing this issue links to the available protocol. In all circumstances parents will be 
informed. 

 

Further information and guidance can be found; http://suffolkscb.org.uk/assets/Working-with- 
Children/Policies-Guidance-and-Protocols/Sexually-Active-Young-People/2015-04-Working-with- 
Sexually-Active-Young-People-Under-the-Age-of-18.pdf 

 

10.8 Safeguarding Disabled Children 
 

Disabled children have exactly the same human rights to be safe from abuse and neglect, to be 
protected from harm and achieve their full potential as non-disabled children. 

 
Disabled children do however require additional action. This is because they experience greater risks 
as a result of negative attitudes and higher levels of vulnerability. This may lead to disabled children 
having unequal access to services and resources, and because they may have additional needs 
relating to physical, sensory, cognitive and/ or communication impairment that can be misinterpreted 
as behaviour or mood issues related to this disability rather than possible abuse they are more 
vulnerable.. 

 

Wymondham College Prep School will ensure that our disabled children are listened too and 
responded to appropriately where they have concerns regarding abuse. Their behaviours will be 
considered relation to their level of disability but with due regard to possible abuse. In order to do 
this we will ensure that our staff and volunteers receive the relevant training to raise awareness and 
have access to specialist staff in the event they have concerns regarding the abuse of a disabled 
child. All students will have access to pastoral support, including talk time with their tutor and access 
to the school nurse but disabled students will have additional support from a TA through 1:1 chat 
time at regular intervals and opportunities for 1:1 support on a daily basis that should highlight 
changes or concerns quickly. 

https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/children-who-run-away-or-go-missing-from-home-or-care
https://www.gov.uk/government/publications/children-who-run-away-or-go-missing-from-home-or-care
https://www.gov.uk/government/publications/missing-children-and-adults-strategy
http://suffolkscb.org.uk/assets/Working-with-Children/Policies-Guidance-and-Protocols/Sexually-Active-Young-People/2015-04-Working-with-Sexually-Active-Young-People-Under-the-Age-of-18.pdf
http://suffolkscb.org.uk/assets/Working-with-Children/Policies-Guidance-and-Protocols/Sexually-Active-Young-People/2015-04-Working-with-Sexually-Active-Young-People-Under-the-Age-of-18.pdf
http://suffolkscb.org.uk/assets/Working-with-Children/Policies-Guidance-and-Protocols/Sexually-Active-Young-People/2015-04-Working-with-Sexually-Active-Young-People-Under-the-Age-of-18.pdf


 

 

 

10.9 Bullying including Cyberbullying 
 

Some forms of bullying are illegal and will be reported to the police: violence/assault, theft, repeated 
harassment or intimidation, hate crimes. The school Behaviour and Discipline Policy addresses the 
management of other forms of bullying. 

 
Further information and guidance can be found at: Preventing bullying including cyberbullying 

 

10.10 Drugs 
 

Drug  misuse harms the health and  wellbeing many  young people. Students  are educated on   the 
dangers of drugs (including alcohol) through PSHE lessons and tutor time activities. The  school 
Behaviour and Discipline Policy also addresses the implications of drugs in school. 

 

Further information and guidance can be found at: Drugs: advice for schools or Drugs strategy 2017 or 

Information and advice on drugs or ADEPIS platform sharing information and resources for schools: covering 

drug (& alcohol) prevention 
 

10.11 Fabricated/Induced Illness 
 

While this is a relatively rare type of abuse, Wymondham College Prep School will work together with 
other professionals to share any concerns. 

 

Further guidance can be found at: Fabricated or induced illness: safeguarding children 

 
10.12 Gangs & Youth Violence 

 

The vast majority of young people and schools will not be affected by serious violence or gangs. In 
the event of an issue, Wymondham College Prep School will take account of relevant government 
advice and work with the police, Youth Justice Service and local community to minimise its impact. 

 

Further guidance can be found at: Gangs and youth violence: for schools and colleges 

 
10.13 Violence Against Women and Girls (VAWG) 

 

VAWG is the most widespread form of abuse worldwide, affecting on average one third of all women 
globally in their lifetime. VAWG undermines the mental and physical health of women and girls and 
violates their human rights. Wymondham College Prep School will work with external agencies and 
report any concerns. 

 

Further guidance can be found at: Ending violence against women and girls 2016-2020 strategy or Violence 

against women and girls: national statement of expectations for victims 

 
10.14 Hate Crime 

Hate crime has a particularly harmful effect on its victims as it seeks to attack an intrinsic part of 
who they are or who they are perceived to be: their race, religion, sexual orientation, disability or 
transgender identity. Wymondham College Prep School is a tolerant and receptive community that 
welcomes everybody, through PSHE, assemblies and tutor time activities, students are taught 
tolerance, acceptance and being open minded. 

 

Further guidance can be found at: Educate Against Hate Website 

https://www.gov.uk/government/publications/preventing-and-tackling-bullying
https://www.gov.uk/government/publications/drugs-advice-for-schools
https://www.gov.uk/government/publications/drug-strategy-2017
http://www.talktofrank.com/
http://mentor-adepis.org/
http://mentor-adepis.org/
https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/strategy-to-end-violence-against-women-and-girls-2016-to-2020
https://www.gov.uk/government/publications/violence-against-women-and-girls-national-statement-of-expectations
https://www.gov.uk/government/publications/violence-against-women-and-girls-national-statement-of-expectations
https://educateagainsthate.com/


 

 

10.15 Peer on Peer Abuse 
 

In most instances, the conduct of students towards each other will be covered by the behaviour 
policy. However, some allegations may be of such a serious nature that they may raise safeguarding 
concerns. The school is clear that abuse is abuse and should never be tolerated or passed off as 
“banter”, “just having a laugh” or “part of growing up”. 

 
Peer on peer abuse can manifest itself in many ways and may include sexual violence and sexual 
harassment, physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise causing 
physical harm, sexting (also known as youth produced sexual imagery), initiation/hazing type 
violence and rituals. 

 

Any incidents of serious peer on peer abuse will be managed according to school procedures which 
detail measures to minimise the risk of peer on peer abuse, how allegations of peer abuse will be 
recorded, investigated and dealt with, and processes for how victims, perpetrators and any other 
child affected by peer on peer abuse will be supported. This information can be found in the 
behaviour policy. 

 

Expected Action - all staff (information passed on to DSL as soon as abuse is apparent) 
Although the type of abuse may have a varying effect on the victim and initiator of the harm, 
these simple steps can help clarify the situation and establish the facts before deciding the 
consequences for those involved in perpetrating harm. 

 

It is important to deal with a situation of peer abuse immediately and sensitively. It is necessary to 
gather the information as soon as possible to get the true facts around what has occurred as soon 
after the event or the child(ren) may have forgotten. It is equally important to deal with it sensitively 
and think about the language used and the impact of that language on both  the children and the 
parents when they become involved. For example; do not use the word perpetrator, this can quickly 
create a ‘blame’ culture and leave a child labelled. In all cases of peer on peer abuse it is necessary 
that all staff are trained in dealing with such incidents, talking to young people and instigating 
immediate support in a calm and consistent manner. Staff should not be prejudiced, judgmental, 
dismissive or irresponsible in dealing with such sensitive matters. 

 
Gather the Facts (completed by DSL or Deputy) 

Speak to all the young people involved separately, gain a statement of facts from them and use 
consistent language and open questions for each account. The easiest way to do this is not to 
have a line of questioning but to ask the young people to tell you what happened. Only interrupt 
the young person from this to gain clarity with open questions, ‘where, when, why, who’. (What 
happened? Who observed the incident? What was seen? What was heard? Did anyone intervene?) 

 

Points to consider 
 

What is the age of the children involved? 

• How old are the young people involved in the incident and is there any age difference 
between those involved? 
Where did the incident or incidents take place? 

• Was the incident in an open, visible place to others? 
• If so, was it observed? If not, is more supervision required within this area? 

What was the explanation by all children involved of what occurred? 

• Can each of the young people give the same explanation of the incident and what is the effect 
on the young people involved? 

• Is the incident seen to be bullying for example, in which case regular and repetitive? 



 

 

• Is the version of one young person different from another and why? 

 
What is each of the children’s own understanding of what occurred? 

• Do the young people know/understand what they are doing? E.g. do they have knowledge 
of body parts, of privacy and that it is inappropriate to touch? 

• Is the young person’s explanation in relation to something they may have heard or been 

learning about that has prompted the behaviour? 

• Is the behaviour deliberate and contrived? 

• Does the young person understand the impact of their behaviour on the other person? 
 

Next Step 
Once the outcome of the incident(s) has been established it is necessary to ensure future 

incidents of abuse do not occur again and consider the support and intervention required for those 
involved. 
It is also essential that all reasonable steps are taken to protect both students for example not 
having 

them in the same teaching group (where possible), not sitting them near each other in class, provide 
safe spaces for use during social time to ensure minimal contact and putting in place a risk 
assessment. 
If necessary,  the Police or Children’s social care will be contacted, either for advice or to  report  
a concern. 

 

10.16 Self-harm 
This can take many different forms including but not limited to; cutting, burning, withholding food, 
scratching, hair pulling and abusing their own or other medication. The reasons why young people 
inflict this on themselves are varied but can include a form of communication, emotional regulation 
and most concerning, an intention to end their own life. 
It is important staff listen, are open minded but not judgmental. It is imperative that external 
agencies such as school nursing, family GP and if necessary, the hospital get involved quickly     
so 
staff must make the DSL aware so that relevant support can be accessed, and parents informed. 
Students may need support  to inform their parents and support for them must be maintained  

even once they are accessing external support. 
 

Further guidance can be found at: Mental health and behaviour 

 

10.17 Children and the court system 
Children are sometimes required to give evidence in criminal courts, either for crimes committed 
against them or for crimes they have witnessed. There are two age appropriate guides to support 
children 5-11 year old’s and 12-17 year old’s. 

 

They explain each step of the process and support and special measures that are available. There 
are diagrams illustrating the courtroom structure and the use of video links is explained. 

Making child arrangements via the family courts following separation can be stressful and entrench 
conflict in families. This can be stressful for children. The Ministry of Justice has launched an online 
child arrangements information tool with clear and concise information on the dispute resolution 
service. This may be useful for some parents and carers. 

Further guidance can be found at: Advice for 12-17 year old witnesses in criminal courts 

 
10.18 Children with family members in prison 

Approximately 200,000 children have a parent sent to prison each year. These children are at risk 

https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/government/publications/young-witness-booklet-for-12-to-17-year-olds


 

 

of poor outcomes including poverty, stigma, isolation and poor mental health. NICCO provides 
information designed to support professionals working with offenders and their children, to help 
mitigate negative consequences for those children. 
Where appropriate Wymondham College Prep School will access this support to ensure the 
wellbeing of our students if they are in this situation. 

 
Further guidance can be found at: National Information Centre on Children of Offenders 

 

10.19 Child sexual exploitation 
Child sexual exploitation is a form of sexual abuse. It occurs when 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. Like all forms 
of child sex abuse, child sexual exploitation: 

 
• can affect any child or young person (male or female) under the age of 18 years, 

including 16 and 17 year old’s who can legally consent to have sex 
• can still be abuse even if the sexual activity appears consensual 

• can include both contact (penetrative and non-penetrative acts) and non-contact 
sexual activity 

• can take place in person or via technology, or a combination of both 

• can involve force and/or enticement-based methods of compliance and may, or may not, 
be accompanied by violence or threats of violence 

• 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) 

• can be perpetrated by  individuals or groups, males or females, and children or adults. 
The abuse can be a one-off  occurrence or a series of incidents over time, and range   
from 
opportunistic to complex organised abuse; and 

• is typified by some form of power imbalance in favour of those perpetrating the abuse. Whilst 
age may the most obvious, this power imbalance can also be due to a range of other factors 
including gender, sexual identity, cognitive ability, physical strength, status, and access to 
economic or other resources. 

 

Some of the following signs may be indicators of child sexual exploitation: 
▪ children who appear with unexplained gifts or new possessions 
▪ children who associate with other young people involved in exploitation 
▪ children who have older boyfriends or girlfriends 

▪ children who suffer from sexually transmitted infections or become pregnant 
▪ 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. 

Further guidance can be found at: Child sexual exploitation: guide for practitioners or Trafficking: 
safeguarding children 

 

10.20 Child criminal exploitation: county lines 
Criminal exploitation of children is a geographically widespread form of harm that is a typical feature 
of county lines criminal activity: drug networks or gangs groom and exploit children and young people 
to carry drugs and money from urban areas to suburban and rural areas, market and 

https://www.nicco.org.uk/
https://www.gov.uk/government/publications/child-sexual-exploitation-definition-and-guide-for-practitioners
https://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance
https://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance


 

 

seaside towns. Key to identifying potential involvement in county lines are missing episode, when 
the victim may have been trafficked or the purpose of transporting drugs and a referral to the 
National Referral Mechanism should be considered. Like other forms of abuse and exploitation, 
county lines exploitation: 

 
• can affect any child or young person (male or female) under the age of 18 years 
• can affect any vulnerable adult over the age of 18 years 

• can still be exploitation even if the activity appears consensual 

• can involve force and/or enticement-based methods of compliance and is often 
accompanied by violence or threats of violence 

• can be perpetrated by individuals or groups, males or females, and young people or 
adults; and 

• is typified by some form of power imbalance in favour of those perpetrating the exploitation. 
Whilst age may the most obvious, this power imbalance can also be due to a range of other 
factors including gender, cognitive ability, physical strength, status, and access to economic 
or other resources. 

 

Further guidance can be found at: County Lines: criminal exploitation of children and vulnerable adults 

 
10.21 Homelessness 

Being homeless or at risk of becoming homeless presents a real risk to a child’s welfare. The 
designated safeguarding lead (and deputies) should be aware of contact details and referral routes 
into the Local Housing Authority so they can raise/progress concerns at the earliest opportunity. 
Indicators that a family may be at risk of homelessness include household debt, rent arrears, 
domestic abuse and anti-social behaviour, as well as the family being asked to leave a property. 
Whilst referrals and/or discussion with the Local Housing Authority should be progressed as 
appropriate, this does not, and should not, replace a referral into children’s social care where a child 
has been harmed or is at risk of harm. 

 

The Homelessness Reduction Act 2017 places a legal duty on English councils so that everyone who 
is homeless or at risk of homelessness will have access to meaningful help including  an  assessment 
of their needs and circumstances, the development of a personalised housing plan, and work to help 
them retain their accommodation or find a new place to live. The following factsheets usefully 
summarise the new duties. Homeless Reduction Act Factsheets. The new duties shift focus to early 
intervention and encourage those at risk to seek support as soon as possible, before they are facing 
a homelessness crisis. This could include school supporting a family with a CAF assessment. 

 
In most cases school staff will be considering homelessness in the context of children who live with 
their families, and intervention will be on that basis. However, it should also be recognised in some 
cases 16 and 17 year old’s could be living independently from their family home, and will require a 
different level of intervention and support. 

Children’s services will be the lead agency for these young people and the designated safeguarding 
lead (or a deputy) should ensure appropriate referrals are made based on the child’s circumstances. 
Further guidance can be found at: Homelessness: How local authorities should exercise their functions 

 
 

10.22 Sexual violence and sexual harassment between children in schools 
 

Context 

Sexual violence and sexual harassment 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 

https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
https://www.gov.uk/government/publications/homelessness-reduction-bill-policy-factsheets
https://www.gov.uk/guidance/homelessness-code-of-guidance-for-local-authorities


 

 

group of children. 
 

Children who are victims of sexual violence and sexual harassment will likely find the experience 
stressful and distressing. This will, in all likelihood, adversely affect their educational attainment. 
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 should be aware that some 
groups are potentially more at risk. Evidence shows girls, children with SEND and LGBT children 
are at greater risk. 

 
Staff should be aware of the importance of: 

▪ making clear that sexual violence and sexual harassment is not acceptable, will never 
be tolerated and is not an inevitable part of growing up; 

▪ not tolerating or dismissing sexual violence or sexual harassment as “banter”, “part of growing 

up”, “just having a laugh” or “boys being boys”; and 
▪ challenging behaviours (potentially criminal in nature), such as grabbing bottoms, breasts and 

genitalia, flicking bras and lifting up skirts. Dismissing or tolerating such behaviours risk 
normalising them. 

 

What is sexual violence and sexual 
harassment? Sexual violence 
It is important that school staff are aware of sexual violence and the fact children can, and 
sometimes do, abuse their peers in this way. When referring to sexual violence we are referring to 
sexual offences under the Sexual Offences Act 2003 as described below: 

 

Rape: A person (A) commits an offence of rape if: he intentionally penetrates the vagina, anus or 
mouth of another person (B) with his penis, B does not consent to the penetration and A does not 
reasonably believe that B consents. 

 
Assault by Penetration: A person (A) commits an offence if: s/he intentionally penetrates the 
vagina or anus of another person (B) with a part of her/his body or anything else, the penetration is 
sexual, B does not consent to the penetration and A does not reasonably believe that B consents. 

 

Sexual Assault: A person (A) commits an offence of sexual assault if: s/he intentionally touches 
another person (B), the touching is sexual, B does not consent to the touching and A does not 
reasonably believe that B consents. 

 
What is consent? Consent is about having the freedom and capacity to choose. Consent to sexual 
activity may be given to one sort of sexual activity but not another, e.g. to vaginal but not anal sex 
or penetration with conditions, such as wearing a condom. Consent can be withdrawn at any time 
during sexual activity and each time activity occurs. Someone consents to vaginal, anal or oral 
penetration only if s/he agrees by choice to that penetration and has the freedom and capacity to 
make that choice. 

Sexual harassment 
When referring to sexual harassment we mean ‘unwanted conduct of a sexual nature’ that can 
occur online and offline. When we reference sexual harassment, we do so in the context of child 
on child sexual harassment. Sexual harassment is likely to: violate a child’s dignity, and/or make 
them feel intimidated, degraded or humiliated and/or create a hostile, offensive or sexualised 
environment. 

 
Whilst not intended to be an exhaustive list, sexual harassment can include: 
▪ sexual comments, such as: telling sexual stories, making lewd comments, making 



 

 

sexual remarks about clothes and appearance and calling someone sexualised names; 
▪ sexual “jokes” or taunting; 

▪ physical behaviour, such as: deliberately brushing against someone, interfering with 
someone’s clothes (schools and colleges should be considering when any of this crosses a line 
into sexual violence – it is important to talk to and consider the experience of the victim) and 
displaying 
pictures, photos or drawings of a sexual nature; and 

▪ online sexual harassment. This may be standalone, or part of a wider pattern of 
sexual harassment and/or sexual violence. It may include: 
▪ non-consensual sharing of sexual images and videos; 

▪ sexualised online bullying; 
▪ unwanted sexual comments and messages, including, on social media; and 
▪ sexual exploitation; coercion and threats 

 
The response to a report of sexual violence or sexual harassment 
The initial response to a report from a child is important. It is essential that all victims are 
reassured that they are being taken seriously and that they will be supported and kept safe. A 
victim should never be given the impression that they are creating a problem by reporting sexual 
violence or sexual harassment. Nor should a victim ever be made to feel ashamed for making a 
report. 

 
If staff have a concern about a child or a child makes a report to them, they should follow the 
referral process as set out in KCSiE. As is always the case, if staff are in any doubt as to what to 
do they should speak to the DSL or deputy. 

 
Further guidance can be found at: Sexual violence and sexual harassment between children in schools 
and colleges 

 

10.24 Upskirting 

This is defined by KCSIE, 2019 as “typically involves taking pictures under a person/s clothing without 
them knowing, with the intention of viewing their genitals or buttocks to obtain sexual gratification, 
or cause the victim humiliation, distress or alarm”. 

 
This is now a criminal offence and can carry a prison sentence. This will be taken seriously by 
Wymondham College Prep School. 

 
Students will be taught to protect themselves via PSHE lessons and assemblies, while staff will be 
given suitable advice about protecting themselves. 

 
Further guidance can be found at: www.gov.uk/government/news/upskirting-know-your-rights 

 

11. Safer Recruitment and Selection 
 

At all times the Head and governing body will ensure that safer recruitment practices are followed. 
We will ensure that our Head of School (DSL), Deputy Headteacher, and at least one Assistant 
Headteacher and one governor have completed appropriate safer recruitment training and renew it 
as appropriate. 

 

At Wymondham College Prep School we require evidence of original academic qualifications. We do 
not accept testimonials and insist on taking up  references prior  to interview.  We will question  
the contents of application forms if we are unclear about them, we will undertake enhanced DBS 
checks and use any other means of ensuring we are recruiting and selecting the most suitable 

https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
http://www.gov.uk/government/news/upskirting-know-your-rights


 

 

people to work with our children.  We will use the recruitment and selection process  to  deter  
and reject unsuitable candidates and will adhere to the requirements of the latest Safeguarding 
Children in Education and Safer Recruitment in Education. Recruitment checks and seeking of 
appropriate verification documents and S28 checks are completed by the HR team, Sapientia 
Education Trust of which Wymondham College Prep School is member. 

12. Domestic Abuse & Violence 
 

The Government defines domestic violence and abuse as: 
Any incident or pattern of incidents of controlling, coercive, threatening behaviour, violence or abuse 
between those aged 16 or over who are, or have been, intimate partners or family members 
regardless of gender or sexuality. The abuse can encompass, but is not limited to: 

 
• psychological 
• physical 

• sexual 
• financial; and 

• emotional 

Exposure to domestic abuse and/or violence can have a serious, long lasting emotional and 
psychological impact on children. In some cases, a child may blame themselves for the abuse or may 
have had to leave the family home as a result. Domestic abuse affecting young people can also occur 
within their personal relationships, as well as in the context of their home life. 

 

Advice on identifying children who are affected by domestic abuse and how they can be helped is 
available at: 

 
NSPCC-UK domestic-abuse signs symptoms effects 

Refuge what is domestic violence/effects of domestic violence onchildren 

Safe lives: young people and domestic abuse 
 

Where there is evidence of domestic violence, Wymondham College Prep School will report our 
concerns, to Children’s social care and the police in order to prevent the likelihood of any further 
abuse taking place. 

 
Further guidance can be found at: Domestic abuse: Various Information/Guidance or Relationship abuse: 
disrespect nobody 

 
 

13. Private Fostering 
 

Private fostering is an arrangement made between the parent and the private foster carer, who then 
becomes responsible for caring for the child in such a way as to safeguard and promote his/her 
welfare. 

 

A privately fostered child means a child under the age of 16 (18 if a disabled child) who is cared 
for and provided with accommodation by someone other than: 

 
• a parent 
• a person who is not a parent but has parental responsibility 

• a close relative 
• a Local Authority 

for more than 28 days and where the care is intended to continue. It is a statutory duty for us at 
Wymondham College Prep School to inform the Local Authority where we are made aware of a 
child or 

https://www.nspcc.org.uk/preventing-abuse/child-abuse-and-neglect/domestic-abuse/signs-symptoms-effects/
http://www.refuge.org.uk/get-help-now/support-for-women/what-about-my-children/
http://www.safelives.org.uk/knowledge-hub/spotlights/spotlight-3-young-people-and-domestic-abuse
https://www.gov.uk/guidance/domestic-violence-and-abuse
https://www.disrespectnobody.co.uk/relationship-abuse/what-is-relationship-abuse/
https://www.disrespectnobody.co.uk/relationship-abuse/what-is-relationship-abuse/


 

 

young person who may be subject to private fostering arrangements. 
 

Further information and guidance can be found: Private fostering: local authorities 

 
14. Child Sexual Exploitation and Online Safety 

 

Children and young people can be exploited, radicalised and suffer bullying through their use of 
modern technology, such as the internet, mobile phones and social networking sites. In order to 
minimise the risks to our children and young people Wymondham College Prep School will ensure 
that we have in place appropriate measures such as security filtering, and an acceptable use policy 
linked to our Online-Safety policy. We will ensure that staff are aware of how not to compromise 
their position of trust in or outside of the school and are aware of the dangers associated with the 
internet and other mobile technology. Through PSHE, assemblies and tutor time activities, students 
are made aware of the dangers of online technology including instant messages, sexting, location 
services and sharing photos. 

Students are safeguarded in school through filters but are made aware of the implications for 
accessing these activities in their own time. 

Our Online-Safety policy clearly states that mobile phone or electronic communications with a student 
at our school is not acceptable, other than for approved school business e.g. coursework, mentoring. 
Where it is suspected that a child is at risk from internet abuse or cyber bullying, we will report our 
concerns to the Police. 

Further information and guidance can be found: 

http://thinkuknow.co.uk or http://ceop.police.uk/safety-centre or Sexting: responding to incidents 

and safeguarding children 

The above list is not exhaustive and as new policy guidance and legislation develops within the remit 
of Safeguarding, we will review and update our policy as appropriate and in line with Suffolk policy and 
procedure to ensure Wymondham College Prep School is a safe place to learn and work. 

 
 

15 Whistleblowing 
 

The governing body recognises that children cannot be expected to raise concerns in an environment 
where staff fail to do so. 

Whistleblowing is ‘making a disclosure in the public interest’ and occurs when a worker (or member 
of the wider school community) raises a concern about danger or illegality that affects others, for 
example, students in the school or members of the public. 

All staff, volunteers and students should be aware of their duty to raise concerns, where they  exist, 
about the management of child protection, which may include the attitude or actions/inactions of 
others, poor or unsafe practice and potential failures in the school’s safeguarding arrangements. 

The governing body recognises that everyone in the school community should feel able to report any 
child protection and/or safeguarding concerns through existing procedures within school, 

 
including the whistleblowing procedure adopted by  governors  where necessary. However, for 

https://www.gov.uk/government/publications/children-act-1989-private-fostering
http://thinkuknow.co.uk/
http://ceop.police.uk/safety-centre
https://www.gov.uk/government/groups/uk-council-for-child-internet-safety-ukccis
https://www.gov.uk/government/groups/uk-council-for-child-internet-safety-ukccis
https://www.gov.uk/government/groups/uk-council-for-child-internet-safety-ukccis


 

 

members of staff who do not feel able to raise such concerns internally, there is a NSPCC 
whistleblowing helpline. Staff can call 0800 028 0285 (line available from 8.00am to 8.00pm, Monday 
to Friday) or email: help@nspcc.org.uk 

Further information and guidance is available in the Trust Whistleblowing policy, 

 
16 Preventing Radicalisation and Extremism 

 

16.1 Rationale 
 

Children are vulnerable to extremist ideology and radicalisation. In today’s modern world, children 
may be exposed to many radical and extremist views, both through the people they may meet and 
through a wide range of media. There is no single way of identifying whether a child is likely to be 
susceptible to an extremist ideology. Background factors combined with specific influences such as 
family and friends may contribute to a child’s vulnerability. As with other safeguarding risks, staff 
should be alert to changes in children’s behaviour which could indicate that they may be in need of 
help or protection. Staff should use their judgement in identifying children who may be at risk of 
radicalisation and act proportionately which may include the DSL (or deputy) making a referral to 
the Channel programme. 

 

Similar to protecting children from other forms of harm and abuse, protecting children from this risk 
is part of Wymondham College Prep School’s safeguarding approach. 

 

Extremism is the vocal or active opposition to our fundamental values, including the rule of law, 
individual liberty and the mutual respect and tolerance of different faiths and beliefs. This also 
includes calling for the death of members of the armed forces. 
Radicalisation refers to the process by which a person comes to support terrorism and 
extremist ideologies associated with terrorist groups. 
(Definitions are from current Government policy) 

 
16.2 The PREVENT Duty & Channel 

 

All schools and colleges are subject to a duty under section 26 of the Counter-Terrorism and 
Security Act 2015 (the CTSA 2015), in the exercise of their functions, to have “due regard to the 
need to prevent people from being drawn into terrorism”. This duty is known as the Prevent 
duty. 

 
The Prevent duty is seen as part of Wymondham College Prep Schools’ wider safeguarding 
obligations. The Designated safeguarding lead and deputies should familiarise themselves with the 
Revised Prevent duty guidance: for England and Wales, especially paragraphs 57-76 which are 
specifically concerns with schools (and also covers childcare). The guidance is set out in terms of 
four general themes: Risk assessment, working in partnership, staff training, and IT policies. 

 

Additional support 
The department has published advice for schools on the Prevent duty. The advice is intended to 
complement the Prevent guidance and signposts other sources of advice and support. 

 

Educate Against Hate, a website launched by Her Majesty’s Government has been developed to 
support and equip school leaders, teachers, and parents with information, tools and resources 
(including on the promotion of fundamental British values) to help recognise and address extremism 
and radicalisation in young people. The platform provides information on and access to training 
resources for teachers, staff and school and college leaders. 

mailto:help@nspcc.org.uk
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/470088/51859_Cm9148_Accessible.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/445977/3799_Revised_Prevent_Duty_Guidance__England_Wales_V2-Interactive.pdf
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
https://educateagainsthate.com/


 

 

Channel 

Channel is a programme which focuses on providing support at an early stage to people who are 
identified as being vulnerable to being drawn into terrorism. It provides a mechanism for schools to 
make referrals if they are concerned that an individual might be vulnerable to radicalisation. An 
individual’s engagement with the programme is entirely voluntary at all stages. Guidance on 
Channel is available at: Channel Guidance, and a Channel awareness e-learning programme is 
available for staff at: Channel General Awareness. 

 

The school’s Designated Safeguarding Lead (and deputies) should be aware of local procedures for 
making a Channel referral. As a Channel partner, the school may be asked to attend a Channel 
panel to discuss the individual referred to determine whether they are vulnerable to being drawn 
into terrorism and consider the appropriate support required. 

 
16.3 In school approach 

 

Children at Wymondham College Prep School are privy to a host of avenues where 
radicalisation and extremism is discussed: 

 

• Students have assemblies on the topic and learn about what radicalisation and extremism 
are, with examples in the world. They are also taught about having their own voice and not 
always heeding the views of other people, especially if they have doubts about them. 

• The PSHE & RE curriculum covers aspects of radicalisation and extremism, as well as the 
close links to bullying and rights. 

• Ethics is taught across all Key Stages and students learn about the rights and wrongs in 
society. 

 

The school has an internal referral process whereby staff can flag up any concerns they have 
around radicalisation and extremism. Any colleague with concerns should complete the 
Radicalisation and Extremism Concern Form available in the staffroom and pass immediately to 
the Head of School/DSL. The DSL may then make a VTR (Vulnerable to Radicalisation) referral; 
at this stage parents should not be informed. 

 
The concern is logged, and a timeline started. The Police and Social Services will be contacted. The 
school has a risk assessment in place and identifies students who may be at risk of Radicalisation 
and Extremism. 

https://www.gov.uk/government/publications/channel-guidance
http://course.ncalt.com/Channel_General_Awareness/01/index.html


 

 

16.4  

Radicalisation and Extremism Concern Form 
 

Student Name: Staff logging concern: Date: 

Nature of concern: Tick: 

Inappropriate content on phone  

Inappropriate material held by student  

Propaganda material  

Overheard conversation  

Gang mentality  

Other concern  

 

Please continue over if necessary 

 

 
Once complete please hand this form IMMEDIATELY to Karen Millar, Head of School 

Describe in a much detail as possible your concern and note any behaviours observed: 



 

 

 

 

16.5 Radicalisation and Extremism Risk Assessment 

The School 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The Students 
Question Answer Evidence/comment 

Are students aware of what R and E is   

Are individual students risk assessed   

Students at risk   

Evaluation: LOW RISK Staff will continue to monitor all students. 

The Community 

The local community which the school serves consists predominantly of white British families. 
 

Evaluation: LOW RISK As and when a concern is raised or an issue 

appears likely the school will work with 
families and the wider community on R & E. 

Question Answer Evidence/comment 

Does the school have a policy Yes Part of Safeguarding policy 

Does the school work with outside 
agencies on R and E 

yes Police and Social Care 

Has the school got a nominated R and E 
Lead 

yes Alex Wilson (Headteacherl) 

Do staff have a process to voice their 
concerns 

yes Internal Referral Form 

Do children have a process to voice their 
concerns 

yes Class teacher School Council, 
PSHE 
lessons 

Are there opportunities for students to learn 
about R and E 

yes PSHE lessons and 
assemblies 

Are there documented cases of R and E 
at the school 

no This is a new school 

Is the school particularly prone to R and E no  

The school conducts an annual Remembrance Service with the local British Legion Office 
held in school. All students participate in the service and pay their respects as an entire 
cohort. 
Evaluation: LOW RISK  

 



 

 

16.6  

PREVENT SELF ASSESSMENT  
 

PREVENT OBJECTIVE 1: Clear leadership and accountable structures are in 
place and visible throughout the organisation 
Evidence: Tick: 
There is an identified strategic PREVENT lead within the school ✓ Karen Millar 

The strategic lead understands the expectations and key priorities to deliver 
PREVENT and that this is embedded within Safeguarding Procedures 

✓ 

The Senior Leadership Team are aware of the PREVENT Strategy and its 
objectives 

✓ 

There is a clear awareness of roles and responsibilities throughout 
organisation regarding PREVENT 

✓ 

Staff understand the 
need to flag up 
concerns and there is a 
clear process 
to follow 

PREVENT safeguarding responsibilities are explicit within the Schools 
Safeguarding Team 

✓ 

R and E is connected 
to Safeguarding 
and Child Protection 
Policy and systems in 
school 

The Prevent agenda and its objectives has been embedded within the 
appropriate Safeguarding processes 

✓ 

 

PREVENT OBJECTIVE 2: Staff and the Governing Body have been appropriately 
trained according to their role 
Evidence: Tick: 

A plan is in place to include Workshop to Raise Awareness of 
Prevent (WRAP) training so that key staff and Governors understand 
the risk of radicalisation and extremism and know how to recognise 
and refer children who may be vulnerable 

✓ 

Details of WRAP courses including frequency and availability are 
cascaded to all relevant staff 

 

Further training on the Prevent agenda is made available to the 
Strategic Prevent lead and Safeguarding 
leads where appropriate 

 



 

 

There is appropriate staff guidance and literature available to staff 
on the Prevent agenda 

 

 
 

PREVENT OBJECTIVE 3: An appropriate reporting and referral process is in 
place and referrals are being managed effectively 
Evidence: Tick: 

Ensure that preventing young people from being exposed to 
radicalisation or extremism is part of the school’s safeguarding 
policies and procedures. 

 

A single point of contact [SPoC] for any PREVENT concerns raised 
by staff within the school has been identified 

✓  

An appropriate internal PREVENT referral process has been 
developed 

 

Partner agency communication channels have been developed  

An audit trail for notification reports/referrals exists  

PREVENT referrals/notifications are being managed or overseen by 
relevant staff 

✓  

A process is in place to identify and develop ‘lessons learnt’  



 

 

 

PREVENT OBJECTIVE 4: A broad and balanced curriculum that helps protect 
students against extremism and promotes community cohesion 
Evidence: Tick: 

School has a range of initiatives and activities that promote the 
spiritual, moral, social and emotional needs 
of children aimed at protecting them from radicalisation and 
extremist influences 

✓  

The school delivers training that helps develop critical thinking skills 
around the power of influence, particularly on-line and through social 
media. 

 

Students are aware of the benefits of community cohesion and the 
damaging effects of extremism on community relations. 

✓ Through 
PSHE, RE 
and 
assemblies 

Staff are able to provide appropriate challenge to students, parents 
or governors if opinions are expressed that are contrary to 
fundamental British values and promotion of community cohesion. 

✓ referral 
system in 
place that 
follows safeguarding 
processes 



 

 

Appendix 1 – MyConcern (Safeguarding Referral method) 
 

www.myconcern.education 
 
 

 

 

Insert your school email address 

and the password you have set 

up for yourself. 

Click on report a concern if you have an 

issue to share. If you have further 

information to add to an existing 

concern, click update a concern. 

http://www.myconcern.education/


 

 

 
 
 

 

Start with adding the name of the 

 

 
 
 
 
 
 
 

Type in either the first or last name 

of a student. The options will 

appear in a drop down, select the 

correct student. 



 

 

 
 
 
 
 

Write a short summary of your 

concern i.e. “Karen has a bruise 

on her face” 

Add the date and time that the 

concern was brought to your 

attention NOT when you are 

completing the form. 



 

 

 
 

 
 
 

Add detail about your concern i.e. 

“Karen has a bruise on her left 

cheek. She says she fell off her 

bunk beds and hit it on her desk 

at the weekend. I am not sure 

this is accurate as she has 

talked previously about having a 

lovely big double bed”” 

If this is critical concern tick this box 

and explain why i.e. “Karen talked 

about her mum’s anger in the past and 

I am worried that when she goes 

home tonight she could be in 

danger” 



 

 

 

 
 
 
 
 
 
 
 

 
If this was a self-harm concern, you 

could write “I have taken Karen to first 

wounds; she does not need to visit the 

hospital.” 

on your computer or 

phone. This could be a 

photograph or copy of an email. 



 

 

 

 
 

 

 

 
Appendix 1 
 
 
ADULTS IN PREP SCHOOL ACCOMMODATION POLICY 
 
Purpose of the Policy 
 
In order to comply with the Boarding Schools National Minimum Standards, the Governors 
are required to have a policy to ensure, as far as possible, that any adult (which for this 
purpose means a person over 16 years of age – see footnote) whether or not they are 
employed by the College but living in College accommodation does not pose a risk to 
children. 
 
This is achieved in four ways: 
 

• The Written Declaration 

• Disclosure and Barring Service Checks 

• Terms of Residential Accommodation 

• The Code of Conduct for Staff and Volunteers 
 
Written Declaration 
 
Adults living in College accommodation will be asked to sign the written declaration as soon 
as possible after the adoption of this policy or as soon as they reach the age of 16.  
 
Adults not employed by the College but who will be living in College accommodation with a 
newly appointed resident member of staff will be asked to sign the written declaration before 

Once you have checked you are 

happy with all the information you 

have entered, hit SUBMIT 

CONCERN. 

The system then automatically notifies the DSL and Deputy DSL’s via email that a concern has been 

logged. We can all log in and see what has happened whether we are in school or not, we can then 

allocate actions to each other or decide to take action ourselves. 

We will update the concern as we currently do on paper and the system automatically creates a 

chronology and log for us. This way we can all see what is happening with a student, even if we have 

not managed to meet face to face. 



 

 

appointment of the resident employee is confirmed. 
 
Adults not employed by the College but who wish to live in College accommodation with an 
appointed resident member of staff will be asked to sign the written declaration before the 
occupancy takes place. 
 
A copy of the written declaration is at Appendix 1 of this policy. 
 
Disclosure and Barring Service Checks  
 
All such adults living in College accommodation, whether or not employed by the College, 
are required to successfully complete a Disclosure and Barring Service check either before 
taking up residence or on reaching the age of 16. 
 
In the event that any adult living in College accommodation is subsequently convicted of a 
criminal offence, or has accepted a caution in respect of an offence, the adult must report the 
fact to the Headteacher without delay.  The Headteacher will decide whether the severity and 
nature of the offence is such as to compromise the continuation of occupancy in the 
residence. 
 
(Footnote: see NMS Standard 14 of the National Minimum Standards for Boarding Schools) 
 
 
Terms of the Residential Accommodation 
 
All adults living in College accommodation are required to adhere to the terms of the 
Residential Licence that has been signed by the residential licence holder in respect of their 
occupancy of the accommodation.  This includes the provision that the Residential Licence 
may be terminated where the Headteacher reasonably considers that a member of the 
household of the licence holder may pose a safeguarding risk to children. 
 
Code of Conduct for Staff and Volunteers 
 
All adults living in College accommodation are required to act in accordance with the Code 
of Conduct for Staff and Volunteers as far as their occupation of school accommodation is 
concerned, whether or not they are employed by the College. 
 
 
 



 

 

Appendix 2: 

 

DECLARATION BY ADULTS RESIDENT IN STAFF ACCOMMODATION 

 

In order to comply with the Boarding Schools National Minimum Standards, all adults whether 
or not employed by the College but living in staff accommodation must sign this written 
declaration before the right to reside in the staff accommodation is confirmed or as soon as 
they reach the age of 16. 

 
Adults who have a conviction for a criminal offence (other than fixed penalty traffic offences), 
or who have accepted a caution in respect of  such an offence, must declare it in a letter 
addressed to the Headteacher and placed in a separate envelope marked “Private and 
Confidential” and enclosed with this declaration. 
 
Please make the following declaration and tick the appropriate box. 
 
 

I have read the statement about Criminal Convictions and I hereby declare that: 

 

 I have nothing to declare 

 

 I have information to declare and I have attached a sealed envelope containing details 

 
I agree to provide the necessary identification documents to the College to enable a 
Disclosure and Barring Service check to be completed and I hereby undertake to inform the 
Headteacher in writing if during my occupation of staff accommodation I am convicted of a 
criminal offence (other than a fixed penalty traffic offence) or accept a caution in respect of 
any such offence. 

 

I hereby declare that I shall abide by the Wymondham College Code of Conduct for Staff and 
Volunteers as far as it relates to my occupation of College accommodation. 

 

Signed:        Date: 

 

Name: 

 

Location of Accommodation: 



 

 

Appendix  4:   

GUIDANCE3TO STAFF ON MINIMISING THE RISK OF ALLEGATIONS BEING MADE 
AGAINST THEM 
 
All actions concerning children and young people must uphold the best interests of the young 
person as a primary consideration.  Staff must always be mindful of the fact that they hold a 
position of trust, and that their behaviour towards young people in their charge must be above 
approach.  This guidance is not intended to detract from the enriching experiences young 
people gain from positive interaction with staff.  It is intended to assist staff in respect to the 
complex issue of child abuse, by drawing attention to the areas of risk for all staff and by 
offering guidance on prudent conduct.  This guidance should be read alongside the College’s 
‘Staff Code of Conduct’, the ‘Care, Control and Physical Intervention Policy’ and the guidance 
given in the ‘Dos and Don’ts’ section of the document, ‘Boarding Duties at Wymondham 
College’ and the ICT code of conduct. 

1. Private meetings with Students 

 
a)  Staff should be aware of the dangers which may arise from private interviews with 

individual students.  It is recognised that there will be occasions when confidential 
interviews must take place.  As far as possible, staff should conduct such interviews in a 
room with visual access, or with an open door. 

b)  Where such conditions cannot apply, staff are advised to ensure that another adult knows 
that the interview is taking place.  It may be necessary to use a sign indicating that the 
room is in use, but it is not advisable to use signs prohibiting entry to the room. 

c) Where possible another student or (preferably) another adult should be present or nearby 
during the interview. 

d) Staff should not transport students in their own cars unless they have the adequate 
insurance and a member of the Senior Team, Safeguarding Team or Head/Deputy Head 
of House is aware of this.  Staff should, in as far as it is possible, minimise the amount of 
time they are alone with students in a vehicle. 

 
2. Relationships and Attitudes 
 
Staff should ensure that their relationships with students are appropriate to the age, maturity 
and sex of students, taking care that their conduct does not give rise to comment or 
speculation.  Attitudes, demeanour and language all require care and thought, particularly 
when staff are dealing with adolescent boys and girls.  Any behaviour which could be 
considered flirtatious or sexually provocative could be viewed as an abuse of trust and 
grooming and result in a referral to the LADO.  Any sexual relationships between a member 
of staff and a student at the College constitutes a criminal offence even if the student is 
otherwise old enough to give consent.  Where a member of staff feels that something they 
have said or done may be misinterpreted by a student, it is always better to self-report.   
 
It would be impossible and inappropriate to lay down hard and fast rules to cover all the 
circumstances in which staff interrelate with children and young people, or where opportunities 
for their conduct to be misconstrued might occur.  From time to time, however, it is prudent for 
all staff to reappraise their teaching styles, relationships with young people and their manner 
and approach to individual young people, to ensure that they give no grounds for doubt about 
their intentions, in the minds of colleagues, of young people or parents / guardians. 
 
In all circumstances employees’ professional judgement will be exercised and for the vast 
majority of employees this guidance will serve only to confirm what has always been their 
practice.  If employees have any doubts about points in this guidance, or how they should act 
in particular circumstances, they should consult their Line Manager or the Designated Senior 



 

 

Person for Safeguarding and Child Protection.  
 
  



 

 

Appendix 4:  

Personal Care Policy 
Purpose of the Policy  

1. To Safeguard the dignity, rights and wellbeing of all students 
2. To protect staff and students who require intimate care from harm. 
3. To create a clear understanding of protocols surrounding the delivery of intimate care 

to students. 
4. To protect students from any physical intervention that is unnecessary, inappropriate 

or excessive. 
5. To provide adequate guidance, information and training for staff involved in supporting 

SEND students who require intimate care so they can ensure that their own conduct 
is appropriate to the needs of the supported student 

6. To assure parents and carers that staff are knowledgeable about personal care and 
that the student’s individual needs and concerns are taken into account  

7. To protect students from discrimination and ensure an equality of opportunity for all 
young people at Wymondham College 

 
Definition  
Personal care is defined as any care which involves touching, washing or carrying out 
procedures involving intimate personal areas.  
 
Personal care tasks are associated with bodily functions, body products and personal hygiene 
that demand direct or indirect contact with, or exposure of the genitals. Examples include 
support with dressing and undressing (underwear), changing incontinence wear, helping 
someone use the toilet or washing intimate parts of the body.  
 
Personal care tasks include help with feeding, prompting to go to the toilet, washing non-
intimate body parts or support with dressing and undressing.  
 
Help may also be needed with changing colostomy bags, catheters and other such equipment. 
It may also require the administration of rectal medication. Guidance on these medical 
interventions should be sought from relevant Health professionals. 
 
 
Key Principles that underpin the delivery of intimate care: 

1. Students have a right to feel safe and secure and the right to remain healthy.  
2. Students should be respected and valued as individuals. 
3. Students have a right to privacy, dignity and a professional approach from staff when 

meeting their needs.  
4. A student’s Personal care plan should be designed to lead to as much independence 

and control as possible  
5. Students should be encouraged to express choice and to have a positive image of their 

body  
6. Students have the right to information and support to enable them to make appropriate 

choices  
7. Students have the right to raise a concern about their intimate care and have this dealt 

with promptly 
8. Personal care will only be delivered by a member of College staff who has received 

training in providing personal care. This is delivered annually to SEND and for all new 
starters during the academic year if they could be called upon to provide a student with 
intimate care in the absence of their Pupil Specific Key Worker 

 
Good Practice in Intimate and Personal Care 



 

 

1. Management of students needing personal care will be carefully planned between the 
PSKW and the LIC and nursing team if required and carried out consistently.  

2. Staff carrying out personal care procedures should be fully aware of best practices 
which will be addressed (a) generally via annual/starter training on SEND safeguarding 
and (b) detailed in the student’s EHCP and/or as appropriate in their risk assessment 

3. Getting to know the student before working with him/her  
4. Being aware of any cultural or religious sensitivities related to aspects of personal care  
5. Speaking to the student by name and ensuring that they are aware of what personal 

care is to take place  
6. Addressing the student in an age appropriate manner  
7. Agreeing terminology for parts of the body and bodily functions that will be used by all  
8. Respecting a student’s preference for a particular sequence of care  
9. Giving clear prompts in an appropriate way to allow the student to anticipate and 

prepare for events e.g. show clean continence wear to indicate the intention to change, 
or a sponge for washing  

10. Encouraging the student to do as much as possible for themselves  
11. Always seeking the student’s permission to carry out a task  
12. Providing facilities that allow dignity and privacy  
13. Keeping records as required 
14. Enabling Parents/carers to have access to any documents relating to personal care 

procedures and considering the needs and wishes of both students and 
parents/carers. 

 
 
Monitoring and Review: 
To be monitored by the Safeguarding team (led by Miss Julie Marsh) College SENCO (Mrs 
Karen Millar) and Learning Inclusion Co-ordinator (Hanna Greene) 
 
 
ANNEXE 7: THE USE OF VOLUNTEERS 



 

 

 

 

 

 

 

 

 

 

 

 

 

IS THE VOLUNTEER IN REGULATED ACTIVITY? 

Is the volunteer supervised at all times? 

Is the supervisor a regular member of staff with 
Enhanced DBS? 

YES 

Does the role include an off-site residential 
activity or the opportunity for such? 

YES This is regulated activity 

THIS FLOW CHART APPLIES TO ALL VOLUNTEERS AT WYMONDHAM COLLEGE WHO 
ARE IN COLLEGE WHILE STUDENTS ARE ON SITE 

Is the volunteer on site between the hours of 
6pm and 6am? 

NO 

THIS IS NOT REGULATED ACTIVITY 

Does the volunteer provide personal care (help 
with eating, toileting, washing etc) or healthcare 

to students? 

NO 

YES This is regulated activity 

NO This is regulated activity 

NO This is regulated activity 

YES This is regulated activity 

NO 

YES 

VOLUNTEERS NOT IN REGULATED ACTIVITY MUST: 

BE SPONSORED BY AN APPROPRIATE HEAD OF DEPARTMENT 
BE REGISTERED WITH THE HR OFFICE 
PROVIDE PHOTO ID (and an existing DBS Certificate, if available) 
BE SUPERVISED AT ALL TIMES BY A REGULAR MEMBER OF STAFF 
SUPERVISION MUST BE REGULAR AND DAY-TO-DAY AND REASONABLE IN AL 
CIRCUMSTANCES TO ENSURE THE SAFEGUARDING OF STUDENTS 
BOOK IN AT RECEPTION DAILY AND WEAR A VISITOR’S BADGE AT ALL TIMES 

VOLUNTEERS IN REGULATED ACTIVITY 



 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 

 

 

 

References: 

A. National Minimum Standards for Boarding 15.1 
B. Keeping Children Safe in Education Part 3 and Annex D 
C. College Safeguarding Policy Annexe 7 

 

Volunteers should be limited to an initial 
period of one term.  If volunteers wish to 
continue after one term, sponsors are to: 

• conduct a review of the volunteer’s 
role and practices within the College  

• provide any necessary update 
training 

Thereafter, volunteers must receive regular 
reviews and continuation training from their 
sponsor. 
 

Safeguarding training will be co-ordinated 
by the HR and volunteers in regulated 
activity are not to start before receiving this 
training.  Other induction training, as 
appropriate, is the responsibility of the 
sponsor Head of Department. 

This is the responsibility of the sponsor 
Head of Department 
 

Enhanced DBS checks must be: 

• either completed by the College, before 
the volunteer starts,  

• or, if the volunteer has subscribed to 
the DBS Update Service, the College 
may use the update service to verify an 
existing Enhanced DBS 

Volunteers must provide two referees to 
complete a safeguarding declaration 

ALL VOLUNTEERS IN REGULATED ACTIVITY MUST: 
 

Be registered with HR Office 

Be sponsored by a relevant Head of 
Department or House 

Have an enhanced DBS Check and 
two references 

Be issued with a job description for 
their role 

Receive appropriate induction 
training, including safeguarding, 
prior to starting  

Have specified end date for their 
period of volunteering 



 

 

ANNEXE 8: CODE OF CONDUCT FOR STAFF AND VOLUNTEERS (AND ADULTS 
LIVING IN COLLEGE ACCOMMODATION) 
 
INTRODUCTION 
 
1. All staff and those who work with students in a voluntary capacity, or who have regular 

contact with students, have a responsibility to act only in the best interests of those in their 
care and to protect them from harm.  They are also expected to show exemplary standards 
of professionalism and propriety in their work or dealings with the College and to uphold 
its good name and reputation. 

 
2. For ease of expression this Code of Conduct uses the term “member of staff” to indicate 

all who work or live within the College, either on a paid or voluntary basis.  For clarification, 
this Code of Conduct applies to: 
 

• All employed members of staff 

• All volunteers supporting the work of the College 

• All adults resident at the College 

• Contractors and their staff 
 

Continued compliance after individuals have ceased work at the College, in relation to 
conduct with College students, is expected.   

3. Breaches of this Code of Conduct will be dealt with using the College staff disciplinary 

procedures - see Staff Disciplinary Policy. 

PROTECTION OF CHILDREN AND VULNERABLE ADULTS 
4. Members of staff have a duty of care to all students in the College and must act at all times 

in a manner which safeguards and promotes their physical, emotional and moral welfare. 
 

5. Members of staff must not seek physical, emotional or sexual gratification from their 
relationships with students, nor give the impression that they may be doing so.  They must 
exercise care in using language or exhibiting behaviour which may be misconstrued as 
inappropriate and must avoid situations where their integrity may appear compromised. 

 
 

6. Physical contact with students must be kept to a minimum and must only take place where 
it is necessary in the discharge of the duties of a member of staff.  Except in cases of 
emergency, the reason for physical contact should be explained to students before it takes 
place and consent obtained. 

 
7. Physical punishment of students is forbidden by law.  Minimum necessary force may be 

used in a situation to protect a student, member of staff or any other person from physical 
harm.  Any incident where force is used must immediately be reported in full to the 
Headteacher. 

 
8. Any member of staff who believes that a student may be at risk of physical or sexual abuse 

(whether by an adult or a child) or of neglect has a legal duty to report the matter to a 
member of the College’s Child Protection and Safeguarding Team.  For this reason, 
members of staff should not give assurances of confidentiality when counselling students. 

 
 

9. These provisions apply equally in the case of all students whether or not they are legally 
adults.  They also apply in any situation where a member of staff may be working with 
vulnerable adults. 



 

 

 
PROFESSIONAL CONDUCT 
10. Members of staff must understand and comply with the “Guidance for Safer Working 

Practice for Adults who work with Children and Young People in an Educational Setting” 
(Oct 15).  
 

11. Members of staff must discharge their duties in the College to the best of their abilities and 
using their best endeavours, remembering that the interests of students are paramount.  
They must co-operate with colleagues and other adults as required and contribute to the 
creation of a pleasant and productive working environment.  Bullying of any kind, including 
sexual harassment, is entirely unacceptable. 

 
12. Members of staff must not demean or undermine students, their parents, carers or 

colleagues, or act towards them in a manner which is discriminatory in relation to gender, 
marital status, religion, belief, colour, race, ethnicity, social group, sexual orientation, 
disability or age. 

 
13. Members of staff must comply with relevant statutory provisions and other instructions 

which support the well-being and development of students, including where these require 
co-operation and collaboration with outside agencies.  They must comply with the 
requirements of statutory bodies relating to the examination, assessment and evaluation 
of pupil achievement and attainment. 

 
14. Members of staff must be prepared to undertake training and other professional 

development opportunities as appropriate. 
 
15. Members of staff must adopt appropriate professional dress during the College day and 

set a good example to students concerning behaviour and appearance at all times. 
 

 
16. The College is a no smoking site and smoking is therefore entirely prohibited except in 

residential accommodation separate from boarding houses to which students and other 
staff (other than members of the household of the member of staff) have no access.  
Members of staff must never smoke where they may be seen by students.  This includes 
the use of e-cigarettes (or other nicotine substitute products). 
 

17. Staff who are on duty are not permitted to drink alcohol.  Staff who are not on duty, but 
either resident in the College or visiting off-duty, are not permitted to drink alcohol where 
students are present.  The only exception will be formal functions where the Headteacher 
is hosting and students are present to represent the College. 

 
18. Any use or possession of drugs, illegal substances or Novel Psychoactive Substances 

(NPS or “legal highs”) by staff is entirely prohibited on the College premises. 
 

19. Where members of staff are provided with accommodation for the better performance of 
their duties, they must ensure that the accommodation is maintained in a clean and 
presentable condition and that the provisions of their Licence with the Governing Body are 
observed. 
 

20. Volunteers and adults who are not employed by the College but living in College 
accommodation should be aware that they have no rights of discipline and should refer 
any concerns to the appropriate Head of House.  
 

21. Members of staff should be aware of the requirements to restrict social interaction with 
students (including via social media – see paragraph 24 below) and ensure that any social 



 

 

contact with students outside of the College is conducted within professional boundaries 
and is open and transparent. This applies in appropriate circumstances and also to ex-
students. 

 
INFORMATION AND COMMUNICATION TECHNOLOGY 
22. Information and Communication Technology facilities are provided for the better 

performance of the duties of members of staff.  They may also be used for personal 
purposes provided that such use does not involve the College in any additional cost, 
compromise the integrity of the College’s systems, impede their efficient operation or 
interfere with the performance of the duties of the member of staff. 

 
23. Members of staff must observe professional propriety in using electronic means of 

communication, whether or not provided by the College. In particular, they must not access 
or attempt to access pornographic or otherwise inappropriate material from the internet.   
 

24. Members of staff must not interact with students via electronic media in any way that may 
compromise their integrity or bring themselves or the College into disrepute. Members of 
staff should also not encourage or initiate social contact with current students of the 
College once the member of staff has ceased working at the College.  

 
25. The Headteacher may authorise the monitoring of Information and Communication 

Technology facilities used by staff to detect misuse or malpractice. 
 
FINANCIAL PROBITY 
26. Members of staff must maintain high standards of honesty and integrity in management 

and administrative duties, including in the use of College property and finance. 
 

27. Members of staff must not hold monies belonging to the College, to students or their 
parents in their own bank accounts at any time or for any reason without the express 
consent of the Bursar.  They must not use the resources of the College for their own benefit 
nor derive personal pecuniary benefit other than that allowed by the College’s Personal 
Pecuniary Benefit policy. 

 
28. Members of staff making decisions concerning the procurement of goods or services must 

declare any conflict of interest that may arise. 
 
CONFIDENTIALITY AND THE REPUTATION OF THE COLLEGE 
29. Members of staff must not act in a way that is likely to bring Wymondham College into 

disrepute.  They are reminded that, as employees, they have a duty of confidentiality to 
the College as their employer and they must therefore not divulge information concerning 
the College or any student to third parties, except in relation to their professional duties.  

 
30. Only the Headteacher, or a person acting under the authority of the Headteacher, is 

entitled to speak on behalf of the College to the media. 
 
31. Members of staff must not misuse or misrepresent their professional position, 

qualifications or experience or their role in the College. 
 
 
WHISTLEBLOWING 
32. A member of staff who believes that criminal activity or wrongdoing of any other serious 

kind is taking place in the College must report the matter to their line manager, to the 
Headteacher, Governors, the Police or other appropriate authority. In doing so they are 
protected from recrimination by the Trust’s Whistleblowing Policy.  
 



 

 

 
CONVICTION OF A CRIMINAL OFFENCE 
33. A member of staff who is convicted of a criminal offence, or has accepted a caution in 

respect of an offence, must report the fact to the Headteacher.  The Headteacher will 
decide whether the severity and nature of the offence is such as to compromise the role 
of the member of staff in the College. 

 
TEACHERS’ STANDARDS AND OTHER PROFESSIONAL BODIES 
34. The conduct of Teachers is regulated by the “Teachers’ Standards” document published 

by the Department of Education, which has been incorporated into the College’s 
Performance Management Policy 

 
35. Some members of the support staff will also be subject to codes of conduct relating to their 

membership of professional bodies. 
ANNEXE 9: Travel arrangements for international students (and others undertaking 
significant unaccompanied travel within the UK) 
 
The College is proud to have a significant cohort of international students from many different 
countries.  It is recognised that these students face challenges which many other boarders do 
not.  To promote and safeguard the welfare of international students, it is essential that the 
following is adhered to: 

• All international students must have a guardian appointed by parents who will be the 
College’s point of contact in mainland Great Britain should an emergency arise.  The 
guardian is also expected to accommodate any international student who is ill as the 
College’s medical centre only deals with short-term ailments. The guardian should ideally 
be over 25 years of age (please note this is not a legal requirement and the College may 
exercise discretion and accept an Educational Guardian over the age of 21),  be available 
to act at short notice and live within a reasonable travelling distance of the College. 

• Unless accompanied by their parents/carers, international students in their first term at 
the College must be collected at the airport by their guardian and be transported to the 
College by them.  The guardian (or parents/carers) must also take personal responsibility 
for collecting international students at Exeats and half term during the first term.  At the 
end of the first term, international students must be collected and signed out by their 
guardian or parent/carer and transported to the airport.   

• Thereafter, at Exeats and holidays (including half term holidays), parents/carers must 
have suitable transportation and accommodation arrangements in place. The College 
normally expects guardians to take charge of international students at this time, but if this 
not possible, it is the responsibility of the parent/carer to put in place a robust travel and 
accommodation plan and notify the Head of House of the arrangements in writing at least 
one week in advance of departure. 

• Students under the age of 16 must have the explicit permission of parents/carers or 
guardians to leave the College and travel unaccompanied. It will not normally be 
acceptable for students under the age of 14 to make long or complicated unaccompanied 
journeys by public transport. 

• Parents/carers should note that National Express coaches do not carry passengers 
younger than 14 unless they are accompanied by a responsible person aged 16 or over.   

• National Rail offers the following guidance to parents when planning journeys for 
unaccompanied children: 
 

Young children are safer if they travel with an adult or friends, but you can prepare 
your child for travelling by train by explaining: 

• Train times and the details of the stations that they need to change at 

• That it's best to travel in busier coaches, so that they can get help if needed 



 

 

• How dangerous the railway can be - stand back from the platform edge, never 
try to get on or off a moving train, don't run on platforms and to mind the gap or 
step when getting off the train. 

• That announcements at stations and on the train will help make their journey 
easier  

• The dangers of talking to strangers  

• Who to approach if they are in difficulty or are lost  

• How to recognise railway staff and the police 
 

• It is the responsibility of the parent of an international student to book the correct airline 
ticket and to ensure they have fully acquainted themselves with their particular carrier’s 
rules regarding unaccompanied minors.  Many airlines require a responsible adult to be 
present at departure and upon arrival to collect the unaccompanied minor.  Particular 
regard should be paid to code-share flights when one airline’s rules may be different from 
the carrier through which the ticket was booked. 

• The College has a senior manager who is always available in emergency situations.  All 
international students (and their parents) should store the emergency contact number on 
their mobile phones.  It should also be carried with travel documentation.  The emergency 
contact number is +44 (0)1953 609080.  It may be used where an international student 
runs into serious difficulty when travelling to or from the College or when staying with 
guardians in the UK at weekends or Exeats. This service is a fail safe service and is not 
a substitute for making adequate arrangements, including insurance, for international 
students at this time. 

• Where it seems to the Headteacher or the senior manager on duty that adequate 
arrangements have not been made by a parent/carer or guardian to safeguard the 
interests of a student, the College reserves the right to intervene and to make 
arrangements for the safe transportation and accommodation of students. If this is 
necessary, the College will levy a charge of £500 per night for accommodation and £1000 
per 24 hours (or part thereof) of staff time against the students’ boarding fee account. It 
may also be necessary to make a referral to the Children’s Services. 

 
 

附件9 

溫登姆學院之國際海外學生的旅程 安排 (包括於英國內單獨自行的學生): 

本學院非常榮幸這學年度有來自不同國家的海外留學生。由於明白到，這些海外留學生將要面

對的挑戰，跟其他本地寄宿生所面對的不同。為了促進及保障每位海外留學生的福利，重點為

下： 

• 所有國際學生必須擁有一位由家長所委托及受權的監護人， 而監護人必須年滿 21歲;  

其住址應與學院有一個合理的距離。 在任何緊急情況下， 學院須與監護人聯繫，並能

於短時間內抵達學院 。由於學院的醫療中心只能處理輕微病情, 如學生在生病期 間，

其監護人必需為學生提供住宿。 

 

• 當第一個學期開始, 如留學生非由父母或照顧者陪同前往學院。監護人必須親身到機場

代接留學生及將他送抵學院。 於第一個學期之週末假期(Exeats)及半學期短假， 監護

人/家長或照顧者應負責學生的接送及往返學院。 當第一個學期完結時,  監護人/父長或

照顧者必須親 臨學院辦理有關之離校簽署 , 及將留學生送往機場。 

• 所有學院之週末假期 (Exeats)及假期(包括半學期短假), 父母或照顧者必須為留學生作

好適當的交通及住宿安排。此後, 學院期望所托之監護人將負責學生之一切事而 (包括

交通和住宿安排) 。否則, 父母/照顧者必須為留學生作其他可行之交通和住宿安排, 並

需於一星期前或以上, 以書面通知學生所屬之校舍主管有關其學生之離校安排。 

 

http://www.mdbg.net/chindict/chindict.php?cdqchi=%E6%97%85
http://www.mdbg.net/chindict/chindict.php?cdqchi=%E5%AE%89%E6%8E%92


 

 

• 16歲以下之學生, 必須獲得父母/照顧者或監護人的允許下才可獨自離開學院。而14歲

以下之學生，在一般情況下將不獲准自行乘坐公共交通工具作長途旅程。 

 

• 家長或照顧者應注意, 14歲以下的乘客未有16歲或以上陪同者同行其旅程, 英國國家旅

遊巴公司有權距載。 

 

• 於英國單獨自行的學生,英國國家鐵路公司給家長提供以下的見意: 

 

若有成人或朋友陪同學生乘坐火車, 當然會比較安全。學生要是自行乘坐火車, 家長可以幫助學

生作好心理準備及清楚地解釋: 

• 學生將要乘坐之火車時間表及轉乘火車車站的細節。 

• 見意學生選乘較繁忙的火車車廂, 如有需要, 也較容易求助。 

• 尤於鐵路危險, 學生切勿於月台上亂跑, 及站近月台之空隙。登上車廂時, 要注意月

台及車廂之間的空隙 。當火車開始啟動時, 學生切勿試圖登車或離開車廂。 

• 學生只須留心火車站及車廂內之廣播, 將有助於其學童旅途。 

• 為學生的安全起見, 切勿跟佰生人交談。 

• 如學生遇到困難或迷路時,  應向誰求助。 

• 怎樣辨認鐵路公司之 員工及警務人員。 

 

• 家長須負責為海外學生訂購正確之航空機票,並確保學生充分了解該航空公司對單

獨自行學生之手則。一般航空公司都要求, 在離境時自行的學生須有成人陪同下辦

理登機手續; 與此同時, 到境後亦須有成人到機場接機。特別注意的是，如家長跟沽

售機票之航空公司所購的是code-share航空公司之機票, 他們對自行學生的手則及

條例可能不同。 

 

• 在任何緊急情況下, 所有國際學生（及其家長）都能夠與本學院的高級經理聯絡。

其緊急聯繫電話為: 如國際長途撥號 +441953 609080, 若於英國本地撥號為 01953 

609080。 

請家長及海外學生將此緊急聯絡之電話號碼儲存於手提電話案內。在指定週末假期 

(Exeats) 或半學期短假期間, 往返監護人及學院時,  如學生遇到嚴重問題或特發事

件, 此為緊急熱線;故不能代替安全保險等安排之用。 

(國際學生在這個緊急情況下, 需有個人保險服務之安排) 

 

• 為保障學生的安全及利益, 如父母/照顧者或監護人末能作出有關之交通和住宿安

排。此時，本學院之當值校長或高級管理人員,有權為其學生作其他安全之交通和

住宿的特別安排。此清況下，學院將於其學生之學費單上加收以下費用:  學生每晚

住宿費為英鎊500(£GB) 及 學院工作人員額外付出的時間每24小時 計(或部分時間)

為英鎊1000(£GB)。本學院如有需要時, 將此情況交由英國本地保護兒童委員會處

理。 

 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
 
 
 
 
 
ANNEXE 10:  INTERNATIONAL STUDENTS AND GUARDIANSHIP ARRANGEMENTS 
  
Following the Children Act (1989), the Protection of Children Act (1999), the Care Standards 
Act (2000), National Minimum Standards for Boarding and the Boarding Briefing Paper 
Number 3 (May 2013), Wymondham College, in promoting and safeguarding the welfare of 
every boarding student, including those over the age of 18, requires parents who do not live 
in the United Kingdom to appoint a Guardian to act on their behalf.  
  
The above legislation protects the rights of children and makes ‘proper and appropriate care’ 
a compulsory requirement.  
  
During term time, the College is legally responsible for each student’s welfare and undertakes 
parentally designated responsibilities. However, there are times (e.g. Exeat weekends, half-
term breaks, medical reasons or if a student is suspended or excluded by the College) when 
the College must be able to hand over parental responsibilities to another adult – the appointed 
Guardianship organisation / Guardian.  
  
The nominated Guardian should: 

• Ideally be over 25 years of age.  (Please note this is not a legal requirement and the 
College may exercise discretion and accept an Educational Guardian over the age of 
21) 

 

• Be resident in the United Kingdom, ideally within 2 hours travelling distance 
from the College by either car or public transport and not be required regularly 
to be overseas 
 

• Be able to correspond with the College in English. 
 

• Be a friendly point of contact and someone who is capable of providing 
appropriate supervision and pastoral care for a child who may be vulnerable. 

  
A good guardian will also act as a link between College and home, taking an interest in the 
child’s progress and attending Parents’ Consultation Evenings where appropriate. 
  
A university student resident in student accommodation or halls of residence is not 
considered to be a suitable Educational Guardian. 
  
For all international students, where a relative or friend of the family is not able to act as an 
Educational Guardian, the College strongly recommends that Parents appoint a reputable 
guardianship organisation that is accredited by AEGIS (the Association of Educational 
Guardians for International Students). AEGIS is the national body for monitoring and 
regulating the welfare of international students and provides accreditation of guardianship 
organisations in line with the National Minimum Standards for Boarding and guidance from 
Ofsted.  



 

 

The Website for AEGIS is:  www.aegisuk.net where you will find a list of accredited 
member agencies. 
 
The appointed Guardian will:  
  

• be a 24 hour point of contact for parents, student, College (and foreign exchange host 
family if applicable).  

 

• act with delegated parental authority in the case of an emergency, crisis, illness, 
suspension / exclusion and in other matters agreed by parents.  

 

• provide both pastoral and educational support.  
 

• make appropriate arrangements for any medical treatment whilst the student is under 
their care.  

 

• be available, where requested by parents, to assist with holiday and Exeat weekend 
arrangements.  It is the Parent’s responsibility to ensure the College is aware of the 
exact details of the student’s accommodation and methods of transportation, which 
should be appropriate depending on the age of the student.  

 

• appoint, with the approval of the student’s parents, another suitable adult to undertake 
the guardianship responsibilities if becoming temporarily unavailable, who should fully 
meet the requirements of the Wymondham College policy, and inform the International 
Centre Secretary of any such appointment.  

 

• will provide appropriate overnight accommodation and care as required that involve an 
Overnight Stay away from the School.  
  

Guardians should also respect the rights, religion and customs of a child, and adhere to what 
is commonly regarded as best practice in the guardianship and hosting of international 
students. This includes having in place a proper agreement with the student’s parents as to 
what the Guardian’s responsibilities are.  
  
If a student does not have a Guardian when required to do so by the College, the College 
reserves the right to intervene and to make arrangements for the safe transportation 
and accommodation of students.  If this is necessary, the College will levy a charge of 
£500 per night for accommodation and £1000 per 24 hours (or part thereof) of staff time 
against the students’ boarding fee account. It may also be necessary to make a referral 
to the Children’s Services.  Should a parent persistently fail to appoint an Educational 
Guardian acceptable to the College under this policy the students’ boarding place may 
be suspended until the situation is regularised. 
 
The Guardianship Nomination form and this policy should be read carefully and signed by 
parent(s). 
Appendices: 

1 Guardian Arrangements Form 
2.   Responsibilities for Educational Guardian’s and Hosts 

Appendix 1 to Annexe 10 
Guardians Arrangements 

      
The College is closed for all students including Boarders during the published holiday and 
Exeat times identified in the annual term dates published by the Governors in the autumn term 
prior to the next academic year. 



 

 

It is the responsibility of the parents/carers of each Boarder to make their own arrangements 
for any guardianship arrangements for their daughter or son which may be necessary when 
the College is closed. This typically applies to International Boarders at Exeats and half term 
holidays. These guardian arrangements must be submitted to the College Registry on the 
attached form prior to entry and any subsequent changes must be notified to the International 
Centre Secretary.  Annexe 9 is an addition to the Child Protection and Safeguarding Policy 
and also expands on the expectations of guardians. 

 
 
 
International Students - Guardianship Arrangements 
 
The College cannot recommend or arrange guardianship services. The College strongly 
recommends that Parents appoint a reputable guardianship organisation that is 
accredited by AEGIS (the Association of Educational Guardians for International Students). 
AEGIS is the national body for monitoring and regulating the welfare of international students 
and provides accreditation of guardianship organisations in line with the National Minimum 
Standards for Boarding and guidance from Ofsted.  

 
The Website for AEGIS is:  www.aegisuk.net where you will find a list of accredited 
member agencies. 
  



 

 

 
Wymondham College 

Guardianship Nomination Form 

 (This is a requirement of the school) 

Student’s 
Surname 

 
Student’s 
First names 

  

 
Guardian’s Full 
Name 

Mr/Mrs/Miss/Ms    

Guardian’s 
Occupation 

 

Guardian’s  

Home Address 

 

 

 Postcode  

Home Tel:  

Mobile Tel:  

email address  

Guardian’s  

Business 
Address 

 

 

 Postcode  

Business Tel:  

 

Relationship of Guardian to Student 
 

 
All international students at Wymondham College are expected to have a guardian who will 
undertake the following responsibilities:  
 

• Provide a point of contact throughout the College term and be ready to accommodate 
my son / daughter at short notice in case of an emergency, crisis, periods of illness or 
during other short term absence from the College, for example for disciplinary reasons.  

• To provide suitable accommodation for my son / daughter and an appropriate degree 
of care and supervision during Exeats, half term breaks and longer holidays, unless 
the parents have put in place other arrangements.   

• Collect international students at the point of entry to the United Kingdom and bring 
them to the College, at least for the first term.  

• Collect international students from the College at holiday periods and transport them 
to the airport, at least for the first term.  



 

 

• If travel arrangements do not coincide with beginning / end term dates to provide 
stopover care. 

• To make suitable alternative arrangements if unable to accommodate my son / 
daughter and to inform the Head of House of any such arrangements. 

• To be ready to liaise with Head of House on my behalf in any matters relating to my 
son / daughter’s welfare (e.g. academic progress, uniform and equipment, pocket 
money). 

• To inform the College in writing about all travel arrangements and to provide all the 
necessary details prior to my son / daughter leaving the College for a weekend or a 
longer holiday period. 

• To be ready to attend important parent / teacher meetings or any other special meeting 
at the school on my behalf. 

• Familiarise themselves with the selected airline’s conditions of travel for 
unaccompanied minors and comply with them.  

 

I confirm that the above named person is over 25 years of age, is resident in the UK and is 
not a full time student living in accommodation provided by another educational institution. 
 
I undertake to notify the College in writing of any changes of guardian and to provide full 
contact details of the new guardian. 
 
I have read the above information and Wymondham College’s Educational Guardianship 
Policy and understand that it is my responsibility to comply with the arrangements for 
guardianship whilst my son or daughter attends Wymondham College. I also confirm that I 
have read and understood Annexe 9 to the College’s Child Protection and Safeguarding 
Policy.  
 
I confirm that I have provided the Guardian with a copy of the Responsibilities for Educational 
Guardians and Host Families information. 

 

 

 

Parental signature:                                         Please print name:  
 
Date: 

 

Please return this form to the Admissions Office, Wymondham College, Norfolk, NR18 
9SZ, ENGLAND. 

 
Responsibilities for Educational Guardians and Host Families 
Where a Guardianship organisation is appointed, parents should satisfy themselves that all 
parties are aware of the responsibilities below. All AEGIS accredited agencies will adhere to 
these guidelines. 
An international student requires a high standard of care and understanding and there are 
many important responsibilities and duties to be considered. These duties may be carried out 
by the host family or the guardianship organisation, depending on what has been agreed with 
parents. 
Duties and responsibilities include: 
 

  Guardianship 
Organisation 

Administration 

Educational 
Guardian / 

GO 

Educational 
Guardian / 
GO / Host 

GO / 
Host 

Family 



 

 

Family 

1. Ensuring that an adequate child 
protection policy is in operation 
and comprehensive contracts 
between the guardianship 
organisation and parents and 
guardianship organisation and 
host families are in place. 

Yes Yes   

2. Ensuring adequate safeguarding 
checks and inspections are 
carried out on guardianship 
organisation members of staff 
and all members of the host 
family over 18. 

Yes Yes   

3. Providing host families and 
students with adequate 
guidelines and / or a manual. 

Yes Yes   

4. Providing support and guidance 
on welfare and educational 
matters as appropriate to the 
age of the international student 
and service chosen. 

Yes Yes Yes  

5. Being contactable at all times 
and ready to deal with immediate 
problems or emergencies, 
including, for example, the 
removal of a student from 
College for illness and hospital 
admissions, whenever 
appropriate, possible and 
reasonable. 

Yes Yes Yes  

6. Notifying the student’s College of 
any change of address and 
immediate contact information if 
out of contact for even a short 
period of time. (Ideally, a second 
contact, known to both, should 
then be appointed by the 
guardian or parents). 

Yes Yes Yes  

7. Completing the Guardianship 
Nomination Form supplied by the 
College when required. 

Yes Yes Yes  

8. Always respecting the rights, 
religion and culture of the 
student. 

Yes Yes Yes Yes 

9. Ensuring the collecting and 
returning of the student from / to 
College in accordance with the 
College timetable at half terms , 
end of terms and Exeat 
weekends, as agreed. 

Yes Yes Yes Yes 

10 Not releasing care of the student 
without the relevant prior 
agreement. 

Yes Yes Yes Yes 



 

 

11 Exercising the same caution as a 
responsible parent in allowing a 
student to stay somewhere other 
than in the hosts family home. 

Yes Yes Yes Yes 

12 Keeping in adequate contact 
with parents, the student, the 
host family and the College as 
appropriate and as agreed. 
Emergency contact details must 
be provided to all. 

Yes Yes Yes Yes 

13 Being aware of the Private 
Fostering legislation and 
reporting to the Local Authority 
as appropriate. 

Yes Yes Yes Yes 

14 Caring for the student in the 
home as would a responsible 
and caring parent. 

  Yes Yes 

15 When providing accommodation 
in the home, taking day-to-day 
responsibility for the student 
while he/she is residing there, 
assimilating the student into the 
family as far as possible and 
being available and willing to 
receive a student into the home 
when necessary and as agreed. 

  Yes Yes 

16 Using only reasonable, 
appropriate and lawful means of 
control and contact with the 
student so as to provide comfort 
to the student if in distress and to 
maintain safety and good order 
in the home. Corporal 
punishment must not be used. 

  Yes Yes 

17 Being at home when the 
international student is there and 
providing suitable living and 
studying accommodation. 

  Yes Yes 

18 Not accepting paying guests into 
the household, or be running a 
bed and breakfast, whilst 
providing guardianship services 
in the home for an international 
student. 

  Yes Yes 

19 Providing a consistently good 
standard of accommodation and 
meals, where this is part of the 
arrangements made. 

  Yes Yes 

20 Allowing a representative of the 
College (or guardianship 
organisation where applicable) to 
inspect the suitability of the 
accommodation at least once a 
year. 

  Yes Yes 



 

 

21 Attending any relevant induction 
or other training offered by the 
College or guardianship 
organisation. 

  Yes Yes 

22 Ensuring that adequate 
insurance arrangements are in 
place for home and car and 
adequate attention to health and 
safety in the home. 

  Yes Yes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ANNEXE 11:  Exchange Trips – Host Family Responsibility Declaration 
 
Where a foreign exchange student is to be hosted within a UK family, it necessary to ascertain 
which adult within the household is taking on overall responsibility for the student during their 
time here by obtaining completion of the declaration below. The College will then apply for a 
DBS check including Children’s Barred List information in respect of that individual. If the 
foreign exchange student is to stay at more than one household during their time in the UK, 
then a DBS check is required for an appropriate adult at each address. 
 
 
NAME AND DATES OF EXCHANGE IN THE UK 
 
I confirm that I will be the adult taking overall responsibility for our exchange student during 
their time with us. 
 
Print Name:  ___________________________________________ 



 

 

Signed:         ___________________________________________ 
Date:            ___________________________________________ 
 
Student Name :  
 
Parent Email Address : 



 

 

ANNEXE 12: Support Services Provided to Students 
 

The College employs a Wellbeing Manager and team who provide a number of therapeutic 
age and stage appropriate interventions including counselling for students. Referrals can be 
made by staff, students and parents/carers (see referral form below). There are 32 staff onsite 
who are trained in Youth Mental Health 1st Aid and key staff in each of the Houses who are 
trained as Human Toolbox Practitioners supporting students with social and emotional 
issues. Please see College website to access the Wellbeing team leaflet for further 
information. 

The College is pleased to work with a number of external agencies which provide support to 
our students.  Some of these agencies are voluntary agencies, for example The Matthew 
Project, which provides confidential advice and support on drug and alcohol related issues 

In general, the College will seek the permission of parents before allowing a student to engage 
with an external agency.  However, where a student is clearly Fraser Competent and does not 
want parents or those with parental responsibility to know that they are seeking support, the 
College may access that support for the young person if in doing so the risk of harm to the 
young person is reduced.  All agencies that work at the College encourage all students in this 
situation to inform their parents once they are ready to do so. 

The College is also privileged to have its own chaplaincy and medical centre. 

The College Medical centre and the Matthew Project distribute to Fraser Competent students 
condoms and Chlamydia testing kits.  Where abuse is suspected, or where the student 
concerned is considered to be too young or at risk of harm, this is always reported to the 
College Safeguarding Team via MyConcern. 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

  



 

 

 Annexe 13: Children and young people who are reported missing  
This protocol is about any child or young person up to and including the age of 18 who 
has been reported as missing.  
 
The basic principle that underpins these arrangements is that children and young people 
who run away are vulnerable and likely to be in need of multi-agency services and that 
the information about their needs should be available in whichever authority they reside. 
It applies to every case where an authority is notified that a child or young person has 
been reported missing. Timescales, required actions and responsibilities will be laid down 
in each Authority’s Missing Children Protocols.  
 
The expectation is that professionals from all agencies will promptly verbally notify and 
discuss with their counterparts, and that written or electronic information will follow at the 
earliest opportunity.  
 

Children to whom this protocol applies  
 

• Any child under the age of 18 years reported missing from home and whose 
whereabouts is unknown.  

• Any child under the age of 18 years reported missing from care and whose 
whereabouts is unknown.  

• Any child reported missing from a private fostering arrangement and whose 
whereabouts is unknown.  

• This protocol does not apply to children whose whereabouts is known but they are 
not where they are expected to be.  

• Any child who has run way or is staying away from the person who is responsible 
for the child.  

• Any child who has left home owing to rejection by the person who is responsible 
for the child.  

• Any child who has been unlawfully taken away or is being unlawfully kept away 
from the person who is responsible for them.  

 

Guidance  
 
Much of this guidance is addressed to staff within Children’s Services. However, all 
involved agencies must ensure that they give timely and comprehensive information to 
their counterparts in other authorities when a child has been reported missing and it is 
thought the child has left their home authority or has been reported as found in another 
authority. 

 
A child reported missing and found in another authority  
 
In this instance the agency who has discovered the child will inform the Children’s Services 
within that area. If the agency is the local police force an initial safe and well check might 
take place but not a full return interview. All reasonable attempts should be made for the 
child to be spoken to by a duty worker to ascertain identity and reason for running away. 
This information must be reported to the child’s home authority upon receipt and 
arrangements made for the child to return to the home authority.  
 
The home authority will in the meantime carry out any background checks considered 



 

 

necessary to ensure that all relevant and current information is available. This will mean 
checking current education status, health needs and any known services currently being 
provided by Children’s Services or the voluntary sector. This information will inform who 
will conduct the return interview. The arrangements for return interviews are likely to be 
laid down in each authority’s Missing Children protocols. 
 

A child reported missing from their home authority  
 
If there is intelligence available to suggest a child who has been reported missing is likely 
to be in a particular authority an alert should be sent to them with relevant detail. The 
home authority retains the responsibility for deciding whether a case warrants an all 
authority alert or not, depending on the information and circumstances surrounding the 
running away episode. 
 

A child on the Sex Offenders Register  
 
Children who are on the Sex Offenders Register are covered by the public protection 
arrangements. If a child on the sex offenders register is reported missing an all authority 
alert should be triggered and when located the following information shared:  
 

• Any recent risk assessment  

• The youth offending pre-sentence report  

• Any previous reports or factual information relating to the perpetrator  
 
This is to ensure that until the child is returned to their home authority arrangements for 
their accommodation can be made. In all matters appropriate information sharing 
protocols must be applied. 
 

Information sharing in special circumstances  
 
There will be circumstances for all agencies where it will be appropriate to share 
information about adults where there is reasonable cause to suspect that they may pose 
a risk to children. These will generally be adults whose behaviour is, or has been, of grave 
concern but who have not been convicted.  
 
There may be circumstances where a child has been reported missing and intelligence 
suggests that they have left with, or to be with, an adult either not previously known to 
them or whereby the relationship is considered inappropriate.  
 
At all times compliance with Bichard recommendations is necessary and legal advice 
should be sought in individual circumstances. 

 

 
 
 

  



 

 

 
 
 
  



 

 

  



 

 

 

 


