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SAFEGUARDING AND CHILD PROTECTION POLICY 
 

“Children have the right to be protected from all forms of violence: they must be kept safe 
from harm: and they must be given proper care by those looking after them”. U.N. Convention on 

the Rights of the Child.  Article 19. 

 

The following policy is based on the Area Child Protection Committee’s Regional Policy and 

Procedures which came into effect on 1st April 2005 and Department of Education guidance, 

“Pastoral Care in Schools, Child Protection” (1999/10)/DENI circular (2003/13). Also embedded 

in this document are the DE Guidance “Safeguarding and Child Protection in schools” (March 

2017), Dept. Circulars 2015/22 (RSE Guidance), 2015/23 (Drugs Guidance), 2016/05 (Sexualised 

Behaviour), 2016/20 (CP Record Keeping) and 2016/27 (Online Safety). Also “Co-operating to 

Safeguard children and young people in NI” (DHSSPS). 

Other DE Circulars and Letters involved in the wiring of this policy include: 

Circular 2012/19 and 2013/01 re disclosure and barring arrangements 

September 2014 – Disposal of Child Protection Records 

September 2014 – Use of non-c2k broadband and networks by schools 

October 2014 – Child Sexual Exploitation 

2014/27 – managing persons who pose a risk to pupils 

2015/07 – Concussion 

2015/12 – GTCNI powers 

2015/13 – Allegations against a staff member 

2015/22 – RSE Guidance 

2015/23 – Drugs guidance 

2015 – sexting and the law 

June 2015 – E Safety Guidance for Schools 

June 2015 – Preventing Child Sexual Exploitation in schools 

September 2015 – Sexting and the Law 

2015 – School Governors Handbook (CPSSS) 

2015 – Seven year strategy re Stopping sexual and domestic violence and abuse in NI 

Some other documentation is mentioned throughout this document. 

 

Safeguarding is more than child protection. Safeguarding begins with promotion and 

preventative activity which enables children and young people to grow up safely and securely in 

circumstances where their development and wellbeing is not adversely affected. It includes 

support to families and early intervention to meet the needs of children and continues through 

to child protection. Child protection refers specifically to the activity that is undertaken to 

protect individual children or young people who are suffering, or are likely to suffer significant 

harm. 

 

We, in Earlview Primary School, have a primary responsibility for the care, welfare and safety 

of the pupils in our charge, and we will carry out this duty through our ‘Pastoral Care’ policy, 

which aims to provide a caring, supportive and safe environment, valuing individuals for their 

unique talents and abilities, in which all our young people can learn and develop to their full 

potential.  One way in which we seek to protect our pupils is by helping them learn about the 

risks of possible abuse, helping them to recognise unwelcome behaviour in others and acquire 

the confidence and skills they need to keep themselves safe. 

 

All our staff and volunteers have been subject to criminal record checks.  The staff of Earlview 

Primary School has also adopted a Code of Conduct for our behaviour toward pupil and other 

adults and suitable risk assessments are carried out where required. 
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The purpose of the following procedures on Child Protection is to protect our pupils by ensuring 

that everyone who works in our school – teachers, non-teaching staff and volunteers – has clear 

guidance on the action which is required where abuse or neglect of a child is suspected.  The 

overriding concern of all caring adults must be the care, welfare and safety of the child, and the 

welfare of each child is our paramount consideration.  The problem of child abuse will not be 

ignored by anyone who works in our school, and we know that some forms of child abuse are also 

a criminal offence. 

 

WHAT IS CHILD ABUSE? 

A child under the age of 18 who has suffered from: 

 Neglect; 

 Physical; 

 sexual abuse; 

 emotional abuse; 

 Exploitation 

 

which the person who had custody, charge or care of the child either caused or knowingly 

failed to prevent, including domestic violence. 

 

Under Section 5 (1) of the Criminal Law Act (N.I.) 1967 anyone who knows or believes that 

an arrestable offence has been committed, and has information which is likely to secure the 

arrest of the person responsible, has a duty to give that information to the police, failure to 

do so is in itself an offence.  Physical and sexual abuse are arrestable offences. 

 

We use the following definitions: 

 

Neglect is the failure to provide for a child’s basic needs, whether it be adequate food, 

clothing, hygiene, supervision or shelter that is likely to result in the serious impairment of a 

child’s health or development. Children who are neglected often also suffer from other types of 

abuse.  

Physical Abuse is deliberately physically hurting a child. It might take a variety of different 

forms, including hitting, biting, pinching, shaking, throwing, poisoning, burning or scalding, 

drowning or suffocating a child.  

Sexual Abuse occurs when others use and exploit children sexually for their own gratification 

or gain or the gratification of others. Sexual abuse 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 clothing. It may include non-contact 

activities, such as involving children in the production of sexual images, forcing children to look 

at sexual images or watch sexual activities, encouraging children to behave in sexually 

inappropriate ways or grooming a child in preparation for abuse (including via e-technology). 

Sexual abuse is not solely perpetrated by adult males. Women can commit acts of sexual abuse, 

as can other children.  

Emotional Abuse is the persistent emotional maltreatment of a child. It is also sometimes called 

psychological abuse and it can have severe and persistent adverse effects on a child’s emotional 

development. 

Emotional abuse may involve deliberately telling a child that they are worthless, or unloved and 

inadequate. It may include not giving a child opportunities to express their views, deliberately 

silencing them, or ‘making fun’ of what they say or how they communicate. Emotional abuse may 

involve bullying - including online bullying through social networks, online games or mobile phones 

- by a child’s peers.  
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Exploitation is the intentional ill-treatment, manipulation or abuse of power and control over a 

child or young person; to take selfish or unfair advantage of a child or young person or situation, 

for personal gain. It may manifest itself in many forms such as child labour, slavery, servitude, 

engagement in criminal activity, begging, benefit or other financial fraud or child trafficking. It 

extends to the recruitment, transportation, transfer, harbouring or receipt of children for the 

purpose of exploitation. Exploitation can be sexual in nature and so can include child sexual 

exploitation.  

 

Preventative Curriculum 
Schools have a vital role to play in educating children about risks of harm, how to prevent harm 

occurring and also to be alert to and respond appropriately to concerns. 

Age-appropriate education programmes are built into the school curriculum to make children and 

young people aware of risk factors, where support can be obtained and empower them to seek 

assistance when they are at risk of harm or being harmed. We use outside agencies eg PSNI, 

Women’s Aid to assist teachers in this role.  

CEOP and thinkuknow.co.uk can also be used where appropriate. 

 

We have established a school safeguarding team comprising a core membership of the Principal 

(Chair), Designated and Deputy Designated Teachers, the Chair of the Board of Governors (Dr. 

Montgomery) and a Designated Governor for Child Protection (Mr D. Marks). More information 

on the role of Governors, Principals and Designated Teachers can be found in the CPSSS School 

Governors Handbook Safeguarding Child Protection (2015). The DE guidance Pastoral Care in 

Schools – Child Protection and “Co-operating to Safeguard Children and Young People in NI” 

(DHSSPS March 2016) provides detailed advice and guidance for schools and others in relation 

to their responsibilities for child protection and procedures to be followed to enable cases of 

suspected abuse to be properly considered and pursued.  

 

A poster showing the safeguarding team and appropriate reporting documentation is available in 

the staff room. These reporting sheets are also available in all classrooms. 

  

Boards of Governors of grant-aided schools have statutory duties under Articles 17 and 18 of 

the Education and Libraries (Northern Ireland) Order 2003 to promote and safeguard the 

welfare of their pupils, including protecting them from abuse when required. Boards of 

Governors have a pastoral care responsibility towards their pupils and are expected to do 

whatever is reasonable to safeguard and promote the welfare of their pupils. They may be 

supported in delivering their broad safeguarding responsibilities by members of the school’s 

Safeguarding Team and, if required, other staff with specific expertise, for example, the ICT 

Co-ordinator, or Special Education Needs Co-ordinator. We also have a range of other 

safeguarding policies, for example, policies on positive discipline, on bullying and on various e-

safety issues. These are regularly reviewed, made available to parents and explain the school’s 

general approach to safeguarding within the context of the specific issue being addressed and 

the procedures that will be followed.  

 
Early Recognition of Families in Need 
Staff working within Earlview has increased opportunity to identify signs of emerging 

vulnerability, risk or harm early. Such early identification can facilitate timely support being 

provided before the situation deteriorates and the child’s needs escalate.  

 

Early intervention approaches enable issues to be addressed at an early stage before they have 

the opportunity to worsen or become embedded, with potential negative impacts on education, 

health, social or employment outcomes for children and young people.  

 

https://www.deni.gov.uk/publications/cpsss-board-governors-handbook
https://www.deni.gov.uk/publications/cpsss-board-governors-handbook
https://www.deni.gov.uk/publications/pastoral-care-schools-child-protection
https://www.deni.gov.uk/publications/pastoral-care-schools-child-protection
http://www.legislation.gov.uk/nisi/2003/424/article/17
http://www.legislation.gov.uk/nisi/2003/424/article/18
http://www.legislation.gov.uk/nisi/2003/424/article/18
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More recently there has been a particular focus on the impact of the early years of a child’s life 

and their life-long outcomes. Child development is a complex area but a calm, stimulating, loving 

and stable home environment is a key element for a child’s social, emotional and healthy 

development. A lack of this has been shown to result in a range of poorer outcomes later in life 

such as being more likely to commit violent offences, completing suicide and developing ill-health 

in later life.  

 

Early intervention within a safeguarding context is similar to early intervention in other areas in 

that it involves addressing issues relating to emerging vulnerability, potential and/or actual harm 

at an early stage. Such early intervention is important for all individuals and organisations who 

engage with children, young people and families, such as police officers and youth workers, but 

is particularly relevant for health and education professionals who deliver universal services and 

gives them a unique insight into the wellbeing of children. We also use the Family Support Hub 

where appropriate. 

 

Earlview Primary School and Nursery is also an outlet for the Newtownabbey Food Bank and 

staff are able to give out vouchers to parents in need under the guidance of the Principal. 

 

Children In Need 

Article 17 of the Children Order defines a ‘child in need’. Article 18 of the Children Order 

describes the general duty of the authority to provide services for children in need, their 

families and others.  

 

Where a child has been assessed as being a ‘child in need’, there is a requirement to provide a 

range and level of personal social services appropriate to the child’s needs. The child’s needs and 

the fact that support and services are required to meet those needs should be fully discussed 

with those with parental responsibility for the child and their consent obtained to enable 

professionals to share information and provide the appropriate support and services.  

 

The Understanding the Needs of Children in Northern Ireland (UNOCINI) framework is used 

to assess the child’s needs and the most appropriate forms of intervention to meet identified 

needs of the child or young person. The framework recognises that services may be required 

from a range of professions, disciplines and organisations and services should be co-ordinated on 

a multi-disciplinary and inter-agency basis. Services should be planned and provided, in 

consultation with families, by professional staff and voluntary organisations with the 

appropriate skills and resources to meet those needs.  

 

Organisations, such as Earlview, that have any level of contact with children or young 

people must plan, construct and deliver their services in a way that: 

 

 upholds the rights of children to be safe, respected, and have their views 

considered, creating an environment where children are valued and encouraged; 

 recognises that harm is damaging to children and must not be tolerated;  

 identifies the signs of harm and raises awareness of any specific risk of harm a child 

may be exposed to within their organisation;  

 reduces opportunities for harm to occur within their organisation; and 

 has systems and processes in place for reporting concerns about a child’s welfare 

both internally and externally to a HSCT Gateway Service and/or the PSNI.  

 

 

 

 

 

http://www.legislation.gov.uk/nisi/1995/755/article/18/made
http://www.legislation.gov.uk/nisi/1995/755/article/18/made
https://www.dhsspsni.gov.uk/publications/understanding-needs-children-northern-ireland-unocini-guidance
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In addition, organisations providing services specifically to children and young people must have: 

 

 robust recruitment, selection and training procedures for staff and 

volunteers, including early induction in safeguarding training prior to contact 

with children;  

 effective management of staff/volunteers, including effective support 

arrangements for staff who identify concerns from within the organisation;  

 a code of behaviour for all staff, volunteers and service users; and 

 effective information sharing arrangements. 

 

We have all of the above in place 

 

Involving Children and Young People 
Children and young people, in keeping with their age and abilities, should be supported to 

understand the extent and nature of their involvement in plans and decisions that affect them. 

Earlview PS and Nursery Unit must take full account of the rights of the child or young person 

and meaningfully engage them in decisions which contribute to meeting their needs, including 

their safeguarding needs. Children and young people should be made aware and helped to 

understand: 

 

 what services are available and why they are being provided; 
 how they can be involved and how they can be helped to articulate their views, wishes, 

feelings and their own sense of the risks to which they are exposed and what they feel 
can done to keep them safe;  

 how their views will be taken into account when decisions about services to be provided 
and their future are being made; 

 what concerns professionals have about them;how safeguarding and child protection 

processes work; andwhy and how decisions which run contrary to their views have been 

made. 

 

Working with Parents / Carers  
In some cases parents are powerless to stop harm occurring to their children, despite their 

best efforts. On that basis, when working with parents, professionals need to take care not to 

apportion unnecessary blame to parents for harm which has occurred to their child or young 

person. 

 

Professionals must remain alert to the possibility that, despite strenuous efforts on part of 

some parents to safeguard their children, their children and young people may continue to place 

themselves in situations of risk or be enticed into such situations by others.  In school we  work 

in close proactive partnership with parents to ensure they have as full an understanding as 

possible of the strategies and interventions parents have used to try to keep their children 

safe. If these have been unsuccessful, professionals need to understand why so that they can 

provide advice and support to parents in the first instance to assist them to manage the risks to 

their children. Such work needs to be undertaken collaboratively and sensitively so that parents 

who are endeavouring to protect their children and young people are not left feeling 

stigmatised, dismissed or blamed for the risks that continue to exist. 
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Raising a Concern 
Anyone with an immediate concern about the safety or welfare of a child or young person should 

contact the PSNI without delay so that an emergency protective response can be made. A 

referral may also be made directly to the PSNI where a crime is alleged or suspected. 

 

Anyone with a concern about a child or young person in circumstances other than an emergency 

should speak to either Mr Smyth (designated teacher, Mrs. Kayes (deputy designated teacher) 

or Mrs. Dennison (deputy designated teacher). This includes parents or family members seeking 

help, concerned friends and neighbours, professionals and individuals from statutory or 

voluntary organisations. Even where individuals are unsure about whether a concern needs to be 

referred, they can contact the HSCT to obtain advice. Advice can also be obtained from the 

NSPCC helpline. Referrals outside normal working hours should be made to the Regional 

Emergency Social Work Service (RESWS).  

 

Where the child or young person is already known to HSCT, the concern should, where possible, 

be raised with the social worker involved with the child or young person.  

 

Where an allegation of child abuse is made, by any person, or, where grounds exist to suspect 

that a child is being abused, the referring professional should not in these circumstances be 

conducting further enquiries or passing information to other parties until after the outcome of 

the joint assessment between HSCT and the PSNI has been completed in accordance with the 

Joint Protocol or other relevant policy and procedures. Any subsequent action taken under the 

Joint Protocol should be taken in liaison with the PSNI. 

 

 

IDENTIFYING ABUSE 
It is always preferable to prevent abuse or for intervention to take place at the earliest 

possible stage. 

 

All school staff are well placed to observe outward symptoms which may be due to child abuse. 

 

Signs and Symptoms 

 Unexplained delay in seeking treatment when needed 

 Incompatible explanations 

 A series of minor injuries 

 Unexplained bruising  

- in and around the mouth 

- Black eyes – especially if eyes are black and there is no bruising to forehead or 

nose 

- Grasp marks 

- Finger marks 

- Bruising of the ears 

- Cigarette burns 

- General physical disability 

- Soiling and wetting 

- Change in behavioural pattern 

- Frozen look 

- Attention seeking behaviour 

- Apprehension 

- Anti-social behaviour 

- Unkempt appearance 

- Sexually precocious behaviour 

- Sexualised drawings and play 

http://www.safeguardingni.org/sites/default/files/sites/default/files/imce/Protocol%20for%20Joint%20Investigation%20-%202013.pdf
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- Sudden poor performance in school 

- Self mutilation 

- Withdrawal 

- Running away 

- Reluctance to return home after school 

- Resistance to changing for P.E. 

- Resistance to school medicals 

- Difficulty in forming relationships 

- Confusing affectionate displays 

- Poor attendance – repeated infections 

- Excessive dependence 

- Poor growth 

 

No list of symptoms can be exhaustive.  They may give rise to concern but are not in themselves 

proof that abuse has occurred. Staff are however aware and alert to any change in behaviour or 

physical signs which could be significant. 

 

Appendix 2 of the Area Child Protection Committee’s Regional Child Protection Policy 

and Procedures (2.1 – 2.76) provides further details of signs and symptoms of child 

abuse. 

 

Bullying – (See Anti-Bullying Policy) 
Bullying is a highly distressing and damaging form of abuse and is not tolerated in our school.  All 

staff are vigilant at all times to the possibility of bullying occurring, and will take immediate 

steps to stop it happening, to protect and reassure the victim and to discipline the bully.  

Parents of both victim and bully will be personally contacted immediately bullying behaviour is 

identified. This includes online and cyber bullying.  

 

Any complaint by a parent that their child is, or may be, being bullied will be fully investigated 

by the designated teacher for child protection, and team action will be taken to protect the 

victim.  This will usually include ensuring that another child or small group of children befriends 

and supports the child being bullied during the school day.  A parent making a complaint about 

bullying will have a personal response from the designated teacher or school Principal within one 

week of making the complaint, indicating the investigation, which has been carried out, and the 

action being taken. 

 

The sanctions taken against a pupil who bullies will depend on the seriousness of the case, but 

will include the loss of any privileges or position of responsibility he/she holds in the school.  

His/her behaviour will be carefully monitored until staff are satisfied that the bullying has 

stopped. 
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Procedures for reporting suspected (or disclosed) child abuse. 
The designated teacher for child protection is the school Principal.  In his absence Mrs. 
Kayes will assume responsibility for child protection procedures. 
 
If a child makes a disclosure to a teacher or other member of staff which gives rise to 

concerns about possible abuse, or if a member of staff has concerns about a child, the member 
of staff must act promptly. 
 
He/she should not investigate –this is a matter for the Social Services – but should report 

these concerns immediately to the designated teacher (or a deputy if he is not in school) 

for child protection, discuss the matter with him and make full notes.  In the absence of the 

designated teacher the concerns should be reported to the deputy designated teacher. 

 

The designated teacher will ensure that a written record is made – see appendix 1. 

 

The Principal, designated teacher and deputy designated teacher will decide whether, in the 

best interests of the child, the matter needs to be referred to Social Services.  If there are 

concerns that the child may be at risk, the school is obliged to make a referral.   

 

The Principal may seek clarification or advice and consult with the Education Authority’s 

Designated Officer for Child Protection or the Senior Social Worker before a referral is made.  

No decision to refer a case to Social Services will be made without the fullest consideration and 

on appropriate advice.  The safety of the child is our first priority. 

 

Where there are concerns about possible abuse and a referral is required, the following 

procedures will be followed by the Designated Teacher for Child Protection or in his absence by 

the Deputy Designated Teacher for Child Protection: 

 

a) In a case where the child is not considered to be at immediate or significant risk the 

Designated Teacher will make a written referral to Social Services by completing pages 1-8 of 

the UNOCINI Proforma. 

 

b) In a case where the child is considered to be at immediate or significant risk a telephone 

referral should be made to the local Gateway Team or the PSNI Public Protection Unit by the 

Designated Teacher for Child Protection or the Deputy Designated Teacher for Child 

Protection. (A telephone referral should be confirmed in writing within 24 hours). 

 

Under the “Protocol for Joint Investigations” established between the Police and Social 

Services, where either agency receives a report that a child is at risk, the other is 

automatically informed. 

 

All documentation regarding confidential Child Protect matters will be kept in a locked drawer in 

the Principal’s desk. 

 

COMPLAINTS ABOUT STAFF  

If a complaint about possible child abuse is made against a member of staff, the Principal 

must be informed immediately. Where the matter is referred to Social Services, the member of 

staff may be removed from duties involving direct contact with pupils and may be suspended 

from duty as a precautionary measure during investigation by Social Services. 

The Chairperson of the Board of Governors will be informed immediately. 

If a complaint is made against the Principal, the Deputy Designated Teacher for Child 

Protection must be informed immediately. She will inform the Chairperson of the Board of 

Governors and together they will ensure that the necessary action is taken. 
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Complaints made to the Principal about teaching and non-teaching staff are always recorded and 

subsequently investigated. If at any time a parent/guardian is unhappy regarding the way the 

school is handling a Child Protection complaint they may speak to: 

 

1) Referral Gateway 

Tel: 0300 1234 333 

Out of Hours contact number: Northern Health and Social Care Trust – 

Tel: 028 95049999 

 

2) The PSNI 

Tel: 101) 

 

3) EA Designated Officers for Child Protection 

Antrim Board Centre 

17 Lough Road 

BT41 4DH 

 Tel: 028 9448 2223 

  

If any member of staff feels unsure about what to do if he/she has concerns about a child, or 

unsure about being able to recognise the signs or symptoms of possible abuse, he/she should 

speak to the designated or deputy designated teacher. 

 

It should be noted that information given to members of staff about possible child abuse cannot 

be held ‘in confidence’. In the interests of the child, staff may need to share information with 

other professionals.  However, only those who need to know will be told. 

 

RECORD OF CHILD ABUSE COMPLAINTS AGAINST STAFF BOOK. 

This book is available to the BOG and signed regularly. 

 
VOLUNTEERS WORKING IN THE SCHOOL 

As part of the recruitment process all volunteers are vetted by ‘AccessNI’ or any subsequent 

vetting system. The school is then notified regarding a volunteer’s suitability at which point 

they may start working in the school. 

 

PARTNERSHIP WITH PARENTS 

The staff will work alongside parents in the best interests of the child. Any concerns identified 

within school regarding any child will be shared with the parents. In most cases a referral to 

Social Services and or PSNI will be discussed with parents, unless it is considered that the child 

may be at risk by informing the parents. The staff have a statutory duty to report to statutory 

agencies if they have concerns. 

 

PHOTOGRAPHS / IMAGES 

Permission is requested from parents/guardians before photographs, images or videos of pupils 

are taken and used for use in school, publicity or on the school’s website. 

 

INTERNET SAFETY (eSafety policy) 

Earlview P.S. has an Internet Policy which addresses relevant Child Protection issues. 

Earlview Primary School will use the filtered Internet Service provided as part of 

C2KNI and Iteach. Computers with Internet access for pupils will only be available on computers 

that are in highly used areas of the school such as classrooms, computer suite and the school 

library. Machines which are connected to the Internet will be in full view of people circulating in 

the area. While using the Internet at school, pupils should, where possible, be supervised. 

However, when appropriate, pupils may pursue research independent of staff supervision if they 
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have been granted permission. In all cases, pupils will be reminded of their responsibility to use 

these resources in line with the school policy on acceptable use. 

The staff of Earlview Primary school will ensure that the pupils understand how they are to use 

the Internet appropriately and why the rules exist. 

Network administrators may review files and communications to maintain system integrity and 

ensure that users are using the system responsibly. While privacy is respected, users must not 

expect files stored on C2K to be absolutely private.  

Earlview Primary School and Nursery also use the Securus system. This system allows for the 

easy detection of cyber bullying, online grooming and child abuse / exploitation, depression, self-

harm / suicide, racial, homophobic and religious harassment, use of drugs or weapons, attempts 

to use a proxy bypass to access restricted sites and also radicalisation and extremism. This 

system works in the background and takes screen shots when something of concern appears.  

The system will be monitored daily by the principal and action taken if required.  

 

Circular 2011/22 and 2016/27 relating to internet safety is embedded in this document. 

 

Circular 2013/25 advice is central to our practice. On-going staff training and induction 

training on eSafety is now practiced. Risk assessments have been carried out and cyber bullying 

is a topic taught in KS2, especially through outside agencies eg PSNI and Women’s Aid. 

 

Guidance from the Department of Education (June 2015) relating to Child Sexual Exploitation 

has been taken on board in the production of this document.  

 

Circular 2015/22 on RSE is also reflected in this policy and our own RSE policy. 

 

EARLVIEW P.S. WEBSITE 

No names and photographs that identify individual children will appear on the website. Only 

photographs of children with parental consent will appear on the school’s website. 

Home information and email identities will not be included - only the point of contact to the 

school i.e. school telephone number, school address and email address. 

Group photographs will not contain a names list. 

 

MOBILE PHONES 

Pupils are discouraged from bringing their mobile phone to school. If a phone is brought into 

school by a pupil, it is our policy that they should remain switched off during the time the pupils 

are on the school’s premises. If a parent needs to contact a child this should be done by 

contacting the school office. If a child needs to contact a parent/guardian, the school will make 

the necessary arrangements. 

 

RECRUITMENT AND SELECTION 

DE Circular 1990/28, which defined the previous practice in relation to pre-employment checks, 

has been replaced by the following Department Circulars which were issued to all schools in 

March 2006: 

2006/06 Child Protection: Recruitment of people to work with children and young people in 

educational settings; 

2006/07 Child Protection: Employment of substitute teachers; 

2006/08 Child Protection: Training requirement for school governors on staff recruitment and 

selection panels; 

2006/09 Child Protection: Criminal background checking of staff in schools – programme to 

extend coverage. 

2006/25 Child Protection: Vetting of school Governors 

2007/01 Acceptable use of the internet and digital technologies in schools 
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2008/03 Child Protection: Pre employment checking of persons to work in schools – New 

arrangements 

2011/22 Internet Safety 

September 2012 Guidance re employment checking 

2013/16 Relationships and sexuality Education policy in schools 

Co-operating to Safeguard Children and Young People in NI – HSSPS 2016 

 

Earlview Primary School’s recruitment and selection of staff strictly follows the 

recommendations and guidance provided in the DE Circulars listed above. 

 

EXTENDED SCHOOLS 

It is school policy that any adults working in the school as a result of the extended schools’ 

programme or any use of the building by adults, as a result of the extended schools’ programme, 

are vetted for suitability and must adhere to the school’s Child Protection Policy and as in all 

school activities, suitable risk assessments will be carried out.  

 

GOVERNOR TRAINING 

DE Circular 2006/08 and 2016/20 requires that at least one Governor, the Chair and member 

with specific responsibility for Child Protection, must have been trained in issues relating to 

child protection. EA guidance requires that all governors sitting on an interview panel should 

have received recruitment and selection training. 

 

APPLICATION FORMS 

The application forms for teaching and non-teaching posts have been revised to include the 

requirement to account for gaps in employment and the requirement to provide two referees, at 

least one of whom must be a previous or current employer able to comment upon the applicant’s 

suitability to work with children/young people. 

 

VETTING PERMISSION 

All candidates applying for a non-teaching post are asked to complete an ‘AccessNI’ form or any 

subsequent vetting system. This form is forwarded to initiate a vetting check. 

 

PROOF OF IDENTITY AT INTERVIEW 

Candidates must provide photographic proof of identity at interview. 

 

GAPS IN EMPLOYMENT/ SUITABILITY TO WORK WITH CHILDREN 

It the governors have any doubts regarding candidates about gaps in a candidate’s employment 

history they will request from the candidate a satisfactory explanation. 

At the end of the interview each candidate is asked if they are aware of anything in their 

employment or personal history which would render them unsuitable to work with children and 

young people and their response should be noted in the interview notes. 
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REFERENCES 

Details of two referees must be provided on the application form, who can comment upon the 

professional competence of the candidate. At least one of the referees should be from a 

previous or present employer who can also comment upon the candidate’s suitability to work with 

children/young people. In the absence of previous paid employment, University tutors or 

employers where teaching practice or voluntary service was undertaken are also acceptable. 

References may be sought by the Board of Governors for short-listed candidates using the 

reference form provided by the Board. 

The references received for the recommended candidate are forwarded to the Board with the 

application forms and the recommendation for appointment. If no references are received, 

Human Resources staff will request them for the recommended candidate only. No appointment 

will be confirmed until satisfactory references have been received. It should be noted that this 

may delay the appointment process. 

 

INDUCTION OF NEW STAFF 

All new staff have induction that includes appropriate training in the school’s Child Protection 

Policy. 

 

TEMPORARY TEACHING POSTS 

In accordance with DE Circular 2006/07 only teachers who are on the Northern Ireland 

Substitute Teachers Register should be employed to work in schools. If a school has teachers 

who are regularly employed on a casual basis, they should be advised to register. 

All teachers on the register have been subject to the vetting procedure and no further checks 

are required. Schools are not permitted to employ any teacher not registered. It should be 

noted that compliance will be monitored by the Department of Education. 

 

REVIEW OF POLICY 

This policy will be updated in line with relevant Department of Education recommendations / 

legislation as appropriate. It will also be reviewed on an regular basis as good practice dictates. 

A copy of this policy will be presented to parents every two years and available on our website. 
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WHAT TO DO IF YOU HAVE A CONCERN ABOUT A 

CHILD’S SAFETY 

 

Talk to the class teacher  

 

 
If you are still concerned talk to 

Mr. Smyth, the Designated Teacher for 

Child Protection or Mrs. Kayes, the Deputy Designated 

Teacher for Child Protection 

 

 
 

If you are still concerned talk  

or write to  

the Chairman of the  

Board of Governors 

 

 

 

At any time I can talk to: 
 

a social worker at ‘Gateway’ (Tel: 0300 1234 333) 

Tel: Out of Hours contact number: Northern Health and Social Care 

Trust –Tel :028 95049999 

or 

the PSNI Public Protection Unit at Newtownabbey Police Station: 

Tel: 101  

 

 

 

 

 

 

 

 

Mrs Dennison is the Deputy Designated teacher in the Nursery 

 

The remaining members of the Safeguarding Team are Dr. Montgomery (Chair 

of the BOG) and Mr D. Marks (BOG member)  
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CHILD PROTECTION PROCEDURES 
 

Talking to children where there are concerns about possible abuse / domestic violence 

 

Where teachers see signs which cause them concern, they should, as a first step, seek some 

clarification from the child with tact and understanding.  Where a classroom assistant or 

another member of the school’s ancillary or auxiliary staff sees such signs, he/she should 

immediately bring them to the attention of either the class teacher or the designated teacher, 

and it may be appropriate for the necessary clarification to be carried out by the teacher.   

Such clarification may reassure teachers that abuse has not occurred; but signs and symptoms 

which cause concern, while perhaps not a result of abuse, may nevertheless indicate that the 

child or his/her family is in need of Social Services’ intervention. 

 

Care must be taken in asking, and interpreting children’s responses to questions about 

indications of abuse.  The same considerations apply when a child makes an allegation of abuse, 

or volunteers information which amounts to that.  In some circumstances, talking to the child 

will quickly crystallise initial concerns into a suspicion that abuse has occurred, and point to the 

need for an immediate referral.  Staff should be aware that the way in which they talk to a 

child can have an effect on the evidence which is put forward if there are subsequent criminal 

proceedings, and the extent of questioning should, therefore, be kept to a minimum. 

 

However, we also regrettably acknowledge that sometimes perfectly innocent physical actions 

can be misconstrued and so we have agreed some guidelines on how to manage the issue of 

touch: 
 

 Offering appropriate, i.e. non-sexual and non-violent, touch to a child or young person 

will be in response to a child initiated approach to an identified physical, emotional or 

educational need, for example if a child has been physically sick, fainted, is emotionally 

upset or requires assistance in holding a musical instrument correctly. 
 

 Sensitivity to a child’s reaction to physical contact is important as some children find 

being touched uncomfortable or distressing for a variety of reasons.  Resistance from a 

child should be respected, depending on the age and developmental stage of the children 

and the level of risk to him.  In extreme cases, a teacher may have to restrain a pupil 

physically to prevent him from committing an offence, from causing injury to himself, to 

others or to property, or otherwise from behaving in an undisciplined way.  In such 

instances, no more than the minimum necessary force should be used; the teacher should 

act within the Department of Education’s guidelines on the use of reasonable force and 

should seek to avoid causing injury to the pupil.  It is possible that physical contact may 

result in a child responding inappropriately; this may in itself be indicative of abuse 

occurring elsewhere, and the teacher should bring any concerns to the attention of the 

Designated Teacher. 

 When responding to a child’s distress or physical needs, maintaining the child’s right to 

privacy and being treated with dignity is essential.  This will often result in touch being 

given in a private and less visual situation.  Any physical contact that could possibly be 

misinterpreted by the pupil, parent or other adult should be mentioned to the 

Designated Teacher.  The essential component is for staff to be transparent and 

accountable for all their activities to other staff, parents and pupils.  All other natural 

tactile behaviour is acceptable when carried out in an open environment with other 

children and/or adults present. 
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 It may sometimes be necessary for a child to have clothing changed.  Where possible 

this should be done in the presence of two adults and noted on the Personal Care Record 

Pro-Forma (PC1).  If the incident is of a more serious nature the child’s parent will be 

contacted. 

 

 Staff who administer first-aid to a child should ensure, wherever possible, that this is 

done in the presence of other children or another adult as long as the child’s dignity is 

maintained.  No member of staff should hesitate to provide first aid in an emergency or 

to a child in an embarrassing situation because another person is not present.  In all 

cases of administering first-aid, the appropriate detailed written records should be 

maintained, thereby enabling accountability for staff’s actions. 

 

It is accepted that in the stages of a child’s education, there are many occasions when it will be 

necessary for children and adults to relate on a one-to-one situation within the school 

environment.  This is because of curriculum requirements but also it is essential for children to 

develop and build appropriate relationships with adults, whereby guidance, advice and 

consultation can occur without a class audience.  It is particularly vital that a child knows that 

he can speak to staff on a one-to-one if he requires assistance because of a “need” situation in 

any aspect of his life, or should he wish to disclose information regarding abuse, or bullying in 

the school.  Some examples of when one-to-one teaching, conversations and meetings may take 

place are: 

 

 Class or homework assistance 

 Learning support 

 Pastoral Care support/guidance 

 Music Tuition 

 Educational and/or general guidance 

 Discipline discussions/application of sanctions 

 

However, it is also recognised that a one-to-one situation or meeting can be misconstrued or 

misused by either the adult or the child and therefore in an effort to create a mutually safe 

and respectful environment, the following guidelines should be followed: 

 

 As far as possible, staff should ensure that the room has visual access or the door 

should be left slightly ajar.  Signs prohibiting entry to the room should not be used. 

 

 An appropriate physical environment is maintained whereby neither the staff member 

nor the child is uncomfortable or restricted from leaving the room if need be. 

 

 Another adult in the school is aware of the meeting occurring and the whereabouts of 

the staff member. 

 

 The one-to-one should not occur in an isolated or secluded part of the school property. 

 

In exceptional situations due to a child displaying severe behavioural responses, either 

physically or verbally, including persistent fabricating, it may be in both the child and the adult’s 

best interests for two adults to be present at meetings or discussions. 
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GUIDELINES FOR QUESTIONING 
 They should not ask the child leading questions, as this can later be interpreted as 

putting ideas into the child’s mind; 

 

 They should not, therefore, ask questions which encourage the child to change his/her 

version of events in any way, or which impose the adult’s own assumptions.  For example, 

staff should say, ‘Tell me what has happened’, rather than, ‘Did they do X to you?’ 

 

 The chief task at this stage is to listen to the child, and not to interrupt or try to 

interpret, if he/she is freely recalling significant events, and as soon as possible 

afterwards to make a note of the discussion to pass on to the Designated Teacher for 

Child Protection.  The note should record the time, date and people who were present, as 

well as what was actually said.  Signs of physical injury should be described in detail or 

sketched. Under no circumstances should a child’s clothing be removed. 

 

 Staff should not give the child undertakings of confidentiality, although they can and 

should, of course, reassure that information will be disclosed only to those professionals 

who need to know; 

 

 Notes of the discussion may be used in any subsequent court proceedings. 

 

 Be sensitive to what a child says, treat it seriously and value what they say. 

 

While discreet preliminary clarification from the child, parent or other carer will often help to 

confirm or allay concerns, it is NOT the responsibility of teachers to carry out investigations, 

or to make extensive enquiries of members of the child’s family or other carers. 

 
Child displaying symptoms of possible abuse / domestic violence 
In all cases where symptoms displayed by a child give rise to concerns about possible abuse, or 

about the welfare of the child, the teacher or other member of staff should report these to 

the designated teacher.  A parent or other carer may also give information to a member of 

staff of the school which gives rise to concern about possible child abuse by someone outside 

the school, or by a person working in the school in a volunteer capacity.  The member of staff 

should advise the person making the complaint that the matter will be brought to the attention 

of the teacher responsible for child protection matters within the school. All should be aware 

about confidentiality and the bounds of this may mean that they may not hear any outcomes.  

 
Procedures to be followed. 
The reporting procedures are: 

 The person receiving the complaint (or information), or noticing signs of possible abuse, 

must notify the Designated Teacher for Child Protection in the school or the Deputy 

Designated Teacher for Child Protection if he is not available; 

 

 The designated teacher will decide, taking advice as necessary, if the information is 

such that a referral is required.   

 

Where there are concerns about possible abuse and a referral is required, the following 

procedures will be followed by the designated teacher for child protection or in his absence by 

the Deputy Designated teacher for Child Protection: 
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STEP 1 

a) In a case where the child is not considered to be at immediate or significant risk the 

Designated Teacher will make a written referral to Social Services by completing pages 1-8 of 

the UNOCINI Proforma. 

 

b) In a case where the child is considered to be at immediate or significant risk a telephone 

referral should be made to the local Gateway Team or the PSNI Public 

Protection Unit by the designated teacher for child protection or the deputy designated 

teacher for child protection. (A telephone referral should be confirmed in writing within 24 

hours). 

 

Under the “Protocol for Joint Investigations” established between the Police and Social 

Services, where either agency receives a report that a child is at risk, the other is 

automatically informed. 

 

 

In short in instances where there are concerns about possible abuse the following procedures 

are to be strictly adhered to: 

 Seek some clarification if appropriate 

 Keep a record, dated and signed, of complaints or information received and all 

concerns 

 Pass the information on to the Designated Teacher for Child Protection or Deputy 

Teacher for Child Protection if he is not available 

 Designated teacher to take appropriate action. 

 

Information Management  

Information management is a key part of effective inter-agency, inter-disciplinary 

working in relation to safeguarding and child protection. Failure to record information, 

understand its significance, share it in an appropriate, purposeful and timely manner and 

then take appropriate action can hamper the work of those tasked with keeping children 

safe. Information obtained by organisations in the exercise of their safeguarding and 

child protection duties may be personal information about a particular child, young person 

or adult, and therefore is governed by the common law duty of confidentiality and the 

Data Protection Act 1998 (the DPA). The eight principles of the DPA state that personal 

information must be1: 

 processed fairly and lawfully and only for purposes compatible with the reason(s) 

for which the information was originally obtained; 

 adequate, relevant and not excessive for the purposes for which it is processed;  

 accurate and kept up to date;  

 not kept for longer than is necessary;  

 processed in line with the rights of the data subject;  

 held securely; and  

 not transferred to other countries outside the EEA without adequate protection. 

 

                                                 
 

http://www.legislation.gov.uk/ukpga/1998/29/introduction
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All organisations holding personal information for the purposes of safeguarding and 

protecting children and young people must have an information management policy in place 

which complies with the DPA and the Human Rights Act 1998. Organisational policies must 

include procedures to be followed by staff and volunteers in relation to: 

 information management, including recording of information, its secure storage, 

and how this can be accessed and by whom (see below); 

 sharing information outside of the organisation for safeguarding purposes, and 

how requests for information are considered and assessed; 

 subject access requests; and 

 identified breaches of data protection within the organisation.  

Guidance for the voluntary, community and faith sector organisations on the management 

of records and sharing of information is provided in Getting it Right, Standards for Child 

Protection published by Volunteer Now. Good Management Good Records provides 

guidance on the management of records for those working in the HSC.  

  Information Sharing  

Information sharing for the purposes of safeguarding and child protection can play a key 

role preventing harm occurring in the first place. Information sharing is one form of data 

processing, and as such is covered by principles and requirements of the DPA. The 

Information Commissioner’s Office (ICO) has published a statutory Data Sharing Code of 

Practice to assist organisations to comply with the DPA. The code is applicable to all 

organisations involved in sharing personal data, whether this is within different branches 

of the same organisation, or with another third party organisation.  

 

An approach that emphasises the importance of the positive use of legislation in the 

interests of safeguarding and protecting children and young people should be taken within 

the parameters of the law. In circumstances where it may not be appropriate to seek 

consent (or explicit consent) with respect to a child or young person suspected to be at 

harm, data controller/s must ensure they are satisfied with which condition they are 

relying on to ensure lawful processing.  

 

Organisations must have procedures for staff and volunteers on how to share information 

in compliance with the DPA and the ICO Code of Practice. Organisations who need to 

share information on a regular basis for child safeguarding and child protection purposes 

must develop good working relationships and effective channels of communication, where 

necessary, to identify key members of staff and contact points within the organisation 

through which information can be channelled, including out of normal working hours.  

 

 

 

 

 

 

 

 

http://www.legislation.gov.uk/ukpga/1998/42/contents
http://www.volunteernow.co.uk/training-and-standards/getting-it-right-standards-for-child-protection
http://www.volunteernow.co.uk/training-and-standards/getting-it-right-standards-for-child-protection
http://www.dhsspsni.gov.uk/index/gmgr.htm
https://ico.org.uk/media/for-organisations/documents/1068/data_sharing_code_of_practice.pdf
https://ico.org.uk/media/for-organisations/documents/1068/data_sharing_code_of_practice.pdf
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Earlview Primary School 
CONFIDENTIAL   

 

NOTE OF CONCERN 
 

CHILD PROTECTION RECORD - REPORTS TO DESIGNATED TEACHER 

 

Name of Pupil: 

Year Group: 

Date, time of incident / disclosure: 
 
 
 

Circumstances of incident / disclosure:  
 
 
 
 
 
 

Nature and description of concern: 
 

 
 

Parties involved, including any witnesses to an event and what was said or done 
and by whom: 
 
 
 
 
 

Action taken at the time: 
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Name of staff member making the report:  ______________________________ 

 

Signature of Staff Member:  __________________________ Date:  __________ 

 

Signature of Designated Teacher:  ____________________ Date:  __________          

 

 

 

 

 

 

 

 

 

 

 

 

 

Details of any advice sought, from whom and when: 
 
 
 
 
 
 

Any further action taken: 
 
 
 
 
 
 

Written report passed to Designated Teacher:  Yes:  No:   
If ‘No’ state reason: 
  
   
        
 

Date and time of report to the Designated Teacher: 
 
 
  

Written note from staff member placed on pupil’s Child Protection file   
If ‘No’ state reason: 
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Appendix 2 

EARLVIEW PRIMARY SCHOOL 

 

PERSONAL CARE RECORD – PC1 

 

 

PUPIL’s NAME: ______________________________________________ 

 

CLASS: _____________   DATE OF BIRTH: ______________ 

 

ADDRESS:__________________________________________________ 

 

 

Date Personal Care Carried out By whom 
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Report of Alleged Bullying 

 

Date: 

 

Incident (including all names available) 

 

 

 

 

 

 

 

 

 

Investigation 

 

 

 

 

 

 

 

 

 

 

 

 

Outcome 

 

 

 

 

 

 

Follow up needed 
 

 

 

 


